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Objective and Scope

Objective of this Procedure

The purpose of this document is to define the requirements and responsibilities for the creation (presentation, identification, writing, content) and management
(validation, approval, sending, revision, deletion, classification and archiving) of controlled documents and records, as per chapters 4.2.3 and 4.2.4 of ISO
9001:2008.

Scope
This organizational procedure (P) applies to all new controlled documents and records issued by SBS, in the framework of its Quality Management System.

For documents already existing in the previous legacies Quality Management Systems, they will be inserted in the new naming convention when they will be
reviewed.

Reference Documents

1ISO 9001:2008

ISO/TC 176/SC 2/N 525R2 1SO 9000 Introduction and Support Package: Guidance on the Documentation Requirements of ISO 9001:2008

Definitions

The field Invoice Confirmer can be found in the header of each purchase order. It is optional, filled with the SAP id of an end-user in PF1.
Its aim is twofold:

® on value POs in the US (each blanket item is limited to a budget coming from a validated purchase requisition, and an end-user can order items, then
accept the invoices without recording goods receipts), the field "invoice confirmer" indicates the end-user who is responsible to validate the invoices
(through webcycles emitted by SBS BO-AP)

® on other purchase orders, the field Invoice Confirmer indicates (when filled) who is responsible to receive GR and QD webcycles linked to the
purchase order, i.e. will record goods receipts or service acceptance, or who will check within the site organization why the invoice is blocked for lack
of reception, or quantity difference.

ME23N

Texts -~ Address | Communication - Partners - Additional Data - Org. Data | Status . Customer Data (4]

Solvay Custom Data: PO Header
Invoice conf. by IT93043

COther contact person

Tel contact person

e-mail cont. person

Filling automatism
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The field Invoice Confirmer can always be filled at time a purchase order is created manually, and it can always be updated later, or even reset to blank.

The field is also filled automatically at the end of the creation process of a purchase order — if left blank.

The automatism is guided by a pilot table as explained below.

Pilot table maintained in PF1 by Data Operations Vendors Team (ZZM_PO_CONF) under transaction SM30

® purchasing document type* Display View "Control table for price in the PO": Overview
Y *
: plant code* % B R
storage location code
® material group* (limited to 3 Control table for price in the PO
posi'[ions) ErType ﬂnt SLoc Matl Group  User
* User* with 4 possible values: Fc_gie]  zeo EBAN =
@ USER 1D e el
Z -lE—(ézAle EC 10189 ZP5 EBAN
EC 10189 ZP¥ EBAN
© EKKO EC 1818 zPo EBAN
EC 1819 ZPZ EBAN
*These fields are mandatory. EC 1621 NS EBAN
EC 1821 ZPS EBAN
EC  50CA ZMS EBAN
EC  50CA ZPS EBAN
EC 51YB ZNS EBAN
EC 51YB ZPS EBAN
EC  53UD Hs EBAN
EC 53UD ZPS EBAN
EC 53YA ZMS EBAN
EC 53YA ZPS EBAN
EC  54MC ZNS EBAN
EC  54MC ZPS EBAN
EC  54RD ZNS EBAN
EC  54RD ZPs EBAN
EC  5AB0 Hs EBAN
EC 5A00 ZPS EBAN
EC 6006 ™M IT81170
EC 6008 M2 IT81170
EC 6006 ZM3 IT81170
EC 6006 ZM4 IT81170
EC 6006 ZMs IT81170
EC 6006 M6 1181176
EC  6A06 Zn7 1191176
EC 6006 ZMS EKKO
EC 6006 ZMZ IT81170
EC 6008 ZPe IT81170 -
EC 6006 zP IT81170 -
4

Automatism logic

Step 0:
Step 1:
Step 2:
Step 3:
Step 4:
Step 5:

Step 6:

the automatism is active only on creation of a PO and outside Purchasing Organization ZZ80 (cross-company transfers).

The automatism is skipped if the field is already filled (not blank).

the data of the first PO item are examined.

the plant code of the first PO item determines the adequate lines in the pilot table — no automatism occurs if this plant code does not show.

when the first PO item contains a storage location code, it is examined in the pilot table for possible lines.

the material group code (limited to 3 positions) determines the adequate lines in the pilot table.

the adequate line with the purchasing document type, plant code, storage location code or blank, and material group code, determines the filling logic:
a USER-ID: take the user-id provided

T024: take the user-id provided by the purchasing group code of the PO (the field remains blank if the entry does not provide an SAP-id)
EBAN: when the PO item is linked to a purchase requisition (else, take the user-id provided by the purchasing group code of the PO) : take the

content of field "requisitioner" (if it provides a SAP user-id) or else the user-id who created the purchase requisition item
EKKO: take the user-id who created the purchase order (logic used on purchase orders from catalogues)

This document is the property of Solvay. Any reproduction or communication to third parties is only possible with the company’s authorization. This
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how the field “invoice confirmer” can be filled

Y
Y PR
4 ’ exists
N

Nothing

User-id linked
to the purch

group
(T024-USNAM)

PO creator
(EKKO-ERNA |
M) ‘

User-id from
ZZM PO _CONF

|

N

EBAN

N

/\ N

Yy < EKKO >
-

- /\‘\"\N

N / USER \

EC

Requisitioner
(EBAN-AFNAM
)

By default Data Operations Vendors Team must maintain the following information and content:

Mat Type Default for all Entries
ZM1 [e EBAN
M2 EBEAN
Zm3 EBAM
24 EBAN
ZM5 EBAN
ZME EKKO
ZM7 EBAN
ZMZ EBAN
ZP0 EBAN
ZP1 EBAN
P2 EBAN
P2 EBAN

Type

MNE Mormal PO

EF E-Catalog PO

FO Open PO

Maintain invoice confirmer table

Receiving a case in Freshdesk

User-id linked
to the purch

N group
(T024-USNAM
Doc
type
Other
By -priotity—
Requisitioner

(EBAN-AFNAM)
PREQ creator
(EBAN-ERNAM)
User-id linked to the purch
group (TOZ4-USNAR)

S

soLvAay

asking more from chemistry®

The request should come via Freshdesk with an excel file attached requesting to perform the update of the Invoice Confirmer Table.

The requester can be any Solvay user

Update Invoice Confirmer Table in SAP

This second step will take place in SAP, where you'll perform the table update.

This document is the property of Solvay. Any reproduction or communication to third parties is only possible with the company’s authorization. This
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SM30 - Maintain Table
View: Initial Screen

Enter transaction "SM30"

Insert table/view "ZZM_PO_CONF" and
click on "Maintain" button

This is the table where the updates will be
perform.

Using the button

[E Position... ]

is possible to filter the search

Open the Excel file provided on the
Freshdesk ticket.

Click on this screenshot to access the
table example, available in Gdoc. (Gdoc
table example = Excel file downloaded
from the case used for demo)

The table can be read in 4 steps:

1. Start by identifying the
Purchasing Doc Type, where the
updates will take place.

According to this spreadsheet, the
updates will be performed in Purchasing
Doc. Type "NB" - Standard PO.

Enter "NB" in the Document Type cell

2. Then check in which Plants the
change will have impact.

[E Table Edt Goto System Hep

[

~JdH/C@RQ ECHR S0o0 R @@
Table Initial

{) Fnd Maintenance Diskog

Table/View

——
Jzam po_cor |

Restrict Data Range
(3)No Restrictions
CJEnter conditions

Cvarant

[&r Dby £  Manmn BB Tenspot  Jdu G ]

Display View "Control table for price in the PO": Overview

LS
Control table for price in the PO
B :fypeﬂm ‘Sloc Matl Group  User |
| Ec phs P EBAN -
EC 1019 zP1 EBAN ks
| [Ec 1019 P2 EBAN
| [Ec 1019 ZP5 EBAN
| [Ec 1019 zP7 EBAN
| [Ec 1019 P9 EBAN
| Ec 1019 zrz EBAN
| Ec 1621 M EBAN
| Ec 1621 zps EBAN
| [Ec seca M EBAN
| [Ec soca ZPs EBAN
| [Ec s1vB ns EBAN
| [Ec s1vB ZPs EBAN
| [Ec 53D ns EBAN
| [Ec 53D ZPs EBAN
| [Ec s3va Hs EBAN
| [Ec s3va zZPs EBAN
| [EC s4MC Hs EBAN
| [EC s4MC zZPs EBAN
| [Ec  sarD s EBAN
| [Ec s4RD zps EBAN
| EC smee M EBAN
| EC smee zps EBAN
| EC 6666 zm 1791176
| [EC 6006 M2 1791176
| [EC 6006 M3 1791176
| [EC 6006 M4 1791176
| [EC 6006 M5 1791176
| [EC 6006 M6 1791176
| [EC 6006 H7 1791176
| [EC 6006 M5 EKKO
| [EC 6006 Mz 1791176
EC 6066 P 1791176 =
| [EC 6006 zP1 1791176 -
B 0
Entry 298 of 7.795

EP
EF
EP
[EF
EP
EP
EP
EP
EP
Ep

7133
7137
7133 Document Type T _F.l
BEA phant

= Stor. Location

i Materal Group
BEA

BEBA

BER E@

BBR
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https://docs.google.com/a/solvay.com/spreadsheet/ccc?key=0AiWFT8JcO__DdFU3Um9qakVMZE91dTJHdURJZjhodEE&usp=drive_web#gid=0

As you can see, in the column "Plant", the
changes should be applied to several
plants: TOB, TOS, TOSA, TOSB, TOSE a
nd TOSH.

Let's pick the first one for example : TOB

Enter "TOB" in the Plant cell

3. Now you have 3 different
"Storage Location" : 01 ; 44 and bla
nk.

Let's start with Storage Location : 01

Enter "01" in the Stor. Location cell

4. Finally enter the Material Group
that you would like to check.

As you can notice, you have several
Material Groups : ZM1, ZM2, ZM3, ZM4...

Let's pick Material Group : ZM1

Enter "ZM1" in the Material Group cell

Now that you have defined an entry,
press ENTER.

According to the spreadsheet, you have
to update the user for that line to: ESTOJA

Document Type: NB Plant: TOB Stor.

Location: 01 + Material Group: ZM1 = user:

ESTOJA

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

EP T13

EF TI3J
EF TI3T |
Document Type L2
EP BBA Phnt
== Stor. Location
25 i Material Group
EF BEAR
EP EEA
 m v
EF BBA
EF TI3J 4
£ 7137 [E Another entry
EF TIX |
Document Type | P
EP BBA Phnt
= Stor. Location
25 i Material Group
EF BEAR
EP EEA
EF EBEA
EF BBR
EP  TI133 . :
= Anather entry
P 7137 [= Another entry
EF TIX |
Document Type | F
EP EEA Phlnt
= Stor. Location
25 2 Materal Group
EF BEAR
EP BEA
s v
EF HER
[E Iableview Edt Goto Selection Utities System  Help
[+ ~dB¢e@@ DHE hobdHD @m

Change View "Control table for price in the PO": Overview

P tewkntes DR G E B R

Control table for price i the PO
_ Type|Pht SLoc Matl Group |User @
ToB 01 24 :\mun
108 01 242 \E0EL3S
ToB 01 23 \E0GL33
ToB 01 M4 \E0BL3%
TOB 01 25 \E0§L3Z
TOB 01 246 \E06L33
TOB 01 ™7 \E06L39
TOB 44 2M1 \E0613%
TOB 44 IM2 \E0EL38
TOB 44 2u3 \E06139
TOB 44 2 \E06L3%
TOB 44 M5 \E0EL39
TOB 44 246 \E06L33
108 44 24 \EO6L3S
03 1 \E0GL33
108 M2 \E06L3%
T0S ™3 \E06L39
TOS M4 \E0613%
T0S ™S5 LEOEL39
T0S IME \E0EL3%
TOS ™7 \E0EL38
08 280 \E06139
108 281 \E06L3%
T08 Zp2 \E0EL39
08 89 \E06133
108 202 \EOEL3S
TS 01 2 \E0GL33
Tos 01 o2 \E06L3%
T05 01 ™3 \E06L3%
TOS 01 ZM4 \E0613%
T0S 01 ™5 LEOEL39
TOS 01 246 \E06139
T0s 01 2 \E0EL3S e
T0S 44 24 \E06133 -

»

IR I I I I R I I I I G A

| Postion...
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E Table view

@

3
3

0B
ToB
T0B
0B
TCB
TOB
T0B
0B
TOB
T0B
TCB
0B
0B
TOB
T0S
05
T0S
105
T0S
T0S
05
T0S
T0S
05
T0S
TOS
T0S
05
TOS
T05
08
TOS
03
T0S

I I I I I G I I I

Once you've updated the line(s) you want, you have to save your changes. Click on "Diskette" symbol, in the toolbar, to save your progress.

Your table it's updated now!

oL
oL

Edit

EEEEEREERERERERERERE

™7
2P0

Zp2

EEEEEERERS

Goto

Selection  Utiities

System  Help

JA @ DHE sDhoD @@
Change View "Control table for price in the PO": Overview
2 New Entries @B@E&BB

Conitrol table for price in the PO
SLoc Matl Group ruur

geronl
\EDE139
\EDEL39
\EDE135
\EO6139
\EDE139
\EDE139
\EDELIZ
\E06135
\EOG139
\EDEL3S
\E06139
\EDELIZ
\EDE139
\E06139
\EDEL3S
\EDE138
\EQEL3Z
\EDE139
\E06139
\EOEL3S
\ED6139
\E0DE139
\EDE139
\E06139
\EDE139
\ED6139
\EDEL3Z
\ED6135
\E06139
\EDE13%
\ED613%
\EDELIZ
\EDE138

Position...

ZZM_TAB ZZM PO_CONF — Mass upload

First of all you must prepare an Excel file with the same columns of table ZZM_PO-CONF:

Entry 1.945 of 2.148
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EH9-e--

Home Insert Page Layout Formulas Data Review W
_3 " Calibri 1l r A A= g%] P~
Paste e B 7 U~ M A E==|i=3
- < Format Painter = — S i

Clipboard Fa Font ] Alig
v o |
C D E F G

1 NBE TOB o1 ZM1 ESTOJA

2 NB TOB o1 ZM2 ESTOJA

3 NB TOB o1 ZM3 ESTOJA

4 NB TOB o1 ZM4 ESTOJA

5 |.

6 .

7.

8

9

10
11

1|
13
14
15
16
17
18
19
20

Save it as TXT.
@

Afterwards we just need to enter in transaction ZZM_TAB_ZZM_PO_CONF and

Update table ZZM_PO_CONF

& [il

' Update table ZZM_PO_CONF

itin Test Mode:

X = Test mode

Page 7 of 9

You should leave the X for test mode in the first run, and after confirming that everything is correct you should go back and run the transaction again without

the X.

It will open a box to select the excel file already created:

This document is the property of Solvay. Any reproduction or communication to third parties is only possible with the company’s authorization. This
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f File open
Lookin: | ) SAP GUI |
= Mame | Date modfied | Type
i E Invoice Confirmer 12-11-2014 09:49 Microsoff
Recert Places
Desktop
=
Libraries
Computer
@ L L
Metwark 0 !
File name: | Fichier ZZM_PO_CONF | Open
Files of type: [ A1 Fies =) ~|

1]

Open the file and the transaction will run automatically.

If everything is ok, you can go back and run again the transaction without test mode selected.

The table is updated.

Annual Review

The annual review is done WW by Data Operations Lisbon Team normally on the middle of the year and the following steps need to be done.

All data should be storage in the google drive

1. Extract all the data available in

SAP

SM30, table ZZM_PO_C
ONF

Select no restrictions a
nd display

The table will

be displayed (1)

Click on Table View and
select Print (2)

Click on the right button

[E Table View Edit Goto

o =

Selection

ene

Utilities

System  Help

= DNaN S e

Display View "Control table for price in the PO": Overview

FEERE

Control table for price in the PO
B Typeﬁ\m |SLoc Matl Group
“les ZHo

EC 1605 i

EC 1005 ZH2
EC 1005 ZH3
EC 1005 ZH4
EC 1005 ZM5
EC 1005 ZM6

EC 1605 ZH7

of the mouse and (1) | ke 1ees| s

choose Spreadsheet
A report will be
downloaded

Workflow history

This view shows the 5 most recent entries. The complete workflow log is available from the 'Document Activity' menu item.

Oct 22, 2021

Published

Actor

Rui Cabrita

User
EBAN
EBAN
EBAN
EBAN
EBAN
EBAN
EBAN
EBAN
EBAN

B

Display View "Control table for price in the PO": Overview

RETT AIRT BEEFg O

Control table for price in the PO

View:  ZZM_PO_CONF
Client: 620

Type|PInt|SLoc|Mat1 Group|User Name
EC |1005 zne EBAN

EC |1685 M EBAN

EC |1005 znz EBAN

EC |1685 M3 EBAN

EC |1005 zns EBAN

EC |1685 M5 EBAN

EC |1005 Al EBAN

EC |1685 paing EBAN

EC |1005 zns EBAN

N P 7na FEf

Type Activity

State

02.06. 2020

gave Approvers approval at 10:13 am

e

Version
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To be approved B
Rui Cabrita

Oct 21, 2021

B Marta Almeida

For Review B
Marta Almeida

Feb 05, 2021

Draft B
Marta Almeida

State

State

Edit

State

State

State

State

Edit

State

changed state to Published at 10:13 am

gave Approvers approval at 10:13 am

updated the page at 5:23 pm

assigned approval Approvers to B Rui Cabrita at 3:24 pm

Mass update - save it as txt

changed state to To be approved at 3:23 pm

gave Reviewers approval at 3:23 pm

changed state to For Review at 3:23 pm

updated the page at 1:39 pm

changed state to Draft at 12:39 pm

v1il

vil

v1il

v10
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