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1. Objective and Scope

1.1 Objective of this Procedure

The Output Management regards the PO’s send method and includes adding and changing it.The requests are submitted by the LPRs, that are responsible
for the contact’s administration.

All requests are sent to Master Data via e-mail or Webform
E-mail: general.3s-codif@solvay.com
WebForm: https://sites.google.com/a/solvay.com/solvay-buyer-portal/

The PtP Portal User’s guide can found at: https://docs.google.com/a/solvay.com/presentation/d/1rin_Sp30adG6nZUJLrd7VTJjYBUvCallsiPfYh7BNNk
[edit#slide=id.p

This document’s objective is to provide a guide to managing the output’s send method.

1.2 Scope

Under Master Data’s scope, is the management of outputs for NAM region only.

2. Main Part

2.1 Roles and Responsibilities

Requester

For output management, the requests are submitted by the LPRs, who are responsible for the supplier contact’s administration. The requisition is performed
via the PO — Send Method spreadsheet and sent to general.3s-codif@solvay.com

Master Data

Master Data is responsible for receiving the request and processing it in the system. Once it is complete, the team will inform the requester via e-mail.

2.2 Creating an Output

Description

The output refers to the PO’s send method. It is mandatory to have this information in the master data, and the available options are fax or e-mail. Requests
are sent by the LPR, along with a standard form, which contains all the necessary information.

PO - Send Method spreadsheet
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MNO4

Output Type: Determines the type of
output being created. In this case, it is the
PO’s output method.

® OQutput Type: ZNE2

Enter

Key Combination: Determines which
areas have a relation with the output’s
creation.

® Select the third option, CoCode
/Pur. Group/Vendor

2.2.1 Creating a Fax Output

MNO4

The standard company code used is
Solvay USA Inc.

® Company Code: 7424

For each Purchasing Group mentioned in
the form, a new line is created.

® Purchasing Group: Information
available in the requester’s form

® Vendor: Information available in
the requester’s form

® Function: OA

® Medium: 2

® Date/Time: 4

=

Fax numbers can only be setup as an
output method by ODA, the fax number
cannot be added. This action is performed
by the Vendor Master Data team.

2.2.2 Creating E-mail Output
MNO4

The standard company code used is
Solvay USA Inc.

® Company Code: 7424

For each Purchasing Group mentioned in
the form, a new line is created.

® Purchasing Group: Information
available in the requester’s form

® Vendor: Information available in

the requester’s form

Function: MY

Medium: 7

Date/Time: 1

Language: EN

PO - Send
Method
TEMPLATE

Create Output - Condition Records : Purchase Order

Key combination

[output Type 2iE2| PO letter creat.only

Create Output - Condition Records : Purchase Order

Key combination

Qutput Type ZNE2! PO letter creat.only

CicoCode / Pur. Group / Doc. Type / SupplPint
) CoCode / Pur. Group / Doc. Type / Vendor

%) CoCode / Pur. Group / Vendor |
) CoCode, Vendor

_)CoCode / Pur. Group / Doc. Type

) CoCode [ Pur. Group

Create Condition Records (PO letter creat.only): Fast Entry

Communication O T

Company Code 7424
Condition Recs.
o L3N

_JPurch. ... Vendor Name Funct Partner
9 e
102459 OR

o
‘...?

Create Condition Records (PO letter creat.only): Fast Entry

Communication Bk

ICorrmnv Code 7424 Solvay USA rnc.l

Name Funct Partner
MY
MY

EN
EN

s ez
S
1

EN
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Enter

® Select all lines and go to
Communication

This message checks if a dummy
recipient should be setup. The recipient’s
e-mail address will be added on the next
step.

® Select NO

® Select Recipient tab

If the LPR requests to have a contact
copied in the output e-mail, check the
second column, highlighted in the
example above.

® Recipient: add the e-mails
desired

Enter

The Recip. type field should be filled
automatically after pressing Enter.

If more than one Purchasing Group was
filled in the previous screen, these steps
(Dummy printer message and e-mails)
must be repeated to all of them.

&

Once you completed the recipients for all
purchasing groups, the Partner field in the
first screen should be populated with the
e-mail address added previously.

=

2.2.3 Changing an Output

Create Condition Records (PO letter creat.only): Fast Entry

Communication O [J

Cormpany Code Taz

Sobay USA Ind.
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M. Da.. Lan...
T 1 BN
T 1 EN
T 1 EM

Create Condition Records (PO letter creat.only): Fast Entry

Communication B @

Company Code 7424 Solay USA Inc.

Condition Recs.

Purch. ... Vendor Funct Partner M... Da... |Lan...

GEW 102714 UIPMENT INC MY 7 1 EN

GEX 102714 Query due to empty recpient kst

leEY 102714

& ] Wo recipient has been assigned| This may be

= [ intentional since the recipient is determined

= & during the determination procedure Hovever, a

dummy recipient must be assigned so that

gl ] attributes can be specified.

& &

] ] If you want to assign the recipient via SAP

OFFICE. a dumny recipient is not required.

E B

= & Do you want to assign a dummy recipient?

= =1

& 4

= = |@

& 2

= E

& & | Yes I No (% cancal

& [

. Recplent | Trans

Recip. type =S se..
spatch@vossequpment.com Internet address =
atiff@vossequipment.com Internet address -

LR A ]

Create Condition Records (PO letter creat.only): Fast Entry

Communication Q a

Company Code [7421] Sobvay USA Inc.
Condition Recs.
Purch. ... Vendor Partner M... Da... Lan...
0 feew 102714 Hispatch@vossequipm J7 1 EN
i span ip= 7 1 BN
i i ipm 7 1 EN

The LPR may send a request to update an e-mail address, or change the send method. The standard form will be used for these types of requests as well.

MNO5
This field determines the type of output
being created. In this case, it is the PO’s
output method.

® Output Type: ZNE2

Enter

Key Combination: Determines which
areas have a relation with the output.

® Select the third option, CoCode
/Pur. Group/Vendor

Change Output - Condition Records : Purchase Order

Key combination

Output Type INEZ| PO letter creat.on ryl
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The standard company code used is
Solvay USA Inc.

® Company Code: 7424

® |f there is more than one
Purchasing Group, click on the
arrow button to include all
Purchasing Groups.

® Purchasing Group: Information
available in the requester’s form

® Vendor: Information available in
the requester’s form

@

To change the send method, simply
replace the information in the following
fields: Function, Medium, Date/Time and
Language.

Example: The send method in the picture
above is e-mail. To change it to fax,
replace the Function to OA, Medium to 2,
Date/Time to 4 and erase the Language
field, because it is not used for fax send
method.

OBS: Send method ZNEB stands for EDI.

To manage the e-mail address, follow the
steps below:

® Select all lines and go to
Communication
® Select Recipient tab
If the LPR requests to have a contact
copied in the output e-mail, check the
second column, highlighted in the

example above.

® Recipient: change/delete the e-
mails desired

Enter

The Recip. type field should be filled
automatically after pressing Enter.

If more than one Purchasing Group was

filled in the previous screen, these steps
must be repeated to all of them.

&

Check if all changes have been made.

=l

Change Output - Condition Records : Purchase Order

Key combination

Output Type INE2| PO letter creat.only

[= Key Combination x

(")CoCode { Pur. Group / Doc. Type { Suppl.PInt

(") CoCode { Pur. Group / Doc. Type { Vendor

(®) CoCode { Pur. Group / Vendor I
() CoCode, Vendor

(")CoCode { Pur. Group / Doc. Type

(") CoCode { Pur. Group

Change PO letter creat. (ZNE2): Selection
D & & Condition Info

7—*

Company Code 7424|
Purchssing Grou ce1] to
Vendor 104387 | to

Cha Condition Records (PO letter creat.only): Fast Change

Communication Q ﬂ

Company Code 7424 Solvay USA Inc.

Condition Recs.

P... Vendor Name Funct Partner M... Da... Lan...
GGI 104387 LUDLUM MERSUREMENTS . MY Durmy recipient for. 7 1 EN
& &
& &
&

Send with Note

1

Title: &TITRE &EBELN &BUTXT

Note for recipient

|

* L1, Col

- Recipient } Trans options

Recip. type
Dummy recipient for output —
Brmontoya@udiums.com via Internet ~
boat@ludlums.com via Internet
epair@ludiums.com via Internet
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Change Condition Records (PO lefter creat.only): Fast Change

communication Ok, T

Company Code 7424 Sobvay USA Inc.
Condition Recs.
P...|Vendor  Name [Funct Partner M... Da... Lan..
GGI 104387 LUDLUM MEASUREMENTS. MY Dummy recipient for.. 7 1 EN
& ™
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