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EMEA - Solvay Administrators Process (Board of 
Directors Members)
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1.Objective and Scope

1.1 Objective of this Procedure

The purpose of this procedure is to explain how to process the expenses made by Solvay Administrators (Board of Dirtectors). BOD
members are not inserted in the HR database as they are not Solvay employees. For this reason they can not have access to T&E official
tool - Concur - which obtains information automatically from the HR system. As so, a different process was defined for this population.

1.2 Scope

The scope of the Solvay Administrators (or Board of Directors) process contains members of the Board of Directors, Executive Committee
and Corporate Secretary.
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2. Reference Documents
 Record file  - Used to keep record of information such as administrators expenses, SAP posting documents.

 Expenses submission form  - Used by users to request expenses reimbursement.

 Relevant information  - Includes list of included members in this procedure and accounting information

 Lodge card statements  - Extracts  of XLS and PDF statements

BOD Population - Updated list on Solvay Board of Directors (this file should be updated 2 times per year by the operational team)

KNOWLEDGE TRANSFER - T&E EMEA - ADMINISTRATORS PROCESS (BOD)

 

https://docs.google.com/spreadsheets/d/19h9SrEBnETjIEHpn9b7V0QswPCz8hyuIo6ty-ydxf0I/edit?usp=sharing
https://drive.google.com/file/d/14saW6ftmdtxSQpMgENMmvxahi3fgGDVx/view?usp=sharing
https://docs.google.com/spreadsheets/d/1l7Oj_YDKopR2SL7DA4HsoZBSypIYmtFWQSfLqqJVvxk/edit?usp=sharing
https://drive.google.com/drive/folders/1nf4Hp-s_Lle1G9SnVdW7EQFXeUAtepzB?usp=sharing
https://docs.google.com/spreadsheets/d/1l7Oj_YDKopR2SL7DA4HsoZBSypIYmtFWQSfLqqJVvxk/edit#gid=148136687
https://docs.google.com/presentation/d/1POJo9cM7zAYNjaJBF9bt3U5V7nKmjI-Tsx-Rc0wfa7k/edit#slide=id.g3f2d9895b5_0_21
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3. Definitions
PF1  - SAP scope for Solvay entity

EMEA  - Europe, Middle East and Africa

PTP  - Procure to Pay

T&E  - Travel & Expenses

Company Code  - The code we use to refer to companies

BOD  - Board of Directors which is the same has Administrators

HR  - Human Resources (Department)

AP  - Accounts Payable (Department)
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4. Introduction
The Solvay Administrators do not have access to Concur (T&E) tool and therefore they are responsible for sending their expense reports via
Freshdesk ticket The Service Center team will then be responsible to treat the ticket by posting the sent expense report in SAP - PF1.

Lodge card used by members of this process is also monitored by the T&E team.
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5. Table of administrators
The old and new list of members for this process is available in   this file .

 

https://docs.google.com/spreadsheets/d/1l7Oj_YDKopR2SL7DA4HsoZBSypIYmtFWQSfLqqJVvxk/edit?usp=sharing
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6. Verification of Expense Report Received

6.1 Vendor creation

Before submitting expense reports a vendor account (99********) needs to be created in PF1.

The request has to be made by the corresponding department, via Freshdesk ticket, and it should be transferred to the PTP Data & Analysis 
Department.

6.2 Audit of the report

The expense reports are received as Freshdesk tickets through an authorized person (check the administrators list to confirm   whoin  this file
should send - Michelle Vervoort is the person currently in charge)

The request should be sent with the respective   form (with the amounts to be reimbursed, vendor, cost assignment, reason for this charges, 
etc) and the corresponding receipts, that needs to be checked according with the   Audit Rules (4.3.2) .

Example:

blocked URL

 

The goal is that all values reported to us match with the receipts attached.

If not we need to ask the secretary to provide us the correct receipt.

6.3 Understanding the information available on the file

The expense submission file is divided in order to allow us to distinguish the meaning of each field and the content inside.

Nº Créditeur divers  - Employee number
NOM et PRENOM  - First and last name
Statut  - Status
DEPARTEMENT  - Department
OBJET DE LA MISSION  - Business purpose

blocked URL

SOCIETE  - Company information
IMPUTATION  - Cost center or Order number

blocked URL

Under the information above mentioned, you will find each expense type available and the G/L account to which it belongs to.

blocked URL

For each receipt, user will fill the date of expense on the left column and add the amount under the correct expense type.

For example a flight of 1038.12€ on the day 23.02.2018 will be shown as below:

blocked URL

This means that each cell is an expense and has a receipt associated (exception of expense types which do not require receipt -  5.2.2 Audit
 rules ).

At the end of each row, the total amount per day is available:

blocked URL

And at the end of all expenses you will find the total amount of the expense report:

blocked URL

https://docs.google.com/spreadsheets/d/1l7Oj_YDKopR2SL7DA4HsoZBSypIYmtFWQSfLqqJVvxk/edit?usp=sharing
https://drive.google.com/file/d/14saW6ftmdtxSQpMgENMmvxahi3fgGDVx/view?usp=sharing
https://docs.google.com/document/d/1LcZMRWkXp0z9CcoFOXpff5Uh7MST7y4ojAfCRT27sSo/edit?usp=sharing
https://lh6.googleusercontent.com/wOOaoO0dxn3tjPZA1u2rcGtKhtqGET0yaG2a6CVAP4hr_x9Q2KuzGwHKOGFCZfle-6an-FPQfdk_cwztM2haRtUBl_J35FBpTpZusD0ezwzeL-9mofGhP_DuF_Fv6EGx0ydIaJUD
https://lh5.googleusercontent.com/L9vpadt9gzwZgIiXG85WH3r7fqrLugwV_kZLYGC0HsIeoeW1wY9sxn7ACXXArdXiJ0yekaJ-CevMKobZTpFF0jZoab3hmgwHkKihs6uW2X8yczoz1ZH5zrgysygm0f-NVV9ZQQPp
https://lh3.googleusercontent.com/xod2EZQB6KFyZzDUnBtAnnavQdyQF-k7nPK2uRGAEPCBA3CH41lk0GxNtoo7y5LoWGJcksbzAv0v10duPrULOBUkatoqxvYebIV_O00PhLTnLy2U8Ldgvgn7rqeSDqCplX_N7oqj
https://lh5.googleusercontent.com/-SRBrFMCK7WokGb2KhFbRVURjSjSWhq_iO7-ZRJ2KiqPGZcKEkuxJQwrZRgjXF2Pet2U3SC4K3mHogxqJqR2ULDEblK5YF1PH3Slo_tTTJX_dgRI9F13GRkQcGXjbfviIEh2xSAb
https://lh3.googleusercontent.com/2fnyMYQBjKWPp6cG1TS9KL5z6TcvIbgZ5MP-2EwOUEegGOnjzuNdFi6PSwFe9DEfz9MxnvpdxA9wSdnjZnIUEZHFIo1IauIhAOKG9HXq-isbiRk-1DX-_qWPt5QQikYVEUyguMMh
https://docs.google.com/document/d/1-Q_bJCOBF3NVXRN_8WG0sWdWgBp4x5vR9YFdIa-TeTE/edit?usp=sharing
https://docs.google.com/document/d/1-Q_bJCOBF3NVXRN_8WG0sWdWgBp4x5vR9YFdIa-TeTE/edit?usp=sharing
https://lh5.googleusercontent.com/DoqBrgxcvImQtrvQQtHg9RRnLkvp7WDI4aXVBBZIKL7tEXW8nYFw270MHtN1EltqC-e8rJEm5OHwRkYyx8qqRIHWmHuTRTyvWUJD1_vxWbzShE2PRjh2YCSJthMbWYVRfr3lozJ6
https://lh5.googleusercontent.com/sjFxBcCp0ILxpzjHyRR3prdJhMrUFSlwQCOoSv_yYEagkzf46YpNJ91VyOcDRnjlP-xFNeE-PkrvD9pvGd7AjH6AUY0JbK51FH114hVfULRHJs8jJhJE1YrAleQ1qk6aIYsnSGqM
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7. Posting of Expenses in PF1

7.1 Vendor account

7.1.1 Display information

Before starting with the procedure we always need to verify if there are more than one bank account associated to the master data, otherwise 
the payment can be blocked in CICC.

Transaction: FK03

 Introduce the Vendor and Company Code 0001:1)

2) Check all the boxes with the icon below:

blocked URL

Preview:

blocked URL

To check for bank account information, inside the vendor, flip the page twice:

blocked URL

blocked URL

If the person has more than one bank account, and if inside the Freshdesk ticket the secretary did not inform which one should be used, we 
stop the process and request this information.

If there is no account created we need to inform the secretary that she needs to request the creation of bank account details and payment 
terms to the email: payment.securityprocess@solvay.com

7.1.2 Choose the correct bank account for posting

Before finishing the posting, enter the first line (negative) and choose “More data”:

blocked URL

Flip page and in the field “Part. Bank” select the correct account by clicking twice.

blocked URL

And, finally, select the correct bank account:

blocked URL

To go back, upon selection, click the mountain icon.

blocked URL

7.2 Posting the Expenses

To perform postings we have two options: manually or by using a reference.

The difference between both is that, by posting manually, we will start a complete new posting document while, by posting with reference, it 
facilitates the process by using the information on a previous posting of the same employee where we simply change the necessary details.

7.2.1 Manually

We will use the information present on the expenses submission file -  Understanding the information available on the file .

We can use the  guideline for manual postings document as a base, however some information differs for this procedure:

 Information required:1)

Type: Q0
 Company code: 0001
Reference: CASE #(number of ticket)
Doc.Header Text: Admin Expense report

blocked URL

https://lh3.googleusercontent.com/22v6OqwR8lO_gJuSgR5uRTGYk9ZSQqEqa64_GrIFkzeD4qjYr6PCS3IMq4eq7-MQjXiNjcLeyKGqZTs9UKmDUo9KqlZ5zj3epw0u6pMDCXDeOAUBxBCq5WoofjcPdLZuRHlN5TZ_
https://lh6.googleusercontent.com/gJKSBacrT7VXaw90wTCW1-0BL5pFnVYQbbMSwtxurzKgXPPfU7OT-SdEwLfiI3eHnbSyTiCLa5x_dIvlyzLOppJnq4oQnRaFc1fY9NbtbUiHJHSYlme9KoGagW12EnOJ1h9eHXT1
https://lh3.googleusercontent.com/u-os9HIKh_2bYspxJrr_SNSPrK6V1zmv0QuqCEz1YHA1h90nJaV43OYKeS4Zi5D4TuoOARWu0YlebDAxf4RbQROqPcp22lENzrGBPgpcBX1zOxNQPe5d5-97tJ4SAtEEzlCoU0ha
https://lh6.googleusercontent.com/MWBtvobzoZSykMMlG0ACt77MjGfSSSWlCbyJzeEC5iJyQmN5T47aZ57Tvqoh-1EFjE5j4676Oc9PuIOa8jnYt5XmdlXgJa20Enf_EKqaA_NO2sYW4qtyYXwhTUD26_K93Rmphdbo
mailto:payment.securityprocess@solvay.com
https://lh4.googleusercontent.com/j59ll3DCvBKAzbqg4xQIjiPIr0rt_tUsJivgwsQiYyVhHzKhFHb2JjT6thyl3Y3SXnIh4yrew9fd_6olIHFT7JHjZJYSU2aacVjTuL1DKyONVhg5Lh4ktA5PrYE5Bkmfq6jDV1Go
https://lh3.googleusercontent.com/nxkBPNaYIvHCpi2YKMNzGf9lpgbMxQ5qlWP-VutfsUkyugeriYjlqIG5G6mHZmgKjJVC_u7fqWIfFmv6HDDz294oRgc7OFX3mHVHhKNldHc7m-D94LRBr0N_mHTo-O1DochhKFGr
https://lh3.googleusercontent.com/y9yrAuHCt1KUzXKY628KlwAugViDhBNyuCuhO4f501tQ_CDphUOA2Um-JrKFNMxtjn3WFinpI4LrSqEFHzcIVYnxKxcuG3ipUxJhp4XHstfedvpHJY5cPrOFm5zxUi3fedZhFPsC
https://lh6.googleusercontent.com/aHHJXK6Hqmd24YUDbjClA4g9feCDsnyHLZsd6u78bBrmWLhv0uICi70AsrspRiEaNlQimsYAaS8fDRHfzjxcaiYyubk1aM1O4HzOmqO4wpP5-WMPrMsJdh0ZbVAanMxQI8AqCtFD
https://docs.google.com/document/d/1fSb5_Q8BHkYf0DlP5PXCCL6nOHRz0i4YlWfQi9xlja0/edit#heading=h.wn921pyv98nk
https://docs.google.com/document/d/1nO_JBEhh7b0PO5jwdBBt_ktVMMj-wqqgR1xfWxIY9mo/edit?usp=sharing
https://lh5.googleusercontent.com/Cuu0hXgceydoR5kvWKukHye7X1HvL8fOVakmLju2K-RO8XSVDzk8BOIrl3-aL5xz0gVYCdB4KM7qJBPpSk6AmxMFPMft7A7uoVCzgjFlDcoOZ214S8D_b61anr_cKLp57SB-TKfV
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At the bottom we   start from the credit line item which is the total amount of the expense claim (where to find - understanding the information
 available on the file ).

 PstKy : Is what differentiates credit from debit (40=debit ; 34=credit)

Account :

40 - Complete with the G/L account
34 - Complete with the employee’s number

Example using the information below:

blocked URL

blocked URL

blocked URL

Credit information : 34 + employee number

blocked URL

This line item will have the total amount spent which for this example was 2474.64€:

blocked URL

Bline date : Posting date
Assignment : Expense report
Text : Business purpose (OBJET DE LA MISSION)

 NOTE : The "Pmnt Block" field has to be empty.

Preview:

blocked URL

At the bottom we will start introducing each line of expenses available in the excel file.

If any doubt remains on how to read the information please move to “  Understanding the information available on the file ”.

blocked URL

For the  credits we will use Posting Key (PStKy) 40 with the G/L account.

Instead uploading a line for each expense, we will  sum the expenses that have the same expense type and add that amount for each line.

 blocked URL 1038.12€ + 1038.12€ = 2076.24€

We will then create a line of 2076.24€ for the G/L of flight/train expenses (since these are included in the same G/L):

blocked URL

Information to be introduced:

Amount - Sum of the amounts of the same expense type
Order - Available in the header (  Understanding the information available on the file )
Value date - Day of posting
Assignment - Expense Report
Text - Business purpose

blocked URL

Keep repeating the steps for each expense type until there are no credits left.

To see the overall view click on the mountain icon:

blocked URL

Example:

blocked URL

If the document is well constructed the final amount (at the bottom) will be 0,00 and if that is the case we can complete the posting by 
selecting the save icon as seen below.

  NOTE : If you haven’t check if the user has more than two bank accounts please move to   7.1 Vendor account  step.

https://docs.google.com/document/d/1fSb5_Q8BHkYf0DlP5PXCCL6nOHRz0i4YlWfQi9xlja0/edit#heading=h.wn921pyv98nk
https://docs.google.com/document/d/1fSb5_Q8BHkYf0DlP5PXCCL6nOHRz0i4YlWfQi9xlja0/edit#heading=h.wn921pyv98nk
https://lh5.googleusercontent.com/a7MVIt0ONWOzWpQ67cK0GftCiOpzGrC6_YHIuwPZh8Z-E6GLfRCGNMPvia3tVNCwX3ueTNXst0KnugbI3vkhcv6hFTmbLz7PdHBYhg1mh3JlmbAsaJBUwY69DnoS-lYOyC816oCS
https://lh4.googleusercontent.com/LE4GdvpmCMXiVM_EglhKiBBLl0HBQNR6wRIJr0-Ob9L8NmzM9F0A9ZxVtF92ooxY2J98-6_tCZsXJ35vbhTpppyBGtXfBFHgCmNZh-yNt3z64vj9y2QwJtpBRmCuFtuWRI5nHq6k
https://lh5.googleusercontent.com/MPmGsnMXafdk3gQKSr0PMOiEDftFuYbAs8N8MDusVde7VmJa_3pooN7MtqYDILscVZUty4K_HI0XS202bg0rmhFWt4V97fFNPKDEot3vLZneQXU_fAma0iK9of_dvsq0ZEjlzzTn
https://lh6.googleusercontent.com/GOudR7Uq9J5fBlIzGgbldYxM3cZR1eCHsFbCsK2O-H4UwAhgFUV2z0oz8atf0sbyd29BbqRnEqMtmE3y_TIy6_t3UUXuJEm8m-pu-b6Irp4TKo3jBNRamvHLhp4pWelG13uTgNtA
https://lh5.googleusercontent.com/MPmGsnMXafdk3gQKSr0PMOiEDftFuYbAs8N8MDusVde7VmJa_3pooN7MtqYDILscVZUty4K_HI0XS202bg0rmhFWt4V97fFNPKDEot3vLZneQXU_fAma0iK9of_dvsq0ZEjlzzTn
https://lh3.googleusercontent.com/NuoEgxFtPPUBU9IUMTTDkY-LPbbm4Zyt-zE8mT5EQYlc_VNVAiCxN7zJJw9T-uZ67gq5MxF0GjdAOdJup8QTfmDxwDbaLu1FyAll2u1m_ckYUGOcvJGlr5B-7Ljf-m-IntB3Pc9P
https://docs.google.com/document/d/1fSb5_Q8BHkYf0DlP5PXCCL6nOHRz0i4YlWfQi9xlja0/edit#heading=h.wn921pyv98nk
https://lh4.googleusercontent.com/LE4GdvpmCMXiVM_EglhKiBBLl0HBQNR6wRIJr0-Ob9L8NmzM9F0A9ZxVtF92ooxY2J98-6_tCZsXJ35vbhTpppyBGtXfBFHgCmNZh-yNt3z64vj9y2QwJtpBRmCuFtuWRI5nHq6k
https://lh3.googleusercontent.com/zijnweUsNbbv1IwKFnnStyPNWHg81UDuz026FvJq0HnBy-pJx1OrHY2FTXxszJlUrcS2sImbe3lSLdBsJEJA3Eq--9CfW7vZ0DU-5r4-3144AEW9WGxEnvD4961gwlcJOWgyDuPv
https://lh6.googleusercontent.com/sKW3mj9rrmWdvEXuoatgSrFtUgtL05W3q_VaPDNtXlFvV7-j9QRcD94n70yvnMAZVuJFL_3bAr6Zeis1vuOyoPgB_53KjfFO29NGSmx6ZmL_okUCqRrLLDeDYhZs3KQ6rpVreiJc
https://docs.google.com/document/d/1fSb5_Q8BHkYf0DlP5PXCCL6nOHRz0i4YlWfQi9xlja0/edit#heading=h.wn921pyv98nk
https://lh3.googleusercontent.com/BmIoZpE0IinBVXGRXb62uzH30tG9iZz7ZfTh1eS-pMC2y9x0IDOeiTe5T7bK-gyG9jqCpgC0pynFBfSdblVApWuUJqHTApEDeiXrvDvN8f99MRWXcOxn_c6Sok5V_GIETjjvF6WZ
https://lh6.googleusercontent.com/PwjH4fNR0pjiZH9YYZLC4zZOAWQIH4IYDBZo4CFBYz9EC2gYdLKBsPFYKFvwsgtITOWTcLFq3uuYrSanxhZUS68MFUis6upEq7JblxKDJotq30PhTV-Svf9getccwrX8o5J4xWiS
https://lh6.googleusercontent.com/EOBjwo7fhPfAR1KE9i189oZAkwZuZhroVK4QjMiuR-5Ex5POlwxKt5oOtvRMvO-H_DiD0X_riE_JnkClqJqCvDihdHbf2H3Oh60uYpkMZGoMmP0_4VFdSaJG6jIbYCwjDEDbhkI1
https://docs.google.com/document/d/1fSb5_Q8BHkYf0DlP5PXCCL6nOHRz0i4YlWfQi9xlja0/edit#heading=h.pi0bx0qsiexr
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1.  
2.  

blocked URL

If it is not 0,00 then there are two things we need to check:

Errors inside each line
Lines missing or in excess

To edit the lines simply double click on top of it and it will reopen the edit mode for that line in specific. When finished, proceed to select the
mountain icon once more to check if the final amount is 0,00 or not.

Once you complete the posting at the end of the SAP page you will find the document number (to copy, double click on top of it and it will
open a new window with the number of the posting).

blocked URL

7.2.2 With reference

Transaction: FB01 - Post with reference (FBR2 for direct access to posting with reference)

 Choose the “Post with reference” option:1)

  blocked URL

 In the 2)   record file , search for a document from a previous posting of the same person :

blocked URL

 Complete with the document number, the Company Code 0001 and year:3)

  blocked URL

 Change the dates, period and the ticket number:4)

Document/Posting date: Day of posting (today)
Period: Month of posting
Reference: CASE #(new ticket received)

blocked URL

 Click ENTER on your keyboard through the rest until the final view appears:5)

blocked URL

By using a past document as reference we will have all the expenses submitted before in a new document. We will then update the 
information in accordance with the new expense report.

To update each line, double click on top of it.

For the first line (negative -  PK 34) total amount of the report:

blocked URL

We will change the following information:

blocked URL

Amount : Total amount of the report
Bline Date : Day of posting (today)
Text  : Business purpose (  Understanding the information available on the file )

To conclude the changes on this line and go back to the overview of the report select the mountain icon:

blocked URL

For the other lines (positive -  PK 40) each one is an expense type (not a single expense - we sum the expenses that have the same expense 
type and introduce only the total):

blocked URL

 When inside, check if the order in the excel file matches the document:6)

  blocked URL

https://lh5.googleusercontent.com/QonI3hlYNUIB0MDC0n9qSVTBS7nQ4HtUl9KWAxrLFi4qOwuBzeQAotCL8DrMDl8WjdWZY3ck66aOgVP61vZIui8WQYW5WwVj2IExVrV7ASGvM8p83Qi7NZA3LF_ukPeW1iWfY3IO
https://lh5.googleusercontent.com/qfSc0kfwFyBwxuEqmXFibbhGXhM3EGEj02Da-60vJwMlorJTRNb_0cI-qadLxzkykZnbQOp0Y7bxSfSq2exrF_6EzB5d0BrK51FvG2PS44b2g5dCyOKXjkWhxvmWPVDm7JuiyIko
https://lh5.googleusercontent.com/6XJeY80a4KguB7uMA5bqu3PO9NsqIUtyGwW148ouSc5-gn7VJekMh0ZQrnqBH-o1A-f5dg3aWx5pe1TqGuUEZ7mi1yNFhz-d8vCdkmlAPq17RMh3EwWMYnGl74NzS2Wyc9Yvvfhy
https://docs.google.com/spreadsheets/d/19h9SrEBnETjIEHpn9b7V0QswPCz8hyuIo6ty-ydxf0I/edit?usp=sharing
https://lh5.googleusercontent.com/CgEmkB7c6eRhTfY_dRRTg8Hs9vqLMPkghh2ltNw_QOygeDyMyGj1e63n3wxNXJ2G3X9c98ygmG64eOboqd0JsY0DDM2mqjxBNHLNEYw2Updo2ZTeODK5IdnySH1SgGM_SjneeqI8
https://lh6.googleusercontent.com/A6G4spJyCSZnZH8iw3NpfhaB-KX3MUv-QUwv_bnjpTIaCvjfjj0M5YJN_CiLZXCCtgKh94Gn21-ImTKab8Vcr73jxUxN-jyyKszHXFwR6NyE0EpixHBuoWs5ApVbQgAlatkYf2Om
https://lh4.googleusercontent.com/qeo6sQ5EOQ-Yk6v6uUtc1Oh28h8MZvkOk-WTlYLob_ymk2m69GA2qq3bYvyGKks-l8ThFYdl4D42NBskCGTooFAat4nAq7co7-cUe7bvn3WuA3z8oAN1HnYKZ3cQ8ueF7Zr-e-_4
https://lh5.googleusercontent.com/G-x3ex4a8sT3J9IKmQOFjL3EbyFnr5rT63SK_J-G6QutlMxgTAKClYiY_niYxQYhqzQPaBfeJ1gTaLOuIK2olBgp_LySabRLmO-RyqHZxS6wSMW0hB11MujvH4XC7EtugJ3smmks
https://lh6.googleusercontent.com/0qTqBoo1sGwC31O8GUKcnx5NpheI_UKANOC3bP5DGCdPn7Nyv10mmZ5hXhUVVbGSXKDtSUYKkTFZmHUtSUr1u-d-reUPtgbe3BbOhJ656a7Gjpvo34iSMnaE3B-xw86BjDZJUv-k
https://lh4.googleusercontent.com/I3WJuLckmwRfKv9AQKDNMyDjon6n-3-BVGwM4qlFWLsc9iLqCQOF2VFDIhtJkD7QDF9ADt11XIibsjsA5OPIdYpx9yIE1psSff1854bToPjR76C8T6FS6sWWmWgvOqd11Ssvjv8H
https://docs.google.com/document/d/1fSb5_Q8BHkYf0DlP5PXCCL6nOHRz0i4YlWfQi9xlja0/edit#heading=h.wn921pyv98nk
https://lh6.googleusercontent.com/cXyUjfRjTXoZbzMVpiLB9NSH-6PD-mxOXyx5z1QLuXGTx6KHoYu2tNcGJ7t5MYVnq4CdRuiX1r9wmCgVX3GAP-hzWdDvya7SmQTEV0DkKHnenBSqJGibhj8GU4ZPTX0ElZrU950a
https://lh5.googleusercontent.com/Mi_Nwm5nFu7zsguHzg_w56WAYR9WKmMIICmXJo5H6QhxbfAdASIdJGbxzCmP8SvqPeeC2AxERo274jAyFJqoDjx-75w0u796BAea0mVUJiiErWQACZqtBXidsl8-BQmBsYORlMmW
https://lh4.googleusercontent.com/b9IoOGGqWx_cSVFE3WuNGLWlscIWGBqDiNYOqcQy7PVJeka1cOuHQqFRrRGtt_SqVWpKknUk013F4iNrV0pode9aCt2m0C-lUS_9HMv38EokQx96ckngkJM-QdBgkNdyL8ALK2bV
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blocked URL

 Copy the Amount of the first expense type by summing all of the expenses below it:7)

blocked URL

  Example below:

130.90€ + 137.80€ = 268.70€

 blocked URL

   Change the Text for the Mission objective (business purpose) and the Value date to the day of posting (today)8) .

blocked URL

To conclude the changes on this line and go back to the overview of the report select the mountain icon:

blocked URL

This has to be done for each expense type in each document line.

If you have more lines in your document than in the excel file, change the amount of the excess lines to 0 and it will lose effect.
If you have less lines in your document than in the excel file, at the bottom of the overall view there is a field where you can create 
more; simply use the same PstKy (40) and choose the G/L Account from the excel file ( understanding the information available on 

 the file ), then click ENTER on your keyboard and you will then be able to complete information to create a new line item:

blocked URL

Overview:

blocked URL

 NOTE : At the end of the overview page check if the total amount is 0,00 otherwise something in the document is missing and has to be 
corrected (mismatch of amounts, missing expense, etc):

blocked URL

 To finish the posting simply save by clicking the icon below:9)

blocked URL

 Once posted, at the end of the SAP page you will see a notification with the Document Number, copy it and add it to the Record File.10)

7.3 See all posted documents

SAP keeps a record of all the documents posted.

To see the ones posted for the Administrators process:

SAP system: PF1
Transaction: FB03

blocked URL

By choosing company code 0001 and year, you will have an extraction of all postings made (for that company and for that year).

You can add other information to help you find a certain document such as the date.

blocked URL

To only see documents posted by you, at the end select the “Own documents only” option:

blocked URL

Proceed to run the transaction with this information:

blocked URL

Result:

blocked URL

To filter only the Administrators, select the reference column and in the filter write *CASE*

blocked URL

 blocked URL    blocked URL

Result:

blocked URL

https://lh6.googleusercontent.com/onxPNiXV9GaxHrgyBbQSj52HFkZ7pu1fVhSeih0FNR1l-AzbXRluuAj-w5PeM7ITjvIxheOVijAhfNQRODI-aHzNqqKLvdjTWsM8BONTNY0r8z4tinoabxzKj-7hZ2zU6uIFgdyE
https://lh4.googleusercontent.com/V1dAquKodpiqgPO6ie368PiK9aIoxzGfFdAZIjCHY3wjOKNBQx6VenDlKIcFkArHpETNy5-NPIRMHgUZqOeYENNar1VvZ9gqhjcnw3Ox17cDdaLpff53Krt2ZyVEioTcEmbZw3X2
https://lh4.googleusercontent.com/Ng0Lh6-bSz3K5QdosEGfT51i9UG0yPbxznHnvt2NsFf-Z9OaXv3LJp22NWyKZ0ZDXpygvllbieIb5U-ORUorSRlMHYveLKaqJAaCgr1u-98s7qo9a4uQr9QLKpQT1I7VyQnHAsJM
https://lh5.googleusercontent.com/Z6fZcHZXlTtIl3hNkIuLMsDj9Bp9smOqLzOkBP3xTteAgeu_2-0usF8NT7lC4_Mz9Xz2lCSbTfBPzfSzSrlKFa1fr6H3cQlnQSp76tN7GUqzm2bb9NHsS6-z41Yl6v4t9dUFkNuS
https://lh6.googleusercontent.com/cXyUjfRjTXoZbzMVpiLB9NSH-6PD-mxOXyx5z1QLuXGTx6KHoYu2tNcGJ7t5MYVnq4CdRuiX1r9wmCgVX3GAP-hzWdDvya7SmQTEV0DkKHnenBSqJGibhj8GU4ZPTX0ElZrU950a
https://docs.google.com/document/d/1fSb5_Q8BHkYf0DlP5PXCCL6nOHRz0i4YlWfQi9xlja0/edit#heading=h.wn921pyv98nk
https://docs.google.com/document/d/1fSb5_Q8BHkYf0DlP5PXCCL6nOHRz0i4YlWfQi9xlja0/edit#heading=h.wn921pyv98nk
https://lh4.googleusercontent.com/ABsWDq8756S28BdPmgy7OkD10Ff0X8FUYgzjpopEp65Lcve3Ox2zqR2a5sk9fSFINehfB5kCpIz2sLk65zGN-jcLIxsqE81yeFYy9dG7_s-rN0cKaw27eBv_IODieuLSRzhpdZs7
https://lh3.googleusercontent.com/gHbEuVtxHBP329RQ5biYki36SvPyT_MBCFvOlom6OBbMy9_qygxJb8SIII0DI-nPsKuF8tDMATlq0LKupUgajeKzPKHtdJpzsN56qG1IjI-y5RZDaX-J0mnagoDhd72_s1x9Z7sz
https://lh5.googleusercontent.com/gi9Q5kKCYWiYbmCakAPNa3-KAn6K-coL2H17rvnMb3d4cBVBMrK4mn0WXvYLxJC4KSnj2_THSAXkHBBerkrNUupWinEP8JOmPyIrTApNpL4hfSHJj4_5xLr-pHxJbZjlD4HHhU7M
https://lh5.googleusercontent.com/-DZzdC4kNYzV7veRfNA9Yw-gMohS0v1idMtoBKwAgDlKKgp-F5boYBCrr9jHiZtg2PlmtJVOwx6lvt_1BHugrhg-FrXKJqwInSNrPVq3EKyEvFuYAZjmUZnyBfz79ux5c1uhoPIj
https://lh6.googleusercontent.com/8d9VUkt9kdhgETT3mRYVvLnLNAOAhx5nhlQf-LNIZC5EAmHxUiTOvYMhxtgW6oS2v2N5_LbR6TS7kr7_H8KoHMIY3MaBIACdYOqsJ_U_lMzXFXgkaViUB1lrrBK_2RhDvHkBYO0Y
https://lh5.googleusercontent.com/INw7yiO4B7V3InwrF-TlJHtYwPZmROOWiKHmYmO7qsomD2ELueYN7O8vY8a-Sl2O4rESlme9Ltkg-vwT67brDAFXSAPAGRRLDmkaNH_vfSQVKZsXb2JFtZwbYjrBohirE-1GSVED
https://lh5.googleusercontent.com/LcUuVJcJ7U4-0gAht2KQUQOc-kHZCdk4FSM6iiQFoYR1fyzmpElyrpbhRwmklErWmuABmkYdLaIkHxt55uvIk-fmmgp365owy43guyrMnic0Q2rE9mWiuhFXqPjh4KlDzhbJBosd
https://lh3.googleusercontent.com/j0KT5hhOagUfZYF6lStXsyXdQ743nlR8kV8JOgbdkkXUsaxCFBm1UnTbLD8QrGos7W9Q_6cQRa4aKJ-ilyIMawQVPlikAOai74BkrhnTXPfPv7TcyPPDghGDnOz_SBpoKDbAYTG3
https://lh4.googleusercontent.com/L3k_DkXD4a8rBzDWHuJsTcZ_s8DymG3VDYbEabYtbtEjfXhgK3JqFOg_U-E7msb0m4SejTcMPvx_7bcdWOVMEdgdWcI3KWUHVfbyzG6KCJmnxiso-a6H3H1zgiVpJMPe-g1VTmsE
https://lh4.googleusercontent.com/zSNFL7DeLyAFYiNcXeosswVLDmHrh_m23MznGXi0_ZNFt7luvjnC82KUHuckJMYGlD8eH7wnc2l-1YrODrD6bBHUgqWzr4HNQRNJ_yl6fvZ56EPJ4tMleTuS-u9Mm3W6ZoK6s8zn
https://lh6.googleusercontent.com/5QDJl1o2MiZ34ZcYkp69WWzGY0_Gfh23H6rtlUUyPnBzxSj3Gnu6mV9uXhE3Af7by2tTxP3BxLv9JpgNlPyusQAxA_8mEboXJ-x_FmqZ0wW1ZdT-bg4KAfA6SdXn0pGVxt2ZwYcQ
https://lh4.googleusercontent.com/fRjh1iViwl86DtBe_ycEJygHLg5oVvE6-OTlmhqKtL9AlG_Py0R6thtSBm0nReu4uPdMMeryyohMfDxTzj-uPsGSFfyru5Sn0t5Ux7e7q9wSlaXMAiBqLKkKbuH7jmNZHTw6xHiD
https://lh4.googleusercontent.com/9vW8me7pL3s4RE9xIzZJbF_xeySCsy5uH4ytvRVuEOKHKltG08SnDL--mnCj1b-jqWTWKztpgHIhHFy1vDR531KJLTQKx8j6qlXDmEqQGLgFi1gELholsj30Dm1aJ_jaYYwKSZWn
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8. Corporate Card Usage

8.1 Citi Corporate Card

BOD members do not have Citi corporate credit cards.

8.2 Citi Lodge Card

No transactions will be integrated in Concur and no statements will be integrated in SAP.

For this reason, the T&E team will extract XLS and PDF statements, add to the google drive folder on a monthly basis and notify AP team. 
The AP team will then download the XLS, post and pay the statement.

For this process a Lodge card account was opened:  5534220250080049
The G/L account for the lodge expenses is:   6141200000  (validated by RtR)
Board of directors default cost center -    SM16200120  (same cost center for all members validated by RtR)

For travelling, the travel agency will use the Board of Administrators Lodge card.

NOTE: If, for some reason, the travel agency uses the Belgium 0001 Lodge card, assign the transactions to Isabelle Cosaert. This was the 
previous method before the opening of a specific Lodge Card for this population.

If user pays the trips with personal card, then will submit everything for reimbursement.

https://drive.google.com/drive/folders/1nf4Hp-s_Lle1G9SnVdW7EQFXeUAtepzB?usp=sharing
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 9. BOD Statement Posting

9.1 Objective and Scope

There are 14 members of the Corporate Solvay Board Members under this Citi Card. They are VIP card holders and are to be treated as
such, therefore this posting scheme was set up to allow for them to have a confidential & VIP treatment.

9.2 Statement Download

Download the statement file excel from Google drive Folder T&E team HERE

blocked URLblocked URLblocked URLblocked URL

Choose the Centrally Billed Account file to download, organize  and centralize all information on Centrally Billed Account and Card Account in 
just one file, like the tabs below:

blocked URL

    blocked URL blocked URL

    blocked URL blocked URL

    blocked URL blocked URL

blocked URL    blocked URL

9.3 Posting File

This is to be posted into company 0001 – Solvay, SA and in supplier 2824121-CITIBANK N.A.

We need to use the Posting File template. To access the template click HERE

blocked URLblocked URL

Create the posting file, see example in the link below:

The posting scheme to use is:

Invoices

Post in the supplier versus the cost account (G/L), always use this G/L and this cost center

blocked URL

Credit Notes

Post in the supplier versus the cost account (G/L), always use this G/L and this cost center

blocked URL

9.4 Posting File Creation

Reference: must be “50080049 MMYY” (Last digits of CB - 50080049+DD+MM+YY) - We can find on tab “Detail”

Choose Belgium Bank account (based on country of company code) - BE (EUR8)

blocked URL

Header text 25digits: ex:”CitiBoD:17FEB20-15MAR20”  |  (Adjust text caracteres) - We can find on tab “Detail”

blocked URL

https://drive.google.com/drive/u/0/folders/1nf4Hp-s_Lle1G9SnVdW7EQFXeUAtepzB
https://lh3.googleusercontent.com/YcZugTd8Q_nFXnZwIbi0aruv3k3nmg9VPGEtvq7lS-qpITYFt7gh9xbIHuwoOMirS6863VQpT2W5XHgofYqNyC03FBwu-A-q2Vjs34jo0bzgGrmmM7Sah67Lke-KfFf3BRFUGs6tsOU
https://lh4.googleusercontent.com/KKObMijih8qGKCUPc6kHhilb_3jnDOFlac5uSZS8ocjV48SMhKZMbQVDkjB83tdoVSqn3GGXbR3y61ixtohVvwKfMQPLWnN9yud-6Ci6cXY0-9Dr-x04a_4KtwO4GtbK8PED0sh9eos
https://lh5.googleusercontent.com/blEOujgyn_7PbP5PiFnTjnSVIwStnwW-Dv2MGBwZvzgbzrBYYq6hE10Z9pXB5UBbsuVst771m3D3-6OOJGEFb-nlNDw1oiAyyESpE8riZZSl0dfsgYASDj7YiXgqASVi6bQzQcrDL_g
https://lh4.googleusercontent.com/KKObMijih8qGKCUPc6kHhilb_3jnDOFlac5uSZS8ocjV48SMhKZMbQVDkjB83tdoVSqn3GGXbR3y61ixtohVvwKfMQPLWnN9yud-6Ci6cXY0-9Dr-x04a_4KtwO4GtbK8PED0sh9eos
https://lh3.googleusercontent.com/lvlwt86_mtCXMBiCwRQ3Yag-j8Fw1MW5jCas1H_La478F-aIwa9GYIG3JjN6EWCdEemuySUnWwt3S1BZ1IDbHkLqUFt7SIll4ypZCBtRl-HlMX0r6XLzH2v86pwGtkoAoWgxbUSwxms
https://lh6.googleusercontent.com/vwbqA0Hq0MBd1iA4m5kRFz5VupiUdRoGnpyPT5W4W2oDO6ymMwwBrLMIOLDzy_p0966WNXetAstbGuselEFYvTVI7TmNcahcD_WZQdGZ4VUCprKpjD6rQfZmjolRfWxXZrCUIFujQ0o
https://lh5.googleusercontent.com/sGH5vkQusN_dO1WABjXigqoLmCnwRq4i3Oe6Msr7E-wD36ErZmirgCX0d-RiTOC8MWM6PMURY7K-k5m-gFcMlWNzTumDIU-A0Pm5GpYbMN3CD5nyinqeza61TEOWC4aLKPY3_1YbkKw
https://lh4.googleusercontent.com/ybBxgYIkgR5WJNruybjZXHk1coB3e1QzfKt5wv9YlIAjtY5ZNsRaPImtFWDmkPQaMyauUB7CVKPkF-kfjZ1EnCw02anWhjbIX2kPM0JKumEm7e2qFylgmfaou-qF27en3rwe-95SaGo
https://lh3.googleusercontent.com/Xn4kg-Sqyakti4jc2mInqS6IIA6YQzZ6g2rzC0fxdzMm7DactvI__gFunk650frHkppJwmtin1Ot5u4pvRv-ucNRf18XryyY7HNvuU1Gnol8dqAxw0FXrK-lexjqV2oDAGLcn1dXTsk
https://lh4.googleusercontent.com/OkxPccO9kWl-cWwju3mUnSmAaZAfz9SPu8vX2kT20z-23Zh5aZCLbAKFYSovQ_agxCIZ37N2nXjRrOZhlRZhlS0FoZ2hwvwbtvwLj-CA5Xn6hhQbXUco8mHGCUD9SwjiGe2bitDbeOk
https://lh4.googleusercontent.com/acgYIvQm-8jpdN_C1K1Z9r_Q3zx1xuuy5xMrTcSxXJi9aWSOjh2US0vbxy8ZDOCD1xZJPK-lpDlIDaYjkYYFc4esqwMp9Ap5KxKqBrjRpb0VQtiLEJA8ZVoIIszynfUjTv-QQSPuuHs
https://lh3.googleusercontent.com/QA-A95ykJ5ETNgvTHgGeZI0D8wnverdpEqZvvfKucyRGo6fmwRaMcUwCF07k1bVRKKhOEaOK54mhQquvl2UvNyU1pWzXKrSEkKaTnbKcmDdbWyDaiRZy9AwaQL3MGmDiq_cxGXHCKI0
https://lh3.googleusercontent.com/hALOoR0PdtY_6CMbUu5nd9iIrXLIzB_byyFCZLP8tb0nwGWLt1KN8hIF2tjbAHz3jKtT9fpgOMhx_Dbi_B9b6orPIdyK7ScWMYn3CYl6lqP_uE4bSG_PkFRGlVwRDJ4RI9AX19cJB-0
https://docs.google.com/spreadsheets/d/1kesn-_IgClDDkLDw5t7Mrykakf3ze70i591is5mVKxY/edit
https://lh6.googleusercontent.com/Z3nZ7Irq4IE-rN0ZB7Q_ibPZikApCvmVbHd4S-34za-dITNny_4PZ70htNEFUJ-rm5nYGYbN9WvAGvWbTpjnKyXZ4v-DkLxRLKolmSVkBPUywRoF4gjua5tAUK_FuzhKoGIYtz-5jgM
https://lh3.googleusercontent.com/_LQhYl51U-MOQqkMxmyGLkvsfKh50Z8o3UoOSIX2F6L5oee1IOzFPWFRBhQkvSnk3zuN5IebMyAHTIWPU4OfyHOuNCM0Z64A_AlVMqzwUzsCn3sKed9J4a3xtOctSmxk6W1_WlZUwPU
https://lh6.googleusercontent.com/WAGCCl2PaFTDqySjs7cALJ0RDkGlrRbwBEkbGX7w-utWfZyHmlJPGWq4oSY3zQiXRgUT9gN1FpjIhl5f2Sm1O0YzSmLFmRnqr_Ppe-Zd5mqQWJBAbK0J_kGo_K9UQZA4TEfu45efams
https://lh5.googleusercontent.com/PShUBbtx6QZMNbaZ1gb_gDmfISB18gVpZtgZhUzeYaMOou3dRgPel08A-Zspq6nalmGKT1OI1QRumt18d5hLbCqweWNVtZGvNocpkkcnlzLwOsYFaJWET4xsV7gcwItPyLo7yFlhBYg
https://lh6.googleusercontent.com/Xbe0jaN8ISpGJxV55G1no4YNGvNV9p5rwK41rw0sfypwYChPuyqtfXLuMMjeHENDrcy_FqARBCbkg5R4hlB2Xby5nhXUl3rKM-qTTFDATNI6sB937AZ07gBukVSscOb9OnBW8PuhN80
https://lh3.googleusercontent.com/AcZU8qmrvvO5oEX_t8pM4o4RX6wjc675Y9UOLPr3IUsxSwWgeq4OvrMc5q2u-GUdMHNrLpiqf6D2vPJuzYFdHDc2jXDUqHsdW8nbmR-CC5rSZQQo5ZkQsn0McXbWuyIiQc3s8kmFssY
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Assignment: text 18 digits ex: Serial No. “5008004915032020” - We can find on tab “Detail”

blocked URL

9.5 Posting File Upload

Upload the exel file in PF1 system, using ZZF_POSTING_FILE_AP - Upload a file for posting transaction.

blocked URL

The invoice images are to be attached to the post, as well as the file downloaded.

blocked URL

The payment terms are 58 days from the statement date (change made in July 2020 not to generate additional fees)

After the posting please be kind to attach the excel file prepared and the PDF statement in order to have the documentation available to 
controls auditors.

All posting Files should be saved on our folder "Posting Files" HERE

> END OF OP <

https://lh5.googleusercontent.com/VnDbiTyRKrVKy4rE44GvooWKKfQwN8hVm3C6PegrVWmcpgl6tT3xs2hr2RAsiX18V15mzl50mjlv9nNbhVqTSx-NDUftYWdXaDr6xZTty-A87DZIxnqFYCPlkJkjP-6h6-SAlgajB7c
https://lh3.googleusercontent.com/Gc_OYW5r7A30AzpKDgC3BH8XJpEos_J4rz0MXND705v6DTagDqP8U1DsaKwm2D0vMjYLOBSAQC7IVKoBMn0FB5SWObVk1Ud7PvYcIMR5J9Kana7BS6uyfbJCtnK5DYfDsHhDE78CPK8
https://lh4.googleusercontent.com/lFXdjVM5CYhG8Tt9vv2utSGV7HNpdeZOyKxeQnghbUXxKmZ_DAh00vOxGpLUU2f-1mYE2fyg49ETqWvQ6g4tXx60DREP5CyrMh9ryRxk6YN8xPva4hD8tAawxBGUMaQkZWqcMeFHihc
https://drive.google.com/drive/u/0/folders/11gIgnaVs3ZibVQCdSDlvd5SPNPxhLEdN
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