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APAC - Service contract header creation PF1
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1. Objective and scope

This SOP shows steps of contract header creation of services items in target system PF1_020

2. Request

All requests will come from Fresh Desk (FD) platform. Requester will provide information and attached documents bellows

@ Service Contract - BUILD WELL ENGINEERS

Himanshu,solanki

Fis creale Sendce contract im 5855 SSIPL, PF1 System

Vendor ; BUILD WELL ENGINEERS

Ratle : As mentionad in altachments
Payment : &0 days

Contract Vabaty | 10.02.2018 to 30 .04. 2018
Tax : W

FR Request Nos. - 4002752280

Altachments

1. Contract header tamgpiate

2 Rate Sheet

3. Terms & Conditions for headier baud
Information
- Purchasing requisition (PR) number

Attachments

- Contract header (Excel spreadsheet) contains details for contract header creation

|| o || wotolms Voe” | oo™ | Ao ™ | oraantzation] Gron oo | catogory As%?"' Ol Boie | "Cron' | Etan” [ V" | Totat Value Limit | PaymentTorms | (AUTIERONS | LR e | Slesperson | Telephone D':Gs:;il e
A::E‘)’j're s | 4200758 wk 7218 Hioo Ho3 b u so55 enz | ZPs0s74 | 1118 | 311210 500,000.00 Yoos 4002750812 Nilesh | es24134057 ]
- Rate sheet (Excel spreadsheet) contains details for service items creation which can have more than 1 sheet depending on line items in PR
Srnd Shortdisception Long Dis g an Qs tity Wit P AL code
FICAZE OF EXTRA RILOMETER COVER THEN SPECEED & N
TEMFP O OF CHARGES FOR MONTHLY KM 00 FOR EVERY ADDITOMAL EXTRA KM CHARGE INR 19 1 B 48,500 00 e
FICASE OF EAIRA RILOWETER OWER TH=H SFECFED & —
TEMPOOE  |CHARGES FOR MOMTHLY KM 1100 FOR EVERY ADDIMOMAL EXTRA KM CHARGE IS 19 1 EA Sl R
FICAZE OF EXIRA RILOMETER CVER THEN SPECEED & —
TEMF O O CHARGES FOR MOMNTHLY KM 1300 FOR EVERY ADDITOMAL EXTRA KM CHARGE INR 19 1 B E3L,E00 b e
M CASE OF EXTRA KILOMETER WER THEM SFECIRED L e
TEMPO 10 |CHARGES FOR MOMTHLY KM 1500 FOR EVERY ADDIMOMAL EXTRA KM CHARGE IS 19 1 EA 9965
FICAEE OF EXTRA RILOMETER OVER THEN SFECFED & N
TEMPO 11 |CHARGES FOR MOMNTHLY KM 1700 FOR EVERY ADDITOMAL EXTRA KM CHARGE NS 19 1 EA Sl [
M CASE OF EXTRA KILOMETER WER THEM SFECIRED L 000000
TEMPO 12 |CHARGES FOR MOMTHLY KM 1200 FOR EVERY ADDITIOMAL EXTRA KM CHARGE NS 19 1 EA ooss
FICASE OF EXTRA RILOWETER OVER TH=N SFECFED & N
P01z |CHARGES FOR MOMTHLY KM 1500 FOR EVERY ADDITDMAL EXTRA KM CHARGE N 19 1 g | IO o
M CASE OF EXTRA KILOMETER WER THEM SFECIRED &
TEMPO 14 |CHARGES FOR MOMTHLY KM 2000 FOR EVERY ADDITOMAL EXTRA KM CHARGE INR 19 1 g [ BESIOOD) .

- Terms and condition (either Microsoft word or PDF) contains agreements of contract
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GST..: EXTRA AS PER PREVAILING RATE, IF APPLICABLE

IN CASE OF ANY STATUTORY NON-COMPLIANCE, ALL YOUR PAYMENTS SHALL BE STOPPED TILL ITS
COMPLIANCE.

[Rule 4A. Taxable service to be provided or credit to be distributed on invoice, bill
or challan -

(1) Every person providing taxable service shall,

[.not later than fourteen days from the date of completion of such taxable service or
receipt of any payment towards the value of such taxable service, whichever is
earlier] issue an invoice, a bill or, as the case may be, a challan "signed by such
person or a person authorized by him" [in respect of taxable service] provided or to
be provided and such invoice, bill or, as the case may be, challan shall be serially
numbered and shall

contain the following, namely :-

(i) the name, address and the registration number of such person;

(ii) the name and address of the person receiving taxable service (*);

(iv) the service tax payable thereon.

And includes

(v) GST & SAC Code needs to be mentioned separately.

(vi) gatggory of services

(vii) PAN details

(viii) Invoice to be submitted in duplicate.

3. Contract creation

[E SAP Logon 40

oogn verasietogen..| ) # TOTID & 2

+ [ Favorites Hama 1 & | Connaction | Shortcut
+ [ shorteuts BS|  ERP-Production - PF1 &7 | ERP - Production - PF1
* B Connections IE|  ERP - Production - WP1 (RCS) | ERP - Production - WRL (R...
« (3 vermon 05-RA-2007 IE|  BW - Prodwction - WEP | BW - Production - W8P
I£| cice - Production - P11 | €ICC - Production - P11
IE)|  SRMT - Production - BP2 | SRMY - Producton - BR2
BD| ERP - Quaty - QF1 | ERP - Quaalty - QF1
I | ERF - Dewelopment - DFI | ERF - Develnpment - DFL
IE}| ERP - Pre-production - SF1 | ERP - Pre-production - SF1
I£]| ERP - Pre-Productian - W1 (RCS) | ERP - Pre-Production - WL (...
| ERP - Qualty - W1 (RCS) | ERP - Qualkty - W1 (RCS)
]| ERP - Tast Solstice - EF2 (WQ1) | ERP - Tast Solstice - EF2 (W...
15| SRM7 - Qualty - B2 | SRMT - Qualty - BO2
4 F 4 ¥
# | Main activities Tips/Best practices = Key points

1  Select “ERP — Production — PF1” by double clicking on the ERP — Production icon

ey ERP - Production - PF1
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Chent ] ' Information
) Welcome to PF1 EHP6 FOR SAP ERP 6.0 731
User ’—|
Logon Language Avaiable clients:
020 ERP SOLVAY Production
050 Core - References

150 Actionnaires-Shareholders

# | Main activities

Tips/Best practices = Key points

| 020

2 | Select Client “020" by clicking

[E SAP Easy 3 E -
& | mellk -

User Menir for Nuttaporn NIENSUPORNPHAND

«H e@ge 288 DDHOH 00 e

f EFasY ACC

GEF & Bad |~

« 3 Favorites -
* B User Menu for Nuttapom NIENSUPORNPHAND !

# | Main activities

Tips/Best practices = Key points

3 | Insert T-code “me31Kk” and press “Enter” on keyboard
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E outine Agreement  Edit Header Item  Environment System  Help
9 | & ﬁ {@ ﬁ ﬁ @ IEI
Create Contract : Initial Screen

s & [0 [ Reference to PReq rence to RFQ

Vendor 4200796
Agreement Type WK G
Agreement Date '11.02.2018
Agreement &
Organizational Data 7
Purch. Organization g1o0|%
Purchasing Group HO3 -
 Default Data for Items E'
Item Category D|
Acct Assignment Gat. U —ﬁ

Plnt ENZ

Storage Location '
e

Material Group ZP50574 "

Req. Tracking Number

Vendor Subrange

| Acknowledgrment Reqd

# | Main activities Tips/Best practices = Key points
4 | Insert “vendor code” Service contract example.xIsx
If any information is missing, please contact requester

5 | Insert “Agreement Type”

6 | Insert “Agreement Date” It is always the date you create a contract
7  Insert “Purchasing Organization” Provided by requester

8 | Insert “Purchasing Group” Provided by requester

9 | Insert “Item Category” "D" is mandatory

10  Insert “Acct Assignment Cat” Provided by requester

11 Insert “Plant” Provided by requester

12 ' Insert “Material Group” and press “Enter” on keyboard Provided by requester
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https://wiki.syensqo.com/download/attachments/278528218/Service%20contract%20example.xlsx?version=1&modificationDate=1558943429880&api=v2

=y Contract Edit  Header Item  Environment  System  Help
<@ | « Q@ o @ =
o ptract : Header Data
Mminh @SN
| e | | ——— |
Agreement Company Code 5955 Purchasing Group HO3
1 [ |
Agreement Type |WE Purch. Organization HIOO
| e |
Vendor 42007946 SHREE GAYATRI CANMNING WORKS
| Administrative Fields
T | e | -1
Agreement Date  11.02.2018| Itemn Mumber Interval 10 Subitern Interv. 1
- —— 1 - 1
Validity Start 11.02.2018| Validity End 31.12.2019 Language 'En|
[ ]GR Message 1 12 "\|‘ 13

12

13

14

15

16

17

18

19

20

| Terms of Delivery and Payn

14 15

Payt Terms lvooa| & Targ. Val. |so0.000,00 % |mR |
Payment in l30 | Days £ Exch. Rate 1,00000 [ |Ex.Rate Fx
Payment in ] Days % Incoterms |DDE|PANOLI '
Payment in ] Days Met

| Reference Data
Quotation Date ' ' L/lﬁ_Iunmtinn ' 18
Your Reference 4002750012 Galesperson Milesh #~ Z,lT_| '
Our Reference 4002750912 Telephone r'30824134[]E| ]
Suppl. Vendor Invoicing Party 4200796
Main activities Tips/Best practices Key points

Insert
Insert “Validity End” in
Insert “Payment term”
Insert “Targ.Val.
Insert
Insert “Our reference”
Insert “Salesperson”

Insert “Telephone”

Fi

Click

“Your reference”

“Validity Start” in ‘Validity Start’ field

‘Validity End’ field

It must be European format (e.g. 123.456,78)

Provided by requester

Provided by requester

Provided by requester

Provided by requester

Itis PR (purchasing requisition) number provided by requester
Leave blank if not provided

Leave blank if not provided

Leave blank if not provided
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[ Contract Edit Header Item  Environment  System  Help

Q | l«H eae | OO0 P90 o

ﬂ’eaﬁgrlﬁact:ﬂeaderfexfs

E Long Text Screen ﬁ

Purchasing Doc. Company Code 58955 Purchasing Group HO3
Document Type WE Purch. Organization HIOO
Vendor 4200796 SHREE GAYATRI CAMNING WORKS
Header Texts
TxtType TIext Maore Text  Status
[ |Release order text
2] | o
r -1
Header text |
| | O
[ |Header note
| | O
# | Main activities Tips/Best practices = Key points

21  Put tick mark on “Header text”

22

i ELung Text Screen
Click
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= Change Header text: Lang EN
@ <l eee@ SRl D000 PE 0
Change Header text: Language EN
@ | 5o [ [ | &rFormats ) cCharacterFormats 9 | BB & & BB | BE o BY

Parag.Formats * Paragraph, left-aligned * | Char.Formats -

LETTEE: NIL, DATED: 3.1.18.
ST : EXTEA AS PER PREVATLING EATE, IF APPLICABLE
PAYMENT : 30 DRYS

YOU SHATT. ENSURE THE USE OF SUITABTE PEESONAT, PROTECTIVE
EQUIPMENTS ( PPE ) AND IN CASE WE OBSERVE THAT WOEREMAMN IS
WORKING WITH IMPEOPER PEE OR IT IS NOT IN USABLE CONDITION, WE
SHATL, PROVIDE THE APPROPRIATE PPE FEOM OUR STOCE TO AVOID THE
COMPETISE ON SAFETY WITHOUT AFFECTING THE WORK. THE COST OF THE
PPE PROVIDED TO YOUE WOREMAN SHATT, BE DEBITED FROM YOUE MONTHLY
BITT.ITNG.

GCIVEN BELOW IS THE EATE OF PPE WHICH SHATI, BE CHARGED TO YOU, IN
CASE IT IS PROVIDE BY US

SAFETY SOGELES - RS, 120.00 PER NO.

SAFETY HETMET — E5. 250.00 PER HNO.
SAFETY SHOES — RS.1500.00 PER HNO.
=

# | Main activities Tips/Best practices = Key points

23  Copy ‘term and condition’ and paste in “Header text”

24
Click a
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= Contract  Edt  Header Item EE'nent Systemn  Help

9 | “«H @@

ESRAPSE SRR IaRR )]

Create Contract : Header Texts

EL{mg Text Screen ﬁ

Purchasing Doc. Company Code 5955 Purchasing Group HO3
Document Type WE Purch. Organization HIOO
Vendor 4200796 SHREE GAYATRI CANMNING WORKS
Header Texts
2% ype Text More Text  Status
-
Release order text ;
(=] | o
Header text
\LETTER: NIL, DATED: 3.1.18. |
| |
[ |Header note
| | 0
[ |Pricing types
| | O
[ 1Deadlines
| | O

#  Main activities Tips/Best practices = Key points
25 | Put tick mark on “Release order text”

26  Put tick mark on “Header text”

27
Click @
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Iterm  Emyironsment  Systern Help
«H e SN0 atan I an oM

BEEEOTS damSlE Q8 (X5 (8 [5acoumt aspaments o
Agreement | Agraement Type [Wic Agrt Date  [11.02.201]

Vendar 4200796 | SHREE GAYATRI CANNING WORKS  Cumency  |oh |
Qutine Agreement ltems
Eem |14 Matersl Shart Text Targ. Qry 0. Net Price Per 0. Mat.Gm Pt SlocD T..

i zoe087a P
DU ZP30STE PN '
oD zPs0sTd  PNE
b o ' o087 N
oo IPIO5T  PHZ
ol zos0sTa P2
DD 2030574 Bhe
DD IPS05T4 NI
oo ' zesosTe  Emz
DD IpS0sTd PN
oo ZP505T4 FHZ
Y zp30sTa  we
oD IPS05T4 W
o ' 2psosTa  pmz
DD Ip305Td
o zesosTe oz
o ZPSOSTE  FEZ
ML |

Rem [ ]

#  Main activities Tips/Best practices Key points

28 | Insert T-code “/ome53n” and press “Enter” on keyboard = You are going to check the shot text for this contract

=L 10774 Heed (K3 700 O, GIAA) = (=]

JHE
mecsuos  Foows  ~lodow Im [Adw -
Bick ot Blockd O
(ATPIR)EIT ) L) (RS 8 ) ([T
DocatlT = * “mem Shet Deopt. © (hastiy OUnD I Fin Cretefby  Wedor

AN 10 Sch Lre 1 THIEHH M0
Gooch racept 1M THIRI0AE] &S00
Lottt ol 1M ALALHEN a50104
Sk ey 1 [ a5t
#  Main activities Tips/Best practices = Key points
29

~ Purchase Requisition
Click

30  Select “Other Requisition”
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= purchase Reguistion ES%  Evyronment  System  Help

"5 .| Display Purchase Req. 4002581119
Documant verview On [ % 1Y (1] Zpersonal Seting

Puechuss Requstion  |scazTsassz ]

CiPar, Order

Doc.cat LT nmm“mmm mmnwn Created by | Vender
TR0

Puichise srded 4510905820 10 Sch, Lne LT} A5
Gaods recept 1 PO THEFIH01 50104
Trvone recept 1 Py ASREMEN A1 04
Sance ety 1 PU 4501054
LI L
#  Main activities Tips/Best practices = Key points
31 Insert PR number PR number provided by requester

32 Other Docurment

Click

B purchoss Recustion Edt  Egronmest  System  Melp

] MEAEEE 11 1K= | SR ew

[ | Display Purchase Req. 4002750912
Documant Gvarvrw 0 | [ % 1Y [1] £ rersenal Sestng

[Er] 59 purchane re. = wa0a730904)

Haadar
| B| e Gverviews
[ 10 ] Fumitre Manterance e Seb180ec12 =|  [a]w)
Umis. | Maberil Buts Valation Soueen of b | Contaat Peeson | Texts Addewss a1+
[ )[s] accamear TEotcemer =] patibaten  [Sngle accoust sssgnee_~| CoCode [SOLVAY SPE_=
Unkadng Part | | Recopuer mELIEL |
GIL Aocoust: lrizaz00080]
Businiss A x108
0 Aeea oy
Cost Canter ‘Fa1eams08a]
# | Main activities Tips/Best practices Key points

33 You can skip this step if your ‘ltem Overview’ is shown
Click in front of ‘ltem Overview’
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B purchase Edt Sgmem e

e ~ledeaefichd 000000 08

Main activities Tips/Best practices = Key points

34

Copy “Short Text” and go back to contract creation window

=

Create Contract : Item Overview

O @ rl«ede@e Ok DnoD DA ew

! SERVICE MNT 2018 _mnﬂ FHZ
Lz ©Dw IFI0272  PNZ
30 DO Ip30272  PMZ
s po zesp2T2 Mz
s poD TES0272 I
N 650272  EMZ
e oo 2Fs0272  FNZ
#  Main activities Tips/Best practices = Key points
35  Paste “Short text” from PR to ‘Short Text’ and press “Enter” on keyboard It must be maintained in capital letter
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Service Specifications: Contract Specs for Item Maintain
& led AQE® 1] DL IR @8
Service Specifications: Contract Specs for Itemn Maintain

T8 [ Senvice Selection

sh, Text |FURNITURE m{l 36 [SERFEBIBDECIS | TotalVale [0,00 lme | | 37

Line D. Service Ho. Short Text Quartity Un Gross Price ey perU... 5. Edi.. Bxt. Senrn
_H [ FoR=01 1600 IR o -
20 | FUR-02 800 INR ] -
|30 FUR-031 1000 THR o
L] ] FOR-04 500 INR o
540 ] FOR-05 &0 IRR o
&0 [ FUR-06 o IER U]
] | EUR=07 00 IHR o
12 | FUR-08 1100 IR o
£ IHR o
$Eils] O THR o
116 O] THR. ]
120 O] IHR. ]
13g IR ]
140 IHR o
180 THR ]
L8 ] INR ]
170 ] INR. ] a
180 O THR o -
_ ik ik
EEE BE e [0
# | Main activities Tips/Best practices Key points
36  Copy ‘Service number’ from a provided You can copy all data in the template and paste data to this Service No. in template might be mentioned in various
temple to and paste it on “Service No.” window, you can click “right” on your mouse to paste all data names so you can notice service no. format that
always has ‘-
If service number is more than 10 lines, you are advised to copy
10 lines each to prevent an error
37  Copy ‘Rate’ from a provided temple to and You are recommended to copy number of Rate’s lines as same Number of “Rate” in template must be European format
paste it on “Gross Price” and press “Enter” on = as you copy service numbers in case there are more than service = or number without ‘," or *." E.g. 1234,56

keyboard numbers
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39
[E Senice Spechications  Qutine  Edit EEmw'ﬂrant System  Halp

L] “l«-d ege H HHhon DR oW

Service Specifications: Contract Specs for Item Maintain
%% [[5enice Selection

Page 13 of 25

Sh. Taxt |FURNITURE MAINTENAMCE SER.FEBIS-DECIS | 38  Jvake 0,00 |mm | | 3B 38
t‘ Sendces -
_ Line |D.. Service Mo.  |Short Text | Quantey |un |Gross Price ey |perU... 5. [Edi..0
] [ FR-01 Iimmn&&mmmmmmﬁm% EA 1.600,00 IHR 1 0
120 [ FoR-02 REPLACING OF PU HAMDLES OF EXECUTIVE C_ EA #®00,00 INR 1 ]
: 44 [ FoB-53 FREPLACING HYDRAULIC CYLINDER SYSTEM O_ EA 1.000,00 R 1 8
b ] FOR-04 REPLACING OF MANUAL SYSTEM JUMPING TY. EA 500,00 INR 1 1]
I_ﬂ ] FUR-=05 REPLACING OF CASTER WHEEL OF EXECUTIV - EA &0,00 INE 1L Q
| |80 [ EUR=08& REFAIR OF CHAM CHAIR SHEET EA 300,00 INRE 1 0
] [ FR-07 REPLACIHG BROKEN CHAIR CHAIR SHEET EA 200,00 MR 1 o
| [e2 ] FuR-08 EXECUTIVE REVOLVING CHAIR M5 STAND. EA 1.100,00 INR 1 ]
e 0 INE ]
Lo O INE: ]
| 110 O INE: o
i L N IHR ]
130 N INR <]
:_ 140 O 18R 8
| [L50 0 IHE: o
160 O IHE o
| 170 ] INE: ]
180 O INE o
i 1
EEE B tne [i0
#  Main activities Tips/Best practices Key
points
38  Shot text, Unit and per Unit of Meas. will automatically
appear
39 @ _If you have more than 1 line items in PR, you can repeat step #34 - #39 until you finish create all
Click items
Order of items must follow line items in PR
[E cgtract [Edt  Hegder Jtem Enyronment  System  Heb
() nnaf B e®
Create Contract
E‘»BL'E-DEE:IIIAFEH B (> % Da B Account Assignments T
Afresmant Agresment Type W | Agre Date  [11.02.2018]
Verder 4200736 | SHREE GAYATRI CANMING WORKS  Cumency  |THR |
Outing Agreement Iters
_ hem |1 A Materal Sheart Tit Targ. ity O... Nek Price Per O, Mat Grg Pt Slec D
T NITURE MAINTEMANCE SER FES16-DECIS 1pU 9,001 PU ZPSSTE MR
m DU IFS05T4  PNZ
m DU IFS0ST4  FHZ
a0 oo ZPS05T4 FHZ
LI ] IPSOSTE  FMZ
LR IPSOST4  EMZ
70 ou ZPS05TH FHZ
Y IPSOSTH  BNZ
NTERY IP505T4  ENZ
10 oW IPR05TE  PHI
10 U IF305T4 PNI
130 DT ZFS05T4 FHZ
130 DU IPSOSTE  PHZ
140 DU IPS05T4  EHZ
180 DT ZPS05TH FHZ
160 DU IPSOST4  BMZ
170 DT ZFS05T4 FHZ

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

mrirtemnedd A 1rma st v ey g I 11t ~fF AAatras DlAaaca Alhaals 4l lat et o

[ R §| JR (T S



#  Main activities = Tips/Best practices = Key points
40 I=
Click '
(= Contract Edit Header Iter] 42 |wonment System Help

"«Hde@@@ iGNy N NR e

Agreement Item | | l10 | ItemCat. D AcctAssCat |U]
Materal [ | Matl Group  |ZP50574 | Plant ez |
Short Text [FURNITURE MAINTENANCE SER.FEB18-DEC19 |
Quantity and Price
Target Quantty |1 |2 |
Net Order Price |0, 00 Imr ¢
Qty Conversion fl !FU <->'!. 11'U
' Other Data
ConfContr. [ |Acknowl. Reqd
Ackn. No. | |
Trackingo | |
vend. Mat. | | [|Print Price
GR/IR Control
Underdel. Tol. 10,0(%
Overdeby. Tol. ]1;1_nl1'ted C16GR non-val
Tax code rlﬁdﬂﬁl MR
o GR-BasedIV
[15-Based IV

# | Main activities Tips/Best practices = Key points

41 ' Insert “Tax code”

42
Click E

provided by requester in the template

Page 14 of 25

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

mrirmtend AAaciirmacsirmt e s Al AfF AAatasa DlAacacas Al Aacal, 4l A latact vrmveimm e Hlaa Lmbre e s



Page 15 of 25

| tpntract | Ede  Hegder Jrem Engronment  System  Meb

(] l«H @ae S0 BnaD PR om

Dae  11.03.3018

oo

oo sy e

o s me

o9 s

oo EEE T

L1 s me

oo o

oo FEEE T

oo s me

o9 wmsosne

E s

9 s me

oo e

o9 o

oo EsosTe EMZ

L

EX

By Mat group ZMS/ZPS ane lmited for SRM - Please comect tem 00010 grr b
# | Main activities Tips/Best practices = Key points
43 | Press “Enter” on Keyboard until the error message disappears This can happen when you save your new contract
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[E outine Agreement

Edt Header Jtern Enyironment  System  Help

Req. Tracking Number
Vendor Subrange

[ Acknowledgment Regd

l 44
Value contract created under the number 4610036102

@ | « ece HE eP
Create Contract : Initial Screen
sa 2 [0 [YReference to PReq [ '] Reference to RFQ
T 7
Vendor
_FI
Agreement Type WH
Agreement Date '11.02.2018|
Agreamant
Organizational Data
Purch. Organization HIDD
Purchasing Group 03
| Default Data for Irems .
Ttern Category
Acct Assignment. Cat. [
Plant [mhz |
Storage Location
Material Group ZP50574

=

#

Main activities

Tips/Best practices = Key points

44 ' The message will show that you have create an new contract with contract number

4.

PO contract printing
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(& Qutline Agree Edit Header Jtem  Environment

Q mEm - -|«H e@ae

Create Contract : Initial Screen

44 & [0 [YReference to PReq [ ') Reference to RFQ

Vendor ]
Agreement Type Wi |
Agreement Date 11.02.2018]
Agreement ]
| Organizational Data

Purch. Organization ‘HINO|

Purchasing Group ‘03|
 Default Data for Items

Itemn Category [']

Acct Assignment Cat. ]

Plant Nz |

Storage Location ]

Material Group 'zPS0S74 |

Req. Tracking Humber
Vendor Subrange
| Acknowledgment Reqd

# | Main activities Tips/Best practices = Key points

1 | Insert“/nme32k” and press “Enter” on Keyboard

= outline Agreement  Edit Header [tem  Environment — System

(/] v « eae
Change Contract : Initial Screen
S

Agreement 4610036102 19

#  Main activities

2 | Insert “Contract number” in ‘Agreement’ and press “Enter” on keyboard

System  Help

B @R

Help

HE 0F

Tips/Best practices = Key points
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& cgntract  Edk  Megder [rem  Enyonment  System  Help

L *l«d @QQ@ SHE HNHH I NE oW

Agrearnent 4610036102 Agreernent Type (W | Agmt Date  |11.02.2018
Vendor 4200736 | SHREE GAYATRI CANNING WORKS  Cumency  |THR |
Quting Agreemant Itams
1] 1] 000 ZES05T4
Q ow ZF50574
o oo Ze305T4
8 no 2penLTy
T RR T T T T T Laea —

#  Main activities = Tips/Best practices = Key points

* | cdi
Clic

[E output Edt Goto System Heb

Q | r«He@@ =00 Hhan 090 0

4200796

— ' D l
| eml 2O v 0~
B - D
= - D
B - 0O
= — D
I - 0
— - D
I~ - 0
= h (]
[ — D
-
—
—
—
-
- :
1i b L
# Main activities Tips/Best practices Key points
4 Insert “zhn1” and press “Enter” on keyboard
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[ ogutput Edt Goto System Help

9 | "«d @@@ =@ HDADITE OF

= Communication method |

(&'L'®) e agree. Print cuspur - 4200796 EN [
CCEzHENI  Outline agree.Print cutput VN 4200796 EN [
M a
ol 0O
- O
d (]
M (]
M O
- O
- O
- O
- O
1| F | LI
#  Main activities Tips/Best practices = Key points
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(5 output Edt Goto System u

O | v« H@@@I=2dR I ODOADITH 0B

Vendor 4200796 SHREE GAYATRI CANNING WORKS
Output type ZHN1 Outline agreement-IN
Printing information B e B
Logical destination IZW'N'I'I'I O _EI
kN
Number of messages | | v|Print immediately
Spool request name [|Release after output
Suffix 1 [ ]
Suffix 2 |
SAP cover page ' Do Mot Print |

Recipient NNIENST
Department |
Cover Page Text | Contract ]

Authorization

Storage Mode | Print only v
Forrmat
# Main activities Tips/Best practices Key points
6 Insert “ZWINTH” in ‘Logical destination’ Must be capital letter only
7 Tick on “Print immediately”

8
Click @
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& gutput Edit Goto Sy_'sterngh:l

|

«Bee@ cHi fndH TR em

B or 1]
Contract............ 4610036102
[oli 9] e agree.Print ocutput - 4200796 EN O] ~
(o0 ] Outine agree..Print output - 4200796 EN 17
- ol
i O
v O
hd O
- O
- O
* O
- O
il O
h O
0 b

#  Main activities

Tips/Best practices

Key points

9
Click E
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F cgntact Edk  Hepder [tem Enyronment  System  Help

@] = -l«H eae AN DA e
% .| Change Contract : Item Overview
EEEDTS JdaMmE S8 (x5 0 Eacount assgnments  Ze

Agrearment 4610036102] Agreement Type  [WE | Agmt Date [11.02.2018

Vendor 4200796 | SHAEE GAYATRI CANNING WORKS ~ Cumency  |TNR |

Outine Agreement Items

_ Iem 1 A Materal | Short Text | Targ. Gty 0. Net Price Per Q.. MaL Grp Pt SLocD T
19 oy FURMITURE MAINTEMA . iPU o,201 PU ZIFS0574 EWI

_El:I o ZP30574 PHI

Clw ow ZPSIST4  PNZ
40 Do IPF0574 PHI
a0 Lo IPF057T4 EPHI
&0 oo ZP30574 PHI
10 Do IPS05Td PHI
i} Do IP305Td  PHI
19'3 Do ZIPS05Td FPHI
00 DO ZPZOSTd  PMI
116 oO IPZOSTd  PME
120 DT IPS0STd  PME
130 DU IPS05T4 EMI
140 DO 2PS05Td  PMI

. so om 950574 w2

- heo ow 2750574 NI

_1'?I:| oo IPF057T4 PHI

ik
Item L' !
£y Mat group ZMS/ZPS are limited for SRM - Please comact ftem 00010 E gy
#  Main activities Tips/Best practices = Key points
10  Press “Enter” on Keyboard until the error message disappears This can happen when you save your new contract
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[E oQutiine Agreement  Edit  Header Item  Envionment System  Help

@ | "J«BH@G@ISHEIDDOD DO

soeamert iGiGGSRIGZ})

[ Value contract 4610036102 changed E SAP

#  Main activities Tips/Best practices = Key points

1

[

The message will show that the contract has updated
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3 Operating Procedure Sabary Rndnew
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L
8
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#  Main activities Tips/Best practices = Key points

12 This icon will appear after you updated the contract

Click

Save POF File ds - T |
Q B Desktop » v |4 | Search Deskicp =l
- o = = = - — — — — =
Organize = Mew folder #H - “
S Evortes 4 Libraries #l SOLVAY FILE - Shortcut
B Desktop B Miensupamphand, Nuttepam L Uridentified Topic - Shortcut
& Downloads 1M Computer
L. Recent Places i Metwork
P BFC WEB 100
" Libraries #® BOIC 100
# elessmang
E Computer ds E-cat
n A0k {C:] i Rernediztion
. DEcd Intemal Control - Shortcut
@ Netwark ) GPE-Cross-Reference-Matenial-Groups - Shancut

i Metwork - Shortout
# RAW DATA - Sharteut

AT TP L0001 193071 1 © 13 -
Save a3 type | POF files (".PDF) = -
14
= Hide Folders [ swe | [ Conce
_—
#  Main activities Tips/Best practices = Key points

13  Select “PDF” files(*.PDF) in ‘Save as type’

14 Select where to save a file and click
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#  Main activities

15 PO contract has been saved as PDF

Kodes - Rk

Tips/Best practices = Key points

You need to attach this file and send back to requester
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