hhglcbal

ﬁngsten
Guide

North America
Last Updated: 09 December 2022

vAVAVAV A~

9.9.9.9,
0’0’0

/




hhglcoal

Table of Contents

{1V = L8 LT 13 T 3 = o 1 1
LIS [aTe FS 0 gl o= a1 1 £ 1
Getting Started........... e nnnnn e e e e nes 1
ST o 1Y =T g A eToTo 18 ] o | 2

If your company has received an email invitation.............cccoceeeiiiiiiiiice e 2

If you have not received an email invitation..............ooooviieiiii e 2

If your company is not new in Tungsten and already has an account................................ 2
CONFIGUIE ACCOUNT.......eiiiiiiiii et e e e e e e e e e e e e e eeeeeeeeeennsanrneeeeeaeeas 2
How to access your company ‘s existing acCount................ooooviiiiiiiiiiiiiiiiiiiiiiiieeiiiieeaas 2

Set up Relationship between your company and HH Global...................................... 3

If your company received an email iNVIte ............oooiiiiiiiiiiiiiiiiiiiiiie e 3

If your company does not have a previously requested connection with HH Global......... 4

Y/ F=Tat=Te (o oTo] ol aT=Tod (o] o 1T 6

How to send HH GIODaI INVOICES ..........ooiiiiiiiiiiei e 8

To submit an invoice for a Purchase Order in Tungsten:..........cceevviiiiiiieiiceeee e 9
Invoice Status and INVOICe REJECHIONS...........iiiieii e 17

Extra set up in your account (if Nneeded).........ccceeeiiiiiiccciiimeeiie e 18
If you require a second account on Tungsten (multiple country registration) ................. 18

If you are using the Web Form solution to send e-invoices.............cooovvvviiiiiiiiiiiiiiiiiiinnnns 19

2 =Y o Yo o € 19
Key lINKS @NA FAQIS .......oooiiiieeeiceectieee s e s s e cceeere e e s e e e s e s snnn s e e e e e e e e s e nnnneeeeeeesasasssnnnneeeeeesenansann 21
Who to contact at HH Global...............oo e 22
How to get help in TUNGSTEN ... 22

© 2022, HH Global Ltd. Proprietary and Confidential i



hhglcoal

What is Tungsten?

Tungsten is a third-party portal used by HH Global, to manage supplier invoices. It is a Global
provider used by many businesses across the word.

Tungsten benefits

Instant invoice
validation

Get notified of
errors before you
send your invoice,
resulting in fewer
invoice exceptions

Expedited
payments
processing
No more manual
checking means
we can process
your payments
more quickly
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Real-time
status

An e-invoice is a
digitally signed tax
document that can
be used to reclaim
VAT, unlike a pdf

Track the status of
your invoice to
see when you will
get paid
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Convert POs
into invoices
Receive purchase
orders and
convert them into
invoices at the
touch of a button

Each Tungsten supplier account has one Admin User who can add/delete users and is responsible
for granting access. Your Tungsten account can be set up with as many users as required by your

organization

Getting Started

Please follow the steps below to start sending invoices

Tungsten Network offers two methods of sending your invoices: a fully automated process
that integrates with your billing system (Integrated Solution), or an easy-to-use free online

portal (Web Form).

Please follow the steps below under ‘Register Account” to register for a Web Form account.

For more information on the Integrated Solution go to Integrated Solution.

Regqister Account

Configure Account

Set up Relationship

© 2022, HH Global Ltd. Proprietary and Confidential
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Register Account

If your company has received an email invitation

If you have received an invite from HH Global and Tungsten to activate your Tungsten account,
please follow the link provided.

If you have not received an email invitation

If you have not received an email invitation with a link to activate your account, please follow the
below steps to register an account: you can register for a Tungsten account here

Access the link Tungsten Registration

For more details and instructions to step-by-step click here

If your company is not new in Tungsten and already has an account

If you have a Tungsten account, please see the step Set up Relationship.

Configure Account

How to access your company’s existing account

¢ If you are not setup as a user of your company’s Tungsten account

Contact your Admin User and request they add you as a Portal User. A video guide on how they
can add you as a User can be found here

e If you do not know who the admin user is
Contact Tungsten Support here and Tungsten will provide you the Admin User details.
¢ If the Admin User is no longer an employee or changed position

Provide a document signed by a manager containing the following information:

© 2022, HH Global Ltd. Proprietary and Confidential 2
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o Confirmation that the current Admin User is no longer part of the company or changed
position.

o First name and last name of the new Admin User.
o Email address and phone number of the new Admin User.
o The signature and the official stamp/logo of the company.

Send it to contact.in@tungsten-network.com and Tungsten support will review and confirm
change of Admin User

Note: Tungsten can accept a scan, photograph, or pdf file of this letter/document

Set up Relationship between your company and HH
Global

To view your HH Purchase Orders and send invoices via Tungsten, your Tungsten account needs
to be linked to HH Global account AAA286339486 HH Associates US, Inc. Follow the steps below
to set up the relationship

If your company received an email invite

1. Logon to your Tungsten account.

WELCOME TO TUNGSTEN NETWORK
D O = U

’*"‘gy “\ B

2 Home

Invoices
P Purchase Orders
i For your attention fast Mﬁw
| Reports Type Count Date Customer v
L ] Customer invites 1 08 Mar 2022 View
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3. Turn on the Connection button. Click Next, then Confirm.

Buyer Confirmation

Accept or I?J%Ct customers
Connection  Group Name Customer name Customer TN number Tax 1D
Connect Test Buyer 2017 Test Buyer 2017 AAAS88765404 N/A

BACK :> CONFIRM

If your company does not have a previously requested connection with HH
Global

1. Raise a new connection request by clicking on the ‘NEW CONNECTION’ button

- Yt
COMNHECTED (15) INVITATION RECEIVED (2] @ PENDING AEQUESTS (3) nN:\h CONMECTION
Customer namu 41 ! Cusshonees name OF i Customern narre 03
) st FgasT s s ey ape00%0%. 550 Urun,o GB00m00
;a;;nm:on Q?.H"W ..'l“:l ) .\‘P«*“‘xl‘ﬂ":m ':-?IM-:\‘\‘ .‘f‘\\ﬂ. i wwm‘l\-o “.P.h’;\' n’? II- )

2. Upon clicking this button, you will be taken to the search page, where you can search for a
customer by: Name, TN number or Tax ID

(<] X

Find a customer to send a new connection request.

TN number Find a customer

- SEARCH
Tax ID number

Customer name

Find a customer to send a new connection request

Search by Coustry Find a customer

Customer name - United Kingdom - Taucan Network x

Toucan Graup

Toucan Metwork 2 AMAL44455555 GEO00D020
Pountney Hill House, 1 Laurence Pountney Hill, London EC4R 0BL, United Kingdom
Toucan Metwork 3 AAAT11122222 GEO0D00DT
Pountney Hill House, ' Laurence Pountney Hill, London ECAR 0BL, United Kingdom

Connected) Good Toucan Lid 1
Good Toucan Lid 2 ABAIBFE54321 GBOUODAT0

Pountney Hill House, 1 Laurence Peuntney Hill, London ECAR 0BL, United Kingdam

Can't find your custamer? Try again or search by TN number or Customer name

© 2022, HH Global Ltd. Proprietary and Confidential
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3. Select the company below

T t
ungsten Company Name Address Country | Tax ID Number
Account
HH Associates US, 520 Lake Cook Road, Suite
AAA286339486 Inc. 680 Deerfield, IL 60015 us 98-0532401

4. You will have the option to add the vendor code, but it is an optional field. Please, proceed if

you do not have the information.

i Ifyour customer has provided a vendor code, we encourage you to add this before sending the connection request

You've selected Toucan Network 2.

N number Taux D numiber

AMALA4455555 GROO0DOZD

Toucan Network 2

ney Hill, Lendar R OBL, United Kingdarm

This company is part of Toucan Group, SHOW GROUP

SEARCH AGAIN CONFIRM

5. Once you have selected and confirmed the customer company or multiple companies within the
group that you want to connect with, you can upload any files in the request (it's optional)

Your customers require additional information

COMPANHIA ENERGETICA DE MINAS GERAIS - CEMIG
United Kingdom

Deag & Drap files hete or

0o T LATER DELETE

COMPANHIA ENERGETICA DE MINAS GERAIS - CEMIG

6. Once files have uploaded successfully, click SEND

Additionally, you can DELETE the request if you no longer wish to connect

© 2022, HH Global Ltd. Proprietary and Confidential
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o
COMPANFES ENCRGETICA [N MINAS GERALS = CIMIG S B
Ursted Kingaom
Fike raarre 02 o -]

R P paarve 0 oy ]
m DOETLATER DILETE e o e cusiomes sdided here
COMPARILL ENERGETICA DI MIRAS GERALS = CIMIG @ e rame 0 &
Usitand Stabic a = & Demg & Dap Bden hare

OO IT LATER CILETE
COMPARFES ENERGE TICA DE MINAS GERAIS = CIMIG

Span

Dty L Dvons Bt oo o

PO ITLATER DBELETE

If you choose to ‘DO IT LATER’ those connection requests will be saved in the ‘DRAFTS’ folder
which will only appear if there are any unsent requests

CONNECTED (15) INVITATION RECEIVED (2) PENDING REQUESTS (3) ° MEW CONNECTIO
Q, search company or group Sortby  Latest first v Y FILTER

Customer name 00

Sauntry
United Kingder

TH number Lastupdated
AAAD0DDOODD 15Sep 2019

@ NOT BEEN SENT VET OPEN

Once you have sent your new connection request successfully, HH Global will review and either
Approve or Decline it.

Manage connections

e Customer Connect Functionality Overview
1. Log into the Tungsten Network Portal

2. Click on ‘Customers’ in the left menu navigation (If menu is collapsed, look for the
handshake icon)

3. Clicking on ‘Customers’ will take you to the new ‘Customer Connect’ app, with the default
homepage display being the ‘CONNECTED’ tab

© 2022, HH Global Ltd. Proprietary and Confidential


https://authentication.tungsten-network.com/login

hhglcoal

Viiay  soisOffcs Testaccoun O B vowsecou  Heb&Supporme  LogOr

CUSTOMERS -— s
AAAS50731B48 - Sofis Office Test Account -
.
CONNECTED (4) PENDING REQUESTS (1) ° NEW CONNECTION
Q Sortby Newestfrst c  TrEm
NEW YORK POST - Test. Wavemaker UK (Media) Pulse buyer

UNITED STATES UNITED KINGDOM POLAND

o
z R— [N— T () b EA—
- May 31,2021 APULSEQUT
Test Buyer entity
FRANCE FR12345722000

¢ Overview of connected
a. See the total number of buyers you are connected to

b. Cards — show information about the customers you are connected to i.e., country, VAT, TN
account number

c. Scroll to the bottom of the page to ‘Load More’ on screen or SEARCH for a connected
customer by looking up the company or group hame

d. SORT BY, various parameters such as latest first, oldest first, alphanumeric etc.

e. FILTER: Clicking the filter icon you can choose your preferred view and criteria i.e., by
country, group names.

e Company short name (122456 72} o &0 My aceount Help & Support Logout
CONNECTED (15) [l INVITATION RECEIVED (2)®  PENDING REQUESTS (3) © new connection
Q search company or group Sortby  Latestfirst ~  YFILTER

Customer name 01 J Customer name 02 s Customer name 03

Country VAT number Country Country VAT nunber

United Kingdom 80000000 United Kingdom G United Kingdom GBUO0000D

TN number Ready to Transast TH number Readyta Trar TN number Ready to Transast

AARD0000000 02 May 2018 AAADO0DOODD 02 May 2018 AAAD0000000 02 May 2018

Customer name 04 i Customer name 05 i Customer name 06

Country VAT number Country VAT nurmber Country VAT number

United Kingdom GB0000000 United Kingdom 550000000 United Kingdom GBO00000D

™ umser Reayto Transact H rumer Readyta Transaot ™ numer Rzadyto Transact

AAROD0D0000 02 May 2018 AAADOODOODD 02 May 2018 AAADD000000 02May 2018

Customer name 07 B Customer name 08 : Customer name 09

country VAT number County VAT number Country VAT number

United Kingdom GBOD000O0 United Kingdom GBO0O0DOO United Kingdem GBODOODOD

TN umber Ready to Transact TN number Ready to Transact TN number Ready to Transact

AAADD0D000D 02 May 2018 AAADOD00D00 02 May 2018 AAADD0D0000 02 May 2018
® INACTIVE

LOAD MORE

© 2022, HH Global Ltd. Proprietary and Confidential
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o Declined connection requests

a. If HH Global declines your connection request, you will be able to ‘VIEW REASON’ and the
connection request will be marked as ‘CLOSED’

T e YOUR REQUEST HAS BEEN CLOSED

4 aE, Close Reasan
Couritry WAT nufrer
Query reason 2

United Kingdom GEDDOO0O]
TH numker Last updated heciment , 2
Neque porro quisguam est qui dolerem ipsum quia delor sit
AAADODOOTOO 02 SEP 2019 amet, consectetur, adipisci velit,
® CLOSED I ¢ VIEW REASON I close

b. You will also receive an email informing you that the connection request has been declined.
To query the decline of the request you will need to contact HH Global directly.

How to send HH Global Invoices

HH Global is transitioning most of the operation to Hub: only POs raised on Hub (beginning with
USP###H#) will be sent to Tungsten. Therefore:

o If a PO# begins with a 4 or 5 or 6 and is seven digits long before the dash, those
invoices need to be uploaded through the hiips://suppliers.inwk.com/ portal.

o VALO PO#'s begin with 1000-0000####-## - you will need to upload those invoices
to https://valo.inwk.com/#/

Please take note of the following electronic invoicing rules:

e Only full Purchase Orders that are marked as delivered in Hub will be sent to
the Tungsten Network for payment. No partial Purchase Orders will be sent to the Tungsten
Network.

e Consolidated invoices can be processed only if the payment term, currency, and billing entity
are identical in your selected Purchase Orders.

e Purchase Order line numbers should be added in each Purchase Order line for single and
consolidated invoices.

e Purchase Order numbers must be input verbatim to avoid rejections.

e Invoices must be raised for the complete amount of the Purchase Order(s). Partial amounts will
be rejected.

© 2022, HH Global Ltd. Proprietary and Confidential
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To submit an invoice for a Purchase Order in Tungsten:

1.
POs.

2.
Customer dropdown menu.

Log in to Tungsten and click on Purchase Orders in the navigation bar to review your available

S Home

B Invoices

Purchase Orders

= Customers

1 Reports

In the Criteria section, select HH Associates US, Inc - 98-0532401 - AAA286339486 from the

Criteria

Customer
HH Associates US, Inc. - TEST - ARAZI0TT 956 i

PO number

Stanus
Please select - PO status defenitions.
PO conversion status

Al b

Select PO date range

| Last 12 morrtns |

3. Under the Select PO date range field, select Last 12 Months.

4. Click the Get my POs button.

© 2022, HH Global Ltd. Proprietary and Confidential
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5. Alist of Purchase Orders meeting the search criteria will generate. Click on the Plus (+) button next

to the PO Number to invoice.

Active purchase orders

Select PO number Updated Customer Customer TN Status Version{ First line description Lines  Invoices Net value Delivery

PO date Number Method

[+] V USP2497875 o 121172021 V HH Associates 7 AAAZS07TE956 V Accepted V o 7 HHub Qty: 50 1 1 19.00 - V Prex
US, Inc. - TEST

E UsP2481279 12/1/2021  HH Associates AAAZ90775956  Pending o HHub Qty: 15 3 0 558.25 = Prey
US, Inc. - TEST

[+ USP2479640 12/1/2021  HH Associates AAAZ90775956  New o HHub Qty: 10 2 0 319.00 - Prey
US, Inc. - TEST

[+] USP2479633 12/1/2021  HH Associates AAAZ90775956  New 0 HHub Qty: 10 2 0 319.00 ° Prey
US, Inc. - TEST

[+] UsSP2461128 12/1/2021  HH Associates AAAZS07TE956  New o HHub Qty: 10 1 0 159.50 - Prex
US, Inc. - TEST

[+] USP2479629 12/1/2021  HH Associates AAAZS07TE956  New o HHub Qty: 10 2 o 319.00 = Prex
US, Inc. - TEST

[+] UsP2476794 12/1/2021  HH Associates AAAZ90775956  New o HHub Qty: 6 1 0 9570 - Prev
US, Inc. - TEST

[+] USP2479595 12/1/2021  HH Associates AAAZ90775956  New 0 HHub Qty: 10 2 0 319.00 ° Prey
US, Inc. - TEST

[+] USP2477237 12/1/2021  HH Associates AAAZS07TE956  New o HHub Qty: & 4 0 111.65 - Prex
US, Inc. - TEST

[+] USP2475322 12/1/2021  HH Associates AAAZS07TE956  New o HHub Qty: 26 1 o 398.76 = Prex
US, Inc. - TEST

[K < 123 > 3 Pesesiz=n Displaying page 1 of 3, tems 1101

< >

ACCEPT PO REJECT PO ARCHIVE PO

6. Ifthe PO is in New status, review the information and then click on the Accept PO button to move
the PO to Accepted status.

PO Convert #USP2479640 Ol se it e
Current Status:  Pending
|
PO NUMBER USP2479640
TN Buyer Number:
AAA290775956
PO Date: 20 February 2020
Currency: US Dollar
PO FROM POTO Reference numbers
HH Associates US, Inc. - TEST
R ER T Supplier Information
Suite 680
Deerfield
I}
ADDITIONAL INFORMATION
Local Currency usD
PO Vendor Number SDIAMODODT
Purchase Order Ref. STD
Document subtype 1 W
Pavment Ref. ESD 90 davs Posting- 60 davs 3%

| ACCEPT PO | REJECT PO PREVIEW BACK

© 2022, HH Global Ltd. Proprietary and Confidential
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7. Click on the Convert PO button to convert the PO into an invoice.

PO Convert #USP2479640

) Help with this page

‘ 0 PO has been accepted

Current Status:  Accepted

PO FROM

HH Associates US, Inc. - TEST
520 Lake Cook Road

Suite 680

Deerfield

I

ADDITIONAL INFORMATION
Local Currency

PO Vendor Number

Purchase Order Ref.

Document subtype

Pavment Ref

~
PO NUMBER USP2479640
TN Buyer Number:
AAAZ90775956
PO Date: 20 February 2020
Currency: US Dollar
POTO Reference numbers
Supplier Information
usD
SDIAMDO01
STD
I v
FSN a0 davs Postino- A0 davs 3%

REJECT PO ARCHIVE PO I CONVERT PO I PREVIEW

8. In the Create Invoice section, enter your invoice number to associate with the PO Number.

PO Convert #USP2479640

Create invoice

Enter invioice number®

123454

9. Inthe Select PO line items to use section, click on the checkbox for the Net Amount.

Select PO line items to use

No Part code Description Qty U Unit price Met amount| O Oty Unit price:
4 FRPRIT0100 20BASFO1... Each 159.50000 159500 © 1.000 159.50000
5 FRPRIT0100 20BASFO1... Each 159.50000 159500 © 1.000 159.50000

s

10. Click the Create Invoice button.

© 2022, HH Global Ltd. Proprietary and Confidential
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Select PO line items to use

No Part code Description Qry Uohd Unit price Net amount O Quy Unit price
4 FRPRITO100 20BASFOT... 1.000  Each 159.50000 159500 M 1.000 159.50000
5 FRPRITO100 20BASFOT... 1.000  Each 159.50000 159500 1.000 159.50000

e

11. The PO Conversion details will display. Click the Confirm button.

Help with thi
PO Convert #USP2479640 © ticlp with his page
Create invoice
Invoice number
123456
Line Description Qty Uoh Unit price Net amount Gross amount
4 20BASFOT... 1.000 Each 159.50000 159.50 159.50
5 20BASFO1... 1.000 Each 159.50000 159.50 159.50
Summary
No. of lines 2
Sub total UsD 319.00
Total tax UsD 0.00
Met total UsSD 319.00

BACK CONFIRM

12. The invoice information page will display. Enter the Invoice Date in the Invoice Details section.

© 2022, HH Global Ltd. Proprietary and Confidential 12
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Invoice #: 123456

O Help with this page
[*] How to create an invoice or credit note

Your details Invoice details
Your name @ KDM POP Solutions Group - TEST Invoice number
Start typing to search Q 123456 [
Yourtel Supplier Information Document ype
Invoice
i >
our emil Invoice date* @
12/ =]
Are 'Ship fromi details the same or different to the Invoice fromy' details? Please ensure you enter
the correct "Ship from’ details to prevent invoice processing delays. Advilhce payment date @
Mo - They're the same ~ @
Payment due date @
Who you are invoicing -
MName @ HH Associates US, Inc. - TEST Delivery date @
Starl typing fo search [+] 520 Lake Cook Road s
Suite 680
Deerfield
Tel 3
lllincis Cumency* @
60015 US Dollar -
UNITED STATES
Email Are 'Ship to' details the same or different to the 'Invoice to' details? Flease ensure you enter the Purchase order (PO) number @

carrect ‘Ship to' details to prevent invoice processing delays. USP2479640
Mo - They're the same ~ @
@ click here for additional header fields such as Delivery/GRN number, Cost centre etc
Invoice items
Item Quantity / Unit Price Line amount Total
] gRPRI‘!GIDD - 20BASF0120VAULTO446-Vault Johnson Big J Heavy Duty 25 Measuring 1/ Each 159.50000 159.50 159.50 O

13. To submit an invoice for multiple PO Numbers, follow the procedure in the Multiple POs section
below. Otherwise, proceed to step 14 to invoice a single PO.

14. Review the information on the page to confirm that all invoice details are correct. If so, click the Send

button.
Summary
Invoice (5)
Tma..l..;‘.ﬂ ....... 31900
Total tax 0.00
Undo changes
Total gross. 319.00

SAVE AS TEMPLATE PREVIEW “

15. A success message will display once the invoice is successfully submitted.

© 2022, HH Global Ltd. Proprietary and Confidential 13
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. KDikd POP Solufions Group - TEST

¢ Submit an Invoice with Multiple PO Numbers

After steps 1-13 from the above procedure are completed, additional POs can be added to a single

invoice if necessary.

To submit a PO for multiple PO Numbers:

1. On the invoice information page, click on the Add button in the Invoice ltems section.

Invoice #: 123456

1 Help with this page

[*] How to create an invoice or credit note

Your details Invoice details
Your name @ KDW POP Solutions Group - TEST Invoice number*
Start typing to search [+ 123456 [
Yourtel Supplier Information Document type
Invoice
i *
Your emal Invoice date* @
12/30/2021 ]
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. Advance payment date @
No - They're the same v @ .
Payment due date @
Who you are invoicing &
Name @ HH Associates US, Inc. - TEST Delivery date @
Start fyping to search @ 520 Lake Cook Road &
Suite 680
Deerfield
Tel "
linois Cumency” @
60015 US Dollar v
UNITED STATES
Email Purchase order (PO) number @

Are 'Ship to’ details the same or differant ta the Invoice to’ details? Please ensure you enter the

correct 'Ship to' details to prevent invoice processing delays. USP2479640
No - They're the same v|@
€ Click here for additional header fields such as Delivery/GRN number, Cost centre etc
Invoice items
ltem Quantity / Unit Price Line amount Total
o .I:?PFI‘IOIOD - 20BASFO120VAULTO446-Vault Johnson Big J Heavy Duty 25 Measuring 1/ Each 159.50000 159.50 159.50 o
02 PRPRI10100 - 20BASFO120TERFO447-Corkeicle 16 oz Canteen 1/Each 159.50000 159.50 159.50 e

© 2022, HH Global Ltd. Proprietary and Confidential
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2. Fill out the necessary details for the additional PO Number:

CANCEL

Lin Smeosunt

Frae igh

o Under the Line Item Type dropdown menu, select Goods.

o Inthe Product Code field, enter your own product code or use the code PRPRI10100.

o Inthe Product Description field, enter your own product description or copy the description listed

on the PO in HHub.
o From the Unit dropdown menu, select Each.
o Inthe Quantity field, enter 1.

o Inthe Price field, enter the Total Amount of the PO.

3. Click on the Plus (+) button to enter additional line level information.

4. Enter the PO Number and PO Line Number for the additional PO being included on the invoice.

Prosuc cooe i Frodust sescrgton” Ui

ids bedow have been added by youst buyer

© 2022, HH Global Ltd. Proprietary and Confidential
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PO Convert #USP2496709

Gurers Sorier Accaping

ADDITIONAL INFORMATION

Loe# Currancy

B Vendor Mumber

Fmchu Order ot Supplier Information
Docunent uliype

Brirprraiset Bl

Buyer Tax Registration Mum

Suppher Tax Registeation Mum

PO HEADER TEXT

Paymmidend Terms 1 E5D 90 days Posting- 45 days 4.5%

Line Details
Line jPart code Deessoription Oy Lol Lint price
0 FRPRITO100 Production : For Lowe's LISD 10ming Reset00822 (From Feb) 1.000 Each 83323000

el Tt

Free Texi HHub Ofy. 453

Ardsrenc Categories

[ W v

5. When all necessary details for the additional PO are entered click the Save Line Item button.

Proguct code @ Prosduct Sescnpron’ uns' Tuamisy® Prican
[T Muteraly (] fact ~ 0 1.000 L
@ Chck are for scdional e bevel infoemation wech an PO Telisery detads, Sipcounts, snd Sr siasons
Pl rramize i PO e urmbeEd i) Aadmondl inloemation @
Cracoum i@
USFIESTIS q
800
Doy rsste rrornitens i Eagccurs % @
(ili ]
Defrvery suan dae Delivery end due
[ ] ]

The fiedds below have been added by your buyer
Line amcens 0060

G, rnser i) ot corter Pt cantegery Part nombset _ Descewr 002
Eurtpaan Anids Mumbei ¥ Teesd  DDS
[ |
6. A success message will display indicating the additional invoice item was added.
Involce items
Ttem Quantity / Unit Frice Line amiunt Total
01  PRPRIIOIOO- Production : For Lowe's USD Kiting Reset00422 (From Feb) ~ 1/Esen - wzB2a000 R PRI |
02 PRPRINOIOO- Materials 1/ Each 399 65000 359,65 15588 e d -]

o ot saved

7. To add additional POs to the invoice, repeat steps 1-5 of this procedure.

© 2022, HH Global Ltd. Proprietary and Confidential 16
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8. Review the information on the page to confirm that all invoice details are correct. If so, click the Send
button.

Summary

Total gross T99.68

9. A success message will display once the invoice is successfully submitted.

. KDikd POP Solufions Group - TEST

Hicema

B Imvoices

S Puchase Orders

B Cuslomerns

Reports

To send invoices via Tungsten, your HH Global Hub PO must be visible and available in your
Tungsten account.

If your Hub PO is not in your Tungsten Portal account: contact your HHG production contact /
account team to ensure that they are aware the job is complete and shipped/delivered so they can
complete the action in Hub (mark PO as delivered). Once the HHG production contact has set the
PO to delivered, it will be available in the portal within 24 hours.

Invoice Status and Invoice Rejections

If your invoice is missing key information it may result in failure notice whereby Tungsten Network
will not be able to accept your invoice or your invoice will be accepted into Tungsten Network, but it
will be rejected by HHG. In either scenario, you should receive a failure reason or an HHG rejection
reason provided in Tungsten portal which will allow you to resolve the issue and resubmit the
invoice for payment processing — please refer to our video tutorial
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Invoice Status

For actual payment status and dates please reach out to our Accounts Payable Team in
APAmericas@hhglobal.com

Please access the link here to see how to check your invoice status. In the HH Global process, you
can see the following statuses:

Sent: This status only applies to invoices submitted via the ‘Create invoice’ page on the portal.
Once sent, the invoice is registered and will display this status until it is processed

Accepted: The invoice has been processed successfully and is awaiting invoice conversion

Failed: The invoice has failed validation. This is most commonly caused by a processing error
or missing data that is required by HH Global, the system or country

Rejected: HH Global has rejected the invoice. If you have provided more information, it will be
in the invoice status area when you review this invoice

Delivered: The invoice has been successfully delivered
Received: HH Global has acknowledged receipt of the invoice
Approved: HH Global has approved the invoice for payment

Paid: HH Global has paid the invoice or marked the invoice for payment

Invoice Rejections

Please access the link here to see what to do next if your invoice was rejected.

Extra set up in your account (if needed)

If you require a second account on Tungsten (multiple country registration)

e-Invoicing via Tungsten when your company is VAT registered in multiple countries.

The VAT registration number you have provided on your Tungsten account determines the VAT
rates you are able to select when invoicing HH Global.

Therefore, if your company is VAT registered in multiple countries, you will require a Tungsten
account (AAA account) per VAT registration number.

Please note that e-invoices submitted with the incorrect VAT rate may be rejected by HH Global.
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If you are using the Web Form solution to send e-invoices

o How to register for an additional Tungsten account

1. Register for a second TN account at Tungsten Network Portal - Registration (tungsten-
network.com)

2. Do not use an email address already linked to your existing AAA account. Once registered
access can be granted to this user if needed, see point 6.

3. Search for your company, you can choose to enter company details manually

4. Include the country of your VAT reg. number in the country field, even if the actual address
country is different

5. During registration include your new VAT reg. number

6. Once registered, use the Customer Connect section in your new account to request the
setup for the HHG entity you need to invoice. HHG will review and confirm the request.

a. Customer Connect guide How to connect with your customers on the network |
Tungsten Network (tungsten-network.com)

b. List of HHG entities can be found here Entities | Tungsten Network (tungsten-
network.com)

7. Once you have confirmation of your new AAA number and if you would like the same users
to have access to both your accounts, please log a Tungsten Support ticket and request for
your existing and your new account to be grouped so that the same users can have access.

Reports

Reports can help you find the following information at any time:
e Invoices submitted status
e POs received

See below screenshots with the step by step to see the reports.
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Connect with your customers . Send invoices Check the status of your invoices

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

Home

B Invoices

Purchase Orders

CONNECT TODAY ‘ ‘ VIEW ALL ‘ CREATE INVOICE WHERE IS MY INVOICE?
Customers

Saved invoices View all
Number Buyer Amount
02101992 AAA290775956 82824
test2 AAA290775956 319.00
123456 AAA290775956 319.00

LGN Connect with your customers - Send invoices

Home

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

Invoices clicks

Purchase Orders

CONNECT TODAY ‘ ‘ VIEW ALL ‘ CREATE INVOICE
Customers

[ Reports
Saved invoices View all

My reports

Number Buyer Amount
Invoices submitted

02101992 AAAZ90775956 828.24
POs received

test2 AAA290775956 319.00

Invoices submitted status

In the criteria fill in the information available to see a report with the invoices submitted. After click in
“‘Run”.

Invoice submitted © Help with this page

METE Run, view and save reports on the invoices you have submitted

§ Invoices Criteria Saved report name @
Purchase Ord a
rchase Qrders Select date category Select date range @ [Default] Invoices Sent (7 Days) B
Customers Submission date v Last 12 months v
[Default] Invoices Sent (This Month) [Nt
Reports Select customer

HH Associates US, Inc. - TEST - N/A - AAA:  ~
My reports
Select invoice status

e e 15 selected ~ | Invoice status definitions

POs received >> More fields

289 bis partner

Tungsten Network billing SAVE AS EXPORT RESET
rerer
75 Hide

. UPGRADE TO INTEGRATED SOLUTION

After to fill the information, you can see a report in end of the page. See below an example:
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Report results
Ticket Invoice Invoice Invoice number Invoice Invoice Submission date Collection date
files date status type

0O a 4 8/2/2022 test Received Invoice 8/8/2022

O Q @ 5/20/2022 589438test Delivered Invoice 5/23/2022 5/23/2022
Q 4/27/2022 283848test Failed Invoice 5/12/2022
Q 3/10/2022 4567test Failed Invoice 3/17/2022
Q 3/10/2022 4568test Failed Invoice 3/17/2022

O Q @ 3/7/2022 123 Delivered Invoice 3/7/2022 3/7/2022

0O a 4 3/3/2022 4897 Delivered Invoice 3/3/2022 3/4/2022

. _
I€K € 1.2 > | Pagesize: m Displaying page 1 of 2, i

POs received

The criteria are a little different. Fill in the field that you have information. It's not necessarily

complete all of them.

Criteria

Saved report name @

Select PO date

Last 12 months

Select Tungsten Network accounts

Customer Name
HH Associates US, Inc. - TEST - N/A - AAA

Report results

PO number

Select report content @

v 9 selected

PO status
4 selected

No records found.

SAVE AS

Key links and FAQs

e HHG Micro site: here
e Video Library: here

e HH Global Supplier Testimonial

. here
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Who to contact at HH Global

Purchase Order queries: contact your HHG production contact (the PO creator/requester)

Invoice Payment queries: APAmericas@hhglobal.com

Additional Supplier Support | North America: HHGVendorGovernance@hhglobal.com

How to get help in Tungsten

Tungsten Network Support is ticket based and a self-ticketing service which is accessed from your
Web Portal account. All support tickets are given a unique reference number for easy tracking and
are handled within 48 hours — Tungsten Support

Back Phone

You can request a call back from TN Support to the number they are calling from or to provide an
alternative number. Local phone numbers as well as local business hours for Support can be found
here Local Support Phone Numbers (force.com)
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