Danmark LEVERANDYJR OMBORDSPAKKE

KUN GALDER FOR DANMARK, NORGE, SVERIGE OG FINLAND

Vi er glade for at byde dig velkommen som en
ny veerdsat partner til Novartis. Dette brev er
beregnet til at hjeelpe dig med at forsta vores

politikker og procedurer for at sikre rettidig
betaling af din fakturaer .



2 | Novartis Procure -to-Pay | Onboarding Pakke Novartis Procure -to-Pay | Onboarding- pakke | 3

| nd k@b at betale Mere detaljeret ende-til-ende- indkeb at betale

Behandle

En kebsordre _ er et dokument, der udstedes af Novartis til en

leverander, med angivelse af typer, maengder og aftalte priser for
produkter eller tienester. | P2P genereres en indkgbsordre automatisk

KQBEORDR , efter at en indkebskurv er fuldt godkendt . En PO er en

E forpligtelse fra Novartis til at betale en leverander pa aftalte

vilkar neevnt ved PO-bekreeftelsen, og nar levering af

varer/tjenester er bekraeftet/registreret.

(P2P) oversigt

Vores indkgb til at betale Behandle

Indkebet til at betale processen starter med oprettelsen
af en indkebsordre ( PO) og slutter med betalingen af Hvis du er forpligtet til at fremleegge bevis for levering for nogen
fakturaen. Overholdelse af folgende procedurer vil lette varer eller tjenester, skal du sgrge for , at disse kommunikeres til
rettidig betaling af dine fakturaer og vil sikre BEVIS FOR LEVERING din lokale forretningskontakt inden fakturagenerering, for at

overholdelse af finansielle og Sox ( Sarbanes-Oxley ) FORVARER/TIENESTER (i S

krav. Eksempler pa bevis for levering omfatter timesedler , levering
notater og arbejde tidsplaner.

Novartis tilbyder to fakturabehandlinger muligheder:
1 Ariba Network — en e-faktureringsplatform , der tillader vores

Hvordan driver Novartis sine indkeb _ at partnere til gavn fra:

betale Behandle? FAKTURABEH s Slder aE

ANDLING _ » Rettidig betaling sikret af omkostningseffektiv end-to-end
proces

*  Miljgvenlig lesning (papirles)
2 Manuel faktura forarbejdning

Til Nordiske lande , Procure to Pay er en proces , der bl.a
handterer leverandgrfakturaer og understetter end-to-end
processerne. Betalinger kan ogsa blive behandlet af vores
interne bank i Luxembourg under navnet Novartis
Investment Sarl.

Fakturaer betales inden for de aftalte betalingsbetingelser , der
er beskrevet i din Indkebsordre , og de beregnes fra den dato,
hvor fakturaen blev modtaget i vores postrum. For at sikre
korrekt betaling bedes du oplyse dine fulde bankdata , der
indeholder

Bankkontoindehaver _ navn
Banknavn

Bank _
adresse Bank
konto
IBAN (hvor som helst
obligatorisk) Bankkode /

ABA- nummer (obligatorisk for
U\Sﬁ)
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PO bekreeftelse .
detaljer o

Adresse: <Novartis virksomhed &

Firmanavn Gade, airesse > FAKTURERINGSADRY
Byland moms SSE

BETALING

Udstedt dato: XX.XX.XXXX BETALINGSBETINGELSER: Inden for 60 dage forfaldernet BETINGELSER

FAKTURA SKAL

Indkebsordre: Cxxx-300XXXXXXX REFERENCE
Leveringsadresse for Post: Leveringsadresse for Bulk Gods: K@BEORDRE
<Novartis virksomhed> <Novartis virksomhed>
Novartis kontakt navn Novartis kontaktnavn
Gade,By Gade, By
Land Land

LEVERING ADRESSE

: XXX e- mail: xxx@novartis.com TIf.: +41XxXxxXx
Skaber: xxx E- mail: xxx@novartis.com TIf.: +41XxXxxxx

Tak for at afspejle PO. et og linjevar et pa fakturaen i overensstemmelse hermed. Send venligst alle fakturaer
til den korrekte faktureringsadresse: Novartis Pharma AG Basel, Zentraler Faktureneingang / Postfach / CH-4002 Basel / Die
Schweiz.

# Beskrivelse UOM Antal Pris uden moms vzerdi Levering FAKTURA SKAL
uden moms Dato REFERENCE

1 God/service A 0,00 0,00 0,00 XX.XX.XXXX
2 Godsservice B 0,00 0,00 0,00 Xx.XX.XXXX LINJEPOSTER _

Net uden moms: 0,00 valuta(xxx)

Denne kobsordre (" PO " ) er Novartis ' accept af dit tilbud, og denne accept er udtrykkeligt begreenset til vilkarene heri uden
. tilfojelser, sletninger eller andre zndringer. Ingen standardiserede generelle vilkér og betingelser indeholdt pa et tilbud, et
PO-bekreaeftelsen leveres til hver leverander og for hver buc t s, en eftefolzende ktua ol anden znende dekimentation il wndre sz, og ingen ndringaf fogende JURIDISKE VILKAR
) . vilkar vil heller ikke vere bindende for den tilsvarende juridiske enhed fra Novartis, medmindre det udtrykkeligt er aftalt i OG BETINGELSER
enkelt PO. Kommunikationsmetoden er den, der er skriving.

Meddel venligst eventuelle indvendinger, du har mod vilkarene og betingelserne heri, til Novartis inden for tre (3) hverdage

angivet ved leverandgroprettelsesprocessen ved at veere e- cherKvitering,
mail , fax eller direkte fra Ariba Network. Din pibegyndelse af udforelsen af nogen af dine kontraktlige forpligtelser i henhold til denne PO anses for din accept af vilkdrene og

betingelserne indeholdt heri. Hvis du har indgdet en separat skriftlig aftale med en Novartis-enhed, der er identisk med udstederen af
denne PO, har den skriftlige aftale forrang for vilkarene og betingelserne i denne PO.
Hvis der ikke eksisterer en separat skriftlig aftale mellem dig og Novartis, anerkender du, at denne PO indgar en juridisk

Nar en ikke -Ariba PO oprettes , falgende formular vil blive bindende konirakt, som cr gyldig uden Underskif.
sendt til du:

Side: 1 af 3



6 | Novartis Procure -to-Pay | Onboarding Pakke Novartis Procure -to-Pay | Onboarding- pakke | 7

Fakturakrav

Faktura DOKUMENT TYPE

FAKTURANUMMER
OG _DATO

Faktura nr. XXX Faktura dato:xx.xx.Xxxx

Leverander: Firma navn Kob Bestille/

Firmaadresse Koste Objekt*/

Postnummer, Land

PO,CC ELLER
NOWAIN

Novartis medarbejder navn
Momsregistrering

ingen.

Fakturering: Virksomhednavn Levering adresse:

Adresse: Firmaadresse Land Leveringsadresse ALLE
momsregistrering _ Land OBL|GATR|SKE
ingen
Vare ingen. Beskrivelse Antal ENhed Netto ;¢ o, Moms Brutto LINJEVAREDETALJ

pris belgb belgb Belgb

ER FRA PO -
1 God/service A 0,00 0,00 0,00 2 % 0,00 0,00

2 God/service B 0,00 0,00 0,00 2 % 0,00 0,00

For at sikre rettidig behandling og betaling af fakturaer,
bedes du inkludere fglgende data i din faktura:

1 ALT 0,00 0,00 0,00

Betales : 0,00 VALUTA : _ XXX FAKTURERING
BETALINGSMIDDEL
Bankkonto: IBANXXXXXXXXXX
BANKOPLYSNINGER
Novartis Healthcare A/S FOR
Edvard Thomsen Vej 14, Kebenhavn, Danmark Leveringdato OBLIGATORISK HVIS
VAT ID: DK20575786 LEVERINGSDATA ER

ANDEN FRA FAKTURA
DATO

“Omkostni o Proj wBS
/Internt Bestille
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Vender tilbage en
faktura

Hvorfor blev min faktura sendt tilbage?
Fakturaer kan blive sendt tilbage til dig af flere arsager.

De mest almindelige arsager til returnerede fakturaer er
felgende:

® Moms ugyldig ( fakturaer skal indeholde fakturering
adresse og momsnummer som naevnt pa PO samt
leverandgrmoms _ _ _ _ nummer)

® PO- nummer mangler eller er ugyldigt /
omkostningsobjekt eller Novartis
kontaktpersonnavn er _ _ mangler

® PO refereret pa fakturaen er lukket

® Adressen er forkert/forkert Novartis
firmakode

Alle potentielle arsager til en returnering er vedhzeftet
dette dokument |kke-acceptabel faktura typer:

® Citater
® Skon

® Proforma i nvoices

Ingen vartis Fremskaffe -til- Betal | _ Onboa r ding Pakke _
| 9

Hvad er fakturaafvisningen _ behandle?

Fakturaer gennemgas af vores behandlingsteam for at
kontrollere, at de overholder Novartis-definerede
retningslinjer for fakturering, og baseret pa denne
gennemgang kan fakturaen blive afvist af de tidligere naevnte
arsager.

Der sendes en meddelelse til leverandaren via e-mail med
besked om, at fakturaen er afvist pa grund af en af de
naevnte arsager med anmodning om berigtigelse af
fakturaen og gensende til behandling/betaling.

Nar ny korrekt faktura er modtaget, bogferes og betales den
efter forfaldsdato. Betalingsbetingelserne beregnes pa
grundlag af fakturamodtagelsesdatoen hos Novartis
mailroom.

Hvordan kan jeg undga afvisning af
fakturaer?

Sterstedelen af arsagerne til afvisningen kan undgas med
implementeringen af ARIBA - Netvaerk oplgsning.

Ved ved brug af det det sveert data af fakturaen er _ fyldt
op ved systemet, undga det chance af menneskelige fejl .
PO- detaljerne er kontrolleret mod fakturaoplysningerne . _
_ Kun korrekte fakturaer kan veere behandlet .

Majoren _ fordel er det reduktion af fakturabehandling _
cyklustidsunderstattende _ _ rettidigt betalinger .
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Kommunikation
sendt til du

For at informere dig om, hvilke fakturaer der er modtaget
og bogfaert , udsender vi en liste over dbne poster og en
remitteringsadvisering hver _ uge.

Aben genstande

Dette er listen over alle de dokumenter , der er blevet
registreret i Novartis Regnskabssystemer, men som ikke er
inkluderet i betalingskaerslen af mulige arsager :

® Speerret for betaling — faktura bogferes _ men det er
afventer bekreeftelse af ydelser/varer kvittering .

Se venligst din Novartis-kontakt direkte for mere

detaljer.

® Manuel blokering — dokument kan ikke betales , Veer

venlig
kontakt os for afklaring

® Afventer bogfering — dokument modtaget, men
endnu ikke bogfart

® BLANKT - dokument sendt, men ikke forfaldent
Overfgrsel rad

En overfarselsadvisering inkluderer listen over alle fakturaer
, der var inkluderet i den seneste betaling. Vi giver dig
med:

® En faktura nummer

® Det belab

® Betalingen _ dato

Ingen vartis Procure-to-Pay | Onboa r ding Pakke _ | 11

Muligheder for
fremsendelse

To kanaler er tilgeengelige for indsendelse fakturaer:

A) Ariba Netvaerk
(e-fakturering oplgsning)

B) E-mail kanal
( hvis du ikke bruger Ariba ) send venligst din faktura
til landet til nedenstédende e-mail

Novartis Danmark invoice.denmark@novartis.com



mailto:invoice.denmark@novartis.com
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Hvordan Ariba
Netvaerk virker

Vi er forpligtet til at sikre , at vi ikke kun leverer rettidig og
effektiv betalingsbehandling for varer og tjenester til alle
vores leveranderer, men at vi gor dette , samtidig med at vi
understatter vores streeben mod miljgmeessig
baeredygtighed gennem vedtagelsen af e-lgsninger.

Hvad er Ariba Network?

® Det er udveksling og opbevaring af juridisk gyldig PO
fakturaer mellem handelspartnere i elektronisk format _
kun.

® - fakturaer har juridisk gyldighed og kan bruges til at
bevise overholdelse eller som skatteoriginaler (
greensefladen bruger eller kreever ikke papirbaseret

° @%R{a%%n leveres til Novartis som et billede og en
datafil, hvilket sikrer en fuldautomatisk ende-til-ende-
proces.

Bemeerk: Af ovenstaende grunde betragtes en PDF- kopi
af fakturaen ikke som en aegte " elektronisk

ARN

NOVARTIS 818 A Your company

—

¢

Purchase
Orders

Purchase

hase O
Orders Purchase Order

Invoices Invoices/Credit notes with PO Invoices

Invoice status

Invoices Invoices

i
I
i

Ingen vartis Procure-to-Pay | Onboa r ding Pakke _ | 13

Hvad er de vigtigste fordele ved Ariba
Netveerk oplgsning?

Ariba-netveerket muligger elektronisk PO- og
fakturatransmission.

Indkgbsordrerne sendes af Novartis til leverandaren, og
fakturaerne overfares af leverandaren til Novartis gennem
Ariba Network. Fakturaerne overfares til Novartis
regnskabssystemer, hvor de behandles og bogferes.

® Mindre risiko for forsinket betaling takket vaere omgaende fakturalevering
® Hoj betaling til tiden ved at reducere fakturabehandlingstiden

® Fuld synlighed pa ordrer, fakturaer og betalingsstatus

® Fuldt kompatible elektroniske fakturaer, der kan bruges som skatteoriginal

® Fakturalevering er garanteret og bekraeftet, hvilket giver fuld synlighed
som en del af en ende-til-ende proces

® Fjernelse af fakturaundtagelser og leveranderhenvendelser

® Eliminer ion af omkostninger forbundet med behandling af papirfakturaer
(frimaerker, kuverter, trykning)

® Miljovenligt
® Fakturadata arkiveres digitalt , hvilket sparer tid og plads

® Mulighed for at bruge den samme e-faktureringslosning pa tveers af flere
Novartis enheder
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Sadan kommer du
ombord til Ariba

. Besog supplier.ariba.com , klik pa Registrer nu og fuldfer

registreringen

. Nar du er registreret, modtager du dit Ariba Network ID (ANID),

som du skal bruge for at dele det med Novartis pa:
contact.elink@novartis.com , og vi vil serge for at fuldfere Ariba
onboarding-processen og aktivere PO-output.

. Nar de er aktiveret, vil alle nye indkebsordrer blive sendt til dig via

den interaktive e-mail-ordre. Vi forventer, at du indsender alle
relaterede fakturaer via Ariba -netvaerket ved at bruge knappen
"behandle ordre".

. Det er GRATIS at bruge standardkontoen og giver dig mulighed for

PDF

at modtage pos og sende faktur
ju

° For mere info bes@g novartis Guide to

Ariba

Ingen vartis Procure-to-Pay | Onboa r ding Pakke _ | 13

SAP Ariba

Supplier Login

User Name

Password

Forgot Username or Password

New to Ariba?
Register Now or Learn More

» Huvis du har nogen procesrelaterede spgrgsmal, bedes du kontakte contact.elink@novartis.com



https://service.ariba.com/Supplier.aw
mailto:contact.elink@novartis.com
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Uy NOVARTIS

KISIRESS SFEVICFS

B e h O | d e OS Supplier Update Form
! FULDSTANDIG
VALG FRA RUL NED

For at vi kan sende indkebsordrer til den korrekte adresse og

sikre rettidig betaling af dine fakturaer, skal fglgende
oplysninger opbevares regelmaessigt opdateret: Legal Information

VATID IS
OBLIGATORISK (HVIS

® Selskab navn

Communication
® Selskab adresse

® Kontaktoplysninger (telefonnummer , e- mailadresse ) Bank Details *

momsregistrering _ nummer

. . FULDE
® Betaling detaljer BANKOPLYSNINGER

o

B B

Skulle nogen af ovenstadende oplysninger aendre sig, vil

vi kraeve, at de opdaterede oplysninger sendes til os i Invoicing Method
det f@lgende formater: O Mavaris Prefeed Elecronic Inveizing hethod! Arize Yetwerk) (] Puaer rvsicas
PDF O By checking the box, | ecopt the folowing :
All mizrmaton peovided in thi Sepalier Updete Form will be uplcaded to the ‘Movartla Supsler information Manamment” ool for sfcent suspler
. rrater dita eamage rert Shroughout the Fecych of your rdatianship with "
Suppller hwlu:::d =.;:.-:..-:::::-.lmm-n;. lnaa:nr ::-..::m orgrindpal directon, orreguend oedt peferenzes end keep

Registration Form i e s e M
Informer os venligst straks i tilfeelde af aendringer i
ovenstaende Information. i ¢ maceaty & s k1 hhacea o PEF st s st g e slr wlh o i changs
wendor masber dats apply.
Hvis du ikke ger det, kan det medfere forsinket betaling af Signature: KUN
din faktura UNDERSKRIVTE

FORMULARER
A PTER

Nowvartis Requester: Date

[Marres,Buairess Function]




Hvor hen fa

Stotte

For fakturarelaterede henvendelser bedes du kontakte
Jkonomiservicecenteret i overensstemmelse hermed

Novartis Danmark r2p.dk@novartis.com
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Purchase to pay (
P2P ) _ overview

Our purchases to pay Treat

The purchase to pay the process starts with the creation
of a purchase order ( PO) and ends with the payment of
the invoice. Adherence to the following procedures will
facilitate timely payment of your invoices and will
ensure compliance with financial and Sox ( Sarbanes-
Oxley ) requirements.

How does Novartis conduct its purchases
_ to pay Treat?

To Nordic countries , Procure to Pay is a process that,
among other things, handles supplier invoices and
supports the end-to-end processes. Payments can also be
processed by our internal bank in Luxembourg under the
name Novartis Investment Sarl.

Novartis Procure -to-Pay | Onboarding package | 3

More detailed end-to-end procurement to pay Treat

A purchase order _ is a document issued by Novartis to a supplier
specifying the types, quantities and agreed prices for products or

services. In P2P, a purchase order is automatically generated after a
PURCHASE shopping cart is fully approved . A PO is a commitment by
ORDER Novartis to pay a supplier on agreed terms mentioned in the
PO confirmation and when delivery of goods/services is
confirmed/recorded.

If you are required to provide proof of delivery for any goods or
services, please ensure that this is communicated to your local

PROOF OF DELIVERY business contact prior to invoice generation , to avoid any
FORGOODS/SERVICES - (il

Examples of proof of delivery include time sheets , delivery
notes and work timetables.

Novartis offers two invoice processes options :

1 Ariba Network — an e - invoicing platform , which allows our
partners to benefit from :

INVOICE * Sure and guaranteed

PROCESSING » Timely payment secured by cost -effective end-to-end
process
+  Environmentally friendly solution (paperless)
2 Manual invoice processing

Invoices is paid before for the agreed terms of payment , there
is described in your Purchase Order, and they are calculated
from the date on which the invoice was received in our post
office. Toensure correct payment please inform _ your full bank
data , which contains

Bank account holder _ name

Bank Name

Bank _

address Bank

account

IBAN (anywhere mandatory)

Bank code /

ABA number (mandatory for USA)
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P.O confirm details

) NOVARTIS

INVOICE MUST

Supplier Address: Billing Address:
Company name <Novarti company & REFERENCE BILLING
Street, Byland address > ADDRESS
VAT ID
PAYMENT
Issued Date: XX.XX.XXXX PAYMENT TERMS: Within 60 days duenetwork CON D|T|ONS
INVOICE MUST
Purchase order: Cxxx-300XXXXXX REFERENCE
Delivery address for Mail: Delivery address for Bulk Estate: PU RCHASE ORDER
<Novartis company> <Novartis company>
Novartis contactname Novartis contactname
Riddle, Town Riddle, Town
Country Country
DELIVERY ADDRESS

: Xxx e - mail: xxx@novartis.com Tel.: +41XXXXxx
Creator: xxx E - mail: xxx@novartis.com Tel.: +4]1XxxXxxx

Thank you for reflecting the PO number and line item number on the invoice accordingly. Please send all invoices to the correct
billing address: Novartis Pharma AG Basel, Zentraler Faktureneingang / Postfach / CH-4002 Basel / Die Switzerland.

# Description UOM Quantity Price without VAT value Delivery INVOICE MUST
without VAT Date
1 Good/service A 0.00 0.00 0.00 XX.XX.XXXX REFERENCE Ll N E
2 Good/service B 0.00 0.00 0.00 XX.XX.XXXX |TEM —
Net without VAT: 0.00 currency (Xxx)

This purchase order (" PO " ) is Novartis * acceptance of your offer, and this acceptance is expressly limited to the terms
herein without additions, deletions or other modifications. No standardized general terms and conditions contained in an offer, LEGAL TERMS AND

The PO confirmation is provided to each supplier and for bid, proposal, subsequent invoice or other similar documentation wil change, nor will any change to the following terms be

. L. . . . binding on the corresponding legal entity of Novartis, unless expressly is agreed in writing. CONDITIONS
each individual PO. The communication method is the
one specified during the vendor creation process by being
ema'l, faX or dlreCﬂy fI’OI’T'I Al’lba NetWOFk. Your commencement of the performance of any of your contractual obligations under this PO shall be deemed your acceptance of

the terms and conditions contained herein. If you have entered into a separate written agreement with a Novartis entity identical to
the issuer of this PO, that written agreement takes precedence over the terms and conditions of this P.O.
In the absence of a separate written agreement between you and Novartis, you acknowledge that this PO i a legally

When a non -Ariba PO is created , following form will be binding contract that is valid without Signature.
sent to you:

Please notify Novartis of any objections you have to the terms and conditions herein within three (3) business days ofReceipt.

Page: 1 of 3
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Invoice

requirements
k

INVOICE NUMBER
AND _DATE

Invoice no. XXX Invoice date: XX.XX.XXXX

Supplier: Company name Purchase Order/

Company address CostObject*/

PO,CC ORNOVARTIS
EMPLOYEE NAME _

Postal code, Country Novartis employee name
VAT registration

none.

Invoicing: Companyname Delivery address:
Address: Company address Delivery address ALL MANDATORY
Country Country ADDRESSES

VAT registration _
none

Product none. Description Quantity UNit Net yaT o, VAT Gross LINE ITEM DETAILS
price amount amount Amount
FROM PO -

1 Good/service A 0.00 0.00 0.00 2% 0.00 0.00
2 Good/service B 0.00 0.00 0.00 2% 0.00 0.00

Toensure timely processing and payment of invoices,
please include the following data in your invoice:

TOTAL 0.00 0.00 0.00

Payable : 0.00 CURRENCY : _ XXX BILLING MEANS OF
PAYMENT
i Bank account: IBANXXXXXXXXX
Novartis Healthcare A/S BANK DETAILS FOR
Edvard Thomsen Vej 14, Kebenhavn, Danmark MANDATORY IF
VAT ID: DK20575786

Deliverydate DELIVERY DATA IS
DIFFERENT FROM THH
INVOICE _ DATE

*Cost object: Cost center / Project code WBS / Internal
Order
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Returns an invoice

Why was my invoice sent? back?

Invoices may be returned to you for several reasons. The
most common reasons for returned invoices are the
following:

® VAT invalid (invoices must include invoicing address
and VAT number as mentioned on PO and supplier VAT
_nhumber)

® PO number missing or invalid / cost object or
Novartis contact name is _ _ missing

® The PO referenced on the invoice is
closed

® The address is wrong/wrong Novartis
company code

Unacceptable invoice types:

® Quotes
® Discretion

® Pro forma in nvoices

No vartis Obtain -to- Pay | _ Onboarding Package ___ | 9

What is the invoice rejection _ treat?

Invoices are reviewed by our processing team to verify
compliance with Novartis-defined billing guidelines, and
based on this review, the invoice may be rejected for the
previously stated reasons.

A notification is sent to the supplier via e-mail stating that
the invoice has been rejected due to one of the reasons
mentioned, with a request to correct the invoice and resend
it for processing/payment.

When a new, correct invoice is received, it is posted and paid
according to the due date. The payment terms are calculated
on the basis of the invoice receipt date at the Novartis
mailroom.

How can | avoid rejection ? invoices?

The majority of the reasons for rejection can be avoided
with the implementation of the ARIBA NETWORK
resolution.

By using that that difficult data of the invoice is _ filled by
the system, avoid that chance of human error . The PO
details is controlled against the invoice information. _ _
Only correct invoices can be processed .

The major _ advantage is reduction of invoice processing _
cycle time supporting _ _ on time payments .
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Communication
sent to you

To inform you of which invoices have been received and
posted , we issue a list of open items and a remittance
advice every _ _ week.

Open objects

This is the list of all the documents that have been
registered in the Novartis Accounting systems, but which

are not included in the payment run for possible reasons :

® Blocked for payment — invoice is posted _ but that is
awaiting confirmation of services/goods receipt .

Please see your Novartis contact directly for more

details.

® Manual blocking — document cannot be paid , please
contact us for clarification

® Awaiting posting — document received but not yet
posted

® BLANK - document sent but not due
Transfer advice

A transfer notice includes the list of all invoices , there was
included in the latest payment . We give you with:

® An invoice number
® Thatamount

® The payment _ date

No vartis Procure-to-Pay | Onboarding Package _

Options for
forwarding

Two channels are available for submission invoices:

A) Ariba Network
(e-invoicing resolution)

B) Email channel
(if you do not use Ariba ) please send your invoice
to the country to the email below

Novartis Denmark invoice.denmark@novartis.com
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H oW Arl ba N etWO rk What are the main advantages of Ariba

Network resolution?

WO r kS The Ariba network enables electronic PO and invoice

transmission.
The purchase orders are sent by Novartis to the supplier

We are committed to ensuring that we not only provide and the invoices are transferred by the supplier to Novartis
timely and efficient payment processing for goods and through the Ariba Network. The invoices are transferred to
services to all of our suppliers, but that we do this while Novartis accounting systems, where they are processed
supporting our pursuit of environmental sustainability and posted.

through the adoption of e-solutions.

What is Ariba Network?

® |tis exchange and storage of legally valid PO invoices ® High on-time payment by reducing invoice processing time
between trading partners in electronic format _ only.

® Less risk of late payment thanks to immediate invoice delivery

® Full visibility of orders, invoices and payment status
® - invoices have legal validity and can be used to prove Y pay

compliance or as tax originals ( the interface does not
use or require paper-based invoices). ® Fully compatible electronic invoices that can be used as tax originals

® The e-invoice is delivered to Novartis as an image and
a data file, ensuring a fully automated end-to-end
process.

Note: For the above reasons, a PDF copy of the invoice

® Invoice delivery is guaranteed and confirmed, providing full visibility as part
of an end-to-end process

is not considered a genuine " electronic invoice".

] ARN

® Removal of invoice exceptions and supplier inquiries

¢

NOVARTIS A8 A Your company ® Eliminate ion of costs associated with processing paper invoices (stamps,
envelopes, printing)

Purchase
Orders

Purchase

hase O
Orders Purchase Order

® Environmentally friendly

= Invoices/Credit notes with PO - Invoice data is archived digitally , which saves time and space

—— ® Option to use the same e-invoicing solution across several Novartis units
e status

Invoices Invoices

i
I
i
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How to get on
board Ariba

1. Visit supplier.ariba.com , click Register now and complete the
registration

SAP Ariba

2. Once registered, you will receive your Ariba Network ID (ANID), Supplier Login

which you will need to share with Novartis at:
contact.elink@novartis.com , and we will take care of completing User Name
the Ariba onboarding process and activating the PO- output.

Password

2. Once activated, all new purchase orders will be sent to you via the
interactive email order. We expect you to submit all related invoices e Remame or Fassword
through the Ariba network using the "process order" button.

New to Ariba?
Register Now or Learn More

3. The standard account is FREE to use and allows you to receive mail
and send invoices

e  For more info visit our Novartis guide to Ariba invoicing in the following PDF For
Novartis Guide to
Ariba

» If you have any process-related questions, please contact contact.elink@novartis.com


https://service.ariba.com/Supplier.aw
mailto:contact.elink@novartis.com
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Retain us updated

In order for us to send purchase orders to the correct e e e
address and ensure timely payment of your invoices, the
following information must be kept on a regular basis up to
date:

Supplier Update Form
SELLING
* COMPLETELY
SELECT FROM

ADDRESS DETAILS

VAT ID ISMANDATORY
(IF VAT REGISTERED)

® company name
Legal Information
® company address

® Contact information (phone number , e - mail address ) Communication

VAT registration _ number

) Bank Details *
® Payment details

FULL BANK DETAILS
ARE _MANDATORY

Should any of the above information change, we will
require the updated information to be sent to us below

formats:

Supplier
Registration Form

B B

Invoicing Method

[0 Movartis Preferred Electronic Invoicing Method| Arice etwork) 0o Fapper Inwoices:

OO By chacking the bos, | accapt e folewing :
Al infermation peovidad |n this Supplier Updets Forms will be uslcaded 1o the Mevarts fupaler information Managmment” ool fof sfcent suspler
rraster data managemend Srcughout te Fecpze of pour reletiorship with Novertis
Horearts ard i afillates ray tke up referenon, maie mouices on your company orprindpal dirscton, oreeguet cedi reference and keep a
record of s reaults in ou gobsl Supplier formation Mansgeran? sptem.
Swch Information b sccesibie o el Neearts bulee,

Please inform us immediately in case of changes to the
above Information.

#a o proof of the soosrecy of the entered information & idermtification of e compary with the information provided, plesse sgn the filled in fom
digitally o manualy & sered it back o g phchba@a ot com in FF Format. Fea send the dgned fzrm along with the fint vl cnos change 1o
wendar madber dats appby.

Signature: ONLY SIGNED
FORMS

Failure to do so may result in late payment of your invoice.

ACCEPTED _ _

Nowvartis Requester: Date

[Marres,Buairess Function]




Where to get
support

For invoice -related inquiries, please contact the
Economic Service Center accordingly

Novartis Denmark r2p.dk@novartis.com
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