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INTRODUCTION

Objectives and scope of this procedure

This Operating Procedure explains how to create a Recurring PO (Order Type: ZFO for WP1) and Invoicing Plan (Order Type: NB for PF1) and
send to the supplier for re-occurring services to be provided at the specified date and location.

Who uses this document? What is the nature of the What provisioning channel does this document concern?
need
User/ PR Approver LPR/ PS Goods  Services  e-catalogue @ Goods managed in Goods and services — spot Goods on Services on Emergency Urgent
creator buyer Stock buys Contract Contract cases needs
X X X X X

Applicable to system WP1 (RCS) and PF1 (PRS).

Material groups in scope

® The purchase orders in scope are related to: Purchases under Contract or estimated as a annual budget, the expense can range
from Utilities/ General Expense (Photocopy Rental/ House Rental)/ TG & TS

Process step described in this procedure and expected end product

End product :

Create
ng]%‘ﬁ;ﬂég" ACKSG60624502702719 Framework purchase order(ZFQ) | inssx
Kim Peng LEE
Approve PREQ/ to stanley peh [=
administer
PREQ Dear Stanley,
Kindly find attached for the PO, Thanks.
Create PO/send r——
PO to supplier i:“_'_ =
Manage and
follow up POs G 6062_8245_3023... y
Record receipts
of goods and
services
Abbreviations
Abbr.  Description Abbr. ' Description

PR Purchase Requisition = SC Shopping Cart
ZFO  Framework Order PtP Procure to Pay
RFQ  Request for Quotation = PS Provisioning Specialist

ACK  Acknowledgement GR Goods Receipt



STANDARD OPERATING PROCEDURE DESCRIPTION

Pre-requisities

In order to generate a ZFO (WP1), a proper PR must be created and available in ME57 ready for conversion.
A proper PR will consist of the following below:

1. Attached with the selected vendor's quotation
2. Correct duration and pricing being stated in the PR
3. Vendor code being setup and ready to be tagged to the PO

PO Creation

Please go to transaction ME57.
SAF Easy Access
BE S B 7 v a

* 24 Favorites
v 3 Report
v Oro
- e
« [#] MELE - Purch. Transactions by Tracking Mo.
- [# 50010 - User Dsplay
= E MD34 - Display Stock/Requirements Siktuation
« [® MD11 - Create Phaned Order
+ [ MD15 - Colactive Conversion OF Pnd Ordrs,
+ [# xx03 - Dsplay vendor (centraly)
+ [ MESIM - Create Purchase Requistion
2 E MES2M - Change Purchase Requisition
B MES3N - Deply Purchase Reauiston
%] MES]

. MESA - Purchase Requisitions: List Display
v 1 SAP menu

#  Main activities Key points ' Tips / Best practices

1 | Enter transaction ME57 by double clicking on it.
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e Category

ACcount Assignment Categony
Debeany Date

Retleade Dute

Materak FlnnenfControler
Processing Status

Feoad Vandor

PReg, processng state

) Assignad Purchase Requtins
o Als Ut Hald PRas
Cinsad Requstons
¥ Partly Ordered” Reguistions
Peleased Requistions Gnly

#  Main activities

2 Keyinthe SC
number that is being
provided to you by
the requestor

3 | Enter the plant code

4 ' Check on the box for
Assigned Purchase
Requisitions

5 | Click on the execute

@

button

[1001102424 to
A

Key points

By entering the SC number, it will bring us
directly to the PR where all actions required to
be performed on that PR can be carried out
swiftly.

Plant code for Merlion Plant is 8245

Assign and Process Purchase Requisitions
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Tips / Best practices

Usually Requestor will send PS the PR for urgent processing. Hence by entering
MES57 using SC number, it will help the PS to segregate with other PR, avoiding
unwanted mixing up

Currently, there is only one plant in Singapore
(please refer to the reference link: APAC CCs and Plant Code)

Sometimes the Requestor might have already assigned the vendor to the PR,
and if this box is not checked, that line item will not be shown during processing
and will be left unprocessed. Hence, it will be a good practice to check on the box.

B A= b [l % Ry Without Verddor  Assign
Haresial Emare Teat Mg Har. G=p #‘?
Fequisn  Ioem  Pegessted Qiy  Un Deliv. Date Begetscer FinG Sioo
SEROTY. TA Godeced Gry  Un Relesss Date Trecky Be.  SHL. MG
v Secuctty Service Je= 2004 [~ T
OZREEE DILD 1 TOT C 89,02, 2016 SFER EHE
SE E LK 23,65, 3504 E001E02434
353334061 FROSPECT PROTECTION FIE LTD

Draiced Vendor
=

00244438 DOO20
RF EE LCK

Deaised Vemdae
£l

003 GRS BEIND

L

Draired Vender

-
o

VDT ERAEE DOED
58 EC [

Dedlced Vandss

Securicy Service Fein 20
170

F

352304060 FROSFECT FROTECTION FTE LY
Fecurity Sepeloadl 2

[
Fie Ve 30238406

FaNIAQEL

Purch.Ong. | 3025 Ganarl Exp AP,
Secuciey Jal

Info Rec.

Ay
RI3a4081 -

SuppLPt

L]
B348

L |

Soutch of Suool [ %]
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https://docs.google.com/spreadsheets/d/1HfDDzs05HB7oLePZ2ih8CdePxirZLsgeKZ-ZI6M_hzY/edit?usp=sharing

#  Main activities Key points

6 | Check all textbox available

7  Click on the Assign Manually Button
Assign Manualky

8  Enter the Desired Vendor Code The desired vendor is the approved vendor (by
the appropriate buyer) to be used for this PO

9 | Press "Enter" on the keyboard or click
on the Assign Source of Supply Button

Ascsign Source of Supply ]

Assign and Process Purchase Requisitions

& @ sssion Acterraticaty [ ehAssgnment  Without Vendor  Assign Mant
=
Harerial Shozr Text #10 FOp  Mac. Op
Begaisn  Item  Requested Gty On Date Reguester Pine Siss
SCROTy. IA Ordered Jty  Un Release Date Trackg Bo.  SPl. HC
Secuzity Secvice Jas 3014 - ST
ACDITHARASE OOUL0 1 10T © 03.02.2016 SPEN B24E
BEE EC CK 03.03.2006 1001102434
Fized Vendar 03023140461 PROSPECT PROTECTION PPaseh. Ozg. 3025
Desired Vendor 302314061 PROSEECT PROTECTION FIE LTD
Securivy Service Feb I015 I o015

AS0TE4E45E 00030 1 TOT L 29.02.301€ SPER B245
ER E CE 03,03, 2006 2001102434
Fixed Vendor 0302314061 PROSFECT PROTECTION FRurch. Org. 3025
Degized Vander 303314061 PROSPECT PROTECTICN FIE LTD
] Security Service Mar 2016 41 o018
ASDZA4E4SE Q003D 1 IGT C 31.03.2001& SPEH B245
BR EC CK 03.03.2006 1001102434
Fixed Vendor 0I02IL4061 PROSFECT PROTECTION Pharch. dzg. 3028

| _Desmired Vendor 302314061 FROSFECT PROTECTICH FIE LID

L Secusity Sesvies Ape 1016 VT 0015
AD0THARANE CODAD 1107 £ 30.04.3608 SPEH T
BEER EC = 03.03.200& 1001102434
Fixed Vender 0302324061 PROSFECT PROTECTICH FRureh. Ozg. 3025
Derived Vendor ININAML  PROSFLCT PROTDSTION FIT LID
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Tips / Best practices

If there are too many textbox to be checked, you may goto

Edit=>Select=>Select All
to have all the textbox to be checked.
Edit | Goto  Enviionment  System  Help

1 swworsmay vl ZHE 0
»

Flag for RFQ
ft  Cancel Assignment Shift+F4 uisitions
| Process Assignment R —
Change Requistions ks
Update Worklst
Select 4 Select Al
Sort » Deselect All
Change Scope of List Select Again
i} Cancel Line Select Block
Cancel F12

If there is no desired vendor stated, refer back to the buyer

to get the approved vendor code to be used for this PO.

After the vendor code has been assigned to the individual line item, click on the Assignments button to proceed with the next step

# | Main activities Key points = Tips / Best practices

10 = Click on the Assignments
Button

[ Assoqepents |

Assign and Process Requisitions: Overview of Assignments
Process Assgnment  €Rlupdate workist  [lPregs Per assgt [ Al Requstons

BOrg OTy. Cold Oucl.Agmt. Aly. Valid I'W: EReqes FProceasiog Mote

Vendor 02314061 FPROSPECT W.ﬂ
3025 EC €062 Wyo Oucl. Agec 4

#  Main activities Key points = Tips / Best practices

11 Double Click on the white segment so as to facilitate selection
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Assign and Process Requisitions: Overview of Assignments
Procei Assgeerent  Walupdate woodst  [lemecs per Az AN Requstoas

FOzg OTy. CoCd Oucl.Ages. ATy. Walid  fres .. ©s FRegs Frocessing Hote

Vendor 30ZIR40EL ICH FTE LID

1025 BC 6042 Wro cutl. Agel K12

egte PO
Ordar Type Tz Al

Purchase Ordes Date 24,53, 2016
Purchase Cedes |

Purchasesy Group: VI

Purch. Organiatien 2228

l

The Process Assisgnment textbox should appear after you have selected the PR to be processed.

#  Main activities Key points Tips / Best practices

12  Key in "ZFO" into
the textbox

13 Click on the On default, the order type is "NB" which refers to PO, service orders, inter company | There are also other type of orders (WP1):
Continue Button orders, utilities purchase orders, subcontracting purchase orders FO — Framework Order
EC — E-catalogues
@ UB — Transfer Order
ZFO — Orders for recurring services

For PF1:

EC — E-catalogues

NB — Ad-hoc (Goods/ Services) and Limit
Services (Invoicing Plan & Blanket Orders)

#  Main activities Key points Tips / Best
practices

14  Click on the Additional Data Tab

15  Key in the start and end date for the ZFO As this order will be auto-GRed, the start and end date has to be
specific.

'E| Recumng senvice - WFI1408] PROSPECT FROTECT
Bsbriry/lrvisacs - ConReni #16 | pssres - L L
Craveaet bt B snnrd. Purch. dep. 1028 Gararal Exp AsayP.

(a0 (0] [ 1] (o]

Wharwior SuppiySn Catmgony bject Comgany Cose | 404300
e B, 32314060 "
W = ) PROSPECT FROTECTIN FTE L W
* &3 Open Requistions

ch. Grog GVE| MOV ML GEH ExP

+ B sazs48450
+ B Apazamsn s ®m & I Maceml  Shew Tes PO Guantly 0. C Delv. Dte Rt P
1 spazssaasn
O spazssassn
i F
B BED naks nE (&FTE o [ efaut vaioes | [
#  Main activities Key points Tips / Best practices
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16 = Ensure the Purch. Org. is
correct

The user should have already indicated the Purchasing Organisation during the creation
of PR. Hence this information is filled up automatically. However, it will be at best practice

to check on the Purch. Org.

17 = Ensure the Purch. Group is
correct

The user should have already indicated the Purchasing Group during the creation of PR.
Hence this information is filled up automatically. However, it will be at best practice to
check on the Purch. Group.

18 ' Enter the Company Code The Company Code for Merlion Plant is 6062

19
Drag the supplier icon I:'EEI
from #19i to the trolley symbol

[l
at #19ii

IE' Recurrng senace -

%= Delvery/invoice | Condiions

Wendor
[ Texts | Address

302314061 PROSPECT PROTECT
| Communiation | Farmers A

Parch, Org. 1028 Ganaral Exp AP,
Purch, Group GVI]  HOW ML GEM EXP
Compary Code €062 Sohay Specaky Chemical

B s A I Materal  Short Text PO Quantky O... C Debr. Date  Met Pric
ke KD Securty Service Jan 2016 1TOTD 03.02.2006 7,40
@i K D Securty Service Fab 2016 1 3,02.2006 7,40
@ x o Secunty Service Mar 2016 03,2006 7,40

L

@ EEE 0e On 89¥Y @

| pefauk valies | [ |

#  Main activities

Key
points

Tips / Best practices

20

Click empty box “][ beside the line item
indicator to select the entire row.

;
Click on the attachment button to open for all

files attached by the Requestor

provided by the supplier is aligned with the Requestor
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The classification of Purch.
Org. for Merlion Plant are
as follows:

3025 — General Exp

3026 — Packaging

3027 — Energy

3028 — Industrial Supplies
3030 — Raw Material

3031 - Industrial Services
3032 — Transport/Logistics
3103 - Trading Third Party
3200 — Internal Group
APAC Pur. Org. (WP1 &
PF1)

The classification of Purch.
Group for Merlion Plant are
as follows:

GVC — NOV ML Logistics
GVD - NOV ML Raw
Material

GVE — NOV ML Ind.
Supplies

GVF — NOV ML Ind.
Goods

GVG — NOV ML Packaging
GVH — NOV ML Energy
GVI - NOV ML General
Expense

GVJ — NOV ML Trading
GVK — NOV ML Tolling

APAC CCs and Plant Code
For procedure of PF1

system, please refer to the
appendix

Always click on the attachment button to view the quotation attached so that information
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1
G
': AL ERraLaRal
& .
'_’1 . Dot e W e a
[ B o .
o =
= D
(& ] el L]
o
[m] LTOTE 35,80, 0%08 7.4
[m] LTOTD 35,00, M08 T
m]
=) [t vt | [
o = [<]=]
= | bty sinonse | ote
(m =
(=) = T el M
1

#  Main activities Key points ' Tips / Best practices

Click on the Continue Button @ as there is no attachment avail

| vendor [302314061 PROSPECT PROTECT| Doc. date  [04.03.:

PO Quantsy |0...|C Dolv. Date Mot Pri.. Curr... P

Security Senvce Jan 2016
Secunty Senice Feb 201

Sucurty Serace Apr 2016 561
55D
56D
i peo
1 ¢ [=] =
| B Oes O 8999 @ (osfat vabes ) [ adaisimng )
# | Main activities Key points ' Tips / Best practices

i [
Click empty box : beside the line item indicator to select the entire row.

)
Click on the Copy button

Rmcume serace v | vendor [302314061 PROSPECT PROTECT_| Doc. date (04,03 2016 i)
Hutader
Em A 1 Mabel |Short Tt PO Quatitty |O... € Deby. Daté  Net Pri..|Curt... Pér Matl Group
L] 4oty Sarice Jan 2016 03,02 2016
Securty Senvice Feb 201 29.02. 2016
Securty Senice Mar 2016 31.03.200
1[5l
o SRR 0ew D aFTT @ (_ovfaut vaes | [ gl panee |

[1 107 Securtty Serece Jan 2016
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#  Main activities Key Tips / Best practices
points
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25  Click on the Account Assignment tab
26 Take note of the Cost Center Copy and paste it somewhere avail will be preferred as we will be required to
key in the cost center in the later steps
| Recuning service | vendor [302314061 PROSPECT PROTECT.| Doc. date  |04.03.:
Header
B s.mm A 1 Materal Short Text PO Quantity O... C Delv. Date  Net Price
Securlty Sendce Feb 20 29.02.2016
Security Service Mar 2016 31.03.2016  7,400.00:
_T927 acuty Senie dor 2018 s0.01.2016 [T AAOLH
50 K ! Security Service Jan 2016 1TOTD 03.02.2016 T O8G0 1 T
&0 K Security Service Feb 2016 1TOTD 29.02.2016 56D 1 T
TO K Securtty Sendce Mar 2016 1TOTD 31.03.2016 56D 1 T
B0 K D Securty Senice Apr 2016 1TOTD 30.04.2016 0.0050 0 T
4 [=]
&= T N O (BRI
@ RER 0 o= aFEE & [ Defouk vakes | [ AddiPannng |
#  Main activities Key points ' Tips / Best practices
27 Remove the letter "D" under the Item Cat. column
28  Key in the same amount into the Net Price column

| vendor 1302314061 PROSPECT PROTECT.. Doc. date  [04.03.2016] 8

ACICICIE

wlele]

Quantty O..CDelv.Date MetPrice Cum..Per 0. MallG

29.02.2006 5
31.03.2016 5
30.04.2016 15
1TOTD 03.02.2016  T,400.00500 1 TOTONS
1TOTD 29.02.2016  7,400.00563 1 TOTO01S
1TOTD 31.03.2016  T,400.00560 1 TOTO01S
1TOTD 30.04.2016  7,400.0056D 1 TOTO01S

| Defaukvaies || Addirbaning |

Main activities

Key points = Tips / Best practices

Click on the Delete button [ﬂ]to remove the previous lines
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B & recicnal etrng

T

| P
viaN®E g,
T Desription

10 56-10%0utput standard-cabed supples Autrals
56 - Tare: rited spply

56 = Duteof s00pe supples (no )

56 - Extirpl upplies [ho )

56 - 10°% for standard-rabed seppbes

56 - Imports under MES (o tax)

4 - Exemed Rappdes (no T for purchades)

55 - 5% for gandard-rated purchases

54 - Hon-deductile npat e

O - 17 ingut fax, China

156 - 7% for standand-rated puschases

50 - 6% Hon deductiie nput e
55:10%Input for standard-rated purchases, Aestrala

=\

AAGEEEERR=SREREMAY

1 Fkrit foiimad

Materall  Shart Text
Securtty Service Jan W16
Sty Sanvice Feb 1016
Security Senvice Mar 2006
Securty Service Apr 2016

| wendar 02314061 PROSFECT PROTECT.| Do date  54.53.3034

PO Quantty O.. C Dele. Cate HetPrice  Cum. Per
ETOTD g3 0. DIE T, E34.00830
ATOTD 2502, D006 7, &0 00 SG

LTOTD 30,03, 3006 7, 459,50 560
LTOTD 30,04, 2016 T, 459,00 550

O Malt
TaTe
TOTH
TOT0]
TOTM

As shown in the quotation, there is a 7% (GST — Goods & Services Tax) applicable for this order.

Goto Invoice Tab i under item level.

#  Main activities
) =l
Click on the droplist button to open the Limitation textbox

31 Enter the Reporting Country

Click on the Continue Button

Select the appropriate tax code

32

33

Create Purchase Order

Key points Tips / Best practices

Key in "SG" for Singapore | APAC - Tax Codes

Dscorant Owanaw OF [ 8 wokl 4% & Oeentpeeew  messge [ B8pancnal Seting

Document Emmr - m 38F114861 PROSPECT PROTECT | Dec. date  |68.00.3004)
Overviev E-le A1 Mateml St Ten PO Quantty O.. C Db Date MetProe  Cur.. bar O Mat Grow
Fiarrrie? Buprtass as s _| K Sacurty Lacice Jon 3018 L1 TOTE 63,88, bokd  F,450.00888 1 ToOTad S
E[_Im IE_.. I-__I E L Seasty Service Feb 2018 LTOTD 29.02. 2006 7,400.00560 1 TOTOOLS
i Sl ) i e il K Sty Sarecs Mar 35016 LTOTE 38,03, 08 7,450.00088 1 ToT0LE:
= & 034061 AL
“Dgswcmoncioen. @ WEG W GZ YT 6 (ot g rwrns |
» 2 anpeisiss - - #34
= — [ mem [ 58 ] Securty Sarvce ln 3016 - alw]
* 2 snaesse . MaterwiOaty [ QuoritwsWeghts | Debery Scteduls | Owlery [ Ireoxe | Condtom
- (3 anooaasass o
(M) ] moctascar [Cowcerer = pstrbution  [Sngh scooen: amorme = CoCods oy Soeo. =
\nigadng Part Recpens
=]
£ Area o=
Cost Canter J P
#  Main activities Key points Tips / Best practices
34  Click on the Account Assignment Tab under the item level
35 | Enter the Cost Center as per #26 for all line items. Key in the exact same Cost Center
36

Messages

Click on the Message Button

for sending out this PO to the supplier
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Create Pur. Order ::
@ B S communication method  [llProcessng log  Further data
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Repeat output  Chang

List of allowed output m

‘Jutgut Type

JL,/—I

(THEL PO 2 jeomn el z)
IHET EDI-SYCOMORE onder

INER PO EDI (creat. oaly)
INEA B0 EDI (creat/modif)

-
Sizple Mail

(!

ZHEZ PD letter creat.caly
ZHE4 EDI=SYCOMORE order
INES Se=d £o pllotage
INES PO EDI i

INEY PO EDI

I\ Dusn
A2 Ducming lLetter
ZATL Dus. ord conf. A
ZADZ Du=. oxd coaf. Lette
RCEL Impare declaratios
IMEl Trasmsdert coder A4
IMB2 Trama ooder lecter
ENEE Erimt previcus Ad

INEF Frimt previpuslettsr

Print cutput
Fax

Tekex
External send

Specal function

Events (SAP Busness Workfiow)

Distribution (ALE)

Tasks (SAP Busness Workflow)

ZHAL FD Ad Archivimg

i F

HA
MC
ME
[}
HHN
P
alll 1 Spansh_MK
- ¥ Franch_CA
:’: AF Adrdzans
- AR Arabic
pE BG Buigaran
P i Catabn
o (5] Crech
= DA Danish
Py DE Ganman
oL EL Gresk
02 MEM {Engish ]
93 QuCeRechhoTopts | E5 Spanish
f el .h?m_.. 45 Entries found
150 Entries found T

As in Singapore emailing PO in English is one of the most common way to place an order today, we will also be emailing our suppliers our PO too.

#  Main activities

37

Click on the droplist button —'ﬂ at the Output Type

38  Select the proper Output Type from the droplist

39

Click on the droplist button -~ at the Medium

40  Select the type of Medium

a1

Click on the droplist button —'lj at the Function

—
M

from the droplist

42  Select the type of Function from the droplist

43

Click on the droplist button -'ﬂ at the Language

44  Select the type of Language from the droplist

Key points

Select "ZNE1"

Select "MZ"

Select "EN"

Tips / Best practices

Select "Simple Mail"

Function Type for PF1 and other countries

Output Type for PF1 and other countries
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[ T —
Outant

| out.. Desoeption Medum Processng.. Tme Do, Fu.. Partmer L. ch...[]
el Susple Matl v W N =

ﬂ :-H.Hnw‘..na not foend or empty! Object wad
cridtnd without pactnen

#  Main activities Key points Tips / Best practices

45 ' Click on the This error message pops up due to lack of email address to send out Email address can be entered into the RCS system via
Continue Button this PO. Hence, we will key in the email address manually. mnO5 to prevent this textbox from popping out.

1 - JH @ DHB oo BE @8

Send with Note

L]

Title: BACKCODE &TITRE &BUTXT |
| Note fior recipient

RO Bl WE

Dear Stankey,

Knidly find attached for the PO, Thanks.

Ul ol
./ Recolent | Trns options
BEB®ES L]
Recplent _Recp. type B & sel.
%Enuhem.mm Femet address -\ OO0
[stankey.peh@sobay.com Intarmet address -\ OO0
- 11 ™1
~ N
= 1. M .
- 1| if -
#  Main activities Key points Tips / Best

practices

46 = Enter the message into this textbox and it will appear in
the body of the email

47 | Enter all parties to receive this email

48 e If there are other attachment required to be send to the supplier, you may
Click on the Back Button twice to return back to the follow the steps below.

initial page
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Send with Note

| Mote for recipient
H]OE Bl

Dear Stanlay,

Kindly find attached for

A Recpient | Traos ¢
B B e
| Pacpint

| |empeng.leaisobay.d
| \stankey.peh@sobay.cd

Lookn: [ )y SAP GUI - EEE)
&= Hama | Date modiied | Tyen =
e EF) mwpuh2 O4MarL6 0L 5K J0G TP Mire™ [ |
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#  Action

1

Click on the Create Attachment Button

Key points ' Tips / Best practices

2
Select the file required to be attached and click on the Open Button

<

4B e CHR Do BR @m

Create Pur. Order :: Output )1

Email OA Suppher Kimpeng.Lee@sohlay.com
Output Type PO A4 (creat/modif) Simple Mai

| Creation
B 25.0z.2006 (& 11:10:08

| Requested processing s | )
Dispatch time th perodicaly scheduled job -
B | @ [Sendwih periodically scheduled job~

| Actual processing
ie=}

| General data
':FJ Manually changed

CLocked

#  Main activities

Send with job, with additional time specification
Send with application own transaction
Send immediately {when saving the apphcation)

@ o0:00:00 OO |Not processed -

Created by

Key points
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Tips / Best
practices

This document is the property of Solvay. Any reproduction or communication to third parties is only possible with the company’s

authorization.This printed document may be out of date. Please check the latest version on the Intranet.



Page 14 of 18

49 =3
_ _ M _
Click on the droplist button '~ for the selection
of Dispatch Time

50 Select the mode of dispatch time required Choice no.1 is preferred as it will help to lessen the load for the network as per
advised by our IT professionals.

* &
Click on the Back Button to return back to
the initial page

CE@ DHMRE tDiod BER @m

Document = - Vendor 302
Overview
Materal  Short Text PO Quan
vt Purchass Reurione = Security Sendce Jan 2016
(&3] Securty Senvice Feb 2016
Vendor/SupplySre/ Category/ Object Secunty Sendce Mar 2016
= & 302214061 Security Service Apr 2016
= [2) PROSPECT PROTECTION PTE L
* & Open Requistions
+ [2 4002448458
- [ 4002448458
- [ 4002448458
= do2ea5458 __ BE o aEFE
B em 1507 Securey Service Jan 2016

Quantities/Weights

5.. C Delvery ... Sched. Qty Tme | 5tat. Del ...
I:I 03.02.2016 i 03.02.2016

Mo messages ssued dunng check

#  Main activities Key points Tips / Best
practices
52 "HI-IJ If there is no error in the PO, a text message will appear at the
Click on the Check Button @ to see if there is any error in the bottom at #52ii
PO at #52i
>3 [

Click on the Save Button

After saving, the message of PO being created successfully will be displayed at the left bottom. The email will be sent to the respective parties
stated at Step #36.
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APPENDIX

INVOICING PLAN CREATION

(1) rem [ 10 ] W5 < [alv]

RAinv. Receipt Inwoicing Plan Tax code I_]

e AE]
Fissiagp ]

Overdeby. Tol mi Riunbmited LstRem/Exped. [0 | m MGoods Recept
Znd Rem./Exped. [0 | [6R non-abiated
3rd RemfExped. [0 | [Dioek. Comgl.
Mo. Exped. fo”]
PlLOeh. Tme  [3 |
LatestGROate | |
Incobens ]
OA Control Key | *|  CetficateType [ |
#  Action Key points Tips / Best practices

53  Go to 'Invoice' Tab and uncheck GR-based IV This enables the invoice to be posted without the GR

54  Go to 'Delivery’ Tab and uncheck Goods Receipt = This allows no Confirmation to be created inside SRM7
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(=] reem 10 ) Wt5huH - [a]7]

Senvices Lirnits Materal Data Schedule
[
E Inv. Receipt Invoicing Plan "m Tax code |_'
OFnal Invoice
CIGR-Bsd IV

Purchasng Doc. 4512805543/(])

Ttem 10 | @ESARH ]
PO Quantiy 1 Ieu |
Net Value 1730, 000 | [ary ]

Invoice plan ] 4' 60 [:
Inv. plan ty. ll_o!mn'plup lﬁ'nmlﬂﬁmlﬂ:ﬂm In Advance ] |
Start date [o1.02.2027] | — patesfrom | | |
End date (31.12. 2017 ——— #37 | lpateswnd [ ]
Horizon 31.01.2019 52 Horzon 1 Year i [ ]
Deadines
_ Start of se... AcctSettl.. Invoice date Invoice value Oty RS R DCat| {imi
01.02.2017 28.02.2017 31.01.2017 730,000 JEY € Bl -
| 01.03.2017 31.03.2017 26.02.2017 730,000 JBY c B |
01.04.2017 30.04.2017 31.03.2017 730,000 JEY c Fl
- |01.05.2017 31.05.2017 30.04.2017 730,000 JFY c Fl m
] 01.06.2017 30.06.2017 31.05.2017 730,000 JFY c Pl
01.07.2017 31.07.2017 30.06.2017 730,000 JEY c Fl
. |01.08.2017 31.08.2017 31.07.2017 730,000 JEY c Fl
] 01.09.2017 30.09.2017 31.08.2017 730,000 JEY c Pl
01.10.2017 31.10.2017 30.09.2017 730,000 JEY C Fl
| 01.11.2017 30.11.2017 31.10.2017 730,000 JEY cFl
:| 01.12.2017 31.12.2017 30.11.2017 730,000 JEY c Bl
# | Action Key points Tips{Best
practlces
* Invoicing Plan

Click on Invoicing Plan

56 Enter 'Start Date' of the Contract

57  Enter 'End Date' of the Contract

58 Select the appropriate code (51 — represents 'Monthly on This affects the date of 'Account Settlement' (the date that the invoice
Last of Month') is to be paid)

59  Select the appropriate code (52 — represents 'Horizon 1 This affects the 'Invoice Date' (the date of the invoice)
Year')

60 Check 'In Advance' Invoice is created in advance
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ATTACHMENTS

y

PO - 4502702719.pdf

End of document
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