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1 BACKGROUND

e The Credit Note application is an enhancement to 1-Stop’s Invoicing application whereby
Billers and their customers can better manage the crediting or adjustment of invoices.

e For Billers, such as DP World, Credit Notes (Adjustment Notes) are issued particularly for
Vehicle Booking System (VBS) invoices.

1.1 Purpose of the Document

e This document is a User Guide to the Invoicing and Credit Note Application from the
Customer’s viewpoint. A separate User Guide is available for the Billers and for the
Administrators.

1.2 Intended Audience

e The main audience of this document are the VBS Transport Carrier users who are the
customers of the Terminals. The Terminal are the Billers i.e. those who have issued the
invoices to the customers.

e The secondary audience of this document are the Billers and Administrators of the
application. There are User Guides specifically written for the Billers and Administrators.

1.3 Definitions and Abbreviations

Abbreviation Meaning

VBS Vehicle Booking System

DPW DP World

CTO Cargo Terminal Operator or Stevedoring company.

In the VBS context the CTO is the Biller.

Biller A company who has issued an invoice to their customers.
In the VBS context the Biller is the Stevedoring Terminal or CTO
company.

Customer A company that has received the invoice from a Biller.

In the VBS context the Customers is usually a Transport Carrier
company.

Credit Note or Adjustment Note A document that is issued to the Customer by the Biller that
shows an adjustment to a previously issued invoice and shows
the amount refunded to the Customer by the Biller.
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2 HIGH LEVEL BUSINESS PROCESS

2.1 Overall Process Summary.

e ABiller can grant access to a Customer to raise and request a Credit Note. If a Biller does not
grant access to the Customer then the Biller can raise a Credit Note on behalf of the
Customer.

o When a Credit Note is raised by the Customer (or Biller), the Customer first selects the
invoice and then selects the invoice line (or lines) to be credited.

e The Customer can save the credit note request and come back to edit it further at a later time
before finalising it.

¢ Once the Credit Note is finalised it passes onto the Biller to go though the approval process.
No further edits can be done until this process is completed. Only one unapproved Credit
Note can exist at any one time per invoice. Once it is approved then another Credit Note
request can be created if necessary.

e The Biller can review the Customer’s credit note requests and can edit the request before
passing it on to the Manager for financial approval. Financial approval within the Biller
company depends on the delegated financial authority limits of the particular user.

o When the credit note is finalised by the Biller user, then the manager with the appropriate
delegated authority can finally approve it.

e A credit note can also be raised by the Biller. The Biller first selects the invoice and then
selects the invoice line (or lines) to be credited.

e The Biller can save the credit note request and come back to edit it further at a later time
before finalising it.

e The Biller user can partially credit an invoice line.

e Only one unapproved credit note can exist per invoice.

e The Biller can create multiple credit notes against one invoice only after any unapproved
credit note is finalised and approved by the appropriate manager with the financial authority.

e The manager can approve or reject a credit note that is waiting their approval.

e Once the credit note is approved, an email notification is sent to the Customer with the credit
note form attached.
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3 ACCESSING THE CREDIT NOTE APPLICATION

3.1 Accessing Invoicing and Credit Notes from the 1-Stop Website.

1. Log in to the 1-Stop website at www.1-stop.biz
2. Go to the Launch menu.
3. Click on the Invoicing sub menu.

Communities vices Launch ourc CCD Admin

1-Stop Gateway

VEBS

ComPay

ComTrac After logging into www.1-stop.biz

MSIC h G access Invoices and Credit
Customs Reporting e Notes here.

ge and information hub for the international freight and logistics community.

DP World Customer

core Ge Latest News & Events

Container Terminals » Container Parks and Depots »

Industry notice for DARWIN PRA and

Improve receival and 8 ~ Manage de-hire and pick up of EIDD - POAGS
delivery operations and reduce EDI [ containers, and reduce truck Svire Shipoing Joins ComPay

systems costs, Read more..... o 5 7 queues. Read more....
NYK Line joins ComPay
Important Notice for Receivers of
Credit Card Pavments

it Forwarders and Customs Brokers »

Road and Rail »

mprove truck utitation, reduce, ah [IIININITIII:

o 000 O

Keep up to date with vessel and

containar te frr vamulatoms

Industry notice for POAGS Fremantle

3.2 Accessing Invoicing and Credit Notes from VBS.

If already within the Vehicle Booking System application then access the Invoices and Credit Notes
from the Billing History menu.

@@ DP WORLD

Help Home
Terminals

DP WORLD Fremantle Hel
Help files are located here.

Terminal Time:
Truck Turn Time:
Container Turn Time:

» Home

1-Stop Terms & Conditions
= 1-Stop makes the VBS service available to subscribers

Your Contact Details according to defined terms & conditions. Click on the link
Select Payment Type ahove to find out more.

} Contact Us

) Bookings
Create Contact Us
View / Edit Select the Terminal first then click on the link above to
Swap contact the help desk.

Truck Manifests
Truck Manifests List

Booking History Terminal Contacts

Booking Ceted Patrick Terminals

Essawlimntallols Auckland (N7) - Axis Intermodal
F Import Data DP WORLD Ports Contacts...

Import Delivery Times Brisbane - Fisherman Island Terminal
) General Data Eremantle Terminal

Truck Performance Melbourne - West Swanson Terminal

Container Search Svdney - Port Botany Terminal

Vessel Schedule
Truck Drivers

» Export Data
Export Receival Times

Pre-Advised Exports
» Administration From VBS access Invoices and

Credit Notes from the Billing
History menu
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4 FIND THE INVOICE

A Credit Note is always associated with an Invoice therefore before creating a credit note request the
correct invoice must be found.

Click on the Invoice History menu.

Enter the appropriate search parameters.

Click Submit to initiate the search. When the search result is returned then...

Click on View/Edit to view, edit or create a Credit Note Request against the selected invoice.
For further details on how to edit or create a Credit Note Request see the next section.

5. Or view the Invoice by clicking on the invoice number and the Invoice pdf document will be
displayed.

rPwbdPE

Step 1: Find the invoice.

£ Step 2: Enter the

Home = Invoice History search parameters.
Invoice History Step 3: Click Submit to
Biller DP WORLD, WA, FREMANTLE ~ initiate the search.
il Invoice Mo
From (Date of Claim) 14/07/2010 E To {Date of Claim) 04/08/2010 E
Biller Customer Enyice Date Issued Date From| Date To Da.te Bavment Actiol ety
No Paid Type Notes
WORLDWIDE
DP WORLD- WA- 20/07/2010
TRANSPORT VFR419097 12/07/2010 18/07/2010 SENT  SEND  View/Edit
FREMAMTLE LOGISTICS —— 12:00:00 AM

Step 4: Click on View/Edit
to view, edit or create a
Credit Note Request.
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5

CREATE A CREDIT NOTE REQUEST

A Credit Note Request can be viewed, edited or created after finding the correct invoice. See the
previous section for details on how to find an invoice. After clicking on View/Edit (see above) the
following screen is displayed.

The top section of the screen displays the details of the invoice.

1.

w

Click on the Create tab (if not already highlighted). Initially all the invoice line items are

displayed. There can be a very long list of line items.

Refine the search by entering search parameters into the Description field. The Description

search will find text within the Invoice line item Description. The search parameter can be a part
description e.g. the slot number 121601523 or a date e.g. 13-Jul-2010 but it must be entered
exactly as the search will match it exactly including uppercase letters and spaces.

Enter search parameter from the Tariff Item dropdown if required.
Click Search to initiate the search and find the invoice line items that are to be credited. The

search result will display the list of line items based on the search parameters.

Select the Request Reason and enter a Customer’s comment.
Click checkbox next to the line item to be credited. This will automatically populate the Credit

amount with the full amount of the line item.

amounts can be credited until the full amount of the line item is fully credited.

Edit the Credit Value if necessary against each line item that is to be credited. Note: Partial

Click Save to save the current session. At this point the credit request has not been sent to the

Biller. It has been saved as a Customer’s Draft. The Customer can come back to this session
at a later time and make further changes.

Click Finalise to send to request to the Biller. Once the Credit Request has been finalised no

further changes can be made and no further credit note requests can be created against this

invoice until the Biller has finalised the current request. Only one request can exist at any one
time until the Biller either Approves or Rejects the request. After the Biller finalises the current
request then further credit note requests can be made.

Credit Note/

Step 1: Click the
Create tab.

Step 2: Refine the invoice line item search

/

by entering appropriate search parameters.

i
Customer Naﬁle:

VA
WORLDWIDE TRAN SPOM LOGISTICS

Invoice No: VFR4130%7

Customer Address:

/

P.0. Box 2002
PALMYRA
6961 WA

Date: 20-Jul-2010

Customer Mo: 65080

7

/
/

1 Step 3: Select Tariff type if required.
Create H All Credit Notes |
Description Tariff Item  All v | [ Credited and Approved Li nly Step 4: Click search.
Customer's comment: Select Request Reason
Step 5: Select the Request Reason Step 8: Save the session —
and enter a Customer’s comment. for later editing. REEIESS
ivoice Line Blace (0x 5T | Credt Vaue (02 057
S 13-Jul-2010 Res#121601523 Slot 1 5 0.50 5 0
5 13-Jul-2010 Res#121827001 Slot 1 5 0.50 1 0
s 14-Jul-2010 Res#121964519 Slot 1 5 0.50 5 0 —
5 15-Jul-2010 Res#071751298 Slot 1 5 0.50 5 0 [
S 15-Jul-2010 Res#171814012 Slot 1 5 0.50 5 0 [
N 15-Jul-2010 Res#171814012 No Show 1 100 10 100 0 ?
Step 7: Modify the credit amount if ] |
necessary Step 6: Check here will auto
populate the Credit Value.
Invoicing and Credit Note Application Page 7 of 14
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5.1 Save and Finalise a Credit Note Request

Below is the resulting screen after Steps 4 to 7. At this point the session has not been saved or
finalised i.e. Save button has not been clicked.

Credit Notes
Customer Name: WORLDWIDE TRAMSPORT LOGISTICS Invoice MNo: VFR415057
P.O. Box 2002 Date: 20-Jul-2010
Customer Address: PALMYRA Customer Mo: 45080
6961 WA
Create H All Credit Notes
Description 171814012 Tariff ltem MNOSHOW « | [0 Credited and Approved Lines Only
Customer’s comment: Truck Delay - Due to accident
(- - ]
e Lne bt oG5 | et Vel 51
M 15-Jul-2010 Res#171814012 Mo Show 100 100 100.00

Below is the resulting screen after Step 8: The Save button has been clicked.

At this point further editing can be done. Further items can be searched and further line items can be
added to the request if necessary. The Save button can be clicked as many times as necessary to
save the Credit Note as a Customer’s Draft.

Credit Notes

Credit note has been saved successfully

Customer Mame: WORLDWIDE TRANSPORT LOGISTICS Invoice Mo: VFR419097
P.0Q. Box 2002 Date: 20-Jul-2010
Customer Address: PALMYRA Customer Moz #5080
6961 WA
Create H All Credit Notes

Credit Mote Number: 1101448; Status: Customer's Draft; Amount Ex Gst: 510.00; G5T: 51.000

Description Tariff ltem All w | [0 Credited and Approved Lines Only

Customer’s comment: Truck Delay - Due to accident

Step 8: Save the session
for later editing. N = - )

ftem Amount

13-Jul-2010 Res#121601523 Slot 0.50 0 [F
5 13-Jul-2010 Res#121827001 Slot 1 § 0.50 1 0 [
s 14-Jul-2010 Res#12196451% Slot 1 5 0.50 5 0 [F
S 15-Jul-2010 Res#071751298 Slot 1 ] 0.50 5 0 [
S 15-Jul-2010 Res#171814012 Slot 1 5 0.50 5 0 [F1
N ;i-DJ‘:l-EUW Res#171814012 No ’ 100 10 100 10.00
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Once all the necessary line items have been added then the Credit Note Request can be finalised by
clicking the Finalise button. This will send the request to the Biller. Below is the resulting screen after

the Finalise button is clicked. Note that the Status has changed to ‘Pending Biller Approval’.

Credit Notes

Credit note has been saved successfully

Customer Name: WORLDWIDE TRANSPORT LOGISTICS Invoice Mo: VFR419097
P.0O. Box 2002 Date: 20-Jul-2010
Customer Address: PALMYRA Custamer Ma: 65080
6961 WA
View H All Credit Notes

Credit Mote Mumber: 1101448; Status: Pending Biller Approval; Amount Ex Gst: 510.00; GS5T: 51.000

Customer’'s comment: Truck Delay Due to accident

Tariff —
art De-scription D_uanti ) nvolce Line G
ftem Amount
: 1 100 10

Invoice Line Balance (ex
GST)

Credit Value (ex
GST)
15-Jul-2010 Res#171814012 No

10.00
Show

No further editing can be done until the Biller has completed the review and either approved or
rejected the request. The Biller can also edit the request and may change the amount of the credit.

A Biller may also initiate a Credit Note Request on behalf of the Customer.

6 CREDIT NOTE STATUS VALUES AND THEIR MEANING

The different Status values are:

Status Value

Customer’s Draft

~ Comment
The Customer has saved a Credit Note Request but has not yet
finalised it.

Biller's Draft

The Biller has saved a Credit Note Request but has not yet finalised it.

Pending Biller Approval

The Customer has finalised the Credit Note Request and it is waiting
for the Biller’'s review. At this point the Biller can amend it, Reject it or
finalise it for the Manager’s financial approval.

Pending Manager Approval

The Biller has finalised the Credit Note Request and it is pending
financial approval by the relevant manager with the appropriate
financial delegation limit. At this point the Manager can either Approve
or Reject the request.

Approved The Credit Note Request has been Approved. At this point further
Credit Note requests can be raised against the invoice.
Rejected The Credit Note Request has been Rejected. At this point further

Credit Note requests can be raised against the invoice.

Invoicing and Credit Note Application
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7 FIND AND REVIEW STATUS OF CREDIT NOTE REQUESTS

There are 2 ways to find the current status of a Credit Note Request.

1. Using the All Credit Note tab.
2. Using the Credit Note Report.

7.1 All Credit Note tab.

The statuses of all the credit notes for a particular invoice can be found by clicking on the All Credit
Notes tab. Below are the resulting screens. The second column shows the current status.

The details can be viewed by clicking on the View link.

Customer Name: 'WORLDWIDE TRANSPORT LOGISTICS Invoice No: VFR4130%7
P.0. Box 2002 Date: 20-Jul-2010
Customer Address: PALMYRA Customer No: £5080
6961 WA

Vi All Credit N Click on the View link to
= | redit Notes ‘ see the details. \

CFR100023 Approved Hayden Lansdown Hayden Lansdown 2B/07/2010 4:24:36 PM 3.30 View
1095066 Biller's Draft allan testing 4.40 View
1061567 Rejected allan testing allan testing 4/08/2010 2:30:20 PM 21.60 View
CFR100043 Approved Kane Kiore Kane Kiore 28/07/2010 4:3%:04 PM 1.10 View
1093086 Pending Biller Approval Hayden Lansdown 110 View

Below is the resulting screen after clicking on the View link.

Credit Note Details

Customer Mame. WMORLOWIDE TRANSPORT LOGISTICS Inwoice Mo, [WFR418097
.0 Box 2002 Date [20-Jul-2010
Customner Address PALMYRA Custorner Mo k5080

69671 WA

Credit Mote Number: 1099088; Status: Pending Manager Approval, Amount Ex Get: 100; GST: 10

Biller's comrment: Other OK to approve

Custorner's comment: Truck Delay Due to accident

Tariff Description Invoice Line Invoice Line Balance Credit Value (ex
Htem P Amount (ex GST) GST)
1 100 10 100 100

15-Jul-2010 Res# 7IG14012 Mo

N Shaw
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7.2 The Credit Note Report.

The status of all the credit notes for a particular invoice can be found by using the Credit Note
Report search screen.

Click on the Credit Note Report menu.

Enter the appropriate search criteria.

Click the Search button.

Optionally the data can be Exported to MS Excel or saved as a CSV by clicking on the Export
button.

rPwbdPE

Step 1: Click on the Credit
/ Note Report menu.

Home » Credit Note » Report

Step 2: Enter the search
criteria.

Credit Notes Report

WORLDWIDE TRANSPORT LOGISTICS Step 3: Click Search.
From {Date of Claim) 29/07/2010 E Invoice No

To (Date of Claim) 0410812010 E credit Note Status Pending Manaf Approv‘a/v

Total | CTO
credit

Step 4: Export the data.

| I

Customer Customer Invoice Invoice
note

Name No No Date
request|

reason

DP WORLD-  WORLDWIDE 20/07/2010 Pending ruck | AOBIZ010 15-ul:2010
WA- TRANSPORT 65080 VFR419097 12:00:00 1099086 Manager M . %1629 RestI7BMNZ N 110
FREMANTLE LOGISTICS AM Approval N\

Click here to view the

details.

8 FIND AND REVIEW CREDIT NOTE PROGRESS

All the credit notes for a particular invoice that are in progress by either the Customer or Biller can be
found by using the Customer’s In progress search screen.

1. Click on the Customer’s In progress menu.
2. Click the Credit Note reference number to see the details.

Home = Credit Motes = Customer's In progress

Credit Notes in Progress

Customer's Invoice Date Invoice Custome
Date Of c.lain.l EdiUVie
progress umber SLe umber

DP WORLD, WA, WORLDWIDE TRANSPORT 20/07/2010 9/08/2010 Customer's

FREMANTLE LOGISTICS VERATS0T 12:00:00 AM 85080 1:36:54 PM Draft HE20
Step 1: Click on the Step 2: Click the credit

Customer’s In progress note reference number to

menu. see the details.

Invoicing and Credit Note Application Page 11 of 14



-stop

Below is the resulting screen. After reviewing and or editing the details return to Step 1 to display the
Customer’s In progress results again. Once the Credit Note is finalised it cannot be edited until the
Biller has approved or rejected the request.

Credit Notes

Customer Mame: 'WORLDWIDE TRAMSPORT LOGISTICS Invaice Mo: VFR419097
P.0. Box 2002 Date: 20-Jul-2010
Customer Address: PALMYRA Customer Mo: &5080
6361 WA
Create ” All Credit Notes
Credit Mote Mumber: 1152103; Status: Customer's Draft; Amount Ex Gst: $10.00; GST: 51.00
Description Tariff Item  All » [0 Credited and Approved Lines Only
* Required fields
* Customer's comment: Truck Delay - truck delayed
(-
Credit All
Tariff ti Invoice Line Invoice Line Balance (ex| Credit Value (ex
Descri on
Item = Amount G5T) G5T)
13-Jul-2010 Res#121601523 Slot 5.00 0.50 4,00 0.00 [F1
S 13-Jul-2010 Res#121827001 Slot 1 5.00 0.50 1.00 0.00 [}
s 14-Jul-2010 Res#12196451% Slot 1 5.00 0.50 5.00 0.00 [F1
5 15-Jul-2010 Res#071751298 Slot 1 5.00 0.50 5.00 0.00 1
s 15-Jul-2010 Res#171814012 Slot 1 5.00 0.50 5.00 0.00 [F
15-Jul-2010 Res#171814012 N
N o . == ° 1 100.00 10.00 30.00 10.00
ow
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EMAIL SAMPLE OF THE CREDIT NOTE

Below is a sample of the email and the attached Credit Note that is sent to the Customer after the
Credit Note is approved...

m‘ = CONFR - Adjustment N

Message |
" a ‘ E ; x 123 Move to Folder - || @ Block Sender Y ( )E a8
Create Rule & safe Lists - = =
Reply Reply Forward Delete ) Categarize Fallow Markas | Find
| to All 2] Other Actions ~ ] Not Junk « Unread
Respond Actions Junk E-mail Options ]
From: valsala krishnan@dpworld.com Sent: Mon 9/08/2010 11:09 AM
To: Julie Zhang
ce
Subject: CONFR - Adjustment Note

| Message | "I CFR100014.pdf (25 KB)

DP World (Fremantle) Limited m
1Port Beach Road,
North Fremantle WA 6959

TO: THORNETT NOMINEES

po box2002palmyra de

MYAREE

WA

6154

Adjustment Note - Credit note CFR100014 for INVOICE - VFR419061

Dear SirfMadam,

Please find attached Credit Note.
Please refer any queries regarding this invoice to the undersigned.
Regards

Valsala Krishnan

AP/AR Officer

DP World Fremantle

Phone: +61 & 94300107

Fax: +61 8 93334215

Email: valsala krishnan@dpworld com

CFR100014.pdf - Adobe Reade
Eile

Edit View Document Tools
B@-@.‘rvlll ° Find o |
DP World (Fremantle) Limited M
DP WORLD L o o |
North Fremantle WA 6159
FREMANTLE PO Box 657, Fremantle WA 6959
Telephone: +61 8 9430 0111
Facsimile +61 8 9335 4215
www.dpworld.com
ADJUSTMENT NOTE
DP World (Fremanfle) Limited
ABN: 41 009 106 763
Customer Name: THORNETT NOMINEES Credit No: CFR100014 2
. A . ﬁYhoxJ.OOQﬁp]aS]iawAdt Ref Invoice No: VFR419061
Date: 00-Aug-2010
Customer No: 8132
Tariff Irem Description Quantity Tariff Rate Subtotal ex GST GST
w 13-Jul-2010 Res#171330818 Wrong Zone 1 $50.00 $50.00 $5.00
s 16-Jul-2010 Res#151580097 Slot 1 $5.00 $5.00 $0.50
s 16-Jul-2010 Res#181605093 Slot 1 $5.00 $5.00 $0.50 L8
s 16-Jul-2010 Res# 181325869 Slot 1 $5.00 $5.00 $0.50
s 16-Jul-2010 Res#131483990 Slot 1 $5.00 $5.00 $0.50
SUBTOTAL 5 $70.00 $7.00
TOTAL OF CREDIT DUE $77.00
NOTES
Customer's Comment: Truck Delay Flat tyre
Biller's Comment: Other Wrong Zone Res#091270753 not approved go jump
Approver's Comment: Other OK approved
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