TUNGSTEN

register for Tungsten Network

STEP 1: Getting started - register Welcome to Tungsten Network.
roT———— [ R Tougaen v The instructions within this

guide will assist you to register
Buyars  Suppliess  News | Krowledge  Help & suppan  [nvee tions = StatUS Service account with

Engligh LK

Early Payment  » . .. .
for an e-invoicing or Invoice

Tungsten Network.

Better buying decisions with Tungsten Analytics

We are changing the rules of spend analysis by giving you sccess to savings opportunities in real time. To be9 In, p lease click the

‘Register’ button at the top of
?'IC” TEN ﬁ\NALYT[CSﬁ

What is Tungsten Analytics?

LEARM MORE

the page.

Input the following sections:

Supplier management

e Your language
e Country

e Company name
I%Requirement[s]:

The company search function

e Click ‘Register’

was designed to expedite the
registeration process.

If your company details are
found, please move to STEP 3 in

STEP 2: Company search this guide.

If your company details are NOT

‘ . - 1.... found:

1) Click ‘No data found, please

E] skt e Ml Turgece, Motk clck here to input your details’
‘our lerguage \ English - @
2) Enter ‘company name’ or
Couniry® URITED ETATES - 8 ‘ 0
your full name if you are an
B e Pt i independent contactor’
Mo data fourd, plassa elick hera bo input wour datails
Once completed the system will
search for your company name
in our database. This step
IéRequirement[s]: will ensure multiple accounts
e Complete all mandatory fields as indicated o e s legel ey e e

not created on the Tungsten

Network.
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register for Tungsten Network

: Complete all mandatory
STEP 3: Enter company details fields as indicated on the

Country* UNITED STATES v registration page.
Company Ham= It's important to note
Address Line 1+ - providing Tax ID/VAT
registeration number may
Address Line 2
expeditate the approval
Address Line 3 process for electronic
Address Line 4 invoices submitted via
Tungsten Network.
Tip Code*
s If your trading address is
different from registered
State® Pleass salact w )
address, please tick the box.
Tax Payer 10
/ 1) Enter your user details as
Registration Mumber requested
Click here if your vrading address is different from registered address
lé Requirement(s): Remember to make a note
 Complete all mandatory fields as indicated of your username (email

address) and password as

you will need it to access

STEP 4: Enter user details the site for all future invoice

First name- \ & credit note submissions
and to check the status of

Last name*

invoices and/or credit notes

Email address* 0 .

. submitted directly to your
{CRNIrN Four s ks customer (paper invoice)
Password* or sent electronically via

Tungsten Network .

Password confirmation*

I 1) Tick ‘I'm not a robot’
WurdvenﬁcaK ~ ] 1€

I'm not a robot checkbox

IéRequirement[s]:
e Complete all mandatory fields as indicated

e Tick I'm not a robot’ checkbox Page 2 of 4




register for Tungsten Network

STEP 5: Sign up Please review the following:

| Tungsten Network contains confidential personal, commercial or government data, the access L Terms of service
1o or use of which is restricted to owners and authorised personnel and systems. Before
submitting your details you must confirm that you have read our Terms of Service , our .
Wehsite Terms of Lse and our Privacy Policy by ticking the checkhax. e Website terms of use

e Privacy policy

Once the information has

been reviewed, please tick

) the checkbox.
IéReqmrement[s]:

e Tick ‘Tungsten Network contains confidential...’
e Click ‘Sign up’
Once all mandatory

information has been

STEP 6: Terms of service entered, click ‘Sign up’

Terms of Service

Your access 1o the Tungsten Network Portal and use of Portal Services and Imegrated Solution Services in relation to your
new account are govemned by the Tungsten Network Terms of Service shown below.

It's important to review
L=
“= Porial and Integrated Solution Terms - US {English) v Mov 2014

Tungsten Network’s ‘Terms

Applicable jes: . .
e of service” and ‘Portal and

» Tungsten Demo Suppber Account . ,
Integrated Solution Terms'.

= AMMGEITI1163

11 hereby confirm that:

To complete the
1. | am authorised to accept the Tungsten Network Terms of Service (a3 indicated above) on behalf of my organisation. i .
2. | have read and accept the Tungsten Network Terms of Service (as indicated above) on behalf of my organisation and, registeration process:
where relevant, on my own behalf

1) Tick ‘Tungsten Demo
Accort | I Supplier Account’ checkbox
IéRequwement[s]: 2) Tick ‘I hereby confirm

e Tick Tungsten Demo Supplier Account’ checkbox that:" checkbox.

e Tick ‘I hereby confirm that:" checkbox
e Click ‘Accept’

3) Click ‘Accept’
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How to...
register for Tungsten Network

STEP 7: Registration complete

Tungsten Demo Supplier Account

‘Weltome back, Marcel

cofu Help 8 Suppori Log Owt

Home  Inwoicing  MyPOs  Custe

n i Customer documents
y W doCuments Srom your customers

Customer relationships
e Sicmers and manage aliase

Reporting  Early payment

Compliance

Connect with a customer

atus Service

real intelligence ‘

Welcome to the Tungsten Network Portal! L]

Our goal is 1o make invecing quick and essy ‘ E

You can tailor the portal to meet your needs by configuring the widgets on your home page, creafing your own repors and viewing recent
Ivoice:

a glanca

If you have any questions or feedback, pleass get in touch via the Help & Support page.

Tungsten Network transsctions e Imveice history O A

I% Requirement(s):

e Click ‘Connect with a customer’
e Click ‘My Account’

No invoice history data at this time

STEP 8: Help & Support

Tungsten Demo Supp!ier Account Corfigure Home Pege My Account Log Ot

‘Welcome back, Marcel 5

Home  Inwoicing  MyPOs  Customers  Reporting  Eadypayment  Compliance
= Connect with a customer
’ C Activate a new customer relationship C e
Fi. % atus Service
Customer documents
o W documents from your Customers . ‘ @
3 real intelligence i
A Customer relationzhips [ ]
w ye SIoMmers and manage aliase =3 When will | get paid’
. & ki
Welcome to the Tungsten Network Portal! L]

Our goal is 1o make invoscing quick and easy. ‘ E

You can tailor the portal to meet your needs by configuring the widgets on your home page, creating your own reports and viewing recent
i 4 glanca

InVice

If you have any questions or feedback, please get in touch via the Help & Support page.

Tungsten Network transsctions e imvoice histery O A

|%Requirement[s]:

e Click 'Help & support’

No invoice history data at this time

NETWORK

Congratulations, you have
successfully completed your
registration with Tungsten

Network.
It's important to:

e Connect with your

customer

e Confirm your company

details

Customer Connect allows
you to find which of your
customer(s) are actively
accepting invoices/credit
notes electronically from

Tungsten Network.

‘My Account’ allows you
to update your company
details to ensure the most
up to date information is
hardcoded to all delivered
electronic invoices/credits

notes.

1) Click ‘Help & support’ to
view how to guides or video

tutorial in relation to:
e Customer connect

e Updating your company

details
e |nvoice Status Service

e |nvoice/credit note

submission
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