Boleto's manual - Brazil

Tasks to be completed when creating an operating procedure (from creation to publication)

1. Enter the Title of the procedure: Description of the operating procedure - Region (APAC, EMEA, LAM, NAM) - Country (Optional) - ERP (PI
1, PF1, WP1)

2. Add the following Labels :

® Region: apac, emea, lam, nam

® ERP: pfl, pil, wpl

® Domain & Process using the List of labels to be used in the space OtC
3. Fill all fields as described

4. SAP transactions :
a. notify them on the right : References , Link the SAP transaction name notified here with the SAP transaction page registered in the

file (page adress)
b. notify the transaction SAP inside the document in the appropriate place and add a macro : Include Content - Search the name of the

page and Save

5. Once the procedure is completed, publish it using the SBS-OtC approval workflow

Table of contents Scope
® Objective and Scope " 8
® FEBA - How to process manually the "boletos" @ .

o 2.1 Boletos

0 2.1.1 Reconciliation of "Boletos" Account
© 2.1.2 Second copy of "boleto" ERP
© 2.1.3 Change of Boleto's Due Date
0 2.1.4 How to issue "boleto" with discount
© 2.1.5 How to issue "boleto" with interests WpP1
1. Objective and Scope References
The purpose of this document is to describe the flow to handle payments received through Attachments

'boletos’ from Brazilian customers and how to apply it. The payments are received on Rhodia
Poliamida and Rhodia Brazil 'boletos' bank accounts and the Accounts Receivable (AR) team
matches those payments that could not be matched automatically by the system. This
procedure describes also how to proceed with 'boletos’ in cases you need to change or update
information.

2. FEBA - How to process manually the "boletos"

The Accounts Receivable transactions available in the bank statement are identified according to
an operation code sent by the bank's file. FEBA does not, for example, deal with transactions
related to payments sent to suppliers (PtP).

The bank return file for boletos is imported into the system automatically. The system validates the
information through the "Reference Key 3" field available in SAP and applies the payments in the
respective documents.

The system can't apply automatically the payments when:

® |t's not possible to identify the customer;
® |t's not possible to identify which invoices were paid;
" There's a discrepancy between the amount paid and the invoice's amount.

These issues are available on SAP to be applied manually.

2.1 Boletos

On FEBA, fill in the criteria you need to execute the bank statement ( Company Code, Date,

i
House Bank) and press F8 or
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The items that will need to be applied manually will be in red

Usually the system doesn't apply automatically the payments received through "boletos” when
there's a discrepancy, for example: short payment, payment of invoice that has already been
canceled, credit note.
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Identify though the file "Francesinha", the customer and the invoice.

"Francesinha" is a report that you can download on Internet Banking that shows you all the
payments received through "boletos" on a specific day.

Example of "Francesinha" :
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Select the item and press "Save" :
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Fill in the customer's account:
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Press "Enter".

In this particular case, there was only one open invoice and the system already pre-selected it.
When there are more open invoices, you should select the ones that the payment should be

applied to.
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Note that the difference is in the amount of BRL 0,01.

Click on the tab "Res. Item" and select the reason code Z02 - Tolerance Incoming.
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Click on "Document” and then "Simulate" to validate the information that will be processed:
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It's important to check the posting date, document type, company code and the posting key of the
accounts involved. In this example, it should be debited the Bank Account (50310104) and
compensate the customer account.
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If all the information is correct, the posting can be saved

2.1.1 Reconciliation of "Boletos" Account

After reconciling the discrepancies on FEBA, you must reconciliate the amounts of
account 50310104.

On SAP, use the transaction F-03
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Fill in the Account, Company Code, Clearing Date, Period and Currency (This should be done to
both companies: 7523 and 7580).
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P = -
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Click on "Process Open ltems".
Select all the items (Select All + Activate Items).

The final balance should be zero.
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Click "Save".

Obs: There's a job that does the conciliation automatically every day, at noon and at late
afternoon, including weekends. If on receipt of the "boletos" file on Fridays there is no divergence,
the system will reconcile this account automatically on Saturday. Therefore, there won't be any
pending postings left on Monday.

2.1.2 Second copy of "boleto"
Frequently the customers ask for a second copy of "boleto” through Freshdesk or phone call.

There are two ways you can get a second copy: directly through the bank's website (on option
"Boletos") ou through the Internet Banking access.

2.1.2.1 ltal's website
Access the website www.itau.com.br/boletos

Click on option "22 via do boleto", then click on "Préximo":

E5coina uma opean

Escolha uma opgiio

Excolha uma das apches e acords com sus necessidads

ATENGAO

B . segenda via serd omitida com o3

Mesma vancidas, b anco om que o pagadr tanha sa
crudenciado como DA

On the next screen, the website will ask you to insert a code so you can issue the second copy:


http://www.itau.com.br/boletos

Dados do boleto - Segunda Via

Atenglo

Ao emitir o seu boleto cerifique-se que o
codigo em destaque (imagem ao lado)
comesponds obrigatoriamente an cdigo do
Banco ltau (341) e que todos os dados estio
comelos. Caso o cddigo do banco ou alguma
informagdo esteja diferente, ndo efelue o
pagamento e entre em contato com as cenfrais
da atendimento tau.

Digite a representago numérica @ do cédigo de barras ou os dados de AgénciaiCédige Beneficidrio
& Nosso numero @ (apenas os NUMEros. sém espacos. pontos ou barras)

@ Mau O Unibanco

Verificar Valor digitadol

Caso ndo tenha o boleto em mdes, serd drio entrar ‘com o i onde
vocé efetuou sua compra ou recebeu a prestacio de um servico & solicitar os dados necessérios para
obtencdo da 2* via

Impontante: sardo incluidos neste novo boleto os valores dos juros e multas incidentes por atraso, caso
houver.

We use the following data to issue the boletos: Agency/ Beneficiary's code + Our Number (Ref
Key 3).

Rhodia Poliamida: 2938095839112 + Ref Key 3

Rhodia Brasil: 2938095847112 + Ref Key 3

Fechar [s]

Boletos
AginclaCidigo cedente « nosa nimero

To obtain the reference key 3 code related to the invoice that the customer requested, you need to
search for this information o SAP (WP1).

Access the customer's account through FBL5N and locate the invoice requested. For example: the
customer requested boleto for invoice 320131.
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To issue a second copy on Ital's website, you must use the code from Rhodia Poliamida + ref key
3 of the invoice:

Rhodia Poliamida: 2938095839112 + 459224799 -> 2938095839112459224799

Insert this code on the blank field and click on "Proximo™:



Dados do boleto - Segunda Via

Atencio

Ao emir o seu bolsto cerifique-se que o
codigo em destaque (imagem ao lado)
comesponde obrigatoriamente a0 codigo do
Banco Itad (341) e que todos os dados estdo
corretos. Caso o codigo do banco ou alguma
informacBo esteja diferente. ndo efetue o
pagamento e entre em contato com as centrais
de atendimento ltau.

Digite a representag3o numérica @ do cédigo de barras ou os dados de Agéncia/Cédigo Beneficidrio
e Nosso nimero @ (apenas os nimeros, sem espagos, pontos ou barras)

w ltai Unibanco

2938095839112459224799

Caso nao tenha o boleto em maos, serd necessario entrar em contato com o estabelecimento onde
vocé efetuou sua compra ou recebeu a prestagiio de um servigo e solicitar 0s dados necessdrios para
obtengio da 2* via

Importante: serdo incluidos neste novo bolato os valores dos juros e multas incidentes por atraso, caso
houver,

On the next screen, click on "Gerar boleto em pdf' and save the file to send to the customer.

Atengao: Para sua maior seguranga, os boletos serdo gerados apenas em PDF.

Instrugbes para impresséo e pagamento deste bloqueto:

- Utilize uma imprassora tip jato de tinta (ink jet) ou laser.

- Configure a impressora para utilizar qualidade de impressda Normal. Ndo uiilize s opgdes Rascunho ou Econdmica.
- Imprimir em folha A (210x287 mm) ou Carta (216x278 mm) de cor branca.

- Corte nas duas linhas indicadas. Nio fure, dobre, amasse, rasure ou risque o cédigs de barras

2.1.2.2 Internet Banking
Acces the Ital's website and insert the operator's code to access the Internet Banking.

www.itau.com.br

Cédigo Operador + | | 546932265 W 30
- - . horas

|#| Lembrar cadigo do operador @

There're two accounts for "Boletos”, one for Rhodia Poliamida and the other one for Rhodia Brazil.
To issue a "boleto” from these companies, you should choose one of the options below:
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On "Boletos", click on option: "Outras Consultas".


http://www.itau.com.br/

Home > Cobrancga

Consultar

» Posicdo de cobranca

» Extrato de movimentacdo (Francesinha)
» DDA

« Fluxo de vencimentos

= Cobranca Unibanco

» Pracas de atendimento Itad

Boletos

» Em aberio (a vencer e vencidos)
» Baixados e liquidados
|- Outras consultas |

Em negativagao

« Conta em operacdo
= Todas as contas

On the next screen, click on "Individual":

Home > Cobranga > Outras consultas

» |ndividual

= Com instruces comandadas
= Em cartério

» Em operacdes de crédito

= Rejeitados

Select the option "Carteira e Nosso Nimero".

"Carteira" is always: 112 and "Nosso Numero" is the ref key 3 (this information you can find on
customer's account on SAP).

Consulta individual de boleto

Dados do boleto
Pesquisar por. O Seu ndmero

® Carteira e Nosso nimero 2 |saz2ars

T

Click on "Continuar" and on the next screen, click on "Emisséo de 22 via".

BANCO ITAU - UM TITULO - CONSULTA

17/09/2018 16:37:32
“** TITULO EM CARTEIRA *** Posigao em: 14/09/2018
AgéncialConta: 938 09583.9 Carteira/Nosso Nimero: 11245922479 .9
Nome do Beneficlirio: RHODIA POLIAMIDA E
Data de Vencimento: 23/09/2018 Valor do Titulo: 49.624,40
Data de Entrada: 271082018 Data de Emissio: 24/08/2018
Uso da Empresa: 000007997700964221422018 Emissao Ordem Protesto:
Ag. Depositiria: 0007 Espécie: DMl Aceite: 0 {NAO ACEITO) Seu Nimero: 0032013101
Instrugbo: Aplicar juros no valor de R$ 165.41 apos o vencimento
Instrugao:
Instrugio:
Instrugio:
Nome do Pagador: TE CONNECTIVITY BRASIL INDUSTR PES - CNPJICPF: J - 00.907 845/0015.60
Logradoure: R AMPERE 304
Cidade: BRAGANCA PAULIS Estado: SP  CEP: 12929.5T0
E.mail do Pagador: brazilcontasapagar@te.com
Nome do Pagador: . PES . CNPJICPF:

Logradouro: R AMPERE 304

BRAGANCA

Bairro: PENHA Cidade: 1)1 : SP CEP: 12929.570

a | comanga imsrugio || ateragio de Dades

A "boleto” will be issued and you should click on "Gerar boleto em PDF". Save the file and send it
to the customer.

2.1.3 Change of Boleto's Due Date



According to the global documentation of due date's modification, only the Credit Team can
authorize this change.

The only way you can change the boleto's due date is through the Internet Banking access.
After you access the IB with your operator code, click on "Menu" and then select "Cobranca".

On option "Boletos", click on "Outras Consultas".
Home > Cobranga

Consultar

« Posigdo de cobranca

» Exftrato de movimentac3o (Francesinha)
* DDA

* Fluxo de vencimentos

= Cobranca Unibanco

« Pracas de atendimento Itad

Boletos

« Em aberto (a vencer e vencidos)
» Baixados e liquidados

QOutras consultas

Em negativagao

« Conta em operacdo
« Todas as contas

On the next screen, click on "Individual":

Home > Cobranga > Outras consultas

» Individual

« Com instrucbes comandadas
= Em cartdrio

« Em operactes de crédito

» Rejeitados

Select the option "Carteira e Nosso Nimero".

"Carteira" is always: 112 and "Nosso Numero" is the ref key 3 (this information you can find on
customer's account on SAP).

Consulta individual de boleto

Dadeos do boleto
Pesquisar por. () Seu nimero

® Carteira & Nosso nimero 12 |4saz2479

Click on "Continuar" and on the next screen, click on "Altera¢éo de Dados".



BANCO ITAU - UM TITULO - CONSULTA

17/09/2018 16:37:32
***TITULO EM CARTEIRA ** Posicio em: 14/09/2018
AgénciaiConta: 2938 09583.9 Carteira/Nosso Numero: 112145922479 -9
Nome do Beneficidrio: RHODIA POLIAMIDA E
Data de Vencimento: 231092018 Valor do Titulo: 49.624,40
Data de Entrada: 27/08/2018 Data de Emisséo: 24/08/2018
Uso da Empresa: 000007997T00964221422018 Emissao Ordem Protesto:
Ag. Depositaria: 0007 Espécie: DM Aceite: 0 [NAO ACEITO) Seu Nimero: 0032013101
Instrugiio: Aplicar juros no valor de RS 165,41 apés o vencimento
Instrugio:
Instrugio:
Instruciio:
Nome do Pagador: TE CONNECTIVITY BRASIL INDUSTR PES - CNPJICPF: J - 00.907.845/0015-60
Logradoura: R AMPERE 304
Cidade: BRAGANCA PAULIS Estado: SP CEP: 12929.570
E.mail do Pagador: brazilcontasapagar@te.com
Nome do Pagador: . PES . CNPJICPF:

Logradouro: R AMPERE 304
Bairro: PENHA Cidado: S\ GANCA Estado: S CEP: 12929.570

Versis para impressio Eméasio de 2 \ia || Comanda Insirugio

Modify the due date according to Credit's request and click on "Enviar":

Um Titulo > Alteragao de Dados

Agéncia: 2938 Conta: 09583.9 Carteira: 112 Nosso Nimero: 4592247%

Altere somente os dados necessarios

Data do Vencimento; 23 [/os /(1 I Valor do Titulo: 49623,40
Instrugdo: Aplicar juros no valor de 165,31 apés o dias do vencimento
Instrugio: v
Instrugio: v
Instrugio: [

Datade Emiss#o: 2« (/o8 |/

Espécie do Titulo: | DMI - Duplicata de Vanda Mercanti por Indicacio i
Seu Nimero: oaazorsm Indicador de Aceite: 1
Nome do Pagador: TE CONNECTIVITY BRASAL INDUS, Pessoa: U CNPJICPF: [10007245001560

Logradouro: R AMPERE 304 Bairro: Pemm Cidade: BRAGANCA PAULIS

Estado: s CEP: 123 fsn0
Nome do Sacador Avalista: Pessoa: CNPJICPF:

Logradoura; R AMPERE 304 Bairro: PERHA Cidade: BRAGANCA PAULIS

Estado: s CEP: 12829 s

Uso Empresa: 000007957700964221422018

Enviar | Lipar

A PDF file will be generated, this file should be saved and sent to customer.

2.1.4 How to issue "boleto" with discount

In some cases, a credit note is issued and the customer can use it to apply to an open invoice. For
example:

Batersoce e o vy 3

000043621-4) 3[R¥ BeaBaLs k] 10=|174.
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To issue a "boleto" with discount, you should access the Internet Banking.
On Boleto's account, click on "Cobranca" "Alterar Dados de Boleto".
Carteira: 112

Nosso Numero> Ref Key 3 (SAP)

Um Titulo > Alteragdo de Dados

Carteira:

Nosso Nimero: (38653841

Selecione a operagao a ser efetuada:

Cancelar Alteracdo
Cansultar -

| Enviar || Limpar |




Click on "Alterar" and then on "Enviar".

On field "Valor do Titulo", fill in the net amount (Invoice's amount - Credit Note's amount):

Um Titulo » Alteragio de Dados

Agéncla: 2938 Conta: 095839 Cartelra: 112 Nosso Nomero: 38653841

Altere somente 03 dados necessirios

Data do Vencimento: 23 |/les /118

Instruclo: Aplicar juros no valor de 5353 apds )| dias do vencimento
Instrugio: 4
Instrugio: .
Instrugio: .
Data de Emissdo: 31 |/fo7 | /[ie
Espécis do Titulo: | DM - Duplicata de Vanda Mercanil por Indicagéo [
Seu Nimero: 0004332101 Indicador de Aceite: 1
Nome do Pagador: NUFARM IND SUIMICA & FARMAC] Pessos: U CNPYICPF: BrasTezonias
Logradoure: AV PARGUE SUL 2138 Bairro: DISTRITC IND. Cidade: MARACANAY
Estado: G& CEP: 6138 tooo
Nome do Sacador Avalista: Pessoa: CNPJICPF:
Logradouro: (2 PARGUE SUL 2138 Bairro: DISTRIT NG Cidade: MARACANAY
Estado: CE CEP: 6138 000

Uso Empresa; 000007914500964154152016

Enaxr | umgar

Obs: The amount ("Valor do Titulo") should be without dot, only comma.

Click on "Enviar" and on the next screen, click on "Emisséo de Bloqueto Atualizado”. Save the file

and send the updated "boleto" to customer.

Um Titulo - Alteragio de Dades

AgéncialConta: 2038/ 095839 Carteira/Nosso Namero: 112/38653841
Data Vencimento: 29/09/18 Valor do Titulo: 157.596,07
Nome do Pagador: NUFARM IND QUIMICA E FARMACEUT

Atengio: Os dados do titulo acima foram alterades com sucessa.

Valor Titulo: 157.596,07

2.1.4.1 Compensating the Credit Note on SAP

After sending the updated "boleto" to customer, you need to compensate the Credit Note on SAP.
The transaction F-30 should be used on SAP WP1.

Doc. Date: Fill in with the invoice's doc date

Type: DZ

Company Code: 7523 or 7580

Posting Date: current date

Period: posting date's period

Currency/ Rate: BRL

Reference: Insert the Invoice's Reference (on SAP, it's column "Reference")

Doc. Header Text: Insert the Freshdesk's number, the ticket which you received the request

Menu 0 @ 0 Choose open items Account Model

Post with Clearing: Header Data

Document Date 31.07.2018 Type Dz Company Code 7523
Posting Date 1%.08.2018 Period 9 Currency/Rate ERL
Document Number Translation dte
Reference 0000438214 Cross-CCode No.
Doc.Header Text :Tn:ket #2271169

Clearing text

Click on "Choose Open Items"
Company Code: 7523 or 7580

Account: Customer's account



On "Additional Selections", select "Document Number":

Post with Clearing Select open items

Open ftem selection Additional selections
Company Code 7523 None
Account 79145 Amount
Account type D :@ Document Number 1
Specal G/L ind ~ Normal O Posting Date
Pmnt advice no. Dunning Area
Reference

Other accounts
Distrbute by age
Automatic search

Reference key 3
Payment order
Collective invoice
Document type
Business Area
Tax Code
Branch account
Currency
Posting Key
Document Date
Assignment
Others

Click on "Process Open Items" and fill in the "Document Number" of the Credit Note and the

Invoice.

mew . OF QOO Other selection

Post with Clearing Enter selection criteria

Parameters entered

Other account

Company Code 1523

Account 75145

Account type D|

Specal G/L ind. Wi Standa

Document Number

From To
96421850
56418015

After filling these fields, click on "Process Open ltems".

String Inicial value

Select both documents and click on tab "Res. Items":

Post with Clearing Create residual items

Standard Partial Pt W WH Tax

Process Open Items

Account items 79145 NUFARM IND QUIMICA E FARMACEUTICA
Assignment Document... D.. P.. Posting ... Docum... Net Amount

Residual Items RCd

96421850 RV 11 21.08.2_ 21.08.2_ 13.261, 80~

96418015 RV 01 31.07.2. 31.07.2. 176.857, 87

&B| B8

Processing Status

@ Qurrency| | 4 Ttems | Rems | | 4 Disc.

Humber of ikems 2
Display from tem 1
Reason code

Cumency BRL

Display in clearing currency

Amount entered
Assigned
Difference postings

Mot assigned

0,00
0,00

Double click on the Residual Items field next to the invoice, the system will automatically calculate

the final balance.

Click on "Menu" "Document" "Simulate".



! - Document > Other Document Shift+F5 e Off
) Edit » i

' Posty = Simulate

| Goto 3 mubte G i

)

| [ Stanc  Settings 4 Post s

I Enyronment 3 Extt Shift+F3

! Accot System } [MICAETRRMACETTICR

i

! Assignm Help » . Docum... Net Amount Residual Ttems RCd
) 96421890 RV(1121.08.2..21.08.2. 19.261, 80~

! 96418015 RV 01 31.07.2..31.07.2. 176.857, 87

Double click the blue line:

Document Date  |31.07.2018  Type Dz Company Code 7523
Posting Date 19.09.2018 Period ] Currency BRL
Document Number | INTERNAL Fiscal Year 2012 Translation dte 19.0%.2018
Reference Cross-CCode Mo.
Doc.Header Text  Ticket #2271169 Trading part.BA

Items in document currency

PE Bush Rcct BRL Amount Tax amnt

IOO] 04 0000079145 NUFARM IND QUIMICR 157.596,07 I

002 17 0000079145 NUFARM IND QUIMICA 157.596,07-

On field "Text" , enter your initials, the credit note's document number, the CN's amount and the
ticket's number (Freshedesk).

Post with Clearing Correct Customer item

Customer 79145 HUFARM THD QUIMICA E FARMACEUTICA G/L Acc |41100100
Company Code 7523 AV PARQUE SUL 2138

Rhodiz Poliamida Esp.SA MARACANAU

Item 1 / Other receivables / 04

Amount. 157.596,07 BRL

Tax Amount 0,00

Calculate tax Tax Code BusPlace/Sectn 0006 /

Contract ;2 Flow Type

Payt Terms 0007 Days/percent |60 0,000 / /
Bine Date 31.07.2018 Disc. Amount | 0,00

Disc. base 0,00 Invoice ref. 96418015 |/ 2018 / |1

Pmnt Block Pmt Method 3 Pmt meth.supl.
Assignmant

|Text LT - Crédto 96421890 - BRL 19.261,80 - FD#2271169 ] |

Wext line item

PstKy Account SGL Ind New co.code

=

After applying these documents, you have to create a dispute for this balance that is now available
on customer's account.

After completing this information, click "Save"

Go to customer's account on FBL5N e locate the residual balance.

048
72

IATARN N0 QUINICA ¢ TARGACEUTICA
ARAGRIAY

Raterence et di | 00| Armeaz| | BC L i | B

reaafoa]v0aes

21| afe e so-fisns96,07 Jomn asa.s6,00 o

137.594,07 |me |157.904,07 |mRL

Double click on this document e click on 'Create Dispute Case":
Case Type: Z00C

Reason: C002 (Partial Payment)



[0 Create Dispute Case x

1 _Attrbutes
Title
Reason

IMICR E FARMACEUTICR

M IND Q

Co02| Partial Payment

Category
Priority hd External Ref. 3036908
1 Processor Ji I'._T Amount 157.596,07 |BRL
Person Respons. Coordinator
1
Process. Deadine Closing
:
1 | = contact Person
Contact Person
1
Contact Person Fax number @
e-mai Telephone no.
1
Case Type 200C Root Cause Code
Status Open v
Long Text
s BE
*li1,Co1 n 1-Ln1of1ines

Insert the following text:

“Prezados (as), bom dia!

Conforme o FD#XXX, o cliente solicitou a aplica¢éo do crédito XXX (N° do documento da NC) no
valor de BRL XXX na nota fiscal XXX.

Ainda resta um valor a pagar de: XXX

O boleto e/ou os dados foram enviados para o cliente.

Atenciosamente,
XXXX”

Click on "Save".

2.1.5 How to issue "boleto" with interests

2.1.5.1 How to update the "boleto" on ltal's website

If a customer asks you to send an updated "boleto" because it has passed the due date, you
should send a "boleto" with interests.

On Itad's website , www.itau.com.br/boletos , it's possible to update the "boleto", but the new due
date will be according to the current day.

For example:

We received a request to update a "boleto" to today (23/11/2018), on the website, the new
"boleto" that will be issued will have a due date of 23/11/2018 .

If the customer needs more time to make the payment, the updated "boleto" should be issued
manually according to item 2.1.5.2.


http://www.itau.com.br/boletos

Escolha uma das opgdes de acordo com sua necessidade:

Atualizar boleto vencido @
Cobranga Email @
Solicitado via Central de Renegociacée @

OfentalParcela de Renegociagio recebida via emailSMS @

Telefones das centrais de renegociacdo, digue aqui

ATENCAO:

Boletos DDA (pagadores eletronicos) nao serdo atualizados & a segunda via sera emitida com os
dados originais do boleto

Mesmo vencidos, boletos DDA podem ser pagos em qualquer banco em que o pagador tenha se
credenciado como DDA,

To issued the updated "boleto" on Itad's website, you should use Rhodia Poliamida's code + the
invoice's ref key 3:

Rhodia Poliamida: 2938095839112 + 459224799 -> 2938095839112459224799
Insert this code on the blank field and click on "Préximo".

On the following page, click on "Gerar boleto em pdf* and save the file to send it to the customer.

2.1.5.2 How to update the "boleto™ manually on Internet Banking

In some situations, you will need to issue a "boleto" manually, as per example below:

® Today is 20/11/2018 and the customer's "boleto" expired on 14/11/2018, however there are
cases that the customer will ask to extend the due date. In this example, the customer needs a
"boleto" updated to day 22/11/2018. You will need to calculate the interests and update the
amount and the due date on IB.
To calculate the interests, the rate to be used is 10% per day (consecutive days).
To issue a "boleto" with interests, access Itad's Internet Banking (IB) and change the date
according to the instruction below:
On boleto's account, click on "Cobranga" "Alterar Dados de Boleto".

" Carteira: 112
" Nosso Numero: Ref Key 3 (SAP).

Um Titulo > Alteragdo de Dados

Carteira: 112

Nosso Nimero: 33653841

Selecione a operagao a ser efetuada:

Cancelar Alteracdo
Consultar

Enviar Limpar

Select "Alterar" and then click on "Enviar".

On field "Valor do Titulo", fill in the net value (Invoice's amount + Interest Amount):

On field "Data do Vencimento". fill in the new due date.

After entering the new data, click on "Enviar" and on the next screen, click on "Emissado de
Bloqueto Atualizado". Save the file and send it to the customer.

Obs: To send updated "boletos" with interests, don't change the due date on SAP, just
change it on the bank.

End of document.
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