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. Once the procedure is completed, publish it using the PtP Procure to Pay approval workflow
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1. Objective and Scope

1.1 Objective of this Procedure
The purpose of this document is to define the procedure of creation and maintenance of Contracts and Scheduling Agreements in SAP for LAM region,
Brazilian contracts. It will define the specifics for taxes, the rules and Data’s and requester’s responsibility.

1.2 Scope

This Procedure applies to Contracts, Scheduling Agreement and PIR for LAM region, in WP1 system. It also specifies the role of Data Controller, inside the
process of Contract Master Data using mainly the SAP ERP WP1_400 (RCS).

2. Reference Documents

Not applicable

3. Definitions

3.1 Abbreviations

Abbreviation Description

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

mrirtand AAaciirmacsirt e A ATt AF AAata Dlacaca Alaals #4lhAa latAact vrnveimim i Hlha A Timdbrem s


https://docs.google.com/document/d/1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0/edit#heading=h.s9sxyxtt3933

SBS Solvay Business Services

LAM Latin America
NAM North America
WP1 or RCS_400 Local system, Rhodia legacy

PO Purchase Orders

NCM Nomenclature Common of Mercosul

PIR Price Info Record
IPI Tax over Industrialized Products (Imposto sobre Produtos Industrializados)

ICMS Tax on Merchandise Circulation and Service (Imposto sobre Circulagdo de Mercadorias e Servigo)
PIS Social Integration program (Programa de Integracé@o Social)

COFINS Contribution to Social Security Financing (Contribuicdo para o Financiamento da Seguridade Social)

CSLL Social Contribution on Net Income (Contribuigdo Social sobre o Lucro Liquido)

IVA Value added tax (Imposto Sobre Valor Agregado)

CcC Company code

3.2 Outline Agreement

An outline purchase agreement is a longer-term agreement between a purchasing organization and a vendor regarding the supply of materials or the
performance of services within a certain period according to predefined terms and conditions.

In SAP System, such agreements are subdivided into:
® Contracts;
® Scheduling agreements;
® E-Catalog.
Structure of an Outline Agreement:
® Document header: Contain information related to the entire agreement. For example, the vendor information and header conditions are in the
document header, such as Validity Period, Target Value, Purchasing Group, Purchasing Organization, Company Code, Payment Terms, Incoterms.
® |tems: containing the information specific to the material or service, such as Material/Service description, Net Price, Material Group, Plant and
Storage Location.
® Statistics on ordering activities for the item;

® Conditions, such as quantity discounts and surcharges;
® Texts.

3.2.1 Contract - WK

A Contract is a type of outline purchase agreement against which release orders (releases) can be issued for agreed materials or services as and when
required during a certain overall time-frame.

Structure of a Contract:

The contract consists of items defining the individual materials, material groups, or services with prices and in many cases quantities.

An item is assigned to an item category, which defines the type of procurement (e.g. item category K for consignment, or L for subcontracting).

An item of the procurement type "external service" contains a set of service specifications. Such specifications may be hierarchically structured. The summary
view of such a hierarchical structure is termed an "outline", and the individual levels of the hierarchy are referred to as "outline levels". Quantities are specified
in service lines. Services can be released (ordered, or called off against the contract) at item level or at the level of the service line.

Costs can be apportioned among various Controlling objects via the account assignment.

Release orders issued against the contract are logged in the release documentation.

Over the contract validity period, certain quantities of the materials or services covered are released (called off) against the contract as and when required
through the issue of purchase orders referencing the latter. Such purchase orders are thus termed "contract release orders" or simply "release orders".

3.2.2 Scheduling Agreement - LP

Scheduling Agreement (in Brazil also called PR - Programa de Remessa) is a form of outline purchase agreement under which materials are procured on
predetermined dates within a certain time period.

A scheduling agreement consists of a number of items, for each of which a procurement type is defined. The following procurement types exist:

® Standard

® Subcontracting

® Consignment

® Stock transfer

Delivery of the total quantity of material specified in a scheduling agreement item is spread over a certain period in a delivery schedule, consisting of lines
indicating the individual quantities with their corresponding planned delivery dates.



For scheduling agreement items involving subcontracting, it is possible to specify the materials or components to be provided to the subcontractor with respect
to each scheduled delivery of the ordered item.

Conditions can apply to the entire scheduling agreement. Conditions at item level apply specifically to the material to be supplied in each case.

Scheduling agreement releases (comprising a header and the actual delivery schedule) are issued to the vendor, instructing the latter to effect deliveries of the
relevant material on the dates shown.

Costs can be apportioned among various Controlling objects via the account assignment.

Vendors can issue confirmations to the relevant purchasing organization indicating their compliance or non-compliance with scheduled delivery dates.

3.3.3 Contract for E-catalog - ZWK

E-catalog is a structured collection of data about products.

E-catalogs are created mainly for materials (specific services can be included), non-critical, usually low prices. They are available in sites similar to e-
commerce sites (eg. Amazon) and the access are restricted to authorized users. There is no Purchase requisition, the order is made automatically and only a
financial approval is required.

To create an E-catalog, D&A team creates a generic contract in SAP to link with MDM or Mercado Eletrdnico tool. The Catalog process can be consulted in
the OP LAM NAM Catalog Management.

4. Roles and responsibilities

Requesters = The requesters are responsible for collecting all necessary information from third parties to request creations or changes in contract, they are responsible to fill
all the information in the standard form and open a ticket to ‘D&A LAM/NAM’ queue through Freshdesk Tool.

Data Data Operations Team is responsible for checking the request received to grant the data compliance and to insert all correct information in SAP accordingly
Operations with the specifics defined to each region. If Data team doesn’t receive all the information needed in the form, the request will be returned.
Team

5. General Operational Procedure

5.1 Main SAP transactions

The transactions mentioned below are used to create and update contracts in SAP.

5.1.1 Transaction ME31K (Contract Creation)

This transaction is used to create a new contract in SAP — Local system (WP1_400)
Main fields inside the transaction:
blocked URLblocked URLblocked URLblocked URLblocked URLblocked URL

01 - Vendor: Vendor number to whom the new contract is being created;
02 — Agreement Type: Indicator allowing differentiation between the various kinds of outline purchase agreement in the SAP system:

MK - Local quantity contract;

WK - Local value contract;

ZWK - Central value contract;

ZWP - P-Card val.contract — Not used.

ZWL - Val.Contract Extern.
03 — Agreement Date: Date of contract creation. It is automatically filled by the system when the contract is created,;
04 — Purchase Organization: Organizational unit, subdividing the group according to the requirements of Purchasing.

A purchasing organization procures materials and services, negotiates conditions of purchase with vendors, and is responsible for such transactions. The
materials inserted in the contract must be in the same Purchasing Organization as this set up.

05 — Purchasing Group: Key for a buyer or a group of buyers who is/are responsible for certain purchasing activities;

Press enter.
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06 — Company Code: Organization Unit in which the contract will be allocated.
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07 — Validity end: Date up to which services can be performed or materials delivered. This information needs to be provided by the requester in the form. If this
information is missing, the ticket needs to be returned to the requester;

08 — Payment Terms: Key for defining payment terms composed of cash discount percentages and payment periods; The requester must inform the new
payment terms (Starting with Y)

09 — Target Value: Displays the target value that is entered for each distribution at header level for a central contract;
Is not a mandatory field, but if is specified in the form must be filled in SAP.

10 - Incoterms: The Incoterms rules or International Commercial Terms are a series of predefined commercial terms published by the International Chamber
of Commerce (ICC) relating to international commercial law.

Incoterms specify certain internationally recognized procedures that the shipper and the receiving party must follow for the shipping transaction to be
successfully completed.

5.1.2. Transaction ME31L (Scheduling Agreement Creation)

This transaction is used to create new scheduling agreements in SAP.
blocked URLblocked URLblocked URLblocked URLblocked URLblocked URL

11 — Vendor: Vendor number to create the new contract to;
12 — Agreement Type: Indicator allowing differentiation between the various kinds of outline purchase agreement in the SAP system:

LP — Scheduling agreement;

LPA - Scheduling agreement;

LU - Transp. sched. Agmt;

ZP - Scheduling agreement.
13 — Agreement Date: Data of the Agreement creation. It is automatically filled by the system;
14 — Purchase Organization: Organizational unit, subdividing the group according to the requirements of Purchasing;
A purchasing organization procures materials and services, negotiates conditions of purchase with vendors, and is responsible for such transactions.
15 — Purchasing Group: Key for a buyer or a group of buyers who is/are responsible for certain purchasing activities.

blocked URLblocked URL

16 — Company Code: Organization Unit.
blocked URLblocked URLblocked URLblocked URLblocked URL

17 — Validity end: Date up to which services can be performed or materials delivered. This information needs to be provided by the requester in the form. If this
information is missing, the ticket needs to be returned to the requester;

18 — Payment Terms: Key for defining payment terms composed of cash discount percentages and payment periods;
19 — Target Value: Displays the target value that is entered for each distribution at header level for a central contract;

20 — Incoterms: The Incoterms rules or International Commercial Terms are a series of predefined commercial terms published by the International Chamber
of Commerce (ICC) relating to international commercial law.

Incoterms specify certain internationally recognized procedures that the shipper and the receiving party must follow for the shipping transaction to be
successfully completed.

5.1.3 Transaction ME32K and ME32L (Modification)

These transactions are used to edit a line in contracts or agreements. Use ME32K to edit contracts and catalogs (WK and ZWK) and ME23L to edit scheduling
agreements (LP).

They both work the same way:
blocked URLblocked URL
21 — Agreement: Fill with agreement number.

blocked URL
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https://lh4.googleusercontent.com/XdADuELb1RKW9xxMFbz6hC1twKN8AxIowm17EtdeyFU_o9PTxExLiQ8EMxaLshP2lu3AYOHKQK8Ns6zAXosocQZmrAJL27j39kWu5sRpm3PalwRa1JyNr7QDkvx6CDw12rFQZJuW
https://docs.google.com/a/solvay.com/drawings/d/sddgC_5pa9NUJZSFXjGCK6Q/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sEiqV187JaMB2WXkT541NVQ/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/saUaEqjt4F9btILIqqs5EXg/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sz77P9D4SBAqDRYT0q8fLnA/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh4.googleusercontent.com/YhHRkxoHLi37We62xBUUnd852mMeQA3HibrtB2FgIZxQc-y12GFKoOxkAuG1HhLVTvGQSSoT_vOHn9YJEd2WLz5frrx7Dxmo_HL4GcP1fDy7LoVs39h-sP6P1g-9VVjtLfrd5igm
https://docs.google.com/a/solvay.com/drawings/d/sSkpUWn_whrRMPKCcGd8wfg/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh3.googleusercontent.com/o0yYopBE2q147Q6yv3z4NfRlEQpVk5eWspRhXmJXiKtnOX0b7i41N8QRdN3mZ9p3BjgI7LEiAr502hm_H-d3DjVHb3yooR-pgTkcN_rhOuNFXjU6DM_vUpeE_qxawCIdy4_FFIPu
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22 — Material: For every material that the company uses, it is created a material master record in the material master. This record is uniquely identified by a
material number;

23 — Short Text: Short description of the material. Automatically filled by the system;

24 — Target quantity: mandatory information for LPs, quantity scheduled to be used in this contract, in this time frame;

25 — Order Unit: Basic unit of measure (UOM) of the material. Automatically filled by the system;

26 — Net Price: Net amount per unit of the material;

27 — Per: Specifies how many units the price is valid for. As procedure, this field must be filled with “1.000” in WK contracts.
28 — Order Price Unit: Indicates the unit of measurement to which the purchase order price is related;

29 — Material Group: Key used to group together several materials or services with the same attributes, and to assign them to a particular material group; Also
called by DSF. Material Group POrg must match with Contract POrg.

30 — Plant: Specifies the key for a production facility or branch office within the company;

31 — Storage Location: Number of the storage location at which the material is stored. A plant may contain one or more storage locations - It's automatically
filled by the system once the plant number is inserted.

blocked URL
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32— Select all Iltems in the contract;

33 — Deselect all Items of the contract;

34 — Start/End of Block: Select a block of items in the contract;
35 — Enter Line: Insert a new line in the contract;

36 — Delete a line of the contract;

37 — Header Details of the contract;

38 — Vendor Address;

39 — Partner of the contract;

40 — Release Strategy: A plan defining the release codes with which a purchase requisition item, a complete purchase requisition, or a complete external
purchasing document must be released (approved) and the sequence in which release is to be effected using these codes.

For example, it is possible to establish a release strategy for all purchase requisitions with a value in excess of a certain figure.
41 — Messages: Create an output for the contract;

42 — Item Details;

43 — Additional Data: Used to see details of the item selected;

44 — Item Conditions;

45 — Item Text;

46 — Delivery Address: Address to which the order is delivered;

47 — Release Documentation: Historic of the PO (Purchase Order).

5.2 Contract Management

5.2.1 Requirements to create a contract

A new contract creation or modification usually is requested after a new material is bought and need to be added to a contract.

For a new contract creation, the requester needs to send a form through Freshdesk to the Data Operations Team. This request must come from an Authorized
Person, or approved by such. The Data team will check if all the mandatory fields are filled and check if there is already a contract for the same vendor to
avoid duplication. All information needs to be provided by requester, Data team will not analyze the information after the approval to avoid compliance issues.
Authorized users LAM: List

Form used in LAM: Link
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https://docs.google.com/a/solvay.com/drawings/d/sBW5G5PVIbQFOUmMMmeU_Nw/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh4.googleusercontent.com/GFLxslmtp2AVQJpYrpGc0t1boPMHhLXZt1bNo1B46N3a74qsWW2ZAdaY02OQn5AZ08uW0fGXVLioqQ8MNWBBn6JBRWfS1VRASMxt-1DcjA3IxEjxtVK5XgBrf2oCMK63f3teyaAz
https://docs.google.com/a/solvay.com/drawings/d/sMIwxYBLGESSdZEMt-EGUrw/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/smX_aZvLxVHPXc2_v5wMlIw/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sOUc3pjcCG1q6C-PrmtuZAw/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sVIDC45MRWXhqCzyv0Oi9CQ/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sW0pZUDyo7kVZ1D5bW48Cww/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sH3M20GsDwy8kVc2JeAyQrQ/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sH3M20GsDwy8kVc2JeAyQrQ/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
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https://docs.google.com/a/solvay.com/drawings/d/szmrEl19IzNt5gGynfNtPiA/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sTQsoA_Vk6BQQ7i2nfTeP6Q/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/srnWy54LfeK79PPjmGJAO_w/image?w=43&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/spreadsheets/d/1Dswj9yxf3jaPDu9vZW2hJB2cz2_zZqWYr2iQHdFHeZU/edit#gid=0
https://docs.google.com/spreadsheets/d/1TmEFBTaCccLBYwCByGQT5BzE6sPPRv95-xJ2rEFJOVg/edit#gid=1341907755
https://lh6.googleusercontent.com/HgRSAKk4u-fZUi094geUtER45NwduGST9itAC-IPOMt1HUq_Ra5Qe07TSjxPTNR08nH9Wo67MvsXaeH9JTX7aVlGyiQtSwoH8Tefp-cxwtT9KwVR9YApE_sq80tKHgJHCl1Az6vF
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Mandatory information to create/modify a contract:
Header:

Company Code; Purchasing Organization; Purchasing Group, Responsible Negotiator, Name of the Supplier, Vendor Code, Currency, Payment Terms,
Incoterms, Contract Validity Date;

Items:

Material Code/Description, Unit of Measure, Plant, Gross Price, Tax Rates (ICMS/IPI), IVA code, NCM code, Lead Time (In days), DSF group (If it's E-catalog).

5.2.2 Searching for an existing contract in SAP

To search for an existing contract you can use the following transactions:

5.2.2.1 Search for a contract using vendor number

Use Transaction ME2L:

blocked URL

blocked URLblocked URL

48 — Vendor: Insert the vendor number to search if there is a contract created.
49 — Choose: Select the option to search.
50 — Contract: Check the box to search a contract.
Execute the transaction (F8 to run)blocked URL
blocked URL

The result presents the contract number for the vendor - Always starting with 460.

5.2.2.2 Search for contract using material number

Use Transaction ME2M:blocked URLblocked URLblocked URLblocked URL
blocked URL
51 — Material: Insert the material number;
52 — Scope of list: Use Z_ALV_BEST. It is a template to show the information required;
53 — Selection of parameters: Use WE103, to show only contacts and scheduling agreement valid.
54 — Choose: Press “choose” to select documents to be included in the search;blocked URL
55 — Contract: flag this option to search the contracts numbers;

Execute (F8).

5.2.2.1 Search for contract using contract data

Use Transaction ME32K:
In the first page, click on “Agreement” field and press F4 button. This window will appear:
blocked URL

In here, you can choose the parameter you would like to search for:


https://lh6.googleusercontent.com/8rjRdGB8vxCKjAufAacqnorW_jn6GSaol1sjzq_wtQFhGQdiK7_Ond03I8MiD5yBpgogPSD1dV5t19LnCmZ59p5B7UMuSWC_5xilt7nukomxV91Zj_r9NXLa2Zyl1b1z8SgkeOX2
https://lh6.googleusercontent.com/ev1DdYGTCM9OOa_VqMexhKsspiqhvEDowrWWbMlhj2a8yfwhhoUcZ9Zzs9rk_WVF_6HTD3vAIYL40vkhFoA9UwwcKFebES3FvZ7NpKqK-D_mlNrls8t9i3a560nA5Qe56RtZpsZG
https://docs.google.com/a/solvay.com/drawings/d/sj7_dgXaaq42_Qjv9PKCVPA/image?w=49&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/shudkvxB7VliaoZyzQlJY4Q/image?w=45&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sprkqhtMX0gO1RocMb7n6zw/image?w=54&h=40&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh4.googleusercontent.com/HXpX23SiaWdU9XJOY1mg4gCQUn33A7KUbdRVdgK6yzSHr2gAydcBeN1Cgl5n8O4mxsT5hZtcRT2e5-j-sRlEURBRITQ-qQ8B2Zg7D2c2euT03RPdXq7ia981g3mteGkD0wrx3_E6
https://docs.google.com/a/solvay.com/drawings/d/sEKy-su2Mve06PfosRl-tEw/image?w=45&h=29&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/srh7aGn67cNiJ0Fo-xh794A/image?w=45&h=29&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sw65UXaEt7gbLPZUMBSXW6A/image?w=48&h=29&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sW8tkOCT5A-tbsQWE5Ph3WQ/image?w=45&h=29&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh6.googleusercontent.com/n8Ji8XTutUywKEHkn3MUSxlJNbbs-ueeicl1QYoM-Mhm6J6qRNzyNvIwUBExqdr2bk-EqhIrwoZBWUXsZZgjoAM284osjX5vbLADhXYnrRgahRCwmAzB3cTBUVBkOFqEGaEAWiKL
https://docs.google.com/a/solvay.com/drawings/d/sVARJ_EYnmy8BRNTKzVovKQ/image?w=51&h=33&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh6.googleusercontent.com/kKdGjvkql6VpbXo29VM9aO9yYhQCzCKiRCTuIXh7d8M3FxWJpJZlUvOQeedVNEdZqe1C1MjTbMnfkHlM0KKuGgMhP-TnW5KeGODxGpTf3gRzY8DsSoDGwWlhgZjSx_XOKL8dSMA8

Insert the VD code in “Vendor” field

Insert the start of the contract number in Purchasing Document field.
If it's a Contract, insert *46* between stars.

If it's E-catalog, insert *47* between stars.

Press Enter - If a contract/E-catalog exists, it'll be selected.

5.2.3 Creating a new contract
Go to ME31K transaction:blocked URLblocked URLblocked URLblocked URL
blocked URLblocked URL
The full description for each of these fields can be found on steps 01 to 10.
57 — Vendor #
57 — Agreement Type:
MK - Local quantity contract;
WK - Local value contract;
ZWK - Central val.contract;
58 — Agreement Date (automatically filled with today’s date);
59 — Purchasing Organization;
60 — Purchasing Group.
blocked URLblocked URL
61 — Company Code: Fill with company code informed by requester.

blocked URL

blocked URLblocked URLblocked URLblocked URL

62 — Validity end;

63 — Payment Terms;

64 — Target Value;

65 — Incoterms.

blocked URLblocked URLblocked URLblocked URLblocked URLblocked URLblocked URL
66 — Material: Fill with material number;

67 — Target Quantity: Fill with the target quantity, isn't mandatory for contract;

68 — Net Price: Must be filled with net price (not the gross price);

69 — Per: For contracts, must always be filled with 1.000.

70 — Plant: Must be filled with the plant informed in the form;

blocked URLblocked URL

71 —Tax Code: Fill with tax code (IVA) of the material. Should be determined if the material is consumption or industrialization. Below the codes:

blocked URL

blocked URL

Page 8 of 12

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

mrirmtandd AAacsiirmacsirmt s A ATt AfF AAatasa Dilaaca AlhAaals +hhAa latAact vrmveimim i Hlha A Lt re m s
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https://docs.google.com/a/solvay.com/drawings/d/spOEg9ss-N5l4fUy5cByGjg/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sZ8mUeX0pd9S6u2dDN9N0oQ/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh4.googleusercontent.com/H_sn0Se6XG6DX-jz7eOW8JpNZMtPlK3WjqueMIRbpZy6R1DoLb7MRqmKPVI0jYrlmPYf2ZLHXX9CQs3qqI_glBRyEWPRics5VBGkuCKgxUcfG5o_vTBeDcKb3WmC97TqQ1DR3UCd
https://docs.google.com/a/solvay.com/drawings/d/sZc-O26HHQOqCwaQZ5wOzRA/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh4.googleusercontent.com/KmZHSXsQhPmvSVfL1IAiE8bzKc40_7sbXKD5nQXPiAH90vj5DNQUiIAd7xZEkM-0MEsW7o8T2tdS4JozBeAMFgHcIobY3D3RJP7q9lgo1k9RkKUJTogoQ9voCtzgI0StJrvWLpPb
https://docs.google.com/a/solvay.com/drawings/d/sX90nIcUtEnaSItiuKtyC4w/image?w=49&h=31&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh4.googleusercontent.com/CUdFydiRzbtnqNo5PYJxgLfKQEEzfqGu5AN1e5CRxTt8K7shr3Q-N-o3zgMGoiWJKFE5S_8FGbSPdIesw0HZ8BLFO_bxkX0nq21PM7tVqO7aTgNaXldYpkbRSN5qF1GcOv9anAC0
https://docs.google.com/a/solvay.com/drawings/d/s1gxh7tGRVI8QMKKvdGaxnA/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/setHjaC_6q9EH-C7a0A4KKw/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sUUOKdJCpOKk5ehU0ucJ8Sw/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sC5lsHnkgZJOUSJmZzB9H6A/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
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https://docs.google.com/a/solvay.com/drawings/d/snuKhfqKy8Jlq3DcRzK0lmA/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sHOWA9MxsrBk5cA8cooJLdQ/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/soRs74VuoPkSpfpyuwnjj5Q/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sfruGvTc9bpL3hR8GJ9lIWQ/image?w=60&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sn22v2Z1Wv3-etOOkv79q8A/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sk9D-jQB9tMM3uwp0VySJHw/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh3.googleusercontent.com/0QrGs7D25VZ3VdrfeAWfB6hc-yKooffpr179jksJ6saFIM2ZajxbI6ZibP9pyAY3xoJEhoLfMdPNTvQVK9h59IQIzEgHsSWb2P3cDIpDzCqBT8QFHSEZ6Swb9MKEx7XtqYLjQVC6
https://docs.google.com/a/solvay.com/drawings/d/sKfspiCugu1CfqWj-vURi3Q/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh3.googleusercontent.com/NnAZiZ-47tBBvGMbhBc8CLlf9fsaYJ6_jKTvMHG6-9M0t8njY2OkO_aw5RAtMtE0UN000FyBrHsDXivz1X6rAqE9GvUVzQ1GGYjDDVrBf-aaH3A0B_YRqiYpLtypueKFUrxrRvq5
https://lh3.googleusercontent.com/kjRnS08W9cbhvw3p-Fqhudo0jI7THWDzAgA5NhmjxiVML9Cwl0iEG1gatgyXSr1I1df-UMulql7AO7gcGmRy57x9UrA8QrnL7HbT8sFgAwa3-l9KhCBz9EWuxplBmVqFgk_54ZOW

blocked URL

72 —Planned Delivery Time: Filled with the time of material delivery informed in the form. If no information is inserted in the form, it will be automatically filled
with material master data’s lead time. Always informed in days!

73 — NCM Code: Informed in the form.

blocked URL

blocked URL
Save: Click on the button to save the new contract.

Note! For more information on addition of lines, check section 5.2.4 (below).

5.2.4 Calculating the taxes for contract items

In Brazil, there are some specifies about the taxes. In the contract is filled the net amount, but it is necessary to know how is calculated the amount, if just the
gross amount is informed. The formula is:

AL-((AL/(1+C1)*CL)+(A1*D1*B1)+(AL*E1)+(A1*F1))

Al = Gross amount;

B1 = Percentage of IPI;

C1 = Percentage of ICMS;

D1 = Reduction (is always 100%, if there is not Base Reduced);
E1 = Percentage of PIS;

F1 = Percentage of COFINS.

Another alternative is to use the factor to calculate the net amount, below the factor by percentage from taxes:
blocked URL
To use the factor, multiply the gross price with the factor.
Attention: The price inside contract must be calculated always per 1.000.
|.E: The Gross Price is 10, with 18% of ICMS and 0% of IPI:

10 x 0,7275 * 1.000 (factor for 18% of ICMS and 0% IPI) = 7275,00 is the net price.

5.2.5 Inserting a new line in the contract

Before inserting a new line in the contract, first check if the material isn’t already inserted in the contract with the same plant as requested, check section 5.2.2.
2.

Use transaction ME32K:
blocked URL
Place the agreement /contract number.
blocked URLblocked URLblocked URLblocked URLblocked URL
74 — Material: Fill with material number;
75 — Net Price: Fill the net price;
76 — Per: Always fill with 1.000, if OUM is MIL, then use 1.
77 — Plant: Fill with the plant informed;

78 — Storage Location: Fill with the storage location informed - It comes automatically according to the plant.

5.2.6 Updating the price in an existent line
Use transaction ME32K.
blocked URL

Agreement: Fill the contract number.

blocked URL

79 - Click on the item line
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80 - Click on the ‘Item conditions’ button;

blocked URL
81 - Click in “new validity period™:

blocked URL
82 - Amount: Insert the net price in “amount” field;
83 - Per: fill in with 1.000 “per” field.

Save.

5.2.7 Checking the amount in a contract (NET + tax simulation)
After inserting a new line for brazilian contracts, we need to make sure the taxes are correctly inserted. Use transaction ME32K:
blocked URLblocked URL
Agreement: Fill the contract number.
blocked URLblocked URLblocked URL
84 - Select the line of the item
85 - Target Quantity: Fill the number of items to check (always check with one unit of the item: insert number 1).
blocked URLblocked URL
86 - On the upper part of the screen, click on Item -> More Functions -> Taxes.
blocked URL
When the above screen shows up, hit the “F3” button.
The following pop up will appear:
blocked URL

87 - Click “Tax Details”

blocked URLblocked URLblocked URLblocked URLblocked URLblocked URL
88 - Net + Tax value must match with the gross price;
89 — Base Amount: Net price per items in target quantity - R$ 30,92 in the example;
90 — IPI Consumption %: Percentage of IPI for the NCM - 5% in the example / ICMS Condition Value: Amount of ICMS for the price - R$2,13 in the example;
91 — ICMS Consumption %: Percentage of ICMS for the NCM - 18% in the example / IPI Condition Value: Amount of IPI for the price - R$7,65 in the example;

92 — COFINS Consumption %: Percentage of COFINS for the NCM - 7,6% in the example; / COFINS Consumption Value: Amount of COFINS for the price - R
$3,23 in the example;

93 — PIS Consumption %: Percentage of PIS for the NCM - 1,65% in the example / PIS Condition Value: Amount of PIS for the price - R$0,70 in the example;

5.2.8 Delete and undelete a line of a contract

Use transaction ME32K.
Insert the contract number

blocked URL
blocked URL

94 — Line: Select the Line;blocked URLblocked URL

95 — Delete: Click in delete button.

96 — Press ‘Yes' to confirm.blocked URL

To undelete:

blocked URLblocked URLblocked URL

96 — Line: Select the Line;

97 — On the upper part of the screen, click on ‘Edit’ > ‘Reset deletion indicator’. blocked URLblocked URLblocked URLblocked URLblocked URLblocked URLDbI
ocked URLblocked URLblocked URLblocked URL
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5.3 Scheduling Agreement managementblocked URLblocked URL

5.3.1 Requirements to create a Scheduling Agreement
For a new Scheduling Agreement creation, the requester needs to send a form through Freshdesk to the Data Operations Team. This request must come
from an Authorized Person, or approved by such. The Data team will check if all the mandatory fields are filled and check if there is already a Scheduling

Agreement for the same vendor to avoid duplication. All information needs to be provided by requester, Data team will not analyze the information after the
approval to avoid compliance issues.

5.3.2 Searching for an existing scheduling agreement in SAP

To search for an existing scheduling agreement, use the same instructions as section 5.2.2. The only change will occur when you select the ‘Choose’ box,
instead of ‘Contract’ select ‘Sch Agmt’: blocked URLblocked URL

blocked URLblocked URL

The results will present the vendor agreement number - Always starting with 55.

5.3.3 Creating a new Scheduling Agreement
Use ME3IL transaction:
blocked URLblocked URLblocked URLblocked URLblocked URLblocked URL
The full description for each of these fields can be found on steps 01 to 10.
98 — Vendor #
99 — Agreement Type:
LP - Scheduling agreement;
100 — Agreement Date (automatically filled with today’s date);
101 — Purchasing Organization;
102 — Purchasing Group.
blocked URL
103 — Company Code: Fill with company code informed by the requester.

blocked URL

blocked URLblocked URLblocked URLblocked URL

104 — Validity end;
105 — Payment Terms;

106 — Target Value: Is not mandatory field, but if specified in the form must be filled in SAP. This field indicates the maximum amount that can be created as
PO;

107 — Incoterms: Fill with the Incoterms of the scheduling agreement.

blocked URLblocked URLblocked URLblocked URLblocked URLblocked URLblocked URL
108 — Item Cat: Fill with Item Category:

Blank - Standard

K - Consignment

L - Subcontracting

S - Third-party
T- Text

For item category L, it is mandatory to create a PIR Subcontracting.

109 — Material: Fill with material number.

110 — Target Quantity: Fill with the target quantity. This field is mandatory for scheduling agreement and must be provided by the requester.
111 — Net Price: Must be filled with net price (not the gross price). This field is mandatory and need to be provided by the requester.

113 — Plant: Must be filled with the plant informed in the form.

114 — Storage Location: The field is filled automatically according to the plant.

blocked URLblocked URL

blocked URL

115 — Tax Code: Fill with tax code of material (IVA). Must be informed by requester.


https://docs.google.com/a/solvay.com/drawings/d/sE2pcrzWY5Sok8jlwWp6UYQ/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sa9XV4Ubak-dewgFgO7pdbQ/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/soPQYb6Yn3w0-IYZONGEs8w/image?w=47&h=35&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/smQ2NfMDuzDDTifud5a7dzg/image?w=47&h=27&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh6.googleusercontent.com/EldV9sr41D33TdaPEzaNXbERF3NWZJmJrdOZQShyjRGd03-Ev6vb02pK7SSbDMqC2GYd6r0_qyUzGf_XTMLH0SM7css_-PY5NkRbyvl5raidkagsGmlWgzardBw8BLlVG44Qc2Xh
https://docs.google.com/a/solvay.com/drawings/d/sr52Ur_FUWB9v9WbSCLX-aA/image?w=47&h=35&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh6.googleusercontent.com/0Birp1xMebsW7vdiO_spnRbhD6QlVXevwQDEZEOjVVNAkEo7OPhK4LDxWnPzt02uOrnsDsexFBtbI_wlHAJkb_t_mgbOd0e1K_N7apQWvwj_PGvgB1tq3c9C9G25cNSMGNOSeAPM
https://docs.google.com/a/solvay.com/drawings/d/sAfCOpSVWsaVINpjjYQ-PwQ/image?w=47&h=35&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sKSAJaow2b7QAWLQBZ_R30g/image?w=47&h=35&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/s7GHdIkfV-riLkYOL9tTRIA/image?w=47&h=35&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sH4plKBdLWcuwq2iSPpZchQ/image?w=47&h=35&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sy6I28QMgd1ayaImk4V9q9A/image?w=47&h=35&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh4.googleusercontent.com/Z0hG92n_q-JC2GO_S-yGuwvYcYuMBZqw0WZm0HpWhij7HzygIYcTxN2NyVTks4Q2F9jIq5EzQ0JKbH5yflU93VwhkCOg_CsfVCFyNQNFkizopXE4WBgf8qUXVFbcCQ2Yuanc8biH
https://lh5.googleusercontent.com/mwl_kvIlUMDjuilqcH68upBVd61FFwmuJX0byn_wt_STO88JuOsKVljvQiINxMgi02rTCuEzwp8Ju1ZbctFYZ-mo4_jbQUEjvuYavof547T-FlVp5_FSel-BiB5m7Kuo2dV6chWu
https://docs.google.com/a/solvay.com/drawings/d/sawwBp1Vb0PkmuwFSvWLYOg/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/skHRvYDaBVSGpQTOqxzn02A/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sMxrZUDNVt4nSLcLn5iB5vw/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sElDRLFoX6_D45nMf0snQpw/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh4.googleusercontent.com/QtUvT083czLriwwkAsN97Hyxs_cFM0c0WC-xmsyljrYFkTxsp83nUCFNOrhOVFybPFl0Nrbrqk_vvS2IImRDdl_V-gZ0X25V5AgQicRSZ_4X3KlQcVPH7MCzmw1H-hn8bf_bnMF2
https://docs.google.com/a/solvay.com/drawings/d/sggeTauzgU3-T4y9WlCwemw/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sIoFAYq40Tfa42ze0vnrQ1g/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/ssS8zfKiLEmkzFF605EUEFQ/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sqonWvG-2ZlI0RgND2JvtDw/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/s12jShGPXAZeuBEMI3gAGKQ/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sz1YUeQjh2FUMMnwAFKCg-g/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/s4hpf9I2ZMzHLY4Bt5pN4pw/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://docs.google.com/a/solvay.com/drawings/d/sFr1pOC_E3wpS_HSRnqYGzQ/image?w=49&h=36&rev=1&ac=1&parent=1c7wUhj17xP17k-MON6WYHUS0o4GYg7KBjxqzI__Edx0
https://lh5.googleusercontent.com/f_Yawv-z7op6ENEFRi_Z9XuZpkFiDOJ6o2x4KZfBj-yQppiR_Rjjzt0Q2XwK7TDD3n67W7JyiqVZsW4jZd4DdOj3eMQXFBpPicoZUUvtfRR8nxOj6TDAeUH_X892cPzgwOU6dCHd

116 — GR-Based Invoice Verification: Must be un-flagged if the Tax Code is GU and GO.
blocked URLblocked URLblocked URL
117 — Planned Delivery Time: Filled with the delivery time of the material.
118 — NCM Code: Must be filled with the NCM Code.
blocked URLblocked URL

Save: Click on the button to create a new scheduling agreement.

5.3.4 Calculating the taxes for Scheduling Agreement items

For scheduling agreement the price must be determined by requester (the net price). So we do not have to simulate the taxes, since the calculation will not be
possible because the target quantity is a mandatory field for a scheduling agreement and Data team can’t simulate the price.

5.3.5Inserting anew line in a Scheduling Agreement

Before inserting a new line, check if the material is already inserted in the scheduling agreement with the same plant accordingly with the request (see topic 5.3
.2). Open the scheduling agreement using the transaction ME32L:

blocked URLblocked URL
Agreement: Fill with the agreement number.
blocked URLblocked URLblocked URLblocked URLblocked URLblocked URLblocked URLblocked URL
118 — ltem Cat: Fill with Item Category:
Blank - Standard
K - Consignment
L - Subcontracting

S - Third-party
T- Text

For item category L, it is mandatory to create a PIR Subcontracting.

119 — Material: Fill with material number.

120 — Target Quantity: Fill with the target quantity. This field is mandatory for scheduling agreement and must be provided by the requester.
121 — Net Price: Must be filled with net price (not the gross price). This field is mandatory and need to be provided by the requester.

123 — Plant: Must be filled with the plant informed in the form.

124 — Storage Location: The field is filled automatically according to the plant.

blocked URLblocked URLblocked URL
125 — Tax Code: Fill with tax code (IVA) of the material. Must be informed by requester;
126 — GR-Based Invoice Verification: Must be un-flagged if the Tax Code is GU and GO.

blocked URLblocked URLblocked URL
127 — Planned Delivery Time: Fill with the time of material delivery;
128 — NCM Code: Must be filled with the NCM Code.
blocked URLblocked URL

Save: Click on the button to create a line in a scheduling agreement.

5.3.6 Delete and undelete a line of a scheduling agreement

Follow the same steps as contracts: section 5.2.8.

blocked URLblocked URL
6. Appendix

End of the document.
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