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Elektroniska bestallningar

SLU anvénder Visma Proceedo som e-handelssystem och vara bestéllningar ska
ske via systemet. Detta betyder att Ni som leverantor kommer att fa bestidllningen
via e-post. Se exempel pa nésta sida hur en order kan se ut. P4 orderunderlaget
finns allt Ni behover for att kunna hantera ordern. Behandling av
personuppgifter: Nar ni fakturerar oss s& kommer vi att hantera eventuella
personuppgifter pa det sitt som kravs for att kunna fakturera och hantera ordern. Vi
kommer dven att behandla personuppgifter pa det sétt som dr nodvéandigt for att
uppfylla reglerna om myndighets arkiv.

1) Ordernummer — ett ordernummer genereras i vért system. Detta ordernummer
ska finnas med pé fakturan som referens. Ordernumret ska innehalla bokstéverna
”PO” foljt av 7 siffror i en foljd. Vid elektronisk fakturering foredrar vi att

ordernummer &r placerat pa radniva, i annat fall i faltet for referens 1.

2) Bestiillarreferens — ska finnas med pé fakturan om ordernummer saknas. Vid
elektronisk fakturering ska referens placeras i féltet for referens 1.

3) Leveransadress
4) Fakturaadress

5) Bestillarens mejladress — orderbekriftelse ska skickas till bestéllarens e-
postadress.

6) Meddelande till leverantor — hir har bestillaren mojlighet att ldmna ett extra
meddelande till Er som leverantor.

7) Bestillningens beskrivning — hir specificeras det som man vill bestilla, samt
ev. artikelnummer, kvantitet, pris (ex. moms), samt totalsumma. Visas som flera
orderrader om sa ar fallet.

8) Képande organisation

9) Mirkning av gods, leveransvillkor, betalningsvillkor
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Information till leverantér fran SLU

Postadress: Box 7086, 750 07 Uppsala Tel: 018-67 10 00 (vx)
Besoksadress: Almas allé 8

Org nr: 202100-2817 www.slu.se

OBS! Detta ar inte en order utan ett informationsblad som

forklarar hur en order fran oss ska tolkas!

Orderdatum: 2013-12-16

Je

SLU
Inkdpsorder PO0000000 fran Sveriges lantbruksuniversitet
Hill 2000000 X
Vara referenser Era referenser
| 2 I 123ABC e-post: nosend@nosend.nosend
Inképsorder: PO0O000000 Orderadress: nosend@nosend nosenc
Leveransadress Fakturaadress
SLU Inst for 23000 SLU Fakturamottagning
Karlsson, Lisa Box 7090
FOOCKvagen X 750 07 Uppsala 4
200K XX Uppsala Sverige
Sverige 3 [([BR +:27.040.03.4..0.1]
(1D: BXAXRKHRNE)
Bestillare Meddelande till leverantor
123ABC ‘Kundnummen KXHX 6
5 |e-post. fomamn.efternamn@slu.se
Rad Art-nr. Beskrivning  Kvantitet  Pris Belopp
1 OO XOOOKK 2,00 st| 50,00/1,00st| 100,00

Summa exkl. moms

100,00 SEK]|

Kopande crganisation

Sweriges lantbruksuniversitel
Box 7080

T50 0T Upp=ala
i
SEHEMO0E81T

fil PRGN A000E!

Mlrkning 4 geda, | e, u

GODSAMALYCAALG  Samlym! s rininkass msd sl odymeriisvmumna, sl Sl ! s i
Sasraddinn [EVERANEVILLEONR Fer bveasd [DI0F Mookome AOT00 00 | baeiaiivegit sganiil
Aorarasadnead Gl DN SNt enpes Cvnae kaitangeibor ooigi avtal wiar estabyvng. Edleen
sk AT Sk a0 orooba RrANels0 pos o0t AT ESODT BV MVOInosna nagar samr srsed oy
ool sk Sampd. sami dven maT datum Ao vemng . BETALNWGS VILLRCW Fedming sAn shy
efter feverans. Hefalmrg s mom 0 capar i insraristue Fakirnegebor miar paorm AASgE
o Sty e el Ovesvkoamvals Strsplmas ) Vi dpgmal il it svigt il
MEEPARDESSRATT Mivesisksi & iyl ek L Aot S v
apsrcabonrad D fakiuan Fakfuran selsie nefia akadioraonals brar pd vad oo faki sk
vl B Skofevariens NeTTIa Wiy sETERaE B FAKTURERTNG Fadlee S oo ol
sincims sisiionisd] s slevmaty i IADE e shr Se R g oot i e nta g
ATy sale W Smnges indmpksonversdel. Radommndapangey, for 00 DA Lnnssis
ooh misie inmekdie esliinnpans nitssordersammer mk! adadangle PO BEMARNHLING AV
FEREDNUPRONTES. Nar ni faktovermr ass 3h fomorer o ol naviers evesiels penonmpgsie:
i ot a0 soe IR fri art s faktumm ol hanles pidem W e  dven Al sinenty
PR o0 chal AST SO G kil 1 ST LTV Mg G AR TOAE ariTY

Dk eRoR] whi P

Fragor om bestillningar stills till: chandel@slu.se
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Fakturering till SLU

Den 1 april 2019 blev det lag pa att alla inkop 1 offentlig sektor ska faktureras med
elektronisk faktura (e-faktura). Detta innebér att inkdp gjorda av SLU ska
faktureras med e-faktura.

SLU vill ta emot e-fakturor via PEPPOL
Vi vill i forsta hand ta emot PEPPOL-fakturor via PEPPOL-nétverket.

SLU:s PEPPOL-ID: 0007:2021002817
E-fakturastandard: PEPPOL BIS Billing ver 3

Notera att det frdan 1:a april 2021 inte ldngre dr mojligt att skicka Svefaktura 1.0 via
PEPPOL-ndtverket.

E-fakturor via andra kanaler an PEPPOL

Om ni dnnu inte skickar e-fakturor via PEPPOL kan ni d4nda fakturera oss med
efaktura. Det finns tva alternativ:

1. Skicka e-fakturor i formatet Svefaktura 1.0 via VAN-operator. Detta
alternativ riktar sig till er som har en e-fakturalosning.

SLU:s VAN-operator: Visma Proceedo

E-fakturastandard: Svefaktura 1.0
Vinligen notera att formatet Svefaktura 1.0 avférs som rekommenderat
format den la april 2021.

SLU:s Parts ID/EDI-adresser (vilj mellan dessa):
a. Organisationsnummer: 2021002817
b. Momsregistreringsnummer: SE202100281701
c. GLN-kod: 7340102300008

2. Registrera e-fakturor manuellt i leverantorsportalen Proceedo Supplier
Center. Detta alternativ ar for er som saknar e-fakturalosning, eller av
nagon annan anledning inte kan skicka e-faktura till SLU enligt ovan.

Kontakta oss via e-post, levreskontra@slu.se, om ni vill borja anvénda
leverantorsportalen. Vi kommer da bjuda in er via mejl sé att ni sjdlva kan
registrera er som anvandare i portalen. Nér registreringen &ér gjord kommer
ni fa ytterligare ett mejl innehallande era inloggningsuppgifter. Darefter
kan ni skapa fakturor och skicka dem till oss.

For er som leverantor ar det helt kostnadsfritt att anvinda webbfaktura
via Proceedo Supplier Center.
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Information till leverantér fran SLU

All fakturainformation som éverfors via Proceedo Supplier Center krypteras med hjdlp av
SSL/HTTPS.

Vara kontaktuppgifter

Om ni har fragor, kontakta oss girna via e-post, levreskontra@slu.se
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Sveriges lantbruksuniversitet
Swedish University of Agricultural Sciences

Division of Financial Administration

Information to SLU supplier

Electronic orders

SLU uses Visma Proceedo as an e-commerce system and our orders will be made
through the system. This means that you as a supplier will receive the order by
email. See example on next page what an order can look like. In the order in the
email, you will find everything needed to manage the order. Protection of
Personal

Data: When you invoice us, we will handle any personal data as required in the
Swedish Data Protection Act as we process the invoice. We will also handle
personal data in the manner that is necessary to comply with the rules on
government archives.

1) Purchase order number — this number is generated in our system. It is very
important that this number is placed in the invoice as our reference. The order
number contains the letters “PO” followed by 7 digits. If you send us electronic
invoices we appreciate that you place the order number on each order line, or
otherwise in the field “reference 1.

2) Our references — this must be placed in the invoice if order number is missing.
If you send electronic invoices this reference should be placed in the field
“reference 1.

3) Delivery address

4) Invoice address

5) Requisitioners e-mail address — an order confirmation shall be sent to the
requisitioners e-mail address

6) Comment to supplier — here you may find an extra message from the
requisitioner.

7) Order description — here you find the description of the order, as article
number, quantity, price etc. An order can contain several order lines.

8) Buying organization

9) Goods labelling, terms of delivery and payment
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Information till leverantér fran SLU

Postadress: Box 7086, 750 07 Uppsala Tel: 018-67 10 00 (vx)
Besoksadress: Almas allé 8

Org nr: 202100-2817 www.slu.se

Please note! The example below explains how an order
from us should be interpreted!

e

SLU

Purchase Order PO0000000 from Sveriges lantbruksuniversitet
to Test supplier

Qur references Your references
i'{jjp,'gc ' | | Order address-
—I| Purchasg Order. FO0000000 | nosend.nosend@nosend.com
Delivery address Invoice address
[ SLU Inst for XXXX | SLU Fakturamottagning
| Lisa Karlsson | Box 7090
| HH00OOE | 750 07 Uppsala 4
| XX XX Uppsala | Sweden
| Sweden 3 | 10: gosmaansen)
Requisitioner Comment to supplier
< |[123ABC | | Account number; XXX 5
E {e-mail firstname lastname@slu_se : ;
|Row  [ltem ID Description |Quantity |Price |Subtotal -
(1 e HOOCOK [ 2,00 st| 15,00/ 1,00 st| 30,00

Sum excl. VAT

| 30,00 EUR

Buying organization
Sveriges lantbruksuniversitet
Box 7090

750 07 Uppsala 2
Sweden

VAT Mumber: SE202100281701
| i 7240102200008)

Goods labelling, terms of delivery and payment: El

Goods labeliing: The goods must be marked with our purchase order number, our reference
and the name of the purchaser. Terms of defivery. Free deliverad {DDFP, Incoterms 2010) to the
delivery address given in the order, unless otherwise stafed. Other terms of delivery as sfafed in
the contract or order. Order confirmation: The supplier must send an order confirmation by e-
mail to the purchaser. Any delay in deiivery and the reason for the delay must be included, as
well as a8 new date for delivery. Terms of payment. An invoice must be sent after the goods
have been delivered. Fayment terms: nef, 30 days. Invoicing charges or other additional
charges which have not been agreed upon in advance will not be accepted. In case of delay,
interest will be paid according to the Swedish Inferest Act (SFS 1975:633). VAT Suppiiers not
registered for VAT {value-added tax} in Sweden should nof add VAT to the invoice for goods or
services delivered in Sweden. Suppliers within the European Union must state SLU's VAT
number SE202100281701 on the invoice. The invoice shall be made out to Swedish University
of Agricultural Sciences, Fakfuramoftagningen, Box 7080, 730 07 Uppsala, Sweden |f possibie,
the invoice should be sent electronically. The purchaser's reference and the purchase

order must be stated in the invoice; further information on what an invoice must contain is
stated on page 17 in "The VAT brochure™ which can be downloaded from

hitodfwww skafteverket sefbroschyrer (under the fetter T) .

Questions regarding orders are made to: chandel@slu.se.
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Invoicing SLU

As of 1 April 2019, there is a legal requirement that all invoicing for purchases in
the public sector must be by electronic invoice (e-invoice). This means that
purchases made by SLU must be invoiced by e-invoice.

There are four different options for sending us e-invoices. Three of them are for
integrated software (such as business system), the fourth is a supplier portal where
you will be able to register your invoices manually.

SLU wants to receive e-invoices via PEPPOL
E-invoices to SLU should preferably be sent using the Peppol network

SLU’s PEPPOL-ID: 0007:2021002817
E-invoice format: PEPPOL BIS Billing ver 3

Please note that from I’ of April 2021 it will no longer be possible to send einvoices
in the format Svefaktura 1.0 through the PEPPOL network.

E-invoices via other channels

If you cannot use the PEPPOL network, you may still invoice SLU with e-invoice.
There are two options:

1. Send e-invoices in the format Svefaktura 1.0 via operators.
This option is for you who already send e-invoices.

SLU’s operator: Visma Proceedo

E-invoice format: Svefaktura 1.0
Please note that the Svefaktura 1.0 format will no longer be a recommended

format by SFTI from I*' of april 2021.

SLU’s parts ID/EDI-addresses (use one of these):
a) Organisation id: 2021002817

b) Vatregno: SE202100281701

¢) GLN: 7340102300008

2. Register e-invoices manually in the supplier portal Proceedo
Supplier Center. This option is for you who do not send e-invoices yet,
or for some other reason are unable to send e-invoices via the channels
above.

If you want to start using the supplier portal, contact us at
levreskontra@slu.se and we will send you an invitation by mail to register
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for the portal. Once you have registered, you will receive a second mail
with login information.

Using the Proceedo Supplier Center for web invoices is free of charge
for suppliers.

All invoice information transferred via Proceedo Supplier Center is encrypted using
SSL/HTTPS.

Contact details

If you have any questions, you are welcome to contact us at levreskontra@slu.se
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