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Supplier guidelines
How to respond to a purchase order
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How to resp




Order Confirmation
General acknowledgement of the PO

umicore

When faced with a PO, you will typically need to acknowledge the PO by means of an Order Confirmation. This can consist of
different actions:

1. Confirm the PO fully or partially

2. Propose modifications to the PO. In such cases you'll typically need to wait for Buyer approval and the next version

of the PO. This ensures full alignment on the order between you and the Buyer.

3. Reject the PO

OAdditional information:

For a Service PO, you could be asked to send a Service Sheet. Please refer to the “Send a Service Entry Sheet” materials on how to
act upon a Service PO
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Confirm the order




Locate the correct Purchase Order umicore’

Orders

108

i ..

08
V Edit filter |
ustomers

13 0 0

Creation date

Log in to your account on
59 14 125 30 supplier.ariba.co and locate the list of
New orders Changed orders Orders to invoice Orders with service line a" purchase Orders Vla Orders >
Last 31 days Last 31 days Last 31 days Last 3L days PUI’ChaSG Ol’derS

o Use “Edit filter” options to retrieve

g | [ v ] [ ][ serorope. = f @ the correct list of Purchase Order and
B t match
1 13 th
click on “Apply
Purchasing organizations Order type Routing status Minamount  Max amount ~ Currency
‘ Select or type sel M ‘ ‘ Orders with service lines only v ‘ ‘ All v ‘ ‘ H H EUR Vv ‘
[ orders with inguiry only ) )
9 In the list of Purchase Order, click on
| ot migen v the order number of the Purchase
7 order you wish to confirm
(o] conce
Resend Failed Orders ‘ (= i
2 Order Number Custom Amc t Date 4 Order Status Routing Status Amount Invoiced Actions
Umicore - TEST €2,000.00 EUR Dec 30, 2022 Rejected Acknowledged
3498000734 Umicore - TEST €2,000.00 EUR Dec 30, 2022 New Sent

e

R



Confirm entire order umicore’

QAP BusinessNework . Enterprise Account  TesTooe

P O 256000733 m eOn the top left of the purchase order
' details, click on “Create Order

R — | | - _ Confirmation” and select “Confirm
3 [eale Urder Lonnrmabon v Tedle dervice heel [eale Invoice v Ea = E . .
ntire Order
Update Line Items istory

Reect Entire Order

Additional information:
& .
. g @ Please note that this feature should
umicore only be used when you agree with
fun L Puctise e the PO price, the quantity and the
Ustomer DELOITTE BELGIUM (UMD)TEST New) .
Umicore SA Gateway building Luchthaven Brussel 3498000733 de“very date
f‘rh : } 1L e Marais 1930 Zavertem Avter: 20000212
Begiw Version: 1
Belgm Phone:
Phone: Fax:
Fau Ema: trogregra mail.com
Payment Terms ' {
0.000% 30 External Document Type: Extemal PO [Z011)
Within 30 days due net from date of invoice
Comments

Please read the document in the attachment for purchase order and
delvz
T — B




Confirm entire order umicore’

GAP  Business Network Enterprise Account  TEST MODE

o Enter Confirmation Number (which is
Confiming PO [= ] any number you use to identify the
order confirmation)

Confirm Entire

rder ¥ Order Confin Header Indicates required field
OF ., m# el © click Next when finished.

2487000069

Umicore - TEST
Shipping and Tax Information
Comm
Line ltems

Line#  Part#/ Description Customer Part # Type Qty (Unit) Need By Unit Price Subtotal
w 000000000000565023 Material 1.000 (pce) (@ 24Mar 2023 700,00 EUR T00.00 EUR

MOTORREDUCTOR SEW : RF57 DRNSOMAITFIC

Current Order Stztus:

1.000 Confimmed As Is
Exit




Review the order confirmation umicore’

GAP  Business Network Enterprise Account  TEST MODE . . .
© Review the order confirmation, then

click Submit.

Confirming PO

Confirm Entire .
Order Confirmation Update

Review Order
Confirmation

Line ltems

Line#  Part#/ Descrigtion Type Qty {Unit) Need By Unit Price Sublotal

00001 Senice 1000 (c82) (@ 31 Jan 2023 1,00000 EUR 1.000.00 EUR
Serv

1.000 Confirmed With New Date (Estimzted Comple

ooz 1000 (cez) @ 287 2003 100000 EUR LOODJOELR

Service item 2

1.000 Confirmed With New Date (Esii




. ©
umicore
Mamia(sﬁrab&da (qu

Reject the order
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Locate the correct Purchase Order umicore’

Orders

108

i ..

08
V Edit filter |
ustomers

13 0 0

Creation date

Log in to your account on
59 14 125 30 supplier.ariba.co and locate the list of
New orders Changed orders Orders to invoice Orders with service line a" purchase Orders Vla Orders >
Last 31 days Last 31 days Last 31 days Last 3L days PUI’ChaSG Ol’derS

o Use “Edit filter” options to retrieve the

g | [ v ] [ ][ serorope. = f @ correct list of Purchase Order and click
B t match I3 1]
on “Apply
Purchasing organizations Order type Routing status Minamount  Max amount ~ Currency
‘ Select or type sel M ‘ ‘ Orders with service lines only v ‘ ‘ All v ‘ ‘ H H EUR Vv ‘
[ orders with inguiry only ) )
9 In the list of Purchase Order, click on
| ot migen v the order number of the Purchase
7 order you wish to reject
(o] conce
Resend Failed Orders ‘ (= i
2 Order Number Custom Amc t Date 4 Order Status Routing Status Amount Invoiced Actions
Umicore - TEST €2,000.00 EUR Dec 30, 2022 Rejected Acknowledged
3498000734 Umicore - TEST €2,000.00 EUR Dec 30, 2022 New Sent

e

R
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Reject the order umicore”

QAP BusinessNework . Enterprise Account  TesTooe

P O 256000733 = ®on the top left of the purchase order
details, click on “Create Order
: _ Confirmation” and select “Reject
ommsetes | | e o Entire Order”
Confirm Entire Order

Update Line Items istory
' g @ This feature should be used when
umicore you can not deliver the requested
o

Additional information:

- S i goods / services. Umicore will
Umcmesa i, Gateway building Luchthaven Brussel 3498000733 typlca"y Cancel the Order afte rWardS
Bros 1 rue de Marais 1930 Zaventem Amount: 2,000.00 EUR
1000 Brussels Version: 1
Belgum
Belgum Phone:
Phone: Fax.
Fau Ema: rogregra mail.com
Payment Terms ' { R us: Sent
0.000% 30 _ Extenal Document Type: Extemal PO (2011)
Within 30 days due net from date of invoice
Comments

Please read the document in the attachment for purchase order and
delvz
T — B




Reject entire order

REJECT ENTIRE ORDER

Order Confirmation Number:

Confirmation # | |

Rejection Reason: ‘ Please Select

Comments:

Reject Order

umicore

@ Enter Confirmation Number
e Select the Rejection Reason
6 Add potential comments.

@ Click Reject Order. details, click on
“Create Order Confirmation” and
select “Reject Entire Order”



Reject entire order umicore”

GAp BusinessNetwork . Enterprise Account  Tesrcoe

@
Purchase Order 3498000733 m o

Purchase order status will now show
as “Rejected”

Create Order Confirmation v

Order Detal ~ Order History

. 9
umicore

From: s Purchase Order
Csomer DELOITTE BELGIUM (UMD)-TEST Rejected)
Umicore SA Gateway builing Luchthaven Brussel 3498000733
Broskstrzat 31 rue de Mareis 1930 Zaventem Amount: 2,000.00 EUR
1000 Brussels Version: 1

Belgium
Belglum Phone:
Fhone: Fax:

Fax
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Update the order
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Locate the correct Purchase Order umicore’

Orders

108

i ..

08
V Edit filter |
ustomers

13 0 0

Creation date

Log in to your account on
59 14 125 30 supplier.ariba.co and locate the list of
New orders Changed orders Orders to invoice Orders with service line a" purchase Orders Vla Orders >
Last 31 days Last 31 days Last 31 days Last 3L days PUI’ChaSG Ol’derS

o Use “Edit filter” options to retrieve

g | [ v ] [ ][ serorope. = f @ the correct list of Purchase Order and
B t match
1 13 th
click on “Apply
Purchasing organizations Order type Routing status Minamount  Max amount ~ Currency
‘ Select or type sel M ‘ ‘ Orders with service lines only v ‘ ‘ All v ‘ ‘ H H EUR Vv ‘
[ orders with inguiry only o ) )
In the list of Purchase Order, click on
| ot migen v the order number of the Purchase
7 order you wish to update
(o] conce
Resend Failed Orders ‘ (= i
2 Order Number Custom Amc t Date 4 Order Status Routing Status Amount Invoiced Actions
Umicore - TEST €2,000.00 EUR Dec 30, 2022 Rejected Acknowledged
3498000734 Umicore - TEST €2,000.00 EUR Dec 30, 2022 New Sent

e

R
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Update the order umicore”

QAP BusinessNework . Enterprise Account  TesTooe

On the top left of the purchase order
Purchase Order: 3498000733 m 0 p p

details, click on “Create Order
Create Senvice Sheet | I Create Invoice »

Confirmation” and select “Update line
: items”
3 Confirm Entire Order

Update Line Items iftory

Reect Entire Order

=

Additional information:

. 0This feature should be used if you
umicore want to request an update to the price

9

fn Kk s i or delivery date. This will not

USiomer DELOITTE BELGIUM (UMD} TEST New) i .
s Gty b e BT automatically create a new version of
s i e the PO. The buyer can still reject the
e prre proposed changes and cancel the

Fax Email: trogregrav @yopmai PO

Payment Terms ' { Routing Status: Sent

0.000% 30 Externzl Document Type: Extemal PO (2011)

Within 30 days due net from date of invoice

Comments

Please read the document in the attachment for purchase order and
delvz
_—__ __—-_




Update the order umicore”

GAP  Business Network Enterprise Account  TesTMoDE

Confring PO @ Complete an order confirmation

number of your choosing
@ Update Item Status v Qrgder Confir eader * Indicates required field
@ Eiraien v e[ ]

Shipping and Tax Information

o

© complete per line item, the items
you can confirm, will need to
backorder and will reject

[ Enter stipping and tax information at the line item level

Comments:

e Click on “Details” to specify the
confirmed, backorder and rejected
Line Items ItemS

Line#  Part#/ Description Type Gty (Unit) Need By Unit Price Subtota
Deloi

1 Materil 4000 (£4) © 14 Dec 2022 250.00 EUR 1,000.00 EUR

Material Item 1

Current Order Status

4.000 Unconfirmed 6
Cortn Bacorir Rect | ==l

DeloitteMatl Materil 5.000 (E4)

@ 15 Dec 2022 250.00 EUR 1.250.00 EUR
Material item 1

Current Order Status

@) 5.000 Unconfirmed




Update the order umicore”

10
== @ For backorder items, specifiy the new
Lot Pt I eccripicr o i . sy it P — delive ry date

| e For rejected items, select the
rejection reason

| e For confirmed items, you can
updated the delivery date and add
comments.

@ Click “OK” to confirm

0 If a price update is needed, this will
need to be done via the comments in
the confirmed items




Update the order umicore”

GAP  Business Network Enterprise Account

Confirming PO Lo TR l @Click on Next to continue

@ Update Item Status v Order Confirmation Header -
Review
Confimation
3498000577
Ui -TEST

Shipping and Tax Information
: Enter shipping and tax information at the line izem level
Comments:
Line Items
Line#  Part #/ Description Type Need By Unit Price Subtotal
B Materia ® 14 Dec 2022 250.00 EUR 1000.00 EUR

Material Item 1

Current Order Status

@) 4000 Unconfimed

Corten: e et 0

@ 15D

Materil 5.000

250.00 EUR

w

Material item 1

Current Order Status




Update the order umicore”

Enterprise Account  TEsT MODE

@ Review updated order and click on
“submit”

Previous

Confirming PO

') o
[ 1) Updats ftem Status
v,

{7\ Review

) Line ftems
(L) Corfimation
Line#  Part#/ Descriion Type Ouy (Ui Unit Price Subtota
' Delsiticlatl Motaral oy © 100000 EUR
Ml e 1
: Delsitilatl Materal sy @ 15Dec 022 BO00EUR 125000 EUR

= - N




Looking for video material? umicore

Please visit the below link to access the available video material on how to act on the
SAP Business Network:

[ed

Supplier Portal
supplier.ariba.com

Supplier Portal

supplier.ariba.com

Click here for English Click here for French

@

22


https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_miwqbne0
https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_2ytw8nhn
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For additional information:

= Please consult our Umicore SAP Ari

= Reach out to you

= Send an €
ariba.supplier.support@umicore.com



mailto:ariba.supplier.support@umicore.com
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