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Work Instruction

Functional Area: S2S
Process Name: Vendor Maintenance

System:

SAP PE1 —client 300

Instructions for creation of this document

Creation

1 work instruction per System environment (if multiple systems are used for same process flow)
Update table of contents: This can be done automatically by right clicking in the table of contents and selecting "update field"
Use a screen shot making software for easy 'copy-paste’ screen shots of system screens or documents

Purpose:
© Describe in 1 or 2 sentences the essence of the process
Work instructions - for the requesters:
© Indicate by region/country/location the instructions in order to be able to execute the process in the DMO
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© Use appendixes for documentation in multiple languages, listings, local documents, etc. - this to keep the core work instructions concise
® Work instructions - for DMO:
o Explain each 'box' in the swimming lane called 'SSO' indicated on the process flow; use for each 'box' a new sub header 'process step 1' etc.
(‘header 2' in Word template)
© Add systems/document screenshots with complete description and fields in use.
© Explain if there are local Specifics / Exceptions in table below each screenshot (Don't describe specifics / exceptions in the general process
description)
© Use 'naming convention' for process names, etc.
© Use appendixes for documentation in multiple languages, listings, local documents, etc. - this to keep the core work instructions concise
® Appendixes:
© Use for documentation in multiple languages, listings, local documents, etc.

Purpose

The objective of the vendor setup and maintenance in SAP is to enable the S2S processes within SAP in relation to direct and indirect spend purchasing and
invoicing parties.

General Description

Every request for a vendor setup or maintenance should be requested through FreshDesk. Requests received through Data Operations Mailbox or Workflow
system (AP related requests) should also be entered into Freshdesk.

SAP Vendor Account Groups

The Account Group field is a high-level grouping which defines the primary use of a supplier. The account group selection drives certain aspects of system
processing, such as whether the supplier can be used for invoicing or purchasing.

® All Vendor Master records in the system are assigned to an account group
® The vendor account group is a logical grouping of alike vendors in the system
® The vendor master view layout and field access is controlled via the account group

1 Main Supplier ZVEN | Suppliers are the business partners against which the PO is raised. Payments can also be made from this vendor. GeneralCompany
Vendor codePurchasing

2 Invoicing Vendor | ZINV | Invoicing Party is the business partner against which the invoice is posted. GeneralCompany

code

3 Ordering ZOAD | Ordering Address is the business partner for whom we maintain only address details. This account group is used justto = General
Address Vendor capture the address details where the PO print/emails go to.

4 Intercompany ZINT | Companies in Solvay group have to be created as vendors under this account group to facilitate STO (Stock Transfer GeneralCompany
Vendor Order) codePurchasing

5 Employee ZEMP | Business partner for paying reimbursements for Solvay employees. GeneralCompany
Vendor code

Determining Account Group

Vendor should be set up only as the invoicing party (ZINV) if:

® The address is a remit-to address, which will be used for payments only
® Vendor has been classified as a Non-PO vendor through the commaodity code field

Data Steward should provide commodity code, based on that, you can recognize if vendor needs to be created as a PO vendor under ZVEN account group or as
non-PO vendor under ZINV account group.
The list of Non-PO Commodity codes can be found in the table below:

Commodity Code @ Description PO/ Non PO
BUSTRA Business Travel Non-PO
GOVTAX GOVT Taxes, fees Non-PO
GOVOTH GOVT Other Expenses Non-PO
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CONFID Confidential spend Non-PO

HRTRAI HR Training & Educa Non-PO
HRHEAL HR Health Med Welln Non-PO
HRRERE HR Rewards Recog Non-PO
HREXPA HR Relocation Expat Non-PO
HRLEAS HR Leased Cars Non-PO
HRPEBE HR Pension, Benefits Non-PO
HRTEMP Temp Personnel Salaries & Other Fees ' Non-PO
FININS FIN Insurances Non-PO
FINAUD FIN Audit Fees Non-PO
FINBNK FIN Banks Non-PO
FINFIN FIN Charity donation Non-PO
LEGALS Legal Services Non-PO
ITTELE IT Telecom costs Non-PO
UTILIT UTIL Electricity Non-PO
UTILIT UTIL Natural Gas Non-PO
UTILIT UTIL Fuel Non-PO
UTILIT UTIL Steam Non-PO
UTILIT UTIL Water Non-PO
MCLISM MA Subscriptions Non-PO

NOTE: Non-PO vendors should not be set up for purchasing
Vendor should be set up only as the main supplier (ZVEN) if:

® The address is the primary and the only address provided for a supplier and it has not been flagged as a Non-PO vendor

Required Documents

A request for vendor setup/maintenance must be accompanied by approvals (see §4) and following documents:
® Completed template for all new creations.
Europe:

* No mandatory document is required, but for every new bank detail addition, we need Company letterhead / invoice / e-mail from supplier / SBI or
equivalent, containing:

Name

Remittance address [best practice]

Bank details

VAT registration number + tax information (when applicable)

O O O O

Both VAT number and IBAN number must be validated as described in Validation For Customer And Vendor Master Data.
UsS:

® Company Letterhead / Invoice or any official documentation, which contains vendor's name, address, bank information (if applicable). An e-mail from
vendor can also be accepted, if it contains all mandatory details.
* W-9 form except for:

Applicant interview expense reimbursement;

Donation payments (local charities, sponsor youth groups activities, etc.);

Employees;

Vendor setup for manual payment request to pay back a customer who has a negative balance;

Amounts received as damages for personal physical injuries or physical sickness (liability settlements for asbestos);
State institutions, taxes, garnishments

Contingent workers, if the reason of payment are awards or recognitions;

Vendors located in Canada — they do not have W-9 form.

Suppliers falling under W-9 form exceptions do not require additional approvals for the creation and have special parameters for the setup:

® Payment terms — NET1,;


https://wiki.solvay.com/display/DO/Validations+For+Customer+And+Vendor+Master+Data

® Commodity code - non-PO commodity code, according to services
® Segmentation — Sensitive.

There are cases when W-9 form is required for payment request:

® Membership fee;
® |f payment request does not fall under any of W-9 form exceptions;
® Contingent workers (consultants)

Customer Carrier: No additional documentation except for customer template is required. VAT number should be provided for European accounts.
NOTE! VAT number is mandatory for all EU based vendors.

Required Approvals

Extension from other systems/company codes:
If vendor exists in other systems or for other company codes:

® |n case the payment terms are the same no additional approvals are required, but buyers/data stewards should be informed.

* No additional documentation is required, if the details can be checked against recent invoices. In case no recent invoices found in the system, official
document should be provided (invoice, W9 for US, letterhead with bank details)

* No template is required. In case some system specific details are missing, please turn back to the requester to clarify.

Approvals for Direct suppliers (Raw Materials):

Please note!!! Packaging vendors can be set up as both DIRECT and INDIRECT depending if the goods they deliver are in the BOM or not. Please check with the
requester, if Packaging needs to be set up as a Direct Supplier, follow Direct Spend setup, in case of Indirect- set up as an Indirect Spend supplier. Approvals for
changes and setups should come from persons approving Indirect Spend suppliers.

Approval for creation: No approval for creation is needed if there are standard payment terms (see Appendix 3 — Overview Standard Payment Terms) and if
request comes from Direct Spend Data Steward. If request comes from any other person, approval from Data Steward needs to be provided:

Name Surname Title Region = Country Location

Ammar | Alsalih Purchasing Lead EMEA Global ' UK Heanor
Manchester

Chazz  Pelfrey Raw Material Planner IM us Tulsa

Clint Baker Raw Materials Planner (backup) ' IM us Tulsa

Marie Woodhouse @ Buyer PM UK Keighley

Melanie = Greenfield = Materials Planner PM UK Keighley

Davide = Mina Buyer PM IT Mondovi

Tracy Ng PM us Santa Fe Springs

Davide @ Mina Buyer PM FR Toulouse

Payment terms approval: For new vendor creation if requested payment terms are less favorable to Solvay than Standard Payment terms (see Appendix 3 —
Overview Standard Payment Terms) an approval from Procurement Director is requested. In addition, any modification of payment conditions of the existing
vendor that is less favorable for Solvay requires a written approval from a Procurement Director.

Name Surname Title Region = Country Location
Heanor, Manchester, Tulsa

Jean-Pierre Demeunynck = Head of Purchasing CEM us Tempe
Santa Fe Springs, Keighley, Mondovi, Toulouse

Tracy Ng Procurement Manager | CIM us Santa Fe Springs

For Standard or Non-Standard payment terms only "Harmonized payment term codes" also called "Approved Payment term codes" are allowed to be used (see Ap
pendix 4— Overview Harmonized and approved Payment terms).

Transportation related suppliers

Approval for creation - Approval for new vendors can only be granted by Transportation/Logistics Manager.
Payment term approval - Any exception to the Standard Country Payment terms require written approval from a Transportation/Logistics Manager (see table).

Name Surname Title Region Country Location

Frank Valendo Manager of Transportation, North America Global Tulsa Garret Mountain
Pietro lodice Site Leader - Operat. Director Europe Mondovi Mondovi

Robert Murdock Product Line Director Europe Keighley Santa Fe Springs
Emmanuel Odic Site manager Europe Toulouse Saint Jean
Andrew Rimmer European Logistics Manager Europe Heanor, Wrexham

Manchester



Tracy Ng Procurement Manager us Santa Fe Santa Fe Springs
Springs

Customer Carrier — Customer carrier is used by Customer Service to indicate the carrier used by customer. Additionally only the General data needs to be
created (ZVEN is not opened for company code or purchasing organization). Approval/Request for the setup should come from Customer Service
Representatives.

Important!!! When new carrier-forwarder is created carrier calendar table should be completed for carriers delivering outbound goods (all customer carriers). On
how to do it please see Appendix 6.

Suppliers falling under Indirect Procurement scope of responsibility:

Approval for creation/payment terms: No approval for creation is needed if request comes from Indirect Spend Data Steward. If request comes from any other
person, approval from Data Steward needs to be provided:

Name | Surname  Title Region Country Location

Ken Sharp Capex Buyer Europe @ UK Heanor
Manchester

John Stanmore = TS Buyer (backup) Europe UK Heanor
Manchester

Michael = Adler Buyer NA us Tulsa

Tracy Ng NA us Santa Fe Springs
Keighley

Davide | Mina Buyer Europe IT Mondovi

FR Toulouse

Suppliers falling under outside Procurement Scope of Responsibility (non-PO)

Approval for creation: No approval for creation is needed if request comes from Finance controller. If request comes from any other person, approval from Data
Steward (Finance) needs to be provided:

Name Surname | Title Region ' Country | Location

Julie Sampson = Finance Analyst Europe ' UK Heanor
Manchester

Shannon Raney Finance Controller us us Santa Fe Springs

Sandy Diercks Plant Controller us us Tulsa

Sarb Variah Site Controller Europe ' UK Keighley

Giuseppina | Barovero @ Site Controller Europe | IT Mondovi / Touluse

Check completeness of the template

Upon receipt of the request for the maintenance or creation of a vendor, the completeness of the template (Appendix 6) must be checked and all required

documents must be joined.

The template must be always fully completed. If Section 1 can be completed by a vendor, Section 2 is for internal use and should be filled out by the requestor.

Setup details - information from Requester
Requester's Name
Reguest Date {da-MMN-yyyy)
Company Code
Intercompany vendor? _
Ci dity Code RAWMAT - Raw Materials
Account Group ZVEN - Supplier

Parent

‘Customer Number
Fiscal Address
Industry

Payment term Y011 - NET 60 Days
Payment methods
Payment clock Oon

Incoterms ﬂ - |DDP - Delivered Duty Paid DDPOO1 - DELIVERED DUTY PAID
SCAC
Minaority indic. Certification date:

=
2
-
B
E
£
£
E
o
=
2
7]
@

Additional
comments from
requester:

Changes

Overview of the changes and necessary approvals / documentation can be found in Appendix 14.
Data Governance is responsible for all SAP processes.

® Any changes to vendors that involve the following fields:
® Commodity Code



® Payment Terms
® INCO Terms

REQUIRE approval from Data Steward. For PO suppliers approval for Payment Term changes should come from Procurement Director.

Any other changes to the vendor's address or account information do not require the Data Steward approval.

NOTE! If payment terms on the invoice are longer (more favorable) than in the system, we can accept requests from AP and change payment terms based on the
invoice without additional approvals.

For following changes we do not require to fill out a request form:
Contact details

Banking information

Currency

Name

Address

® For name change in US W9 form should be provided in order to verify that the Tax ID stays the same.

® For name change in other countries, address change and banking information change a letterhead with the new information should be provided. For
ZOAD creation/change checklist or an e-mail with the new ZOAD should be provided

* NOTE! Address, currency and name changes for Direct Spend Suppliers should be duplicated in the corresponding Returns Vendor account in the
customer master as well. After completing changes in vendor master please send the request to DM RIGA Customer Master Team. When creating the
ticket, please provide vendor number, returns vendor number, and original FD ticket number. The purpose of Returns vendor is to maintain an address to
which returned (or faulty) goods could be sent back to.

® Extension to another company code—In case the payment terms are the same no additional approvals are required, but buyers/data stewards should be
informed.

® Address and currency changes for Direct Spend Suppliers should be duplicated in the corresponding Returns Vendor account in the customer master as
well. After completing changes in vendor master please send the request to someone from DMO Customer team.

® |f a new vendor needs to be created due to differing currency no additional documentation is requested. If a new vendor needs to be created due to an
additional ordering address a checklist or an email with the new address should be provided.

TradeBeam Screening

Screening will be performed at partner creation. Transactions will automatically be passed to the TradeBeam Solution for the restricted party compliance screening

when a partner is created or changed and saved. The screening of all partner records will be performed against the government published lists.

Master Data Setup:

® Data Operations enters a new record in system.
Saving the record will pass the record to TB fro SPL screening.

® Tradebeam will review the record and if necessary place the record
on the task list for SBS review.

® SBS will review the record and determine if the record is true block.

® |f the record is a false positive the record will be approved in TB.

® |f the record is true block, Data Operations individual who entered the data in SAP
will be notified to manually block the record.

® Data Operations will block/inactivate the record in SAP.

® Data Operations will notify the requester that the record has been blocked
by the compliance team.

VENDOR/CUSTOMER MASTER DATA
SAP/PE1 ERP

MASTER MD PASSED RECORD APPROVE RECORD
DATA SAP/ TRADEBEAM SBS REVIEW TB ACCEPTABLE
L D IEWARE REGULATORY SPL E.;LOCK DASHBOARD c IN TRADEBEAM
ENTERED AND SENT TO REVIEW
B
NO NO

NOTIFY DATA

RECORD PASSED MANAGEMENT

1N TB MO ACTION USER AND GBU
REQUIRED COMPLIANCE

Y

MANUALLY BLOCHK
RECORD IN SAP

Compliance team contact information:
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* NAM/LAM/EUROPE - trade.control@solvay.com
® APAC - Diane Giglio

Process description

Accessing SAP

The first step is accessing SAP, on your desktop or on the desktop start menu you double-click the icon:

The following pop-up will appear:
[5 SAP Logon 730

||.uggn Vamm.|Diﬁ\EﬂﬂE F ‘
Name System Description |
+ [J Favorites
+ [ shortcuts
~ &3 Connections
» (31 pEV
»O2.0a
~ &3, prod
+ [ 1. PEL - Production ECC
+ [ 2. PB1 - Production BW
+ [ 3. PGL - Production GRC
+ [} 4. PX1 - Production P1
« [ 5. PS1 - Production Solution Manager
» (] 4. Training
» [ 5. sandbox
» [ 6. Dress Rehearsal

gx

[N

Double click on PE1- Production ECC and you'll be connected to log-in screen from SAP. Complete following details and hit Enter.

SAP
MNew passwol Client number '300' .
Client [300] | Information

Your User ID ed CYTEC SAP EC
LUser 4 System
Password
Logon Language E‘ B ECC 6.0 EHP7 5P4

'EN' for English

@ 300 Production Client

Enter into the main menu of SAP:

& SAP Easy Access - User Menu for Julija Vasiljeva
VI (B COR CHE 2DLO0 RE @M

SAP Easy Access - User Menu for Julija Vasiljeva
™ S #HE S v a

Then transaction code needs to be entered:

This document is the property of Solvay. Any reproductlon or communication to third parties is only possible with the company’s authorization. This
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[ Menu Edit Favorites Extras System  Help

@ [xol - (EC@e BHE D00 B 0

SAP Easy Access - User Menu for Julija Vasiljeva
B & & 2| v a

+ (] Favorites ':ﬂ
= &F User Menu for Juljz Vasijeva f
v [J CC - COM - Common Display
¥ (7 DM - MD - Cliss Maintenance (
¥ [ DM - MD - Customer Master Data Disolav =

Available transaction codes:

XKO01 - create new

XKO02 — change

XKO03 - display

XK04 — view of account changes
XKO05 — block

XK06 — mark for deletion

XKO07 — account group change

Checking if a vendor already exists

Before creating a vendor, always check if the vendor doesn't already exist in the system. The system will also check for you once you start entering the data, but a
small difference like a space, can still accept the creation of the vendor.

Select transaction code XK03, hit enter. On the next screen, put your cursor on the "vendor" field.

|
Select <

You will get to the following screen:

Display Vendor: Initial Screen
E

Jendor

“ompany Code 1 Vendors by Tax information Custom search help Vendors by address attrbu...]]  [](¥][E)

Jurch. Organization

Tax Number 1
 E—

Generldam || 1oy number2

[]Address

Tax Number 3
[]control

["|Payment transactions Tax Number 4
]
WEEd: R VAT Registration No. —
T 4—

Company code data Cany)
[ ] Accounting info Name | ——
["IPayment transactions Vendor '
[]Correspondence
- —

Account grouj |
[IWithholding tax L +—
Purchasing 0rganzation data | yayimim No. of Hits [so0 |

[Ipurchasing data
[IPartner functions

There are different options how to look up for existing vendor — by name, by registration number, by country etc. You can also press == for more options:

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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Vendors by Tax information Custom search help | Vendors by address attribu... |

LhE

Tax Number 1

Tax Number 2

Tax Mumber 3

Tax Mumber 4

VAT Registration No.
Country

Name

Vendor

Account group

Maximum No. of Hits

[ 3
U 5
|
]
[
]

500

.

Vendors by Company Code

Vendors by Country

Vendaors by Personnel Number

Vendors by Address Attrbutes (Fuzzy Search)

Proceed Initially According to Creditor Sub-Ledger Account.
Vendors by Class

Vendors: Purchasing

Vendaors by Materil

Vendors by Extemal Manufacturer

Vendor by Real Estate Contract

Vendors (General) Custom search help

Vendars by Country/Company code Custom search help
Vendors by Tax information Custom search help
Vendors by address attributes Custom search help
Vendors with Plant reference Custom search help
Vendors by Purchasing organization Custom search help

(v]&]|E]

Use the name or a part of the name of the vendor (Sentence case)

Use *** as a wildcard, which is replacing a part of the name which you don't enter in the field.

[= Vendor Account Mumber (1)

_“Vendors by Tax information Custom search help )' Vendors by address attribu... “|

x

LDIE]

Tax Mumber 1

Tax Murmber 2

Tax Number 3

Tax Number 4

]

VAT Registration No. [

Country
Name
Vendor

Account group

Maximum No. of Hits

]

[QJ'L‘Univar*I

500

Hit enter and the next screen will appear:
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] _/VendnrsbtyTax information Custorn search help

} Vendors by address attributes Custom search help

anE

« Vendors wi...[

[ L

v ][] )% 2 2 )i (%)

Tax Mumber 1:

Tax No. 2 *| Tax Numbe_ ' Tax Numbe VAT Registration C_ Name 1 Vendor Acct G Cent_D  Cen_Pst_ Cen_Pur

: : GB557180334 GB Univar Limited 10000119 ZVEN Il ] ]
MLO02307716B01 ML Univar By 10000742 ZVEN O | O

91-1347935 US Univar USA Inc 10000264 ZINV O O O

91-1347935 US Univar USA Inc 40000113 ZVEN O | O

You can select the vendor, by double clicking the record. You will return to the initial screen "Display vendor". Select the views you need to see in detail and
compare the data in the system with the input from the requestor.

o)l

To find for which Purchasing Organization or Company code this vendor has been created press !

Enter vendor number that you have found and press . f . You will get results for all the companies this vendor has been created:
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Vendor
Company Code
Purch. Organization

| General data

10

000119

[|Address
[ Control
[ |Payment transactions

[ Contact Persons

| Company code data

[ Accounting info
[ IPayment transactions
["|Correspondence

B &

Vendaor
Cormpany Code
Purch. Organization

bl

Restrictions |

Uy ol

Vendor Ej[zoooo: 1D
1

Company Code | |

Company Mame ! '

City ! |
[ |

Currency

Maxirmum No. of Hits | 500 |

[E Restrict Value Range (1)

2 Enfries found

- |

LA CTEY = E =0

Vendor: 10000119

| General data
— Co,. © Company Name C.cC
| Address e S
Mcontrol 7218 CytecIM (Derby) Ltd. GBP
- 7223 Cytec IM (Manchester) Ltd GBP

—|Payment transactions

T fantaA Darcane

Double click on vendor number.

If the vendor has not been created at all, you must create a new one.
If the vendor already exists for one company, just extend it for requested company.
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IMPORTANT: If vendor's VAT number or tax code has been changed, new vendor needs to be created and old one needs to be blocked and marked for deletion.

Any financial information change for vendor (name, IBAN) needs to be accompanied by official company's letter/invoice/email and check list.

Bank detail verification

Due to Solvay audit requirements for bank detail addition/change requests bank information needs to be verified with the supplier.

It is done by sending an e-mail to the supplier and asking to confirm that the bank details provided upon vendor creation / update request are valid for W-9
exceptions and contacting GCC team for standard vendor creation.

E-mail templates can be found here for Z011 supplier bank detail clarification.

For bank detail addition/changes:

Use the email address mentioned at the general data level (Contact persons section -Financial department contact);

If email address is not available at the Contact persons section (Financial department contact), use the one in the general data - communication section;
If email address is not available in the vendor master, check this company in Google and use that email address;

If email address can't be found in the internet (sometimes companies have only Online web forms for contacting them), contact the responsible buyer;
Do not send e-mail to the address mentioned on the invoice;
For Miscellaneous Creditors bank details should be clarified by Data Operations to ensure that outbound is made within the same day, except

Governmental Institutions. For Governmental Institutions the requester should provide bank account, contact ID and source of bank account.

Exceptions:

msw"' J Ministry of Finance

E-mail domain used by supplier to provide new bank account matches Vendor Master Records.
E-mail used by supplier to provide new bank account matches Vendor Master Records;
E-mail mentioned in the supporting documentation with new bank account matches Vendor Master Records;
Vendors located in China, India, Japan, as banking information is being checked during the payment run;

If IBAN can be validated here GOV.PL for Poland.

List of entities registered as VAT payers, unregistered, as well as deleted and restored to the VAT register

. 5 Characers ¢xg

luding special charachers)
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Outbound should be done by GCC Team based on the vendor location:

* NAM/LAM vendors should be contacted by GCC Curitiba (PTP AP Specialists NAM, PTP AP LAM)

® APAC vendors should be contacted by GCC Apac (PtP HD APAC)

® EMEA vendors should be contact by GCC Lisbon (PtP Provisioning EMEA)

® For countries Poland, Finland, United Kingdom, Latvia,Kazakhstan contacted by GCC RIGA (PTP HD RIGA)

Fresh desk ticket for contacting GCC
In order to contact GCC team, please submit new or existing request in a FD ticket following request type/process.

Type * PTP Request -

¥ BD Outbound

PTP-Process * Data & Analysis -
PTP-Subprocess # Vendor Master Data -
PTP-Category # Bank Details Request -

With following group:

Priority * Low v

Status * Open -

Group * a
| Q
PtP D&A Purchasing Tools *
PtP D&A SRM

Country PTP HD APAC

PTP HD EMEA
PTP HD LAM/NAM
PTP HD RIGA

Parent or Child (Sy‘stem - Please
ignore)

Parent ID (System - Please ignore) PTP PCARD EMEA
PTP PCARD NAM v

Please see below the points of what should be added in the ticket:

1. Vendor ID and Country (in Freshdesk ticket subject)

2. SAP Vendor Master Data contacts

3. Vendor contacts from official page in the Internet

4. Which data needs to be confirmed (VAT, Contacts, Bank account, Bank ABA routing number, check remit address for US payments by check,...)
5. If SBI/RIB/Evidence is required (Vendor Creation Required Documents)

GCC Team'’s Procedure.

If the GCC Team receives anything related to bank details, they will transfer the ticket to Data Team to determine the necessary actions as only Data will be able to
better tell if an outbound is required, which team should perform it and if necessary, transfer the ticket back to GCC for outbound.

If the outbound from GCC has been unsuccessful after their 3 attempts, the ticket will be transferred back to Data Team for further actions:
¢ |f there is no Bank Data in Vendor Master, Data Operation will inform requester that they were not able to confirm the Bank Account and due to that the
same will be empty until the first invoice will be received and posted. When this is done, invoice is posted and blocked and then the supplier will have an
Invoice Reference to identify why we have contacted them.
® |[f there already is Bank Data in Vendor Master, payment is performed to what we already have and no changes are made until further contact from the

supplier.
© If GCC has forwarded the documentation and screenshots from the system to the supplier the outbound is not considered as valid.

Creating a vendor

Create Vendor: Initial Screen

The transaction for new vendor creation is 'XK01":

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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[E Vendor Edit Goto Extras Envionment  System  Help

@ MBSO SHE DDO0 BE @m

Create Vendor: Initial Screen

Vendor

Company Code 1237 Cytec IM (Manchester) Lid
PurchasingQrganization CE01| Central Global P Org
Account group [Z'«‘ENi

Reference

Vendor

Company code

PurchasingOrganization

VendorFor a new creation vendor number must stay blank. The system will automatically assign a number to the vendor at the moment of saving the record.

Acct Group Number range
ZEMP 70000100-79999999
ZINT 80000 - 89999

ZVEN, ZINV, ZOAD, ZRFQ ' 10000100 - 49999999

ZVNH 30000 - 59999

ZLEG 50000100 - 59999999
ZPOR 90000100 - 99999999
ZMNF 60000100 - 69999999

Company Code Vendor should be opened in Company Code if the remittance address is the same as the general address for PO suppliers or if it is a non-PO
supplier.

Company code Description

1246 Aerovac Llc

7250 Aerovac Keighley Ltd
7252 Aerovac Toulouse Sas
7257 Aerovac Mondovi SRL

Purch. Organization
CPO01 for ZVEN vendors;
Blank for ZINV vendors.
Account group

ZVEN - for PO Vendors;

ZINV - for non-PO vendors, or for PO vendors with differing invoicing address;
ZOAD - for Ordering address.

NOTE! For Customer Carriers vendor should not be opened for Purchasing Organization or Company code.

Create Vendor: Address

Name Company name. In this line the name should not be longer than 40 characters. If the name exceeds 40 characters, second line (it is field Name 2) is to be
used for next 40 characters. Do not use commas or any special symbols in the name (except for the '&' sign if specifically requested). NOTE! Name 1 and Name 2
fields are printed on documents and labels — try to accommodate all name info in those 2 fields. (Sentence case)

Search Term1 Should capture the "essence" of the vendors name:
® Suppress any business entity types, such as "Corporation"”, "Company", "Co", "SRL", "GMBH" etc.

® Don't use any special characters - dots/hyphens/commas etc.
® Suppress eventual first name if this is a person (only use the last name)



® If the name contains initials, put a space after each initial (e.g. EPC POWDER should read as E P C POWDER)
® [f the name contains more than one word, populate as much as it fits (even if the last word fits only partially)

Search Term2 Filled in for:

ZEMP vendors - PeopleSoft ID
ZINT vendors — 'PAYER' for Payers, Plant numbers for Plants.
ZVEN and ZINV —'"WITHOLDING' for vendors eligible for Witholding (Mondovi).
1099 reportable suppliers — '1099', except if
© company is a Raw Material supplier;
O "Corporations" or " Incorporations" is checked on the W-9 form;
© Box is checked next to "Limited liability company", but in the comment is letter "S" or "C" = Corporation in W-9 form.

C/O - 'Care of' / 'Attention to' name (if applicable). Part of the address if the recipient is different from the occupant and the names are not similar. Starts with "C/O"
or "FAQ", else blank.

NOTE! Information entered in C/O field is not printed on documents, therefore to make this information visible for document users it may be copied to Name 2 field.

(Sentence case)
Street - Main field for street address of vendor, max 35 characters to be filled in this field. As Street 2 and Street 3 fields are not printed on all documents, street
should be fitted in this field.

This field is used to capture PO Boxes as well. If a PO Box is used only for remittance information a ZINV account with it should be created.
(Sentence case)

District - Will be populated automatically for USA and Canada depending on the Country, State and Postal Code.

Postal Code - Postal code / ZIP code. SAP provides standard postal code format checks depending on the country maintained.
City - City name. For USA and Canada SAP may overwrite the City name with a value depending on Postal Code. (Sentence Case)
Country - Country code (Appendix 9 —list of country codes in SAP).

Region - State / Province / County. Choose according to the City.

Mandatory for US and Canada and optional for other countries.

Time zone - Automatically determined by the system.

Tax Jurisdictn - Automatically assigned by the system for US suppliers.

Transportation zone - Transportation Zone is defined based on Country Code (CC) and Postal code (PP..) as follows:

For US: Country Code (US) + first 3 symbols of postal code, CCPPP (Example: US750 if the postal code is 75053-2029)

For other countries: Country Code + first 3 symbols of postal code if postal code is less or equal to 5 symbols, CCPPP
Country Code + first 4 symbols of postal code if postal code contains more than 5 symbols, CCPPPP

For countries which do not have zip codes: SAP Country Code + 3 or 4 zeros, CC0000.

Inner spaces and dashes are eliminated before concatenation:

Ex1: Country CA, Post code H7L 4R9 = 6 symbols = CCPPPP = CAH7L4 (no space)
Ex2: Country KA, Postal code 110-360 = 6 symbols = CCPPPP = KA1103 (no dash)

TZones are dependent upon Country Code master (T005).

Customer, Vendor and Routes are dependent upon TZones.

Note! In case correct TZone cannot be found based on the codification above, please consult Appendix 15.
Language - For structural material sites language defaulted to EN — English

Local language details are maintained for Process Material Vendors which only deal in French and Italian

® |f a Process Vendor has a country address in France and is only open for Toulouse company code then set the language indicator to French
® |f a Process Vendor has a country address in Italy and is only open for Mondovi company code then set the language indicator to Italian

Wen extending existing vendor from Toulouse or Mondovi to a different company code please make sure to check that language code is set to EN for all company
codes.

Telephone - Telephone number, consisting of dialing code and number, but without the country code as it is being picked automatically based on the country
entered as part of the address. If more than one telephone number is maintained for an address, the first telephone number is marked as the standard number.
Press Other Telephone Numbers button to maintain more numbers.

If the country code of the telephone number is different from the country in the address, it can be changed in the pop up "Maintain Telephone Number".
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[E Maintain telephone numbers X

0... Telephone Extension S...|SMS... D... Comments o

C
1 7148701554 ™| ] ] 001

i) i

Preferred Telephone -
_ Telephone -> Mobile Telephone ]

Communication
Language EN English A Other communication...
Telephone 7146701554 Extension | 5 |
Mabile Phone &
Fax Extension &
E-Mail Patty_Ransom@HMRoyal.com >
StandardComm.Mtd INT E-Mail -

Fax - Main fax number of the vendor (Without country code and without blanks).
E-mail - Main e-mail address of the vendor. Mandatory field, POs will be send to this e-mail address.
StandardComm.Mtd - Standard communication type with vendor. Preferred/default value should be e-mail

Create Vendor: Address
] Interchangeability

Vendor INTERNAL
Name
Name H M Royal Of Calfornia Inc
il
Search Terms
Search term 1/2 H M ROYAL OF CALIFOR
Street Address
Street/House number 6880 8th Street
District ORANGE
Postal Code/City 90620 Buena Park
Country us UsA Region ch California
Time zone PST Tax Jurisdictn 0505904200 ezl
PO Box Address
PO Box
Postal code
b |

Communication

Language EN English hd Other communication... |
Telephone (7126701554 | Extension =
Mobile Phone =
Fax Extension 4
E-Mail Patty_Ransom@HMRoyal.com i]
StandardComm.Mtd INT E-Mall v

Create Vendor: Control
Customer - In cases mentioned below this field is populated with SAP number of the customer counterpart of the supplier:

® Direct spend suppliers (Returns vendor number);
® Customer refund vendors;
® Intercompany vendors.

For all Direct spend related vendors: send to someone from DMO C2C team in order to create customer general view and sales org. screen (VDO1) (attach all
received documentation). When customer part is completed, add customer reference number in the Control screen and then ticket can be closed.

Tax number 1 - For US - SSN from W9;
For China — registration number (old);
For Italy — Fiscal code;
For France — Siret number
Tax number 2 - For US vendors populate EIN from W9.
For Additional Tax number for reporting to the tax authorities (Country Specific).

For the US SSN or EIN is mandatory unless it is a W9 exception. Missing SSN or EIN can be added, but if a company has changed its registration number a new
account should be created and the old one inactivated.
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Tax number 3 - For China - registration number (new).
Tax number 5 - For China — registration number for natural persons.

Fiscal address - If ZLEG (Legal Address Vendor) record is created, it should be linked to the main vendor — ZLEG account number in the Fiscal address field.
Currently is not used.

VAT Reg. No. For EU vendors, populate VAT registration number (all VATSs to be preceded by country code). In case a company is registered in several countries
we can maintain more than one VAT registration number using the "Other" option. There should not be more than one VAT for one country.
If the VAT number is missing it can be added, but, if the company has changed its VAT number, new account should be created and the old one inactivated.

Industry - Strategic — 0001;
Non-strategic — 0002;
Sensitive — 0003.
(If not specified in the checklist, please use 0002 - non-strategic for regular vendor setups and 0003 — sensitive for employees)
SCAC - Populated only for US Forwarding Agents/Carriers with standard Carrier Access Code (SCAC)
Stat. gr. Service - Refers to a statistics group for transportation service agent to determine transportation/logistics data.

Should be defaulted to:'01' - Relevant for statist for all Forwarding Agents (Commaodity codes — FREIGH, FRLEAS, FSTPLO, FSFMSV);

'02' - Not rel. for statist for all other vendors.

w Interchangeability

Vendor 10000528 Textile Products Inc Anaheim

Account control

Custorner 70001261 Authorization

Tax information

Tax Mumber 1 Tax number type

Tax Number 2 33-0528774 Tax type

Tax Number 3

Tax Number 4 [ Tax Split

Fiscal address

Tax Jur. 05055800900 VAT Reg. Mo. Other...
Tax Number 5

Reference data

Location no. 1 0000000 Location no. 2 00000 Check digit 1]
Cred.info no. Last ext.review

Industry 0001

SCAC Car.freight grp ServAantProcGrp
Transport.zone 05928 ANAHEIM Stat.gr.service 02

NOTE: Please forward W9 forms to Janis Zvaigzne (cc Martin Bright) in all cases, except the following:

® if company is a Raw Material supplier;
® if "Corporations" or " Incorporations" is checked on the W-9 form;
® Box is checked next to "Limited liability company", but in the comment is letter "S" or "C" = Corporation.

Check appropriate box for federal tax
classification (required): D Individual/sole proprietor m C Corporation D § Corporation D Partnership | | Trustestate

C E] Exempt payea

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) »

D Other (see instructions)

At the beginning of a new year a report with all 1099 reportable suppliers will be provided to Accounts Payable team.

Payment Transactions. Setting up banking details.

If a different vendor number has to be used for remittance information banking details should be added only for ZINV account.
Ctry- Enter country code of the banking details

Bank Key
us ABA Routing number (9 digits)
Canada CSA Transit number (5 digits) + bank code (3 digits)

Europe | Bank key, sort code, BIC... = See Appendix 1

NOTE! If routing number for US validates as Joint UPIC Account the bank name should be JOINT UPIC ACCOUNT.



Bank account Account number (For more details see Appendix 1). For Belgian accounts the format should be as follows 3 digits-7 digits-2 digits.

BnkT 0001 for default banking details, for the other 0002, 0003 etc. This option is used if the vendor is using different accounts simultaneously. If a bank account
will not be used anymore the line with the outdated banking information should be removed.

d B Interchangeability

Vendor 11001001 Industrial Engineering Services Wrexham

Bank Details

C... Bank Key Bank Account Acct Holder A.. IBAN IBANValue BnkT|Referen
= = |

EBI J 2569 30486620 GBSlBARC20256930486620 0001

=]
E3 =

1 L

Bank Data... |[h Delete Bank Detai [l BAN|

ge
]

Payment transactions Different Payee in Document
DME Indicator [ [ |Individual Entries
Instruction key [CJEntries for Referen Permitted Payee

ISR Humber

For EU banking details, press @ under the IBAN column and check the proposed IBAN or add the IBAN manually, if it is necessary.

=8 =
Bank Details
Bank Country GB |
Bank Key 309233
Bank number 309233
SWIFT/BIC LOYDGE21033
Bank Account 02909737
Control key
IBAN
IBAN eB21|LovD| 3092|3302 ] 9097 37 [ ]
Valid from 14.10.2015
@[ Change Docurments ]@

Bank Data...
You can check and adjust the banking details by pressing . Please check if SWIFT, ABA and Bank name is correct before proceeding to the

next view.

If there are no banking details available for the Banking Key used, you will be requested to populate the following fields:
Bank Country - Country of the Bank. Will be populated automatically.

Bank Key - Bank key/Sort code for Europe, ABA for US, CSA for Canada. Will be populated automatically.

Bank Name - Name of the bank. Do not use commas or any special symbols in the name. Mandatory field.

Region - State for US and Canada, county for UK etc. Optional.

Street - Street of the Bank. Optional.

City - City of the Bank. Optional.

Branch - Bank Branch. Optional.

SWIFT/BIC - Mandatory for European banks and for international transactions (for US banks as well). If SWIFT ends in "22" or "XX" Payment team should be
contacted to clarify the full SWIFT.

NOTE: Creation of new bank codes can be accessed through transaction code FI01 and editing through FI102.



[= Bank Data 1

Bank Country IT
Bank Key 0844032390

Address

Bank name BANCA DI CREDITO COOPERATIVO DI CARATE BRIANZA - SOCIETA' CO
Region

Street "VIA MATTEOTTIL, 52; 20864"

City AGRATE BRIANZA

Bank Branch

Control data

SWIFT/BIC CRCEBIT22

Bank aroup

["|Postbank Acct

Bank number 0844032390

V=]

Contact Persons

? H @Partner detais | (¥ Visting Hours  Interchangeability

Vendor 11001182 | Ultrasonic Sciences Ltd ALDERSHOT

Contact Person

Form of... |First name Mame Telephonel De... Description F.. Description
Kristy Anderson 0009 Financial department
Meil Pretty 0002 Purchasing 02 Head of Purchasing

First name - Contact name. (Sentence case)
Name- Contact last name. (Sentence case)
Additional information, such as telephone and email, can be added through "Partner details".

Department - 0002 — Purchasing contact (please note, POs will be sent to the e-mail, entered on General Data - Address screen - Communication section).
0009 — Financial department (e-mail for payment notifications, remittances).

Language - EN English by default.

Telephone - Telephone number, consisting of dialing code and number, but without the country code as it is being picked automatically based on the country
entered as part of the address. If more than one telephone number is maintained for an address, the first telephone number is marked as the standard number.
Press Other Telephone Numbers button to maintain more numbers.

If the country code of the telephone number is different from the country in the address, it can be changed in the pop up "Maintain Telephone Number".

Fax - Fax number of the contact (without country code and without blanks).

E-mail - E-mail address of the contact.

Comm. Meth. - Standard communication type. Preferred/default value should be e-mail.



Vendor 11001182 | Ultrasonic Sciences Ltd ALDERSHOT
Contact Person 5135
VIP [ Gender 1
Marital Status Date of birth
Department [oons] Financial department
Function []
Authority M
Call frequency [
Buying habits m
Notes [
| Person
Title [ M|
Last name [anderson |
First name [Kristy |
Academic Title 1]
Format [Kristy Anderson |
Function [ |
Department |
Room Number Floor Building F|

| Communication

Language EN English - Other Communication...
Telephone Extension [ | =
Mobile Phone =
Fax [ Extension [ ] =
E-Mail 'krsty.andersun@urtmsunic-sciences.cu.uk ‘ij
Comm. Meth INT E-Mail -

| Company

[Ultrasonic Sciences Ltd / Unit 4 Springlakes Industrial Estate / ALDERSHOT .| &

Accounting Information

Recon. account should be populated

Code Description

30000100 ' Will be used for all ZVEN, ZINV account group records

30000400 = Will be used for all ZEMP account group records

31000100 = Will be used for all ZINT account group records

Sort Key 001 "Posting date" by default

i B Interchangeability

| e |
Vendor 11001001

Cormpany Code 7223

| Accounting information

Industrial Engineering Services
Cytec IM (Manchester) Ltd

Wrexham

ey (|
Recon. account | 30000100| o

Minority indic.

Payment Transaction Accounting

Sort key
Certificatn date

001| Posting date
r—
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Vendor 11001001 Industrial Engineering Services Wrexham

Company Code 7223 Cytec IM (Manchester) Ltd
Payment data

I at
Payt Terms I_Yt]llJ

Chk double inv. ¥

Automatic payment transactions

Payment methods 2 Payment block Free for payment
Alternat.payee
Individual pmnt ] Grouping key

Pt meth.supl.

Alt.payee(doc [] | Permitted Payee

Payt terms - Payment terms agreed with the vendor. Should be provided in the "Setup Details — Information from Requester" part of the template. Only Solvay
Harmonized and approved payment terms can be used (Appendix 7 — Overview Harmonized and approved payment terms).

Chk double inv.- To be checked always. This means that incoming invoices and credit memos are checked for double entries at the time of entry.

Individual pmnt - If this indicator is set, every customer/vendor open item is paid separately during automatic payment transactions. This means that open items
are not grouped together for payment. Should be checked upon a request from AP department.

Payment methods: For company code 1237

Code  Description

5 Standard ACH
6 Check
7 International Wire

For company codes 7218, 7223, 7250, 7252, 7257

Code  Description

A Standard ACH

D Direct debit

S SEPA credit transfer (Euro)
w International Wire

For company code: 1246

Code  Description

J JPMC ACH
K JPMC Check
L JPMC Wire

Specifics/ Exceptions:

Cytec entity Field Field Remarks
location input
us Payment 6 -Checks: must be activated, if vendor is located in US/Canada
Methods 6 5 -ACH: should be activated, if US/Canadian bank account is available ("checks" and "wire" must be also activated). Please do not
5 activate ACH p/m if no bank data is available!
7 7 -Wire: must be activated for all vendors
Europe Payment A-ACH: must be activated for all vendors. If p/m ACH is activated, banking data should be entered as well.
Methods

S- SEPA: must be activated if vendor is located in Single Euro Payment Area and currency is EUR (see Appendix 8 — SEPA
countries)

W- Wire: must be activated for all vendors (banking details should be entered as well)D — Direct Debit*: should be the only method
activated, if requested.

gso>»

Withholding Tax Accounting

For now only added for IT suppliers.



Change Vendor: Withholding tax Accounting
Interchangeability

Vendor 11001001 Industrial Engineering Services Wrexham
Company Code 7223 Cytec IM (Manchester) Ltd

-
WH Tax Country J

With/tax information

Wih.t.t... W/tex c... Liable Recty 'Wi/tax ID Exemption number Exem... Exmpt... Exempt From |Exempt To Description

LI

[ Delete Row

Page 1 from 1l

Purchasing Data
Order currency - Purchasing currency.

Terms of paymnt - Payment terms agreed with the vendor. Should be provided in the "Setup Details — Information from Requester" part of the template. Only
Solvay Harmonized and approved payment terms can be used (Appendix 7 — Overview Harmonized and approved payment terms).

Incoterms - Should be provided by requestor (see Appendix 8 for available incoterms).

Schema Group, Vendor - For Intercompany (ZINT) vendors - 'ZS' — Cytec STO vendors;
For the rest of the account groups defaulted to 'ZC' - Cytec Vendors.

Pricing date control - "1" by default.

Gr-Based Inv.Verif - Marked for all vendor records.

Acknowledgment Reqd - Marked for all Direct spend related vendors: classified with 'RAWMAT' or a 6-symbols COMMODITY CODE starting with 'PA....'

Automatic Purchase Order - Marked for all Direct spend related vendors: classified with 'RAWMAT' or a 6-symbols COMMODITY CODE starting with 'PA....'

Subsequent Settlement - Marked for all vendor records.
Subseq. Sett. Index - Marked for all vendor records.
B.Vol.Comp./Ag.Nec - Marked for all vendor records.

Doc. Index Active - Marked for all vendor records.

Returns Vendor - Marked for all Direct spend related vendors: classified with 'RAWMAT' or a 6-symbols COMMODITY CODE starting with 'PA....'
Check mark should be added only after returns vendor has been created. In the popup screen add returns vendor number in the "Customer" field.

[= Customer Default Data ®
|Cu5t|:|mer 170002024 | D
Account group ,_ _, L
Shipping Cond. ] -
Ln

i) |

Srv.-Based Inv. Ver. - Marked for all vendor records.

Relevant For Price Determ. (Vendor hierarchy) - Should be flagged for all vendor records liable for vendor hierarchy. At the moment is not used.

Shipping conditions
For ZVEN:

® (01 (Standard) - for Direct spend related vendors
¢ Blank for Indirect.

For ZINT: ZO (One Step) for intercompany accounts (with several exceptions provided by F2F team)
Purchasing Group - Key for a buyer or a group of buyers. Default Blank

Confirmation Control - Determines which confirmation categories are expected for a PO Should be populated with 'Z004' for all Direct spend related vendors.
Blank for the rest.



(@8 |.| Change Vendor: Purchasing data
&

l &Dﬁerent Data %Subfraﬂges Interchangeability

Vendor 11001001 | Industrial Engineering Servicas Wrexham
Purchasing Org. CPO1 Central Global P Org

Conditions
[}

Order currency cBe| |[Pritish Pound
= =

Terms of paymnt Y011

Incoterms DDE| DDPOO1

Schema Group, Vendor [zc] Cytec vendors
Pricing Date Control 1 Purchase Order Date

Control data

[¥|GR-Based Inv. Verif. ["IRMA Required
| Acknowledgment Reqd

"] Automatic purchase order

[¥|Subsequent settlement

[|Subseq. sett. index [Grant discount in kind

[¥|B.vol.comp./ag.nec. ["IRelevant for Price Det. (Vendor Hierarchy)

|¥|Doc. index active

[CIReturns vendor

[]Srv.-Based Inv. Ver. Shipping Conditions

Default data material

Purchasing group

Confirmation Control

Service data

Order entry by vendor

Note!: When the vendor is opened for company code, it is automatically opened for plants under this company code. There are cases when currency or payment
terms for one vendor code differ in different plants or for different company codes. This can be managed through opening plant level details.
If vendor has multiple currencies for one plant a new vendor should be created!

Go to Different Data:
Enter the Plant number (please see Appendix 11 — Locations and plants) and mark the Purchasing data check box.

[E Create different data *

Sub-range
Vendor Subrange
VSR description

Pint Mame
2015 —
-
a
-
« «

Alternative Data

=
Purchasing data
[_IPartner functions

Ay
%

In purchasing view enter:

Order Currency
Terms of Payment
Incoterms

Pricing Date Control
GER-based inv. Verif.
Acknowledgment reqd
Automatic PO
Srv.-Based Inv. Ver.
Confirmation Control

Partner Functions



Change Vendor: Partner functions

" & @Dﬁerent Data =|Partneraddress  Delete line Interchangeability

Vendor 11001001 | Industrial Engineering Services Wrexham
Purchasing Org. CEO1 Central Global P Org

Partner Functions

P.. Name Mumber Mame D..
CR Ordering address 11001001  Industrial Engineering Services ]
VH Vendor 11001001  Industrial Engineering Services []
FI Invoicing Party 11001333  Industrial Engineering Services ]

These fields define additional rights and responsibilities of each partner in a business transaction.

OA - Ordering address: usually is the same as SAP number we're creating. This address can also be set up under ZOAD account group. Please note that ZOAD
account group maintains only the address used for placing purchase orders.

VN - Vendor is always defaulted to the SAP vendor number we're creating. This vendor number is usually used for placing Purchase Orders.
PI - if the vendor remittance address matches the main address then the invoicing party is the same as the vendor number we're creating.
If company's remittance address is different, it is created as a separate invoicing party ZINV and linked to the main vendor in the Partner Functions screen.

Please note, only ONE invoicing party can be populated on this screen. Before removing Invoicing party, make sure, that there are no open invoices.

Important!!! In case if a separate invoicing party ZINV is added and linked to the main ZVEN vendor, company code Data need be blocked for ZVEN account, as
invoices will be processed through ZINV vendor.

Display Vendor: Initial Screen

B R
Company Code: A legally independent company —

. A~ o ! 11000703 i i
Purchasing Org: An organizational unit within Logistics. Vendor 4 IcHFederal Equpment Company
Business transactions related to procurement are carried out Company Code 12 Cytec Indstri Mat{OK)Inc
in a purchasing organization. Purch. Organization CFO1| Central Global P Org
General Data: Datathat applies equally to each company ~ [Ganeral data
code within your enterprise (address, telephone number, T Add
language in which you communicate with your vendor, etc.). o

| Control
-
v|Payment transactions
/| Contact Persons
Company Code Data: This is the organizational unit — | Company code data
within financial accounting info. | Accounting info
+|Payment transactions
-
+|Correspondence
] Withholding tax
Purchasing Org Data: Identifies the Purchase organization Purchasing organization data
for which a vendor has been created . ¥ Purchasing data

| Partner functions

Commodity Code

Commodity code - In the field of Value add commodity code. This is mandatory field and should have the same value for all company codes vendor is opened for.
Using this field you can determine vendor type (Direct spend, Indirect spend non-PO, Indirect spend — PO). (List of commodity codes can be found in Appendix 7).

How to add Commodity code:



Go to Environment/Classification

1
w)
Press the button

The Class number screen will appear. Press ENTER.
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[E Vendor Edit Goto Extras | Environment | System  Help
& | ~ 4 E Field changes OO0 BRE @B

Account changes

Display Vendor: P: il detais

. Bank data
7 e @ [ Different Data senee geability
Line Items
Tooioor 1l
Vendor riunnmm =l Classification Wrexham
Purchasing Org. CPO1 Central G Internet Services 3

Purch. info records
| Partner Functions

Documents List 3
P.. Name Humber List arrangements
02 Ordering address 11001001 INAUSH R ENGNEErig Services
VN Vendor 11001001  Industrizl Engineering Services
PI Invoicing Party 11001001  Industrial Engineering Services

o o oo o o o o

[ Agsignment Edit Goto Value assignment Extras  Environment  System

& | ~JHICEQ@ CHE oDO8 ([
Display Vendor: Classification
EH B
| Object
Vendor 11001001 Industrial Engineering Services
Class Type 010 Vendor Class
| Assignments
Class Description St... |S..|1.
bcyve_crass vew DOR CLASSIFICATION On v
e peeeeeees Y o
Class Type 010 Ve