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2. Objective and Scope

This operational procedure (OP) demonstrates processes and procedures to execute Accounts Attachments
Receivable activities for Japan customers. This OP provides instruction for users to perform recurring

activities and reacting expected scenarios. . .
g exp Process Flow version (shown in the

This operational procedure (OP) applies for Accounts Receivable activities of entities: process)

Solvay Japan, Ltd (7418)

Solvay Nicca, Ltd (7621)

Anan Kasei Co., Ltd (6110)

Nippon Solvay KK (0360)

Solvay Specialty Polymers Japan KK(5846)

3. Definitions

® SBS: In the current document, "Solvay Business Services" will be replaced by its abbreviation
"SBS".

® AR BO: Accounts Receivable Back Office

® RtR FO: Record to Report Front Office

® OP: Operating procedure

4. Process Flows

4.1 Pro-Forma Invoice


https://process.solvay.com/#default/item/c.epc.-%200%20-%20SBS%20(Prod).OWYtYXXKEeZCjQpKfdcvOQ.-1
https://process.solvay.com/#default/item/c.process.-%200%20-%20SBS%20(Prod).ZX2Jgah6EeQWLlzz_MJFvA.-1

AR (Rhodia Legacy Japan) : Pro- Forma Inveice (Advanced Payment) —Billing and Qearance
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After get informed of "Advance Payment" from RtR FO, AR BO enter posting.

Pro-Forma Invoice means customer made payment before billing generate (Advance payment)

Step: 2 NAHCEeHNREE88 D @8
: Post Customer Down Payment: Header Data T code: F-29

|2 New item || Requests |

1. Enter Transaction code: F-29

Document Date | [ e Dz Company Code
Posting Date 12.02.2010 Period 2 Currency/Rate JPY
Document Number Translation dte
Reference CrogyCCno.
Doc Header Text
Trading part BA Tax Report Date
Customer
Account =3 Special G/L Ind &

Altern.comp .cde

Bank
Account £ Business Area
Amount LC amount
Bank charges LCbank charges
Value date Profit Center
Text Assignment

Post Customer Down Payment: Header Data
| 2| Mew item || Requests |

2. Enter data

12.02.2010] Type Company Code
Rosting Date 12.02.2010) Period 2 Currency Rate usd
Dociime Translation dbe
Reference &
Daoc Header Text
Trading part BA

jte

Enter Data

Customer

Account Special G/L Ind @
Altermn.comp.cde

[ Special GIL “A” ]

Bank [+
Account 51000393 Business Area

Amount LC amount

Bank charges LC bank charges

Value date Profit Center

Text Assignment




3. Simulate

4. Save

After receiving Billing no. from CA
(Customer Assistant), AR BO clear
open item.

Step:

1. Enter Transaction Code: F-32
2. Put the data , Customer

account code, Company code,

Period, Currency

3. Process open items then
Choose invoice and Advance
incoming document.

4. Simulate

5. Save

Post Customer Down Payment Add Customer item

[2][® more data [[@][ @] @][ New item |

Customer 65447 COSEAL CO.LTD G/LAce 41100600
Company Code 7621 SEOCHO-DONG SEOCHO-GU

Rhodia NICCA, Ltd SEOUL

Item 2 / Down s A

| Amount SO Amount inLC »Y

Tax amo{int LC tax
Tax Code
Invest.lD [
Disc. amount usD
Real estate o
Flow Type
/
Assignment
Text
< DB e0e CHE nnon BE @6
Post Customer Down Payment Display Overview
[@][ New item |[z& Display currency |[ Requests |[ Additional items |
Document Date 12.02.2010 Type DZ Company Code 7621
Posting Date 12.02.2010 Period 2 Currency UsD /0.01107
Document Number INTERNAL Fiscal Year 2010 Translation dte 12.02.2z010

Reference
Doc Header Text
Items in document currency

Cross-CC no.
Trading part.BA

PK  BusA Acet UsD  Ameunt rax amnt
001 40 0051000383 TMU USD 18,400.00
002 19A 0000065447 COSEAL CO.,LTD 18,400.00~ 5V
Simulate
Save
D 18,400.00 C 18,400.00 0.00 * 2 Line items
Clear Customer: Header Data
Process open
Account 51 Clearing Date 23.05.2014  Period 5
Company Code 7621 Currency JPY

Open Item
Special G/L Ind

+Normal OI

Additional Selections
() None

{JAmount

() Document Number
) Posting Date
)Dunning Area

(" Reference
JReference Key 3
{Payment order
{)Collective invoice

4.2 AR Clearance — Payment Received




AR(Japan) : AR (Jearance —BeforePayment,and Payment Received (Bank Transfer)
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Bank Statement via BizZSTATION.
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Follow below illustrated steps.
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https://bizstation.bk.mufg.jp/
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If you want to check another account,
please tick “Bank statement” again.
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2. AR BO match AR Items in RCS

2.1 Check Corresponding AR in
RCS. Enter Transaction Code:
FBL5N,

2.2 Then double click invoice to
check the invoice was assigned s A B e e
to warp or not, if it's yes we will

Teaisn & lAiiooioo |
. . Customer 64150 [ ASAHI GLASS CO., LTD. G/L Acc 41100100
post Mis-Direct as Global Cocode 5110]  MARUNOUGHI 154
process but if it was not Anan Kasei Co., Ltd. TOKYO Doc.No. 94777453
assigned to warp, we will post as [ Line Item 1 / Invoice / 01 |
the normal inCOming process as Amount 544, 320, 00 UsD  Amount in LC 65, 336, 809 »Y
(3.) screen below: | Addtional Dat \

Disc. base 544, 320, 00 USD  Disc. Amount  [0.00 usp

Payt Terms 0014 Days/percent |60 0. 000 1% [0 10,000 |% [0 |

Bin 2015 Invoice ref. / JAC

("“f et W " means this invoice was

Payment Ref. 47 assigned to WARP, if there's

Contract not entry doc. type "D",it )

Assignment [ano47; Means the invoice was not

f assigned to WARP. @ Long text

3. Clear related AR open items using
Transaction Code: F-28



17.06.2014 Company Code
Posting Draty 17.06.2014  Period 3 Currency/Rate

Document Numbar Translatn Date
Reference €rossCCTO.
Doc.Header Text Trading Part.BA
Clearing text

Bank data

Account 51000390 B

Amount 10850000 Enter SGL

Bank charges AR SERV INV: C

Value Date Advanced. A

Text

P Note: W
Open item selection

Account: None

Account Type ©Amount

Special G/Lind sta *) Document Number

Pmnt advice no. ) Posting Date:
3.1 |f there iS a discrepancy, Incoming Payments Fast Entry Process open items

[ 2] @] Distiwte gin. || charge off ditr, |[.2_Editing options |[& Cash Disc. Due |

clear open items and enter
different amount.

o
83705283 RV 17.02.20101 26- 28,350

Selectitems->save
Bank charge A/C98300702
VAT 8% : UO
VAT 0% : JS

e B5E &

| Editing status ) 8 R .
Mumberor ey If there’s a discrepancy & no information o
Displa) it . 0
FEE e please contactto CA & CM by e-mail.
Display in clearing cmency ot asshgned 0

4.3 Customer Payment — Promissory Note

AR (Japan) : Customer Payment - Promissory Note
Customers make
& |Promissory Note = RECEIPT OF P. NOTE I COLLECTION RE I I
E Payment
= Customers receive | | |
2 E Promissory Note Receipt | | |
=
3 P/ Note or @
~ | P/ Note Delivery = ) | | |
Adviee P /Mot Receipt 3
_.é : % Bank receives Collection Request : :
= .
Collection Request
m
I +endon'¢l P/Note ¥ I I
(T1) Receive P/Note or) (" [4) Issue F/Note ) I | ~ | . |
Delivery Advice Receipt | (5) Raise Collection Request to | | OnP/Note ‘ma__.lnﬂl)'dalz |
=  Receive P/Note via = Print P/Note Receipt | | Bank | [ @ (
3 registered mail & Affix revenue stamp + = Prepare Collection Request Form
= & Make P/Note copy for company seal on P/ I # Endorse P/Note : affix company I l I
I‘E reference . Note Receipt | P seal and bank stamps at the back (6) Process P/
g . P,-'Il::te gxl;lg:g:ln;: +-*|= Mail endorsed P/Note @ of P/Note || Note Maturity |
collected by Receipt to customer * Bank account for F.Note .
frd # Scan and email P/ a For Delivery Advice s sertlement is 2941758 for ED I]s ey AT B I
x Note to AR BO include a return | weels Japan and 2941790 for RD Nicea | P/Note |
o & For Delivery Advice envelope with A beforeF/ |4 Send prepared form and P /
proceed to issue P/ mymr_!dpomw n I Note Notes to our Bank I I
Note Receipt \_ the mail J I maturity | I
I I I
2) Match P/Note with AR i
(2) e infrﬁc?s " I & Only Kumi-Kasei Co., Ltd. (Customer Code | I
= i X = Update P/Note details &
= Match F/N amount with | #88604) ={L Ak St sull draws I rodeaas | A o b 1
AR balance for same P/N I promissory note as payment mode for Total | I axrel sheet
maturity & AR due date - monthly invoice value > 100K JPY * on hand = at safety b
R | -For<=100 KJPY, payment is TT closingat | | of Accounting Degt.
= # Put remark of P/Note in I EOM, payment on following EOM * collected = already sent
[==] “Text" ofeach.ln]ll:fg data - For> 100 K JPY, payment is P. Notes closing | I to the bank
x as a col .on -
& receiprldohfnP,."aNnutE. | ::éfﬂ!. payment on maturity EOM 3 months | vath Special 6/ |
indicator
: I = Transactions are conducted in Japanese I I
(3) Post P/ Nnt? in RCS | Ianguage!.a. Promissory note + promissory | | » Reconcile month end total
» Enter a transfer journal I note receipt balance of Promissory
from A—i,:hm Pmm.l:isury ® Onan average, there are less than 15 such I I Mote [excel) with GL
E"z‘i without AR clearing - | transactions per month | | Account in RCS #41100200
2 J | I End I AR Trade Bill of Exchange

Step:

1. RtR FO receives Promissory Note,
scan and email to AR BO. For Delivery
Advice proceed to issue Promissory
Note receipt.



2. AR BO match Promissory Note
amount with AR balance for same
Promissory Note maturity & AR due
date using Transaction Code: FBL5N

2.1 Put remark of Promissory
Note in "Text" of each billing
data as a confirmation of receipt
of Promissory Note

3. AR BO post Promissory Note in
RCS, enter transfer journal from AR to
Promissory Note without AR Clearing.

Transaction Code: F-21 — Enter
Transfer Posting

3.1 Input gross amount of
Account Receivable

3.2 Input maturity date in the
column of "Bline date"

3.3 Input Posting key Dr /
posting key Cr

3.4 Input total amount of
promissory Note

3.5 Input Text
3.6 Input Due on

3.7 Input Issue Date (payment
date)

*If there is several number of P.Note,
need to input each detail.*

3.8 Input mailing charge (ex. 500
JPY)

*If it is deducted from total AR amount*

customar 88604

Company Code 7418
city ATent
Date  |pested on |curr. |Amount in pe|icur| Lc annt |6/1
O eec0q 01 06.2008 27 0 203,176- | gex 203,17
O 8860499400262 11,288 |gey 11,280 (41100100
O 6960499408260 |20 22,575 [aex 22,575 41100100
O 6860499408159 |20, o: 146,738 [ vy 115,738 [41100100
O 88604[99408040 |12.05.2008|12. 052008 apx 22,575 [awx 22,575 41100100
- aex 9 o
O essos 07, 112, 875- | gpy 112,875- 41100100  [30.09.2008 |B-Note Kumi Kasei du
O 6860499408785 |24.06.2008|24. 06. 2008 | awx 90,300 |apy 90,300 (41100100 [30.09.2008 |p-Note Kumi Kasei du
O 8860439408508 |09 06.2008| 05. 062008 22,875 [gex 22,575 (41100100 |30.09.2008|.Note Kumi Kasei du
. Jov 0 |3ev 0 30.09. 201
O 89604(994089s3 [03.07.2008[03. 0. 2008 3ms 22,575 [apy 22,575 41100100 |31.10.2008|p.Nots Kumi Kasei du
O 8860499408928 |02.07.2008|02.07. 2008 7m 90,300 |3pY 90,300 41100100 [31.10.2008|p.Note Kumi Kasei du
O 8860499408830 |01.07.2008(01.07.20083e¥ 124,163 [ et 124,163 41100100 [31.10.2008|e-Note Kumi Kasei du
2 ave 237,038 |aex 237,03 31.10.2000
O 8860499409798 (25, 0. o 96,600 [Py 96,600 (41100100 |30.11.2008
O 68604 (99409507 |05. 08.2008| 05 06 2008 |76¥ 33,863 |pv 33,663 |41200100 |30.13.2000
O es604 99409443 |01 84,525 |07 84,525 41100100 [30.11.2008
- v 214,988 [gpr 214,988 30.11.2008
B aex 452,026 [gex 152,026

" Document_Edit_Goto Exiras_Seftings Environment System Help
HaHICeQICHE Dhoan RE @m

Enter Transfer Posting: Header Data
‘ Held document H Acct model HE Fast Data Entry HE Post with reference HI Editing Options |

Document Date 28062008 Type |pa| Company Code [7a18]
Posting Date 26.08.2008]  Period 8]  CurencyRate JEY |
Docurnent Number Translation dte |
Reference ‘ Cross-CC no.

Doc.Header Text |

Trading part.BA :l

First line item
Pstiy | 11]Account [BBe0a  [BLInd | |TType —

| Document Edit Goto Extras Seftings Environment System Help

@ JlE[Cee CHRE 000 0n @8
Enter Customer document: Add Customer item
[2][8][2][m][# More data |[ Acct model [ Fast Data Entry |[H Taxes |

Customer 88604 KUMI KASE] CO.LTD G Acc [41100100
Company Code [7418 43-185 YAMANOTACHO, SETO-SHI
Rhodia Japan, Ltd AICHI
Item 1 / Crei
Amount’ 237038 PY
MCalculate tax
Contract 4 ] Flow Type
Payt terms 4 Days/percent / /
Disc. amount
Disc. base Inwoice ref. / ’
Pmnt block Pmt Method
Agsignment
Text |PNote Kumi Kassi due on 31.0ct. 2008
Next line item - -
Pstky 09| Account (88604 saind W3 New co.code
‘uDoo.lment Edit Goto Extras Seftings Environment System Help
@ 9B Cee CHR Ba0o0 BRI
Enter Customer document: Add Customer item
[2][8][2][m][® More dats |[ Acct model || Fast Data Entry |[H_Taxes
Customer 88604 KUMI KASEI CO.LTD G 41100200
Company Code  [7418 43-186 YAMANOTACHO, SETO-SHI
Rhodia Japan, Ltd AICHI
Item 2 /Bill of exct A
S m—
Assignment
=
31102008 |(IDem: Billfex status Planned usage 4]
S3eez00s  [d Bill protest ID Payment Method
Drawee KUMI KASEL CO.LTD AICHI
Bank Key Bark Country
Bank Account Control key
Bank name




3.9 Simulate

3.10 Save

4. RtR FO issue Receipt of Promissory
Note.

5. RtR FO print P. Note receipt, affix

revenue stamp and company seal on P.

Note receipt. Mail endorsed P. Note
Receipt to customer.

6. RtR FO raise collection request to
bank

7. On Promissory Note maturity, RtR
FO notify AR BO on AR clearance for
P. Note

7.1 AR BO check Bank
Statement in BizSTATION (refer
to flow#1.4 AR Clearance)

7.2 AR BO clear related AR
open item using Transaction
Code: F-28 — Post Incoming
Payment with Special G/L
indicator "W".

Document Edit Goto Extras Settings Environment System Help
aH e CHE avos BRI @

Enter Customer document: Add G/L accoun

[2][8][R][@][® _More data | Acct model ][ _Fast Data Entry |
G/L Account.

98300700 FC COMMUNICATION/POSTAGE
Company Code 7418] Rhodia Japan, Ltd
Item 3 / Creit entry /50 &
Amount 500 PY
Tax Code
Cost Center 7418-6550] [3) =
WBS element
7418-6411
Asset @ More
Purchasing Dot. Quantity
Assignment Asst retirement
Text mailing charge for P.Note Kumi Kasei 2 Long Texts
Document Edit Goto Exiras Settings Environment System Help
D AH e EHE a0 HE @m
Enter Customer document: Display Overview
@ Digplay Currency ‘ Taxes \r@ Reget|
Document Date 26.08.2008 Tupe [pa] Company Code 7418
Posting Date 26.08.2008 Period 6] Currency JeY
Document Number | TNTERNAL Fiscal Year 2008 |  Translation dte 28.08.2008]
Reference Cross-CC o \
Doc.Header Text \ Trading part BA
Items in document currency
DK BusA Acct JPY  Amount Tax amnt
001 11 0000088604 KUMI KASEI CO.,LTD 237, 038-
002 09 0000088604 KUMI KASEI CO.,LTD 236, 539
003 40 0098300700 FC TELECOM & POSTAG 477 aT
004 50 0044900200 STATE OUTPUT VAT i= 5w
005 40 0044700100 STATE-INBUT VAT 23 aT
I
D 237,039 c 237,039 o = 5 Line items
@3] Document Overview - Change
(@« ]m]a]=]a][¥]=]E]E oo save||a] ] @)@ To dt [@]@]
Doc.Type : DA ( Customer document ) Normal document
Doc. Number 1600000014 Company code 7418 Fiscal year 2008
Doc. date 28.08.2008 Posting date 28.08.2008 Period 08
calculate Tax
Doc.currencyly JPY
Itm|PK|S |Account |Account short text |G/L acct long text |Tx|Cost Ctr Amount
1|11 88604 KUMI KASEI CO.,LTD |AR-TP-TRADE-RECONCI.|JT 237,038~
2|09|w (88604 KUMI KASEI CO.,LTD |AR-TP-TRADE-BILLS O.|JT 236,539
3|40 98300700 |FC TELECOM & POSTAGE|FC COMMUNICATION/PO.|JT|7418-6550 477
4|50 44900200 | STATE OUTPUT VAT STATE-OUTRUT VAT 5w 1-
5|40 44700100 | STATE-INPUT VAT STATE-INPUT VAT JT| 23

Post Incoming Payments: Header Data

17.06.2024] Type 0z
17.06.2014] Period 6

Company Code. 7418
Currency/Rate aFY
Translatn Date

Reference

Trans.code :F-28

Doc.Header Text Trading Part.BA
Clearing text
Bank data
Account 51000390 Business Area
Amount 10950000 Amount in LC
Bank charg LC bank charges.
Value Date
Text Enter SGL

Account Type D)
Special G/L ind
Pmnt advice no.

PN

Q IStandard Ols

AR SERV INV: C
Advanced: A

ote: W

Posting Date



8. AR BO update P. Note details &
month end balances in excel sheet (to
be provided by RtR FO)

9. AR BO reconcile month end total
balance of Promissory Note (excel) with
GL Account in RCS #41100200 AR
Trade Bill of Exchange.

* to be confirmed by Finance manager
with balance detail by excel sheet

maturity date)

Payment Received)

| Doument Edt Goto Bitras Seltings Erwvircnment S,

|& 39800, CHRE T

08 @6

Clear Customer Add G/L account item
gii'm”ﬂ’mwi&ms] Process cpen items || More deta || Acct model |

GAL Accourtt 50050271 |BOTM LF] (1Y) TORANOMON incoming tranefer
Company Code 7418 | Rhodia Japan, Lid
Item 1 /Debitentry /40~
Ameunt 202676 PY
O Caleulate b
Plant

Vaue date 29082008

P Mote settlement of Kumi Kasel dus on 29.8.2008

3 Long Texts

| Mext Line Item
Pstky Accounk SEL Ind Mew co.oode
H Adtount Edit Goto Environment System Help
Promissory Note settlement (at the = 0« 8 B@®@ | 5 |6 e | EE] @0
G/L Account Balance Display
10. Clear AR open item USing F-28 with ‘ Document currency. HB Document currency: Hﬂ Document currencyl | Business area H:
special G/L indicator “W"” (refer to AR Account number: 41100200 AR TP TDBOE
pI’OCGSS flow 4.4 AR Clearance — Company cade 7418 Rhodia Japan, Ltd
Business area
Fiscal year 2008
All documents in currency * Display currency Y
Period | Deb\tl Cred\tl Ba\ancel Cumulative ba\ancel
Balance Carryfc 4,384,012
1 813,513 4,384,012 3,570,49- 813,513
2 754,713 674,100 80,613 894,126
3 525,025 754,713 229,688 664,438
4 1,263,044 503,500 759,544 1,423,982
S 881,684 160,938 720,79 2,144,728
6 798,314 2,080,416 1,282,102 862,626
7 509,837 659,950 60,113 802,513
4.4 AR | AP Offset
AR (Japan) : AR earance — AR / AP Off Set
Customer receives Peceipt for
B the AR [ AP Offzet tranczaction
wu
: &—@
o
o
: D € .
C AR/ AP Offet
Beceipt
Incidence of
AR AP Offzet
- Py
LH] i 1
g
o
5 = l
3 & Email AR/AP Offzet Pequest
(PEw Form) + Vendor's
Debit Pbte to AR BO
( T2) Pome Offns [ (2) Gaztomer Racaipt
. i Generate Receipt for the AR/ AP Offset
§ Poct Offcerin RCS—-F-ay transaction and send it to Customer
_— .

AREO

GLAccount—‘4 1150410
§ Advice ReR.FO Support on the Document Mimber

& Print out the document { Offset
transaction) and file it with the debit

note attnched

Step:

1. CA email AR/AP offset request form
to AR BO by email




2. AR BO process offset in RCS by
using Transaction Code: F-27

3. Enter Transaction Code : F-41 to
offset AP side

4. AR BO inform RtR FO to generate
receipt for the AR/AP Offset and send
to customer

5 SOLVAY NICCA, LTD.

Request of Offset

Applicant Name. Division Date

LB R LE:]

Offset Amount Cumency
iBREE B

Vender or Customer Ceds | Viendar or Customer Name.

SHIF- 148 /

Furpese Request of Dus Date
f iBmES

Remart

[t

6L Aecount: 6L focount Text Cost Center/10/WES irax ome Amount

T 0% 5% S U e ¥ T Y

5

APPROVALS:

Enter Customer Credit Memo: Header Data

Held document  Acct model §XFast Data Entry  []Post with reference 7 Editing Options

Document Date & Type ne Company Code 7418
Pasting Date 22.06.2014 Period & Currency/Rate JPY
Document Number Translatn Date

Reference Cross-CC na.

Doc.Hoader Text

Trading Part.BA

F-27 (AR Credit)
Enter a document for
Offset in System

First line ftem

Pstity 11 Account SGL Ind TType

Enter Vendor Credit Me Header Data

Held document  Acct model 3 Fast Data Entry  [[]Post with reference 2 Editing Options
Document Date 4 Type HG Company Code 7418
Posting Date 22.06.2014 Period & Currency/Rate JPY
Document Number Translatn Date
Reference Cross-CC no.

Doc.Header Text
Trading Part.BA

F-41 (AP Credit)
Enter a document for
offset in System

First line Item
Potiy 21 Account SGL Ind TType
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