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Introduction

This manual explains how to receive purchase orders, draw up and send order confirmations and
invoices, and how to track your document flows as an Alliander supplier.
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l.  Logging in

Go to www.baswareone.com where you will see the following:

basware

Can't access your account?
More information about document center

Don't have an account? Register now

Q
=
s

DS
J

You will receive your account details from your Basware supplier. To request a new password, go
directly to Step 50.
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Navigating the inbox

m DocummITrartas . | ? l »

7| e -
2
3
After you log in, your Basware account is displayed. You are now in the Document Centre. Here
you can retrieve purchase orders and create invoices.
£ Folders At the left of the screen, a folder structure is presented, where,
depending on the status of the message, you will find all messages.
{3 atle mappen Received (Ontvangen) — The list of all messages recently received,
including their status. For example, the newly received orders are
displayed here.
8 (@ verzonden Sent (Verzonden) — Your sent messages (for example, the e-invoices
[3r Conceptan and order confirmations sent to Alliander).
- ke Drafts (Concepten) — The list of saved drafts and unsent messages.
£ eenandeld For example, e-invoices that still need to be sent to Alliander.

Processed (Behandeld) — The list of all processed messages. When
you send an e-invoice for an order that has been received or send an order confirmation, it will
automatically be moved to this folder.

Messages Centre (Sales) — Start page after logging in
Verkoop | e-Archief e-Archive - Contains all incoming and outgoing messages. There are very
extensive search possibilities.
& Account | ? Hulp <‘ Atmelden . . .
= Account - Using this tab, you can manage user details,
passwords and contact information related to your account.
w Instellingen
9 You can use the ‘Account’ tab to, for example, access
My Trading Partners (Mijn Handelspartners) - This tab takes you to a
B Wackimoeed wigiosn list of all the clients with whom you exchange messages. Alliander is
P £-mait notificatie included in your account as an active client.
Pj E-mail aflevenng
‘{“ Miin Handelspartners
uuu Stamgegevens
lll.  Editing company information
10
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You can edit your Telephone Number, E-mail and other information in Account and
Company Profile (Bedrijfsprofiel).

NOTE: changes must separately be made known to

Alliander at Inkoop.helpdesk@alliander.com

11

If your bank account number, Chamber of Commerce number, VAT number, name and
address details or e-mail address change, always send an e-mail to
Inkoop.helpdesk@alliander.com.

They will ensure that your details are updated in Alliander’s systems. Once this data has
been updated, they will inform Basware, after which, the changes will be updated in the
BaswareONE Portal.
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I\VV. Receiving a purchase order

Taw Ham [ v — v O ti e - byt

12

The purchase orders are placed in the (order) Inbox in the Document Centre and arrive
in the Received (Ontvangen) folder under Folders. New purchase orders can be
recognised by the status ‘New’ (Nieuw) and their bold font. From this inbox/Received

(Ontvangen) folder you select and open your purchase orders by clicking on them.
= I - -] 1 =] 6=

[ Y
© s (v e vae S

Axmkoopordm  Oviganmel

13

Two actions are possible from the purchase order, namely:
e Create order confirmation (Maak orderbevestiging)
e Create e-invoice (Maak e-factuur)

Basware — Alliander Supplier Portal Manual



basware
aLriander

V. Confirming a purchase order

14 Mask ordermevesnang  CliCk on ‘Create order confirmation’ (Maak orderbevestiging) to

confirm a purchase order fully or partially.

W
R e e
Ordut bavestigsny

15

———— b e e e
e e ———

Complete the required fields.

Orderbevestiging
16

Enter the number of your order confirmation in the ‘Order
[Pommer | confirmation’ (Orderbevestiging) field.

You can confirm the purchase order without
g |k bewestig het bestelde zonder afwijking
17

| weens een afwijking op het bestelde asn te geven

any changes. In this case, select the option ‘I
&) Goederen/Diensten

confirm the order without change’ (lk
bevestig het bestelde zonder afwijking).

18

B e

If you want to make a change to the purchase order in the confirmation, then select the
option ‘l want to make a change to the order’ (lk wens een afwijking op het bestelde
aan te geven). This makes it possible to apply the required changes at the positional level.

8
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To send the order confirmation, click on ‘Save & Send’ (Opslaan &
19 Opslaan & Versturen
Versturen).
- e | e [ - ! | 0~
20 . . .
After you have clicked ‘Save & Send’ (Opslaan en versturen), you will receive an
additional message. Confirm this message by clicking on the green check mark. This will
send your purchase order.
21 N Order confirmations can be found in the ‘Sent’
|*'v_'| Verzonden (Verzonden) folder in the Message Centre.
[ bamwore - || |
f
° - oo
,'.f o R -— et e P [ave e . A
=
22 2

OO

Once you have sent the order confirmation, the purchase order is transferred to the
‘Processed’ (Behandeld) folder in the Messages Centre.
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Creating an e-invoice.

NIMPORTANT!!!

Alliander’s payment terms are 30 days. The date on which the e-Invoice is sent from the BaswareONE
Portal to Alliander is used as the invoice date. The payment term, for example 30 days, starts from that

date.
o Y] + - | 5| ¢ ~| 0
[ Y r— —
O '
Pt Blanterd OV
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v w
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23
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Tt aatvrrhr sy grederem / deates

Tatmat M swurbnrenigen v somsbagen

You create an invoice by clicking on ‘Create e-invoice’ (Maak e-factuurj"'ffom the order
confirmation OR the purchase order.
Maak e-factuur
A new invoicing screen is opened.
24
10
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Complete the mandatory fields. NOTE: if VAT is to be reverse-charged, go to Step 31 first!

25

Factuur Complete the invoice with an invoice number and the
— delivery date.

Mummer

Valuta EUR

Betalingswijze  WkdEl

| i iti ol BIRIEN 30 dagen Zonder karting [=]
Leverdatum _"I |

Referenties

Ordernummer 4501013085
Orderdatum 30/05/2013

Orderbevestigingsnummer-

Betalingsconditie| Bimnen 30 dagen zonder korting ~ |

Various values can be selected under Payment conditions (Betalingscondities). However,
Alliander always works with the payment term stated on the order.

26
The date on which the e-Invoice is sent from the BaswareONE Portal to Alliander is used as the
invoice date.
[+]
.—w::‘»":'..—- e — Cee— oy rw . e — e
27 »

A partial invoice can be created by checking off the lines that do not need to be invoiced and by

11
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clicking on the red button ‘Delete selected lines’ (Geselecteerde lijnen verwijderen).

28

Click on the red button to delete the lines.

AL
0 bbb et (b bt —~——i e o - . —— oy
s
-

L=

To confirm the delete action, click on the green check mark in the green text box “Do you wish
to delete the selected lines?’ (Wenst u de aangeduide lijnen te verwijderen?). The partial
invoice is then processed as a normal e-Invoice as described under Step 23.

To send the document, click ‘Save & Send’ (Opslaan & versturen). To

Opslaan & Versturen | confirm this action, click on the green check mark. If you do not do this,

29 s T .
the partial invoice is saved in the Drafts (Concepten) folder.
TOON DPSLAAN ALS CONCERT OPSLAAN & VERSTUREN #i20 x
4} & hob deze e-factuur gelozen en gecontroleerd on bavesty dat ze correct is. v X
O Gerelutearde borichiten Auditmummer 78354
© Factuuar van SUPPLIERMAE S naar Alllander
30

After you have clicked ‘Save & Send’ (Opslaan & versturen) when drawing up the invoice, you
will receive an additional message. Confirm this message by clicking on the green check mark.
This will send your invoice to Alliander.

NOTE!: If you don’t click on the check mark, the e-invoice will stay in the Drafts
(Concepten) folder. Here, you can open the e-invoice again and send it.

VII.

Reverse-charged VAT and G account

31

If VAT is to be reverse-charged, an extra step must be carried out (before Step 26). If this
functionality does not work properly, this means that the G account number is
unknown to your Basware account. In this case you must contact the Basware Support
Desk and provide your G account. After this, you can correctly reverse-charge VAT on
your e-Invoice. If you enter text into the Comments (Opmerkingen) field, set the VAT
rate at the line level to 0% and attempt to process the reverse-charged VAT this way,
the e-Invoice will not be processed!

12
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Rotacntres Factanraeres

Codarmmrw 4L0ooTey? Lagueist sateces van Lamder M (100

Ondoatatum a1 B Adeader MYV 48 Sasred Servees CreaMasacor e
Oxdetwvestgregzrarremesy 4500817407 A

Odewnatgngsaterm 158602812

ol e L e ]
ASerermires

Loguah oedcem

Tacwrten v Lander 1LY
Fuwamaroasg L3

2233 B AFRLOOTRN

[
QG Somdat et Cmarmn
Laversrcmren | Aeshats
L Geswtrsgear (macriing o semast Favewea e ow Per Prisssnnes oy
Upnreinnges
" T e T 1mmes s [e] 10 S 1908 59
Beopet 100wre v derat wwres C-rnf
B e s Totmbeerag joeters | dmraten 135000 LLW
2 To hraehinmry Ll Totmst factaariortagen w Aoexisgen ©00 ELR
Totsbedrag eatd BTV 125000 ELR
AT 1zrakmn
34200 TR
Teew BT darwt tere Tabtrrear
am (T e

Near the Reverse-charge VAT (BTW verlegd) field, set the drop-down box to YES (JA).
Next, you can enter the rate agreed upon with Alliander in the G account rate (G-rekening

percentage) field. At this point, it is no longer possible to enter a rate value at the line level
and this value is now set to 0%.

Th—
L ———

VIIl. Creating e-Invoice reports

To view the invoice date on which the 30-day payment term commences, you can do the

33 following in the BaswareONE Portal’'s Document Centre.
Go to the Document Centre. You will see the FOLDER and DOCUMENT structure on the left
side. Under FOLDER, click on the SENT (VERZONDEN) folder:
==n =lespess]
- 2]
‘o. D p—— oo 00
34 ...... PPN [o—— et e [y o et rmp ot [
|I%_ - ”
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Next, click on the E-INVOICE (E-FACTUUR) in the DOCUMENTS (DOCUMENTEN) folder below
this:
== S
e -
F — o oo o0
+ 8
., i) -
s -
a .p »
9 e e~ i
(Y e -
£ o -8
r - B
o e *B
— : - ;
- -
N ol
-0
ot s~ -
ol « sty el =
Only the invoice messages are now displayed and the date shown in the TRANSFER DATE
(OVERSCHRIJVINGSDATUM) column is the date that you sent the invoice from the
BaswareONE Portal.

IX. Crediting an e-Invoice

14
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Maak ofortm
© Gurslatesrde berichtan Austteummern 51704
© Factwur van B plant B.Y noar 3
Faconw Elscwoplet HV.
Type Factur Arasger i 20000840
Nummes 88885 NANEZO e
Egerant ¥
Vakta EUR 310 LA DORDSECHT
Betakngumpe Lank rat Tasectang
Betalngscondae Binmen 3 dagan zonder korting Banireberang S4L3M0706
Leverdatum 12102012 i :
Fachuratves
Fuberurmmus Lognbak anderdest van Liseow N V. (%550
Ordamummer 450088382 2o AR ter NV Shand Serces Crattounmatrn ivans
Ordendatm 4092012 Fosties 5540
Ordefbevsstigrgamamine 'sr:iu:"""'
Ovderbeveshigngsdatum BT et NUITSE2 156601
o — Fatsel v Ksophandel 5104551
Alurer pdius
Loguaties Agabdaces
Pacanus bowey 65
7133 PA APELDOCSRN
Nedorired
O GosderenDlanstern
Laveimachrunm / Arihales
Lgn Sestriregeint Ormmectegving Homvwediwal Eormmid Prife ATw Pwr Prijsseshest Husrag
Opmarkingen
" ' 10 Stuks BT S60% 10 St 256 00 EUR
TEST SIW21 md peatie 1
2 f A Stakes 150000 S$210% 10 S 120 to EuR
TEST BTWZT w1 poatie 2
Tattuer kettingentvelnges Totaait 9 poed: ! 550 00 EUR
Type Omchiring Budvag Totan ingen en 20esia 000 EUR
A credit invoice based on an e-invoice you sent previously. The e-invoice can be located in
the SENT (VERZONDEN) folder under FOLDERS. The credit invoice can be created by
opening the e-invoice message and by clicking on the button ‘Create e-invoice’ (Maak e-
factuur), at the upper left of the screen. A new invoicing screen is opened.

2@
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OPSLAAN ALS CONCERT OPSLAAN & VERSTUREN 2@
O Guretateerde berchten Auttnummer 1635150
© Factinr yan El plast BY nase Aland
£ Electroplest BY.
Type Twents  |® Alsander red. 0300100428
NLOJEI0EE01
Egavas 1
Valts EUR 2318 LA DORDRECHT
Betaing=awipe tade dran Phda tmret
Detgingscondtie Baren 30 dagen 200w ey 2 Bamsharmyg 0443700206
Leverdatam 1NR07 St
Fncsaurndras
Hedepwreies Logatiwe andarowel vam Langer N Y [1500)
Ovchermmammes 4500883826 P Alder NV sk Shared Savces Credissmeadreratiate
Crderdatum 0402012 Powsy $840
R 912 M Avher
Ordarhavesigngsrumemes Tindecaret
Drderbevestgngsdatm BTW rumener NI SE166801
Restene factng 55868 Wowrwe e Masphandel 9104151
Faciuurefereriedalum 0a0a2012 Py OO L,
Borderctnumimas Logatiek Apekioom
Paanantoney 65
36 Opmeikngsn TH13 PA APELDOORN
Vowdaturst
O GoeceraniDlenstan
Luweaaocienar | Artibeini
Lign Bestatiogelor Omachiijeiog Houvosiheld Eerdol Frije aw Per  Prisotoimio Boseq
Opmurtitos
1m ¥ Suls M0 5210% 10 Stbs W00 eR
TEST BTW2% w3 postie 1
o n Stk 1ER00 B I10% 10 Stabn 100 00 £1L83
TEST BTW2S w3 postie 2
A credit invoice can be identified from the Type field, which contains the text Credit note
(Creditnota). Complete the credit invoice with the credit invoice number. In addition,
please add a comment indicating why a credit invoice is being sent.
To send the document, click ‘Save & Send’ (Opslaan & versturen).
37 Opslaan & Versturen
Bericht van webpagina -— e e lwedw/| Click OK in the
. message ‘This order
has already been
invoiced’ (Deze
bestelling werd
38 reeds gefactureerd).
E 0K g [ Annuleren
After you have clicked ‘Save & Send’ (Opslaan & versturen) when drawing up the invoice,
39 you will receive an additional message. Confirm this message by clicking on the green

check mark. This will send the credit invoice to Alliander.
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X. Searching for orders, order confirmations and e-invoices

When you are searching for a document, you must carefully check the date to which the search is
performed. For example, when you are searching for a document in 2014, you must set the
TRANSFER DATE (OVERSCHRIJVINGSDATUM) under Advanced searching (Geavanceerd
Zoeken) to Since 2014 (Sinds 2014)!

| 1]
@
[ L
P
v
sl
40 3
Oh
Al
Go to ‘Tracking and tracing’ (Opsporen en volgen) for a simple search based on an audit
number. An audit number is a uniqgue number assigned to every message that is sent via the
BaswareONE Portal. This makes it easier to retrieve old messages related to orders, order
confirmations and/or invoices.
41 Audit nummers ... For ‘audit number’, enter the number of the audit, if known,
and click on @ .
42
You will see a screen with the order. You can click through on the order.

18
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Yaek o leeaee Ram s betrrvwry g 2 t;n i
Q Cervisteerts baticmien Augttrueeer 133000
© ivbiaparther wan Akassier saer Electraplaont B v
Inkooporder  Origineel
Crdatrarmmes S0 | svwennciny
Ovded danm DA012 umw?v)v‘
e > Apte o RN
Orderaaiey (4 ot 1
Comapattons VERVALLEN 18 LA DOSOSECHT
Tefedvorveamerm ok bt
E-malagrec WSRO
et rgwontye Bewsen 30 digon sordr kvt
ASewertondte DoF
Al i Logistiak Apsidcom Facharsches
sensmvinel v Linndes NV Ligoned eadeidonl vn Lisades N V. 10
SR Lo P8 Alsad 1LV, 383 Shased Sessces Cradimewadoem s
" ana luu.u; a5 Footbas 5543
43 T PA APELOOURN SR0T £ Awhens
Nedarog "

ATV remerws ML BOTRG SR00 Y
Kot von Mesphamded 110001

© GowderanUlermtes

Lawmsaacianes [ Arfiader
A% Dby Lumbenitaanrnnt ( OFib commmns Unsnnple brvwitant  Sewastinid  feebedt P L e Hetiny
Oprackingen

" ! Lt LI |08 10000 Saw DI um

TEST BTV (4} poadie |

~ W0VIIT? 0 e 1N 10000 Dew 00 00 £n
ST OO S suame 3

TOTAALBEDRAG INKOCFORDER 540 LR
Click on ‘Related messages’ (Gerelateerde berichten).

The order confirmations and e-

O Gerelatearde berichten Auditnummer: 1678778 invoices that were created on the
44 30/11/2012 - Bestelling - 4200011860 - Volledig bevestiod basis of the chosen order number
05/1272012 - Orderbevestiging - 61212 - Verzonden are now displayed. You can click
051212012 - Orderbevestiging - 12345 . Gefactureerd through on the displayed order
0541272012 - e-Factuur - 114477 - Verzonden confirmations and e-invoices.
To search by invoice number, by date or other data, click on ‘advanced search’
(geavanceerd zoeken).
- Cutumreticentss o | 7 -~ I > . l
. @
. -
45
o Qo
= -

XI.  Archive function

The documents are archived in accordance with statutory requirements; i.e. with a 10-year retention
period. Additional information concerning e-Archiving is available on Basware’s website
https://kb.basware.com/baswareone/documentation .

46 It is a statutory requirement that, specifically, invoices can also be viewed after

19
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processing and payment.

e-Archief On the BaswareONE Portal, these documents can be retrieved via the e-Archive
Documents (e-Archief Documenten) tab.

o Your online archive

47 R A e g e S g e e S
[ Haw s magH oot wchhe) ‘
- L L T ,
= 3
Waw 2 ensly Ard your documerts 1 ' .
Your online archive
Never again lose an important document. No longer waste valuable time searching for
48 information. In this secured online archive, you store all your documents in one central location.
Secure and always available, wherever you are.
To make the archive convenient and user-friendly, your messages are automatically stored in
various folders depending on the document type. Every sub-archive complies with the
statutory requirements that apply to the relevant document type.
How to find your documents easily?
® -
o o
” Lon -
49 .

Thanks to a handy search function, you can always find your documents in no time. Per sub-
archive, you can search for specific message fields. In the ‘e-Invoice’ section in which your
electronic invoices have been archived, you also have the ability to perform a detailed search.
For more information about the various search fields available to you, click on the % icon.
The search function is not case-sensitive. You can use an asterisk (*) as a wildcard or joker to
search for part of a word. For example:
e Possible search results for the search term sun* are sung, suns, sunset, sunrise,
sunny, sundial, etc.
e Possible search results for the search term s*n are sin, son, sun, soon, scan, skin,
stun, ...
Additional tips and information are available here manual e-archive.pdf or view the e-Archive
demo video.

20
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XIl.

Help and more information

50

Resetting passwords

To reset your password, go to the website
https://baswareone.com/pscl/login/forgotten.jsp?language=en. Enter the e-mail address
you supplied when you applied for a BaswareONE Portal account and click on NEXT. You
will then receive an e-mail at this address that you can use to reset your password.

* e x Canewt

51

Basware Help Desk
For questions concerning the BaswareONE Portal,

E-mail: Ts.servicedesk.europe@basware.com

Telephone Basware Customer Support NL: +31 (0)900 227 92 73

52

Alliander Purchasing Help Desk

For questions concerning orders received and sent order confirmations. Telephone: +31
(0)88 1911737 (in the options menu, select questions about orders and invoices and
purchasing-related questions — option number 2).

E-mail: Inkoop.helpdesk@alliander.com

Alliander Accounts Payable

Basware — Alliander Supplier Portal Manual
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For questions concerning sent invoices and e-invoices. Telephone: +31 (0)88 1911737 (in
the options menu, select questions about outstanding invoices — option number 1).

Email: shsca@alliander.com

53

e-Learning & Documentation Portal

http://c-broker.alliander-elearning.nl

https://kb.basware.com/baswareone/documentation
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