Bristol-Myers Squibb Subsequent Attachment Process

The subsequent attachment form can be utilized to submit attachments for invoices submitted through
Ariba. For invoices submitted to Ariba through the on-line form, the attachment can be added in Ariba at
the time of invoice submission. For invoices submitted via EDI or cXML or for supplemental attachments,
the attachment cannot yet be added within Ariba after the invoice has been submitted. Instead, the
documentation should be submitted through this subsequent attachment process until the functionality to
add an attachment after an invoice has been submitted is available within Ariba.

Freight Forwarders are required to attach a copy of the invoice, Bill of Lading or Airway Bill, Commercial
Invoice and any other documents backing up charges for rate audit purposes to Bristol-Myers Squibb. If the
paper or attached invoice and backup is for an amount lower than the electronic invoice submitted in Ariba
the invoice will be reduced to match the details provided in the image or paper copy. Free Domicile
invoices must contain backup detailing the charges included in the Free Domicile amount.

Failure to provide a copy of this documentation may result in delay of payment. Bristol-Myers Squibb will
reject any invoice submitted by a freight forwarder that we do not receive documentation for within 10
business days of submission. Invoices rejected for invalid reasons, do not need a new copy of the invoice
submitted as long as the charges remain the same.

Freight Forwarders may also be required to send customs documentation to the shipping or receiving site
for retention and customs audit purposes.

To attach a document after your invoice has already been submitted in Ariba:

Go to the following secure website: https://secure.jotformpro.com/form/51396570189970
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Ariba Subsequent Attachment Form

> Bristol-Myers Squibb ~ @%.

Vendor Number: * Invoice Number: *

Company Name: *

eMail Address: * cc:

Please, click the [Select File] button below to add your subsequent attachmenty(s).

Attachment(s) * Select File

Invoice Year: * v

Submit



https://secure.jotformpro.com/form/51396570189970�

The form below will appear and you will be required to provide the following information:
Vendor Number — You will enter your BMS vendor number here.

Invoice Number — Enter your invoice number here as it was submitted in Ariba. Spaces and special
characters should not be included.

Company Name — Enter your company name here
Email Address — Enter your email address here
cc: — Enter the email address that will receive a copy of a response here. This is optional.

Invoice Year — Select the year that the invoice was submitted through Ariba
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Ariba Subsequent Attachment Form

Enter your BMS W BfiStOl-MY@rS SqUibb ﬁﬁ] ggiE?E
Vendor Number \
__ VendurNumN 0000123456 Invoice Number: * 1234567898

Enter your

Enter your invoice

number here

Enter your cc email

Company Name: *
Carrier Inc l

Company name

Enter your email

eMail Address: * ccl

| Jane.doe@carrier.com | | john.doe@carrier.com

address here

Select the invoice

Please, click the [Select File] button below to add your subsequent attachment(s).

address here Attachment(s) Select File

Invoice Year: * I 2015~ i:

year here




Once you have entered the required fields, add your attachments by clicking on Select File. Allowable
attachments types are: xls, xIsx, csv, doc, docx, pdf, txt, zip, jpg, jpeg, bmp, btmp, tif, and eml.
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Ariba Subsequent Attachment Form

% Bristol-Myers Squibb @z,

Vendor Number: * 0000123456 Invoice Number: * 1234567898
Company Name: *

Carrier Inc

eMail Address: * cc:

jane_doe@carrier.com john.doe@carrier.com

Please, click the [Select File] button below to add your subsequent attachment(s).
Click on Select File

Attachment(s) * Select File < here

Invoice Year: * 2015 v

Once you click on select file, you will be able to browse your directories and select the file for the
attachment to upload. Select the file and Open.

@vlh » Libraries » Documents b Inveoice copies - | ‘f| | Search Invoice copies ,D|
Organize » New folder =~ 9
5t Favarites — Documents library Aoty Folder ~

B Desktop Inveice copies

. Mame B Date modified Type
Select the file |
1234567898, docx 6/8/201511:31 AM  Mlicrosoft Office ...

| Libraries

@ Documents b

J' Music

New Library

[ Pictures

B videos
18 Computer - (e = Click on Open

File name: 1234567898.docx v | Al Files
[ Open ] [ Cancel ]




The file will appear in the attachments section once it is uploaded. You can then add an additional file if

needed by clicking on Select File.

7 BMS Subsequent Attachm % %

€« - C f B https:/securejotformpro.com/form/51396570189970

HH Apps ¢ Bookmarks 3 Fuel 3 BMS (3 Arba O] Jotform (3 CT Logistics D MNACC Impact (3 Other bookmarks

-

Ariba Subsequent Attachment Form

% Bristol-Myers Squibb @z,

Vendor Number: * 0000123456 Invoice Number: * 1234567898

Company Name: *

Carrier Inc
eMail Address: * cc:
jane_ doe@carrier.com john_doe@carrier.com

Please, click the [Select File] button below to add your subsequent attachment(s).

Click on Select File
here Attachment(s)* "~ Select File
View attachment

1234567898 doox ETHE  —
upload here
Invoice Year: *

Once you click on add select, you will be able to browse your directories and select the file for the

attachment to upload. Select the file and Open

@ULM » Libraries » Documents » Invoice copies - | "’f| | Search Invoice copies ,'0|
Organize * New folder =~ 0 @
9 Favorites — Documents library S

P Desktop Invoice copies
. MName - Date modified Type
Select the file | yp
=D { 1234567898 - additional.docx 6/8/201511:31 AM Microsoft Office ...
1234567898 docx 6/8/201511:31 AM Microsoft Office ...
[ Libraries
@ Documents b
Ji Music
New Library
[E5] Pictures
B videos Click on Open here
18 Computer = [l m ]
File name: 1234567898 - additionsl.docx - |an Filesd ~|
[ Open ] ’ Cancel ]




The additional file will appear. Once you are finished then click Submit to submit your attachments to BMS.
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Ariba Subsequent Attachment Form

% Bristol-Myers Squibb @z,

Vendor Number: * 0000123456 Invoice Number: * 1234567393

Company Name: *

Carrier Inc
eMail Address: * cc:
Jane.doe@carrier.com John.doe@carrier.com

Please, click the [Select File] button below to add your subsequent attachment(s).

Attachment(s) * Select File
View attachment 12345687528 dos 7@
upload here > - addtional docx a7

Invoice Year: *

Click on Submit
here

Once your file is successfully submitted you will see:

_
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[Your Subsequent Attachment has been sent to BMS; we will process this submission
and alert you on the status by email.

Please Note: If we do not find your invoice right away, we will continue to try for a
lmaximum of (5) days. You will not receive the alert on these, until we find the Invoice in
lour system, or the (5) days has expired.

[Thank you!




