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1. Objective and Scope

1.1 Objective of this Procedure

This SOP explains how to create a contract in RCS covering:

® A) Industrial and General SUPPIY . . . ..ot
® B) Packaging and Raw Materials . . . ... ..ot

2. Standard Operating Procedure Description

2.1 Prerequisites
Mandatory information to be provided to SBS BO D&A team:
Agreement type: WK - Local value contract or ZWK - Central value contract

Purch. Organization
Code Supplier

Code Article/S

Price

Incoterms

Delay

Vat Code

Buyer Code

Contract Validity

Plant (If contract is WK)
Country (If contract is ZWK)

A) Industrial and General Supply

# | Main activities Tips / Best practices = Key points

1  Enter transaction ME31K
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[ Merws Edit Favorites Extras  System  Help

@ B ICEe@ DHE 8D

SAP Easy Access
BE & @B 2 v a

* 3 Favorites
» O Articke
» [ Fournisseur
v [ Contrat
» Copa
v CIFIA
* 34 SAP menu
v [ Office
+ [ Cross-Application Components
- 3 Logistics
> 2 Materials Management

+ ) MEMASSCONTRACT - Mass Maintenance
» [ Follow-On Functions

v O Messages
e

# Main activities Tips / Key points [E Qutine Agreement  Edit  Header [tem  Envionment  System  Help

Best [+ B ICARQAIEHR Do AE @m

practices

Create Contract : Initial Screen
2 A RCS contract is created by If supplier has several codes in o
CCA and per country SAP, use the Headquarters £&m0 a0y (Lo taEe :! :: |
folio number Vendar 55600

3 | Agreement type: ZWK - Available for more than 1 site

Central val. contract

INK -
z6. n.z
4 Agreement Date: Date of M

contract creation in SAP

fulfilled automatically - s
5 | Purchasing. Organization : 3001 — General supply “
3001 or 3004 Defa 1 0et3 gt

3004 — Industrial Supply LEmiAE0Y,

#  Main activities Tips / Best Key points E outine Agreement  Edit  Header Item  Enyronment  System  Help
practices ] "B @@ CHE fDOD
5 | Purchasing Organization : Concerns 3001 - =
activity or 3004 General supply Create Contract : Initial Screen
3004 — 2 & [ Dreference toFReq [ Reference to RFQ
Industrial . Essooml
Supply —
Agreement Type WK
6  Buyer Code: Always provided by requester Agreement Date
Agreement )
7 | Mandatory to flag the "Acknowledgment The purchasing org. 3004 has
" — | not been assh to a CoCode
Reqd" — PRESS ENTER i assigned to a
I | Please enter a company code
Purch. Organization #8
Purchasing Group Company Code :strﬁjj1
| Default Data for Items| 1
Item Categary
Acct Assignment Cat. %3
Plant T T
Storage Location
Material Group
Req. Tracking Number
Vendor Subrange
’7;-_- i |
#  Main activities Tips / Best Key points
practices
8  Company code: Enter a valid Information always
country code: List bellow provided by requester
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France: ZFR3 UK: 6068
Italy: 8090 Spain: 8485
Germany : 6111 Poland : 7531

#  Main activities Tips /
Best
practices

9 | Validity date: Provided by requester

10  Your reference: Concerns the contract reference with the

supplier (if not known, indicate reference Solvay)
11 Our reference: If not known, enter 000000
12 = Salesperson: Pre-defined in the vendor master record, If
not known, indicate M. in order to be able to move to
other screen
13  Telephone: Pre-defined in the vendor master record, If
not known, indicate M. in order to be able to move to
other screen
14 ' Incoterm: If contract is created for several sites you can
not define a specific address to deliver material, so, do
not remove "ADRESSE DE LIVRAISON"
15 Payment Terms: System will retrieve it, by default from
the Master Data, if contract was negotiated with a
different term, we can modify it.
16 = Currency: According to Contract negotiation / Country
you must fulfill the currency in this screen, otherwise you
will not able to modify it anymore. PRESS ENTER
# | Main activities Tips /
Best
practices
17 ' Item Category: Create the first line as "Material Group"
w

18 | Fulfill the Short Text

*** | Material group: Fill the Family purchase code - 4 digits

and afterwards Double click on the line created

# | Main activities Tips / Best

practices

19 Tax Code: To be fulfilled according to Country

codes (provided) Go back e

#  Main activities | Tips/Best practices

Key
points

Key
points

Key
points

Key
points

Page 3 of 6

& contract  Edit  Header

& -

Item Enwronment  System  Help

JB¢e@e CHRE BDLOY @m
Create Contract : Header Data

AdZFdemD

Agresment Comparry Code Purchasing Group E89
Agreement Type purch, Organization 3001)
veendor 55600 OFFICE DEPQF.
Administrative Figlds =
Agreement Date  29.11.2013  Iteff Number Interval 10 Subitern Interv. 1
walidity Start 29.11.2013| wvaldity End j :Uw m
Terms of Delivel !
Payt Terms Targ. val. EUR
Payment in % Exch Rate | 1,00000 E
Payment in % Incoterms  |CIP| ADRESSE DE LIVRAISON
Reference Data /m
Quotation Date Quatation
Your Reference [ Salesperson & -
Telephone &
Inwoicing Party

& contract  Edit  Header
(] Vi@ e@e CHE BDoD o

Create Contract : Item Overview

Item  Engronment  System  Help

EEEDAEIRALESHZ 6 M Bacu I
Agreement Type (79K Date [29.11.2013
OFFICE DEPOT BS 545 Cutency  [ER
‘Short Text 0... Net Price Per

O..Mat.Gp  Pht Sloc D

oo [

Fouritures Bureau

& contract  Edit  Header
(] Vi@ e@e CHE BDoD o

Create Contract : Item Overview

Item  Engronment  System  Help

EEEDAEIRALESHZ 6 M Bacu I
Agreement Type 29K | Date [29.11.2013)
OFFICE DEPOT BS SAS Gurency  [EWR
Shart Text O...|Net Price Per  0..Mat.Gp [Pt SlocD
Fourritures Bureau :Dsull ]3
20
=4 Contract  Edit Header [tem Enyironment  System  Help
& MEN:] @ CHE sbos @®m
Create Contract : Item 00010
PO 28 &8 Bacount asigments
Agreement Item 10 Item Cat. W AcctAssCat
Material Matl Group 0301 Plant
Short Text Fournitures Bureau Stor. Loc.,
Other Data
1st Rem./Exped. (2 ConfContr. v Acknowl. Regd
2nd Rem.fExped. |7 Ackn. No.
Ao iCured, Trackingho
10,0/%
10,0 %
3
40 VIR
| GR-BasadlV
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. L A R [ Contract  Edt Header ltem Emvronment System  Help
20 If required, you  If you have a significant number of material lines @ 748 Q@ DHE DDOSD o®
can now create | to be created, see 15! screen of contracts (page

the material / 3), here you can add by default the category in all
e >)> BEEEDOST%NALE B Z 6 b B asgmns F
Article lines: lines of contract.

Create Contract : Item Overview

“ fﬂ' Agreeme Agreement Type | 2VK Agmt Date |29.11.2013
Dafadt Data It vendor FFICE DEPOT 85 545 Curercy R
. Acc.ount Outine Agreement
assignmen Short Text Targ. Gty 0... Net Price Per  O..Mat.Gp [Pt Sloc D
t Fournitures Bureal I I 0301
20 U 1877351 ROLAMENTO 6409.C3E PC e ISVDUJX pC 0153
Category: =
Unknown
® Material
number
® Price
. . X . =
# Main activities Tips / Key points Contract  Ecit  Header [tem Ergronment  Systern  Help
Best [ FliBe@@ CHE BDoH

practices

Create Contract : Item 00020
21 | After your line is created, double click on

rBAEEH [FE] sagnmen
the line, and fulfill the Vendor material 488G ® Bacouns *
reference (if that information is available)

Agreement Them 20 TtemCat. | | AcctAssCat |Ul
Materia [1877351 Matl Group (0153 Plant
22  Tax code: Fulfill the VAT code applied in the Shart Text ROLAMENTO 6409.C3-ESFERA RADIAL Stor, Loc,
country Quantity and Price.
i~ Target Quantity E Jee RelordQty. 1
For contracts Net Order Price 15,00 JelR  #[L [Pc | PriceDate |31.12.9999]
] created as
, = Qty Conversion |1 e <51 »C Infolpdate
If all lines are create, save contract . ZWK - Central
Process is finish val.contract the Other Data
numbe'rlng will 15t Rem.fExped.  [5- Conficontr. Jlaifow, Read
start with 47* 2nd Rem./Exped. |1 Ackn. No.
3rd Rem. Exped. |3 Trackingho - Estimated Price
Vend, Mat. [@/Print Price
GRAIR Control
Underdel. Tol. 10,0/ % Stock Type

Overdeliv. Tol, 10,0/% [Jurniimited

Tax Code AD YR
Shipping Instr. - +|GR-BasedIV
Crigin Accept, O

B) Packaging and Raw Materia|s & Outine Agreement Edit  Header Item  Erwironment  System  Help
@ Fl{iB @@ CHR DDO0 BRD @
#  Main activities Tips / Best practices = Key points

Create Contract : Initial Screen

1  Enter transaction ME31K A2 & [0 DRreference toPreqg  [IReference to RFQ

Vendor 54216
# | Main activities Tips / Best Key Agreement Type vk

practices points Agresment Date 29.11.2013

Agreement
2 Agreement type: WKLocal value contract

[ Organizationa Data
3 | Purchasing. Organization: 3006 — Raw Materials Purch. Organization 3008
3002 Packaging

PPurchasing Group E48

4 | Plant: Contracts for Raw Materials are created for a

Defauit Data for Items
specific plant. ENTER

Item Category

Acct Assignment Cat.
Plant Traeel 3]
= P

Storage Location

Material Group

Req. Tracking Mumber
Vendor Subrange

| Acknowledament Read

Fields: Your reference / Our reference / Salesperson you should apply the
same rules as A) Industrial and General Supply

# | Main activities Tips /Best  Key

practices points

5 | Incoterms: As the contract is created for a specific
plant, insert the delivery address. ENTER

6 Payment terms: modify if necessary to terms agreed
on contract
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# Main activities Tips / Key points
Best
practices
7 | Insert the material code If the same material is delivered by a
and ENTER. Insert the supplier on multiple sites in the same
price and Afterwards, country, the contract will have separate
Double click on line lines for each site and for the same
item code
# | Main activities Tips / Best Key
practices points

8  Tax Code: Fulffill the Vat Code
9  Vend. Mat.: Supplier's material reference

10 = RelOrdQty: Fill the standard quantity to be

ordered
11 —
Go to Additional Data
#  Main activities Tips / Best Key

practices points

11 Pl Delv. Time: Fill up the delay / days that
supplier needs to supply us

” &
Go back on green arrow

E contract  Edt  Header [tem  Enyronment  System  Help

g FdB @@ LHE voos BR @

Create Contract : Header Data
ABZIwAEE
Agresment Company Code ZFR9
Agreement Type WK
Wendor 54216 KOLMAR GROUP AG
| Administrative Fields

ate  [29.11.2013  [tem Number Intenva

Purchasing Group [£as]
Purch. Organization 3006

10

29.11.2013)  Vaidty End 31122013

| subitem Interv. 1

Language E]

d Payment

Payt Terms 0019 Targ. val.
Payment in [ 'Days [ 1% Exch. Rate 1,00000 DEx,
Payment in " |pays + Incoterms  [cFR[FLUSHING
Payment in | Days net
Reference Data
Quotation Date Quotation
Your Reference | Salesperson
Our Reference . Tesephone
Suppl. vendor | ] Invoicing Party Esms :'p

| acP
Customner for account

[ contract Edit Header ltem Envronment System  Help
g @ ~ldB eccee@ CHE dDOD ®@m

Create Contract : Item Overview

DO3IRACBEIH GG M Bacuntasgments F
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Agreeme ageement Type [ | agmtDate [29.11.2013
Vendor [54342 | vaRa FRANCE Curency [EUR |
Outine Agreeniyt Items
eria Short Text Targ, Qty. 0., et Price Per 0. Mat.Gp Pint
10 61150 AMMONIAC ANHYDRE V. TO L 3?9,0{1 TO 0451 7866

= Contract  Ediit Hegder [term  Emdronment  System

“antract : Item 00010

P O R8BS [Baccount assignments

Agreement Item | | [0 Item Cat,
Material 61150 Matl Group (0451
Short Text | BMMONIAC ANHYDRE VRAC

Quantity and Price

Target Quantity o | RelOrdQty.

Net Order Price 399,04 leor s[1 o | price Date

Qty Conversion 1 TO <> |1 TO Infolpdate
| Other Data

1st Rem./Exped.  5- ConfCantr,

andRem/Bxped. (1 | Adkn. Mo,

wdRem.fExped. |3 | Trackingho | ]

Vend,Mat, lammowad |

| GRYIR Control

Underdel. Tol. 10,0/ Stock Type | |

Overdely. Tol, 10,0]% [Junimitec

Tax Code [ag)
Shipping Instr. ]

Origin Accept. 0]

[ contract  Edt  Header [tem  Emwonment  System

Help

Cj<Be@e DMk ahoo D QR

Help

AcctAssCat | |
Plant
Stor. Lg

|| acknovwl, Read

[ IEstimated Price
[¥IPrint Price

[OGR Non-val
+IIR
["GR-BasedIV

& 148 @ DHE BDoo @m
Create Contract : Item 00010 ata
r 323 B E b Bacount Asigrmen)

reen 10 Itemcat. || AcctAssCat

Materia 61150 Matl Group 0451 | Plant 7066

Short T AMMONIAC ANHYDRE VRAC | Stor, Loc,

Pl Deiv. Time 15 | Het Weight
&R Proc. Time i ] Gross Weight
Revison Level | | valume
Prior Vendor [ Points
Season 1 1
Karban Indicat. | | Source List
[DExchusio

Condtions
CondtonGowp || [N Cash Disc.
vendor Subrange | ] Promation
Pr.DateCat. |1 Purchase Order
Incoterms [

| GR Contral
Rem. Shefftife  [1 [ QM Control Key

1
1

| wieights and Violurnes for 1 Order Unit
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pader [tem  Engronment  System  Help
~dBICQ@ I DHRE BBos @m

# | Main activities Tips / Key = contract
Best points &

practices
Display tontract : Item 00020
13  Ifany specmc / speqal |nformat|oln is required to be sent P 2B EEE S 08 Bacont A -
to supplier, concerning the material to be created, select
Agreement Item 4700000035 |20 Deleted Item Cat. M AcctAssCat ’E
item texts button Material 1012673 Matl Group 0062 Plant
Short Text |SCATOLE 25KG 365X270X345 Stor. Lac.
Quantity and Price: |
Target Quantity [E e RelOrdQty.  |1.000
Net Order Price |563,00 leuR  /1.000/BC | PriceDate  |31.12.9999
Qty Corversion 1 PC <=> |1 PC InfoUpdate | |
[ Other Data
1st Rem.fExped. |2 ConfContr, Macknowl. Read
2nd Rem.fExped. |7 ackn, No.
3rd Rem fExped, [0 Trackingho [CJEstimated Price
Wend. Mat. 6479 RAPrint Price
[ GR/IR Control |
Underdel, Tol. 10,05 Stock Type ||
Owerdelv, Tol, 10,0(% [Junimited
Tax Code [BF] @R
Shipping Instr. || [FIGR-BasedIV
Origin Accept O
& cortract  Edt  Header [tem  Ergronment  System  Heb
[ FldB C@e DHE DDLoY R
[ .| Display Contract : Texts for Iterm 00060
# | Main activities Tips / Best practices = Key points [ZLong Text Screen b
H H a T ]
14 ' Double click on Material PO Text Item bo | Ttem Category Acct Assgt Cat.
Materia 1050022 Material Group 0068 Plant 7822
Short Text  [S4CCO PINCH BOTTOM CON BORDO PIEGATO Stor. Location RS9
Item Texts
TxtType Text More Text  Status
litem text
T f 1
] ) #14 =
Inlulenu'drpomt “ )
| )
[ IMaterial PO text
T 1 =
[ IDehvery text
I .
| )
[ lInfo record note
T 1 ‘m|
# | Main activities Tips / Best Key ¥ Ien B e R s Spen o
practices points L] FdH @@ QMM ooo0 @E
15 W .| Diiplay Material PO bext: ST00001 I8400040 Lamguage .
Insert the information and Go back on arrow
Text is saved. RS oI PP ol et
FAETIACRC BT AL I
R SRR e
. . . . E con i v nwironmen m
# | Main activities Tips / Best | Key points ot B e e Enwoert Ssten B0
practices (] SaEe@Q DHE DNOD DR @B
CreOvervfew
16 For contracts created as EEBDASAGANSE S Z S 15 Bacont sssgmens &
Save your contract = WK - Lc_)cal \{alue cor_nract the o e lEE Sk Date. [T
. Process is finish numbering will start with 46* vendor (4322 | vana FRANE amency  [Em |
Outine Agreement Items
_Item I A Materid Short Text Targ. Qty O...|Net Price Per O...Mat.Gp  Pint S
:@D : 61150 AMMONIAC ANHYDRE V.. TO 399,041 TO 0451 7866
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