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1.INTRODUCTION
 

 

1.1 Objectives and scope of this procedure

This Operating Procedure explains how to create a commodities PO i.e. natural gas, electricity, water treatment and water supply by adding a 
new line item into the fixed PO .

Who uses this 
document?

      What is the 
nature of the 
need

    What provisioning channel 
does this document concern?

           

User / PR 
creator

Approver LPR/ 
buyer

PS Goods Services e-
catalogue

  Goods 
managed in 
stock

Goods and 
services – spot 
buys

Goods 
on 
Contract

Services 
on 
Contract

Emergency 
cases

Urgent 
needs

 

      X X         X       X  

Applicable to system WP1 (RCS).

1.2 Material groups in scope

The purchase orders in scope are related to: Energy Only.

 

Process step described in this procedure and expected end product

End product : 

 

1.3 Abbreviations

Abbr. Description Abbr. Description

PR Purchase Requisition SC Shopping Cart

Cocd Company Code PtP Procure to Pay

AP Account Payable PS Provisioning Specialist

PO Purchase Order GR Goods Receipt
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2. OPERATING PROCEDURE DESCRIPTION

PO Creation

 

# Main activities Key points Tips / Best practices

1 Enter transaction ME23N    
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# Main activities Key points Tips / Best practices

2

Click on 

   

3 Key in the PO number
Gas 

PO no. 4501289746 (Cocd : 
6811) 
PO no. 4502593422 (Cocd : 6875)

For other utilities, please refer to hyperlink:

Electricity Key Points

Water Treatment and Supply Key Points
4

Click on 

   

5

Click on 
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# Main activities Key points Tips / Best practices

6 Click on this area to highlight this row for copying   Only 6811 (Water) 
needs to highlight for copying on water treatment and water supply lines

7

Click on  for adding a new line item
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# Main 
activities

Key points Tips / 
Best 
practices

8 Key in Tax 
code Gas 

Tax Code : QY (11%) 

For other utilities, please refer to hyperlink: 

Electricity Key Points

Water Treatment and Supply Key Points
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9 Key in the 
details of 
Short Text, 
PO Quantity 
and Delivery 
Date based 
on information 
provided by 
Purchasing

Gas

Short Text : Specify month and year
Delivery Date : Specify the last day of the month
PO Quantity :
Cocd 6875 : Key in the amount which provided by Purchasing
Cocd 6811 : Calculate the amount by below formula 

 PO Quantity = Amount of Payment Request/Net price/1.11* Note:
(*Tax rate) 

For other utilities, please refer to hyperlink: 

Electricity Key Points

Water Treatment and Supply Key Points

 

10 Click on    

After saving, PS will send the information of PO completed to AP team to post down payment. 
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3. REFERENCES

Electricity Key Points

# Main 
activities

Key points Tips / 
Best 
practices

1 Key in the 
PO number PO no. 4501289745 (Cocd : 6811) 

PO no. 4502400477 (Cocd : 6875)

 

  Key in Tax 
code Tax Code : JQ (17%)

 

  Key in the 
details of 
Short Text, 
PO Quantity, 
Net price 
and Delivery 
Date based 
on attached 
file provided 
by 
Purchasing

 

Short Text : Specify month and year
Delivery Date : Specify the last day of the month
PO Quantity : Key in the amount which provided by Purchasing
Net price : Calculate the amount by below formula 

 Net price = Total amount of Electricity consumption /1.17 / Note :
Quantity of Electricity Meter*1000 

Normally 
net price 
based on 
the price of 
previous 
month If 
there is net 
price 
changes, 
Purchasing 
will inform 
to PS

 

Water Treatment and Supply Key Points

 

# Main 
activities

Key points Tips / 
Best 
practices

1 Key in the 
PO number Cocd : 6811 

Water Treatment : PO no. 4501289747 
Water Supply : PO no. 4501289747
Cocd : 6875 

Water Treatment : PO no. 4502872632  
Water Supply : PO no. 4502400481
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  Key in Tax 
code Cocd : 6811 

PO no. 4501289747 
INDUSTRIAL WATER = Water Treatment line :  LA (6%)
Water transport = Water Supply line : JP (0%)
Cocd : 6875 

PO no. 4502872632  INDUSTRIAL WATER = Water Treatment line :  JP (0%)
PO no. 4502400481 INDUSTRIAL WATER = Water Suppliy line : JP (0%)

 

  Key in the 
details of 
Short Text, 
PO Quantity, 
Net price 
and Delivery 
Date based 
on attached 
file provided 
by 
Purchasing

 

Short Text : Specify month and year
Delivery Date : Specify the last day of the month
Net Price : Based on the previous month
PO Quantity : Key in the amount that provided by Purchasing through excel file 

 Cocd : 6811

 

 Cocd : 6875

Normally 
net price 
based on 
the price of 
previous 
month If 
there is net 
price 
changes, 
Purchasing 
will inform 
to PS
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Commodities PO Creation Flowchart



Page 14 of 15

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 15 of 15

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.

4. ATTACHMENTS
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