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1 OBJECTIVE AND SCOPE

1.1 Objective of this Procedure

This document describes the full procedure related to contract and PIR maintenance in SAP WP1 system. It’s a revised version from previous working instructions
(Work Instruction - PUR - SAP - 02 & PIR Maintenance).
For Technology Solutions, requests can be performed by buyers and planners from each plant and for Composite Materials PIRs, Source Lists and Contracts can
be modified and created by site Buyers (Strategic RM buyers. Planners can not (and should not) make changes themselves, but turn to buyers or us for that. 
All requests are sent to Data Operations team via FreshDesk 

1.2 Scope

Under Riga SBS Data Operations scope is the management of Contracts, PIRs and Source Lists for all Technology Solutions and Composite plants.

1.3 Abbreviations

Abbr. Description

SBS Solvay Business Services

HSE Health, Safety and Environment

DG Dangerous goods

MRP Material Resource Planning

UoM Units of Measure

PIR Purchasing Info Record

STO Stock Transfer Order

SL Source lists

https://sbs-support.solvay.com/en/support/tickets/new?dmRequest=true
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1.4 Roles and responsibilities

Prior to submitting a new Contract/PIR/SL request, it is the requester’s responsibility to ensure the contract/PIR/SL does not exist in SAP already, so no duplicates
are created in the system. If the contract/PIR/SL was not found, a request should be submitted to Data Operations for its set up in SAP. A second search in the
system is performed by the Data Operations team to ensure no duplicates are created.

2 STANDARD OPERATING PROCEDURE DESCRIPTION

Purchase Info Record (PIR) is a method of managing the purchase price. An alternate management method is a contract. When a contract exists, then the PIR
should not be used for the same material. A new PIR is created when a purchase from a new material/supplier combination is needed. Within the PIR there is
another unique combination named Purchasing Org. Data, formed by the combination of the Purchasing Org., Info Category and Plant Code. If one of those
elements is changed, this results in a new record within the PIR. In the PIR’s General View the global fields are available. These fields determine the information
common to all plants using the material/supplier combination. The PIR’s maintenance is the responsibility of the Buyer. Any information missing in the ZERS form
(approved by the Buyer) and necessary in the PIR should be completed by them.

2.1 Creation of PIR (Purchase Info Record) in WP1

PIRs are created when we have STO,  consignment PO or a subcontracting contract.

We have 4 types of PIR: 

Standard - Specifies that the info record is used only in connection with standard purchase orders. This is the most ordinary PIR type and is the one used
for STO.
Subcontracting - Specifies that the info record is used only in connection with subcontract orders.
Pipeline - Specifies that the info record is used specifically for pipeline withdrawals.
Consignment - Specifies that the info record is only used in the case of consignment withdrawals.

2.1.1 Requirements for new PIR

In order to create new PIR we will need the following information:

Vendor
Plant
Price
Purchase organization (list can be found on Appendix 4)
Incoterms

Note! If you have a request with more than one PIR to be created/updated, add the TAG in Freshdesk with the number of PIRs created/updated.

2.1.2 Creating PIR

blocked URL

Main
activities

Tips / Best practices Key points

E n t e r
transaction 
ME11

T-code can be entered directly in Command
field. T-code can be saved in Favorites.

Vendor  Information provided in the request

Material As informed

Purchasing
Organization

Information may change depending on the
plant region/type of order

If not informed, see table below

Note! If the material is    and the Purchasing Organization in notFinished Product (material group 0450)
mentioned in the ticket, return to the requester and confirm the correct purchasing organization to be used.

Plant  Information provided in the request

P I R
category

If not informed, choose Standard

The PIR category should match purchasing organization for consignment only.

If it is subcon the purchasing org. will be a raw material

For  (Materials with Division ) - ZERS WA Standard

Press enter

Purchasing Organization

Domain Europe North America Latin America APAC

Packaging (ZVER) 3002 3010 3018 3026

Industrial Supplies (ZERS) 3004 3012 3020 3028

https://lh5.googleusercontent.com/ypgPXUbVbr1Y2Pc8c_JcUATgCjXCJB4fgawSXBkNiZBDk6FWMYg4WhwBESSbonyhbDF749tWoRj_91Q4BbtqnaY96WB_fQ8znz_DvF3lKnOV_mf5U76OtAbudH2Wo7BrmuUyGH8d
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Raw Materials (ZMAT) 3006 3014 3022 3030

Inter-Company 3200

Third Party 3100 3101 3102 3103

Consignment 3400 3401 3402 3403

blocked URL

Main activities Tips / Best practices Key points

Vendor Material
Number

Check the request form

Salesperson Check the request form

Telephone Check the request form

Order Unit Example: If the price is 1.02 USD / per 1 
YD, then the Order Unit should be YD Creation: This field should match with the price unit of measure given by the requester.

Note! If the PIR is shared between 2 plants, they should be contacted in order to agree on the order unit.

Option 1: If they are different buyer needs to negotiate with supplier and local sites (inventory 
management and production teams)
Option 2: Change the order unit of measure on the Purchase Requisition. - link

Composites:

This field should be aligned with unit of issue. If there is a request to update unit of issue, it needs to come 
via Sharepoints and the buyer's approval attached to the workflow. 
Note! Purchasing, Inventory Management, and production needs to be involved as the Issue unit should be  
what is on BOMs.  

Go to Purchasing
Organization Data 1
view

Pressing Enter will move you to Purch.
Org. Data 1

 

https://lh6.googleusercontent.com/XK7C98Mm-IJAfafvYrKLlWLM21ubSfjd9j6M11mg100yz9IIqOijuQ95gC4S1ttNUEJTWqmdbYVapFmCS9-3TAbnNaea6DUF1t5f-ZNvxGGbWqVGtRX3a95MIAzL4IikcT7Aj3xl
https://drive.google.com/file/d/1yRewttyfHHuqcWNXeKVgOPYRpesh9Kxa/view
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Main
activities

Tips/Best practices Technology Solutions Composite Materials

Planned
Delivery
Time

If pre-populated with a value lower than 5 days, update to 5 days

Purchasing 
group

Material  Purchasing Group

Industrial Supplies (ZERS) YBM for plants 8359, 8371 (US)
 8373 (CA)YMF
 for plant 8356 (MX)YBH

Other material types Change only if requested

Reference file

Material  Purchasing Group

Raw 
Materials

The planners should add the correct buyer in copy when submitting the request. The 
purchasing group to be used should be from the buyer on the email.

Intercompany 
(Stock 
transfer 
Orders)

Check where the receiving plant is located and choose the purchasing group lists on 
the INTERCO / INTRACO (STOCK TRANSFERS) .section

Example: 
For US based STOs (where receiving plant is US based) - FJ0
For GB/UK based STOs (where receiving plant is EU based, for example 
GB, Wrexham, K&N Bonded and Non Bonded) - FH0

Packaging 
(ZVER)

The purchasing group is defined based on the material group. In order to determine the 
correct code, refer to tabs:  or , EU (Europe) Packaging NA (North America Packaging
based on the plant location for which PIR is created.

Industrial 
Supplies 
(ZERS)

Should be the  code per plant plantSite Buyer

Standard
Quantity

  Always 1 if no special requests

https://docs.google.com/spreadsheets/d/1DHqYWxWWfn082Lfk_jAXqYt4FbU4Cb09nSnhMgvlNfE/edit#gid=0
https://docs.google.com/spreadsheets/d/1DHqYWxWWfn082Lfk_jAXqYt4FbU4Cb09nSnhMgvlNfE/edit#gid=0
https://docs.google.com/spreadsheets/d/1DHqYWxWWfn082Lfk_jAXqYt4FbU4Cb09nSnhMgvlNfE/edit#gid=955864456
https://docs.google.com/spreadsheets/d/1DHqYWxWWfn082Lfk_jAXqYt4FbU4Cb09nSnhMgvlNfE/edit#gid=1849281614
https://docs.google.com/spreadsheets/d/1DHqYWxWWfn082Lfk_jAXqYt4FbU4Cb09nSnhMgvlNfE/edit#gid=0
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Tax Code Check location of plant 
and Vendor

Other countries

Plant Country Local Tax Import Tax

Australia C” D”

Brazil GO* May have more than one option GO

Canada LY AS

Chile LR LQ

China (TS Plant) LC JP

China (CM Plant) "O JP

Korea IE

Indonesia VX VO

Mexico NK NF

Peru MM ML

Taiwan (plant 8815)  LN AS

Japan "K JW

USA LN AS

Europe

Import 
procedure

Applicable for  European
  (Please plants only

refer to table above)

If the plant that you are creating the PIR is in the  of the supplier, no import procedure is required.same country
If the plant that you are creating the PIR is in  then import procedure is required based on vendor's locationdifferent country of the supplier 

Enter Net
Price

As requested 

For Brazil Plants (8789) - Intercompany (p. org 3200): Must 
have price in USD (Condition ). Contact Sol Silva (ZI01 Sol.

) for the price. Silva@solvay.com
 If the price pulling in the PIR is not default USD, also Note!

check the vendor master which should have USD currency 
at plant 8789.

As requested 

For STO's:
The price is required only when the Intercompany vendor is out of WP1

How to identify: creates the source list first and if the PPL (Procument plant) 
populates with plant then you know that the vendor/plant is within WP1

For STO's within WP1 - : conditions or price needs to be Intercompany deleted

Incoterms 1
and 2

Mandatory for all! As informed 

For Brazil Plants (8789) - DAP SANTOS PORT
For STO's (p. org 3200) if not provided by the 
requester use as default CIF DESTINATION
For (Materials with Division ZERS WA): Use PPD 
Destination as default Incoterms in cases when 
value is not indicated by requestor

 Note! No "." should be used for the second part on the 
Incoterms, if not provided, clarify with the requester

As informed 

For STO's (p. org 3200) if not provided by the requester use as default  DAP DESTINATION

No "." should be used for the second part on the Incoterms, if not provided, clarify with Note!
the requester.

US: EXW = Collect for domestic shipments; Pre paid (PPD) can be used only for US domestic;
any supplier paid shipments coming into US, can not be PPD it should be DDP.

Confirmation
Control Key
(CCK)

Check Incoterms If Incoterms are COL - always Z003, (exception if going 
from Kemira to Kemira’s plant 8543 then blank). 
For Brazil Plants , CCK is always  (8789) Z016

For rare cases where there might be, if materials are purchased on consignment, Tax code is 
LU

US only: For PIRs that are with tax code LN AND INCOTERMS COL ORIGIN Confirmation 
control key should be populated as Z003;

US only: For PIRs that are an import and Solvay is the importer of record (buyer will know this) 
confirmation control key should be populated as Z004;

For PIRs that are with tax code LU Confirmation control key should be populated based on the 
vendor’s country. For domestic - Z003 and for Imports - Z004.

For STO when the receiving plant is located in China confirmation control key should be Z004

GR-Bsd IV Always checked

For Brazil Plants (8789) - Intercompany (STO): Not marked

Always checked

Ackn. rqd Order acknowledgement tick mark is mandatory for all PIRs that are from a regular vendor. This includes sites that are not live in WP1, i.e. PE1 and any other 
Solvay sites that may not be in WP1, but have non-intercompany vendor code as well as go under Purchasing organization 3200.

All STOs (transfers between sites that are live in WP1) DON’T Need the tick mark there. 

Pricing Date 
Control

For Brazil Plants (8789), Always 1 Price date category is based on whether or not the material is an import (considering against 
the receiving plant). Applicable for all regions
1 (Purchase Order Date) = Import
2 (Delivery Date) = Domestic

If a vendor is US and plant is in GB, it’s an import = 1
If it’s US to US, domestic  = 2

mailto:Sol.Silva@solvay.com
mailto:Sol.Silva@solvay.com
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G o  t o
Conditions
view

   

 

Main activities Technology Solutions Composite Materials:

Valid from As per request, if not provided today's date As per request, if not provided today's date

Update the valid to period The validity period to be used is (All material types)31.12.2025 

For plant  - 31.07.20218789

(ZMAT and ZVER)The validity period to be used is 31.12.9999 

For  (Materials with Division ) -ZERS WA  The validity period to be used is 31.12.2021

Click on 

Main activities Key points

Go to Texts view



Page 7 of 22

This document is the property of Solvay. Any reproduction or communication to third parties is only possible with the company’s authorization. This 
printed document may be out of date. Please check the latest version on the Intranet.

Main activities Key points

Purchase Order text Double click the Purchase order text field to add longer tests via text editor – see step below

Main activities Key points

Purchase Order text in text editor For ZERS (Materials with Division WA): Check the request form, if not provided add the material´s long description.

For other material types add only if requested.

Click on 

Click on   to save the PIR

The PIR number is displayed in the confirmation message at the bottom of SAP screen – copy it to request form for further reference

2.1.2.1 Adding Scale

When in conditions we are able to add Scales related to the price of the material. 
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Some items we can have discounts when we buy in a higher quantity.

blocked URL

Main activities Key points

Select the price line

Click on Scale blocked URL  

blocked URL

Main activities Key points

Add the scale quantity

Add price for new quantity  

Save it blocked URL

2.1.2.2 STO PIRs

For Stock Transfer Orders we have 2 types:

Intra STO's: Trading between plants on the same company code. Only Source List is required (Skip to section 2.2. Source list creation)
Inter STO': Trading between company codes. PIR and Source List are required 

When creating a STO (Stock Transfer) PIR, we need to delete the condition in order to the correct price reflect for the item. 

: ALL STO PIRs ARE CREATED FOR PURCHASING ORGANIZATION 3200, NO NEED TO UPDATE THE “VALID TO” IN THIS CASE.NOTE

After saving the new PIR, go back to the conditions and follow the procedure below:

blocked URL

Main activities Key points

Select Price line

Delete blocked URL Confirm deletion

Save itblocked URL As informed

2.1.2.3 Adding Freight condition

Main activities Key points

Condition type As informed

Price As informed

Currency As informed

https://lh6.googleusercontent.com/ypTNwXQ1c-CHHeVDHgv8ok2uiEn9wIl1yDxU1h0sls8al4_ahQLMj8br-PDwHa4Xjy9JAN0HWOegLoIeBphVuU5mNzyyk9iQud9Nf6ErSFuIOoUe1IJrtl_7CLWjb1OEUC4QeYFZ
https://lh3.googleusercontent.com/NAw5qrC02Jn2hRbf5Y8OpwSb8D_5RbaaNyMA4J5Rct_hjT0cGldtmGqHDzW3J505B9gwf9s5AhO69ZlmIouhxWPLqm3luImGioTbETohpfGeOJRC1f0tE87N5o9nRjKcnnMYbWMF
https://lh3.googleusercontent.com/0fgKAJHsJhh4jAUuEgOKzppmf-1fH0-PT7N_CjqTQ-Vn1ISy7Zu5BGTH-E8oJeQPJtA-RyagV0Ic8TFGnYTtdtM5LaHvVX6T7ullq_IvkDFzqWDJL0N-NZHypIOpzPEDS9s5Anvn
https://lh4.googleusercontent.com/pMFHTKAj_VtqLndV-nqpFAQRLJCQ0kdO9tC6-wG9eqQ-9g7HNGIT8xD0sxhA542Tx1hBP-iL341JGsBBdjXvNRQoWSTACrystbdS1JTROqSAZCEeuRkpEsYtbsxKujrBxH3drYbg
https://lh3.googleusercontent.com/vWV4EfL86RSSfXQ0I_T3LiDKg5VfwS-99rM8TW96ft_5PZFjAEuLXtJNAtnKCYOnjfapcUJWCPODhAqKLLDrByBe81_NOV1KOb6JJtNqNjGm8X36F9ft9JJ0txluv1VKD3pIoHrl
https://lh4.googleusercontent.com/GuWsF6ZoB7wKESkJ-wvPTzI0hfu7sHlAeRzbNRw7m4-sqmUVNdb0Pw9WeuNsBhx-pI48MmifgrdVs498I-2CVuz2npyi2uUaoboM-oA5NkUDufkCAwW4cEoeqFKXwrEPbW56WWRk
https://lh3.googleusercontent.com/pGN6zFD56mHBCgii0c6Y1wJ8_HIyY9aeMXYGrmfkuM5TmkTOJRemQ03doOrjyFM3UJlMRtFXiANxfaanjk0ARj28fbu12zeidlBobUp-4cJTgyeVTpWqYGhEDaezERneA293bLv6
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Note! The list below are those that will print on a PO output sent to a supplier. 

2.1.3 Change PIR

blocked URL

Main activities Key points

Enter transaction ME1M

Vendor  If informed, otherwise keep it blank

Material As informed

Purchasing Organization If informed, otherwise keep it blank

Plant  If informed, otherwise keep it blank

Click onblocked URL

 

blocked URL

Main activities Key points

Select PIR  

Press Change Info Record blocked URL  

blocked URL

Main activities Key points

https://lh3.googleusercontent.com/KzVpwBIL8kkm--lhkw_55Yts5bNF6vXvUgbqpV-EVYTR1kD3KhL9D146mUsUQ-SpN7TE5tRa8TxWz_mDHXEH9t3gbt3v19EzryD9qTO037c_H9FLQq-XMmtH_A8kZ-nyijh1V9gb
https://lh6.googleusercontent.com/KWSgVrMu2V15KPpyMTR7UnYaQEMgqQYHcXiKKynUXLkJaQ1HPSQQycBRql3D96quhgGNN7ouRFtFogsjjGf9gPozc_VorufVUD0rw_BtmPQBWppbJqmgTEiwjEjx2Wd0yPTfUZQT
https://lh5.googleusercontent.com/2soE9U8xsbX6R--IC8aVrv4wMqBJsUCW1-fyxKQ0oSRGha9vzVXSJs1kMk844C8lGCTabUbZOWa8KIrgyv1ZVA03nTxO4AWAi_WvzIM5yUBg6SxB1eJs51yoO_CljOkVMcVe5hPq
https://lh5.googleusercontent.com/RyUAbCwskifKnhBRh4foztsOANsIWctTPA1w_5zxA7Hb0RsfEgUjkwI5c1xFbLj9LRo_6SaZ3rnk1uNvJx7CsVDPc38zLqRe7TtqwqHqt9eGwS8TBM4vI5CVHR0bYUNnsFqDf4TA
https://lh5.googleusercontent.com/m6zOqdl0Lp5Ct5o5Zkm9S8k3_ZWFatAsX0kxW1idhR6FmYYeDkT9uNjd3mvMkD85EKNTsfsXbbGkASmIMM7LSdnctjQ0AkFRG6lJAYIvVpyudCvO1nEJLZT5e8DSq7cakgcRk8o9
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Go to Conditions

blocked URL

Main activities Key points

Single click on the valid period

New with reference

blocked URL

Main activities Key points

Validity From As informed, other wise current date

Valid to if not informed, end of current year

Amount As informed

Per As informed

Price Unit of measure As informed

Save it blocked URL

2.1.4 Delete PIR

Important!

PIR’s created for plants [WP1]  maintained by Data Operations Riga [Industrial Supplies]:not 

Freshdesk ticket for other Data Operations team should be created.
Data Operations Curitiba;
Data Operations Lisbon;
Data Operations Bangkok; 

PIR’s created for purchasing organisation [WP1] 3012; 3020; 3028; 3004 [Industrial Supplies]:

Created / Inactivated by team. Data Operations Riga 
Site Buyers or in charge must be informed of any inactivation’s and creations of new PIR’s in case of Duplicate accounts Store Room Owner 
/Tax ID changes.

PIR’s created for other Purchasing Organizations [WP1]:

Maintained by [Raw Materials] for Technology Solutions & Composite Materials. Site Buyers’s and/or Data Operations Riga 
The buyers/planners should be informed on the inactivation

PIR's created in   are maintained  , buyers should be contacted based on this PF1_020 locally list.

blocked URL

Main activities Key points

Enter transaction ME12 or ME1M as on Change section

Vendor  Information provided in the request

Material As informed

Purchasing Organization As informed

Plant  As informed

PIR category If not informed choose Standard

Press enter

blocked URL

Main activities Tips / Best practices Key points

Purchasing Group E00

Extras > Deletion Flags Shift + F12

blocked URL

https://lh3.googleusercontent.com/M2ZxwqodlWDvfqKYG08JLm4BnifwZ5PjWUrQiUoHTm7Wd047iiv_ExweffIrPPNTUvUTrnizlOp7fISJx34E4kcpB2ZfYZTKkF428sED2yi-kppt-2X19JxXtyEarN-H_Ud-St1Z
https://lh3.googleusercontent.com/JcnwBouXMjfOVHSDFgNciN5l1dyVjuJLDqYFDj-4R38QrTuJHK9m80wyjxwvce_UO_mG3ly6qdJll-uwU8kQMkyv2IEPzV9VZmaQ1q3wR8jcV012x-axasQ5ljPX9pX_MNf9xIqP
https://lh4.googleusercontent.com/r_ZFg8WrQytsTyOHkUtxicB1gvOPkI-ns9B2JNggBs-donUEBvHG0NFLCZTnb47_27JdttqN-WSt8Cb2x9gE67-eVkld-dVqJpewzNCS0N9G71QtqtoQQnMuzc0CAYJo5fqQe3bi
https://docs.google.com/spreadsheets/d/1uUit0z6eGPRu9zX9WlCZM_kbEwjqvs7E7NT3xlvb1wQ/edit#gid=1254738346
https://lh4.googleusercontent.com/cDVpy-5TTS4bd7yjIIj8zDTiWZxrmNJlWsmRlSsATEIipcW6E9YWJe-VG8vffPRFjBoQWpnG2EBznUm1GatU20WWPWcm9_bYIzU4DiUCFYDbER74Uc_RX58RNGj-1JD-mnC6hQjJ
https://lh4.googleusercontent.com/rtvx4rbTWRihkuZMD11q2TiPpm8zARaMBPM2jUOpp7mwR_MzfjLXxh8eeMS8uDUEu0TG381-uBynN2HL_CW-ERKE85LBUYwFJ2QnnIvhTTyXX255jK1I523PZEZpA0EysPxbbk6U
https://lh4.googleusercontent.com/f_WBsD7i6QNhoV4qrKKlowFwhzBhboHQo5GevxTjDWxk_lWOgbt8xXm7bvYD7145NvtPlhkuZz58FhaeJLq91qoei_G9A7e_cQ9-HjabBMphK3EvpgPJHXstvHf4ZeWtwRCVhfWv
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Main activities Key points

Complete info record Flag if Full PIR should be deleted

Purch. Org. Data Flag if only plant/p. Org data should be deleted.

Go to Conditions

blocked URL

Main activities Key points

Double click on the valid period

blocked URL

Main activities Key points

Validity To Date in the past

Save it blocked URL

2.1.5 Re-activating a supressed PIR

Requests to re-activate PIR that is marked for deletion can be received.

Main activities Key points

Enter transaction ME1M Full path: Logistics -> Materials Management -> Purchasing -> Master Data -> Info Record -> List Displays -> By Material

Main activities Key points

Enter material number

Click on 

https://lh4.googleusercontent.com/oyeRAaVK8T63PG0HdBBFP1hUbl8fxgxvfNXNm0mYQF4w0Vy1QTw8lN3GeCPPBjtBc0kLnJrAvpcor-3yReOtrtojcbkFazKtpFNwg3tLhws3SLm_aGIN9FRGpUm6FQFeCzG9lFdr
https://lh4.googleusercontent.com/t3mK_SNK2GM6_QNaMq7UdUL8WeBlDqZrVFROu3CZ0j6W29ATy3-Gk97Eog7Xe3T11eLYDhk4TZEBOVE8yRw-l8RWQuAg12pmM2OHr0DNuGmXv8Y_qW4CZqUNTJtyA12UTEgjFD_e
https://lh4.googleusercontent.com/r_ZFg8WrQytsTyOHkUtxicB1gvOPkI-ns9B2JNggBs-donUEBvHG0NFLCZTnb47_27JdttqN-WSt8Cb2x9gE67-eVkld-dVqJpewzNCS0N9G71QtqtoQQnMuzc0CAYJo5fqQe3bi
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Main activities Key points

Check value in Deletion Flag column

Select the PIR to be re-activated

Click on Change Info Record button 

Alternatively F7 can be used.
Warning message(s) will be displayed to inform that the record is flagged for deletion.
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Main activities Key points

Go to Extras -> Deletion Flags After removing deletion flag take care to update other information – Purchasing Group, Net price, currency, unit and validity period, Incoterms.
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Main activities Key points

Un-check the Deletion flag box(es) Save the changes by clicking

Save the changes by clicking 

2.2 Source List

A source list is needed every time a new contract is created, a new line is added in an existing contract or when a PIR is created.

We have 2 options on how to create/update source list

1st option:

2.2.1 Creating Source List

blocked URL

Main activities Key points

Enter transaction ME01

Material As informed

Plant As informed

Press enter

blocked URL

Main activities Key points

Click on generate records

blocked URL

Main activities Key points

Press enter or click on confirm

blocked URL

https://lh3.googleusercontent.com/nHTfTZUhUZKOXIx4BUOHUBHGar21yFFD0vWpmSx8whYDthh1lZQtS-Po93cJ2BaTDeThyKDW2Sm9PsUKr0xDk8E5MHE8K0lKefWzKdkBCdXL6HFXGJqE22qPWD6anG7r898p-Db8
https://lh4.googleusercontent.com/AD02T9PflY7lltbHw9EF7GluV8cKvp3JJzY7TSqEjrBHNUFw3AzbFVnMvKYeK69xg6-tJchlext1oqdJjtUbtOmgJg1jDOIub1jRpL1radbcw-tH6Cr5Pnt3lw45lFZcj7W18LWr
https://lh4.googleusercontent.com/8ixve1D8x_H-3rr4xIZ0m2rjzpxJhvCrRyfgzGmRj7rQcYJ1UWDEq8X7y5Pd2X672UC4W3J_To96CqV5JZwLNEvpIPyCCFbIVam2VAfjtmRBtJago1np3Zih_pHfToKUC4midKtA
https://lh3.googleusercontent.com/i_BKPOMk8cZ3DCksZNNyIEzt_IOZyaj3UO8ohl6DHNL2akEXEvzY4vSr9tfjv1zn6uWxWF-BGdXmZDjHvN0DZfN9-DYa5ytDiNKjtPj_pbMOXm_Zo03SgKgseaJpQvM_mr7t-JqX
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Main activities Key points

Select “Not changed”

Press enter or click on confirm

blocked URL

M a i n
activities

Technology Solutions Composite Materials

Valid to The validity period to be used is (All material types)31.12.2025 The validity period to be used is (ZMAT and ZVER)31.12.9999 
For  (Materials with Division ) -ZERS WA  The validity period to be used is 31.12.2021

MRP Important! The MRP should be populated with default 1 if there is only one vendor, when you have more that one source vendor, return to the requested in 
order to confirm the main source of supply

Blk (Block) The block should be used only when requested by the buyer 

Save it  blocked
URL

2nd option:

Main activities Tips / Best practices Key points

Valid from Today’s date

Valid to If contract - validity to from contract
/PIR

If PIR or STO - 31.12.2999

Purchas ing
Organization

From contract/PIR

Purchasing Plant Ony for STO Add Shipping from plant (source plant)

Contract For external Purchase Add contract# 

Item For external Purchase Add line from contract related to the
item

MRP Relevant  If there are several sources, we should verify with Buyer, which source needs to be marked as MRP
 relevant.

Always 1

Save it blocked URL

2.2.2 Deleting Source List

https://lh4.googleusercontent.com/egy-fC-Sr-mkPeRGNKxTKQwVLZTok56foIA2Zm_oJV0-Fa1YHBIwEYDJT9eBofUPMIzbvyy991yReCOKI2w9X9sEUBxRc0wwdLkuPz9lg0vnizahGTA2EEQUoEuyypxJLs_6yJ_u
https://lh6.googleusercontent.com/SmzR0sUgVf2O48_QhOc2pcg1jMHugCaOSjNW0IX4MXhhVmNtVXP6U072yIv1hgiDe5b9ALSz7E3lBmsJtAJAU3Uv_wSnkGsJftvi3uy00WCyAgdemAPSa-MFuEfN89a0pfN6bxA_
https://lh6.googleusercontent.com/SmzR0sUgVf2O48_QhOc2pcg1jMHugCaOSjNW0IX4MXhhVmNtVXP6U072yIv1hgiDe5b9ALSz7E3lBmsJtAJAU3Uv_wSnkGsJftvi3uy00WCyAgdemAPSa-MFuEfN89a0pfN6bxA_
https://lh4.googleusercontent.com/3nTeJmX31HdHeTCDFFOAhcluDXGaxwzQxq_PvqRqOPUoCCQj3dLD-38PkxeixmgGROw03Os5Nh97_gA1Vlx3azwkmm_WU4Km6TxtD6HSLZK8kX6IjTxowJ09iEf6S-pnMjtGeTdl
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Main activities Key points

Enter transaction ME01

Material As informed

Plant As informed

Press enter

Main activities Key points

Select the line to be deleted

Press 

Save 

2.3 Creation of contract

2.3.1 Prerequisites

A contract is created in WP1 when:

Some special negotiation was made with the vendor, for example, some specific material is paid with better terms than it is already set up on Vendor
Master Data.
For subcontracting/standard when the delivery address should be defaulted as a drop ship address of another supplier/subcontractor
When the currency needs to be different then the vendor master
For a separate Goods Supplier vendor number

THIS IS NOT A STANDARD PROCESS AND SHOULD BE PERFORMED ONLY WHEN NO OTHER OPTION IS AVAILABLE. NOTE:

2.3.2 Checking for duplicates
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blocked URL

 

Main activities Tips / Best practices K e y
points

Enter transaction ME33K T-code can be entered directly in Command field. T-code can be saved in
Favorites.

Press multiple choice button to receive pop-up window with search options for
material master

you can also press F4

blocked URL

Main activities Tips / Best practices Key points

Select Purchasing Documents per vendor T-code can be entered directly in Command field. T-code can be saved in Favorites.

Add vendor Information provided in the request

Purchasing Document Category Always K

Press enter If no values return, you can proceed with the creation

blocked URL

blocked URL

Main activities Tips / Best practices K e y
points

Enter on contracts that
shows up

We have one contract by plant. In case it’s not the plant requested, proceed with contract creation, otherwise add item to the
existing contract.

2.3.3 Creating a contract

blocked URL

Main activities Tips / Best practices Key points

Enter transaction ME31K T-code can be entered directly in Command field. T-code can be saved in Favorites.

Vendor  Information provided in the request

Item category Standard - blank

Subcontracting - L

Agreement type WK - Value based Contract

For subcontracting you have MK - quantity based contract)

Purchasing Organization Consult the Appendix  - Purchasing Organizations

Purchasing Group Plant buyer code

For Composite Materials: (group starts with Y…i.e. YFJ..)

Press enter

blocked URL

Main activities Tips / Best practices Key points

Validity end As requested

Composite
Mater ials:
31.12.9999

Target Value  Leave blank

Note!  In the header you can also set up some different information other than the one in vendor master data, such as different
payment term, incoterms, etc. (this information will be the one selected when PO is created)

Press I tem
Overview  blocked
URL

blocked URL

https://lh3.googleusercontent.com/NHDNpI6gWf3Sy50cWI9TM3epSxLdl1iPF6QOkB2Tq-9luqonXDTU1z-WgIokPZo5KlrgYzZvtP_crYcM3Vr9kUKGFByRcZelcUgOMJyUZ_5bXdmh-3szTvY9G4RYPNgvOQvUY0m4
https://lh3.googleusercontent.com/rdKA_ghO1oR_fyCQeemg0o2Rx7tkk5C1mb8iR11JStRKLIE06UV-oGNuQKFQMjcUuiiYkEITK46almg8OHFlaPmnTn3DSo1KDZb5lkczOS5CMaRAVJM690YnwZ73HQNWjRdMiLRk
https://lh6.googleusercontent.com/PutWdNvtmub2UVFT5-3g1gnG-dxgrrOwKDvJh3xxxV3Pirh5G5qT-E-QbbhVU26LVopoyK9vvAvL0rlteMYOcx3OCp42XQzn0obvk-zLkuwjX_hyGmxqN1mc3PcB3SCZI3HQX7Kc
https://lh5.googleusercontent.com/vs1x7uGyB3Md3QA_AXTMM0wn5p4V1bWQ0DrfL87cis2pIA71VxVnYtCmfpNy7h9sLLw6NQn4bvY3xvbRe6kXX7FoZxs4BF_Q_UMIgj9Us-nFrhWLf_ca8lC7wVe2CXScgZlkZt_q
https://lh6.googleusercontent.com/QTAgTOdxN_IhbtltaHBtJaDMlk11Hs-WUB-Gs8Ix_IsnDgVx8yKeHWFYfJWcTppkVhgvp_rJrmOtF7xNxPOmMs6q-wH6e0eW9EobBwuKlZ6A9P7kvoToSFMrYatGff6jLtDpgx_O
https://lh4.googleusercontent.com/k1AhSFfWtcH41ciRIGO6Xp76OsOGPmRh0x853snh0WTgeakrSwJKlK09hKyLS7Ba1afbDvp4aQEDfvdZjFUoYgRfreDXhPETolS3R3ERP2SmgFNr66vc2vHYqLBT6m5H8QJL6JHd
https://lh3.googleusercontent.com/ZgiWA9vNKqF-2e48Fkd1lGr5Jeqa0MyUEQTsjDp5ClHsLOG4Bcb1u6q7W2cRnCfv3Q82F8Or_i4DA_5e08EGonc84RXwKx14q8EjRIRVqUAxEdHjOgpZzUYaxUITWSaZltT1smcH
https://lh3.googleusercontent.com/ZgiWA9vNKqF-2e48Fkd1lGr5Jeqa0MyUEQTsjDp5ClHsLOG4Bcb1u6q7W2cRnCfv3Q82F8Or_i4DA_5e08EGonc84RXwKx14q8EjRIRVqUAxEdHjOgpZzUYaxUITWSaZltT1smcH
https://lh6.googleusercontent.com/DQBSlFt-4e_oplC5v154w8Gv_bYCCNX8RshMih_jqVo9RuYhDoqtCotI_URE96gkWYX8AyGzsmXK_opEmFIPZYW6w-HdW10ztXyaKrobzGTExnzfakElYBsw1zUW8kgpjPkPl7fN
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M a i n
activities

Tips / Best practices Key points

Material  As informed

Order Unit If not populated, it will get from Material Master

Target Qty. For  (Subcontracting) types onlyMK Put the highest value 
possible

Example: 999,999

Net Price NOTE: Price can only be added with 2 decimal characters, in case price informed is as example $1.012 USD/EA > net price would
be $10.12 and per will be 10

As informed

Per See above example 10

Order Unit Price As informed

Text As requested (notepad 
icon)

Incoterms As requested (puzzle 
icon)

Partner 
functions

If GS is different from standard of that supplier As requested (people 
icon)

Delivery 
address

Enter drop ship vendor number into vendor field to change delivery address As requested (truck 
icon)

Save it  blocked
URL

After the contract  is created, source list should be created

 

2.3.4 Adding new item in an existing contract

blocked URL

Main activities Tips / Best practices Key points

Go to transaction ME32K T-code can be entered directly in Command field. T-code can be saved in Favorites.

Add contract number

blocked URL

Main activities Tips / Best practices Key points

Material number Find the first blank line
Follow the same procedure as step XX to XX

Add information as requested

Save it

2.3.5 Changing items in an existing contract

blocked URL

Main activities Tips / Best practices Key points

Go to transaction ME32K T-code can be entered directly in Command field. T-code can be saved in Favorites.

Add contract number

Press enter

blocked URL

Main activities Tips / Best practices Key points

Select line that needs to be changed T-code can be entered directly in Command field. T-code can be saved in Favorites.

Click on conditions

blocked URL

Main activities Tips / Best practices Key points

Single click on the valid period

New with reference

https://lh5.googleusercontent.com/0Xp-Qi6CsGn7rJ8wOjPbW0E-Q59y4n5XbCfK6IwPCwaaHEHu8QhwG88FyWZ-fg7yBC4oIKQu0xcw4RdANovlxlaWqC1mGn0LJnLHX3dvCa_t7OcLMaDx8hmFxatd3OBXmZTCRO27
https://lh5.googleusercontent.com/0Xp-Qi6CsGn7rJ8wOjPbW0E-Q59y4n5XbCfK6IwPCwaaHEHu8QhwG88FyWZ-fg7yBC4oIKQu0xcw4RdANovlxlaWqC1mGn0LJnLHX3dvCa_t7OcLMaDx8hmFxatd3OBXmZTCRO27
https://lh3.googleusercontent.com/8je772Vb0xx2LYuAt7b8xY4ZrnlTDzz8ITQNJtyVkmU3SKO9KjY0bguTlV9iYZbfKCtCZ-eiN12gud8jdHad7MRQ2rovHGCqXLPmdYgDNtTLekZkysoM7fucU4Kg-f9ARTl2QfpN
https://lh4.googleusercontent.com/QLsoD-snwxH3D4Bj9zNL5dMg4sSGRGtLcPlamV53FXrNjrW2WEd__5ikT1F7z3K26AcM-yzQlKz5YhZnF4k-sRgv5MWq1EBlIIARMsIrEBC6m1Uk-3zlSyr2RI-4SAXF9GB_L3KN
https://lh4.googleusercontent.com/rh2I59wRfV-2tBaBLK7XyaU1z28QhzYmltIldwpGtMmgIuw01zf_X87pc5GdfHS38DiIuVbC7DFa0LJbeLIZvHByCq9e8KI_GdWO9PhTCusdhtEoB1yakYTgYXgk6FaF87be1piW
https://lh6.googleusercontent.com/UzH2AFnte7SQg28XDn_NATlPClN0LXFAaCHjyiCVbfreQb5I1Cx22EYpcDk7ltzz9vCcwD763iBnf7zGV7wFtldRFD24fq_a17Is0VchxbLnzVpjVPfBka62RGDORD4g70whtv9R
https://lh3.googleusercontent.com/mvcFPMFP0cSsAgwgU9zaq_jOzKavvqK6kAQqZfTqSlDBvuY3kFFq7Zyl7ODQI_PeWlSj1NU4cRFZPybaThbWUB46R4LUSC2ofhUreqtHhjWZCYlkm4L9sAW8pO5frVHtDZL7MePT
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blocked URL

Main activities Tips / Best practices Key points

Amount Information provided

Save it blocked URL Note: Additional information can be changed also (texts)

2.3.6 Changing Target value in an existing contract

blocked URL

Main activities Tips / Best practices Key points

Go to transaction ME32K T-code can be entered directly in Command field. T-code can be saved in Favorites.

Add contract number

Select Header Details blocked URL

blocked URL

Main activities Tips / Best practices Key points

Change to Target value to the information provided

Save it blocked URL

2.3.7 Deleting item in an existing contract

blocked URL

Main activities Tips / Best practices Key points

Go to transaction ME32K T-code can be entered directly in Command field. T-code can be saved in Favorites.

Add contract number

Press enter

blocked URL

Main activities Tips / Best practices Key points

Select Line(s) you want to delete

click on “Delete” blocked URL

Save it blocked URL

blocked URL

Main activities Tips / Best practices Key points

After deleting all lines go to header

Change Validity end to the past

Save it blocked URL

2.4 Quota Management

Procedure available in the link below:
WP1 - Quotas Management 
Quotas management - Print Screen

Appendix - Approved Requesters - Technology Solutions

https://lh5.googleusercontent.com/yYAN0XxiBOChRIktaWNBgkq-8d9IKDh_i0RPd8lx_Irz7FyGpUbrQnspvfI5yfjQmQB8DIReRMKsCEnli-wfWuwKxO9wrHeK7MtoI7g0UP1fke-ebux73G7tAUHJXzydj3Qv_6AA
https://lh5.googleusercontent.com/yQQ4GTy5FIjAZGEB6e0PkInX8cerXzObeeZY_iIAWvrsrlEyF-0Z8RPrfW09prYXyPWcPLvsfpCTeN19c27AV9QTkJ37DTqlV1IJkJDGsACYGyihbWRKQoOd5l-HkW4DPor6-nsp
https://lh6.googleusercontent.com/YRxOgCr0YI3y_RY_5YhsU6Pcqwy2yzvqiHnCWMj8bEBh3fye7cps762DTKh1iwsEmnOLdBP0sc0bH6n4snIjM5fq-BguW3qYUdISuX_Moa_WZ-xLFWI1NPYSmGNUkjg38CpaibvH
https://lh4.googleusercontent.com/2Vim8prUjVjbOR3oFwLJeCVOIoEiIJFvEj2iKRIUugFm9LD_Af3yeJwiR0WjXj70bNtDBUPQGiImcpbDDBqlQGQKH7_SLr-74A6FRrl9Phfvzeztr6HF6kmjclzNp9-Zj4mVPEsR
https://lh3.googleusercontent.com/Yu_ZUg1PucPUPcEMF8c7B66MEHkxn_HrjK8OW-Vfs9OPnt5Y9OYBXbwOD6T-TiZ9m7YmoK7DlktHfddK1s9WwSS7IU9vdOVGxp3O4QyjwXGqZUgc1xdzzlGfchdClW-H_lP9v636
https://lh4.googleusercontent.com/HzdwAcY-TRtMzjPQziylZ_H_v1hYckbh9uwsC16tryHKbI-dbv1Y22cq0GwCFUi2VivABW-jvEr427WYFkwrn4pGgm3Y5oFunZugyGcFlitQva2pnSYQZ3-aRJgP2wY2MfOIEXI2
https://lh4.googleusercontent.com/rh2I59wRfV-2tBaBLK7XyaU1z28QhzYmltIldwpGtMmgIuw01zf_X87pc5GdfHS38DiIuVbC7DFa0LJbeLIZvHByCq9e8KI_GdWO9PhTCusdhtEoB1yakYTgYXgk6FaF87be1piW
https://lh6.googleusercontent.com/Zu24FbEK7CglX991GDMclqtnnn3bj4L6gnyAlDDzoO0RSrbsbmskuZTDlVUXCyxRPiZj_ZajiOTviIJrYejQnz2juMF9mKsq-bgNy2zm4ychBDDPguEVDugf1Pg8feC-mXJrt6pM
https://lh5.googleusercontent.com/8fYBaL64sgRFftajAFYDjDx6BgwANoRs9YFuZV9-El3RdmluJoUoKgsjSr3ui4sAhOHDBGOT4ueW7PsNS40KcrS3dVhrQVnUneDHeJbiVzRRVP_0PV_950A4wOfUHyHa2ZAWJfC4
https://lh3.googleusercontent.com/2HBAgnOl4QQuDFaOR2Q7zHkF792ssy9RVgpCTCueqtzanlv2RAByRY-2gBOc6MfJloaAJfUyQGCCCFwbct7TYZPEcE4qEsT29uwC-m7KksFFSfWpigLJIRgLkvcvgzKiYF5FirxI
https://lh6.googleusercontent.com/JWJwrc_dzqlqaNPwuHY_k2hUl5mRVt4TvxRpGhA-ikEyErJTbRVx2ArY7Ipk-498bwPSsrA3mwgfFlPV9jSMfBMwT6IgsU0dzqDZ2vQVTwfsHO5mrWYB43upNTLI2FiGI8CRiBby
https://lh6.googleusercontent.com/yJ2xlj71S1pfzU29DY51tsA0LW6HWdCBfFbJ8GJqaYBLivuBnxbXEF5A2dgDC4MiHfbiKdHzA04By_Cl4PouBfYQCMHTjVWNjzXoKJi-vYX1gSJCt0bRvgvIBjKtsDthGYmxSJPv
https://drive.google.com/file/d/1VsMH7N1WXnrjmk-X1zgoeZTSiUWAgkf0/view?usp=sharing
https://drive.google.com/file/d/1wvIkBfjK1zM9XcTvtNWlLnXjz8WhtpbN/view?usp=sharing
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Direct Procurement PIR (Raw Material and Packaging) and Third party:  In case there is a request from planner add the buyer once youOnly Buyers.
update the price/create the PIR.

Packaging NA: Stephane Labelle / Matt Kalat
Intercompany PIRs: Buyers or Planners
Plant 7008 Willow Island - 8359 is shared between Technology Solutions and Novecare

 for NovecareList of approvers
Plant code 8536 -7008 / Allchem Service Houston & 8553 -7008 / South Coast Houston.

Requests can be accepted from Vincent Cifelli

The full list can be found here.

NOTE: Requests from Finance team related to Kemira Water Solutions vendor,   can be accepted without further approval. The supplier sends to Finance the
summary billing invoice which is reviewed and Finance decides which prices to use as planned for the next period. The Buyers are not involved, since the type of
operation with Kemira is tolling and not purchases.

ZERS (Materials with Division WA) and PIR
creation/modification/deletion

PIR creation/modification/deletion

Plant Buyer Storeroom Owner LPR

8359 Willow Island US Dennis Andlinger Tami Smith
Benjamin Burns

Procurement team

8371 Mount Pleasant US Terrence Bybee
Norm Hein

Mike Metcalf

8373 Welland CA Peter Mertzanis Jesse Ostap
Alex Cavasin

Peter Anikejew

8356 Atequiza MX Cesar Rivas Alberto Mora Abril Gomez (Maternity leave)
Replacement: Vincent Cifelli and Eduardo Rubalcaba Guizar

8486 Fengxian CN Shen Jie Ming Liu
Sarawut Sonmuang

Ming Liu
Sarawut Sonmuang

Appendix - Approved Requesters - Composite Materials 

Strategic buyers (Raw Material Buyer) and Site buyers are trained to create PIR's, Contracts and Source List as Riga Data Operations team, they are the owners
of this data/process. Planners can also request PIR creation, since they can either turn to the Strategic buyers (Raw Material Buyer) and Site buyers or to Data
Operations team. For Source List creation no approval is required.

The full list can be found here ( : this is only a guidance file).Note

Planners can ask without buyer's approval: Planned delivery lead time; vendor material number; text changesNote! 

Note! The table below should be used , for full table of approvers check the only for ZERS - Industrial Supplies link

ZERS (Materials with Division WA) and PIR
creation/modification/deletion

PIR creation/modification/deletion

Plant Buyer Storeroom Owner Others

8367 7180 Piedmont US Kay Drake David Williams
Matt Holland
David Lynn

Procurement team

8456  7180 Kalamazoo US

8785 7180 Rock Hill US

8350 7771 Wrexham GB Ken Sharp Ben Pine Procurement team

8361 7180 Orange US Michael Enes Ian Tachell Procurement team

8363 7180 Anaheim D'Aircraft US

8364 7180 Anaheim US Procurement team

8365 7180 Greenville, TX US Michael Adler
Robert Long 
(Greenville) 
Derek Johnson

Procurement team

8368 7180 Havre De Grace US Procurement team

8370 7180 Winona US Procurement team

8347 7772 Oestringen DE Steffen Schweickert Procurement team

Appendix - Additional Definitions
CONSIGNMENT 

A form of business in which a vendor (external supplier) maintains a stock of materials at a customer (purchaser) site. The vendor retains ownership of the
materials until they are withdrawn from the consignment stores. Payment for consignment stock is required only when the material is withdrawn for use. For this
reason, the vendor is informed of withdrawals of consignment stock on a regular basis.

SUBCONTRACTING

An instruction to a supplier (subcontractor) to manufacture an ordered part, material or assembly using specified "materials to be provided" (free-issue
materials).  A subcontract order contains a maximum of one order item for the ordered material, service, or work, and one or more "material to be provided" items
for materials that the ordered makes available to the subcontractor, without charge, for processing.

https://app.awesome-table.com/-M3oNnSXpxzpCpe_zL2-/view
https://docs.google.com/spreadsheets/d/1imKXMRjb-6z0CCGNkCiKd3Sktpq5_GPw3qz_D6fX2w0/edit#gid=0
https://docs.google.com/spreadsheets/d/1DHqYWxWWfn082Lfk_jAXqYt4FbU4Cb09nSnhMgvlNfE/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1DHqYWxWWfn082Lfk_jAXqYt4FbU4Cb09nSnhMgvlNfE/edit
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Appendix  - Q&A

In this link we have a Q&A where we can find the most common questions and answers regarding this activity.

Appendix  - Embargo check in Purchase Order

If the following message appears, trade.control@solvay.com team should be contacted.

Appendix  - ARIBA Project

Once a vendor in enrolled in the ARIBA project the following set up will be created in SAP

Vendor Master: Search Term 2   Contains ARIBA
Purchasing Organization / Plant Level  Confirmation Control Key field contains one of the values: Z017; Z018 or Z019
PIR or Contracts   Confirmation Control Key field contains one of the values: Z017; Z018 or Z019

When these criteria are matched, it means the supplier is working with Solvay using the   Platform, receiving Purchase Orders and sending Invoices.Ariba

If we already have the above information at Vendor Level and Contracts / PIR, all new creation will assume the code by default that cannot be removed, unless the 
request comes from the   Team.Ariba
All new PIR / Contracts will take the default Control Key from Purchasing / Plant Level.

Appendix - Table of Incoterms

https://docs.google.com/document/d/1JcW6iKYCEU6Zs80gA7hsZ611rtnCFOObpvZA6IKjp-Y/edit?ts=5cb0710b
mailto:trade.control@solvay.com
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