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Supplier guidelines
Send a Service Entry Sheet
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Locate the correct Purchase Order umicore’

Home Enablement Workbench Orders ~ Fulfillment ~ Invoices v Payments Catalogs Reports v
Orders
Orders ltems to confirm Items to ship Return items New orders Changed orders Orders to invoice
Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days
Vv Edit filter |
Customers Order numbers Creation date Order status Company codes
‘ Select or type selections el ‘ ‘ Type selection ‘ Last 31 days v ‘ Include H Selectortype...  [9 ‘ ‘ Select or type selections el ‘
(® Partialmatch () Exact match
Purchasing organizations Customer locations Order type Routing status Minamount  Maxamount  Currency
‘ Select or type selections il ‘ Type selection ‘ Al ‘All v ‘ ‘ H H EIR v ‘
All
Visibility Blanket orders only
‘ Not hidden v ‘

e

cheduling agreements only

Orders with service lines only

Stock transport orders only

Apply

Create v

Log in to your account on
supplier.ariba.com and locate the
A list of all purchase orders via
> Orders > Purchase Orders

o Locate the service order via the
“Edit filter” and select under Order
type “Orders with service lines
only”.

Cancel



Locate the correct Purch

Order Number

5498000035

5498000034

5498000033

5498000032

5498000031

5498000028

5498000027

5498000026

5498000024

5498000023

5498000017

5498000016

3498000625

5498000015

Customer

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Unmicore -

Umicore -

Umicore -

Umicore -

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

Amount

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€1,000.00 EUR

€0.00 EUR

e

Date 4

Dec 15,2022

Dec 15,2022

Dec 15,2022

Dec 14,2022

Dec 14,2022

Dec 13,2022

Dec 13,2022

Dec 13,2022

Dec 13,2022

Dec 13,2022

Dec 13,2022

Dec 12,2022

Dec 12,2022

Dec 12,2022

ase Order

Order Status

Confirmed

Confirmed

Partially Serviced

Changed

Partially Received

Partially Received

Partially Received

Confirmed

Amount Invoiced

Confirm entire order

Update line items

Reject entire order

Create service sheet

Standard invoice

Create line-item credit
memo

Hide

Actions

umicore

o After locating the correct service
order on the Ariba account,
suppliers can create a “Standard
invoice” for this order.



Complete invoice header details umicore”

[ J{ == JL = ] © On the header level of the invoice,
you will need to complete an
¥ Invoice Header * indcates reguied ld | Adito Header v |nVO|Ce ID al’ld a Supphel’ TaX ID

ore SA
hipping
U
Ship From:  DELOITTE BELGIUM (UMD)-TEST Ship To:  Umicore Olen
Olen
Payment Term
Within 30




Complete invoice header details umicore”

For a service invoice, supplier can
s || optionally update the service

supervisor and Umicore contact
details.

Payment Note:

!I

Supplier: DELOITTE BELGIUM (UMD)-TEST Customer: Umicore SA View/Edit Addresses

Zaventem Brussels

i soigom 9 Additionally, it is required for a

Bllrom: LOTE BELGUM UNDHEST P supplier to already complete his
Supplier VAT/Tax ID
Belgium
Service Supervisor Umicore Contact
—— ——— e On the header level, suppliers will

I ] unicor o prone [usaz ][ || I need to complete a service end and
e start date as well

Supplier VAT Customer VAT
Supplier VATITax 101 |:| I Customer VATITax 0: | BEOAa1S74852
Identifier.
T —

Service Supervisor
Phone:

Supplier Commercial
Credentials:
A

Add to Header v




Complete invoice line item detalils umicore”

Lie s 0 Line tems, 0 Included, 0 Previously Fully Invoiced 0 Supplier needs to add line items to
their invoice via the “Add/Update”
LB button. Different options are

[Jrmca [ e possible: (1) Contract/Catalog items,

(2) general ad-hoc service, (3) Labor
service or (4) material used.

D No No. No Include Type Part # Description Customer Part # Quantity Unit Unit Unit Price Subtotal

00001 DelProject0n Preject Line (SES) Add/Update v

Add Contract/Catalog ltems

i el Senice 0 Important information:

b
[L'\ne\temAct‘\onh [ Delete u Reset Tax from PO

ST In case contractual rates are agreed
o e between the buyer and the supplier,
the supplier needs to add line items
via 'add contract/catalog items' to
T — T ensure that the SES can be

approved by the requester

EaE] -

[ Update




Complete invoice line item detalils umicore”

1 Line ltems, 1 Included, 0 Previously Fully Invoiced

Line Items
Q On a general service item, a
'"*"“'"E"W“’? _ supplier will need to complete line
[Jeccemn LIep= e item information such as Part #, unit
D No clide  Type Part# Descrpton Customer Part Quantty Uit UritFrice Subtotal of measure, unit price, etc. This is
v 00001 DelProject0n Project Line (SES) automatica”y com pleted if a Catalog
No. Include Type Part# Description Customer Part # Quantity Unit Unit Price Subtotal Or ContraCt Item IS a-dded-
O — = N |
Senice Period Senice Start Date: | 300y 2022 Senice End Date: | 15 Dt 2022 e Afterwards, Suppliers will need to
add the correct tax category for the
Tax line items

Additional Fields INTRASTAT / Commodity . .
' code @ Once all line items are added on

[Comee | resttoctunro | the invoice, suppliers will need to

click on next to review the invoice
culn; - |

Line Item Actions v

’ Update




Review Invoice umicore@

Create Invoice Previows | | . . . i
== =] @) After reviewing the invoice created,
T i N o the supplier can submit his invoice

Standard Invoice for approval and an automatic SES
will be created

15498000028 150.00 EUR
Tuesday 20 Dec 2022 3:08 PM GMT+01:00 3L50EUR
0 5498000028 18150 EUR
SERVICE PERIOD o
18150 EUR
StartDate: 1Nov2022
EndDate: 31Dec2022
REMITTO: BILLTO: SUPPLIER:
DELOITTE BELGIUM (UMD)-TEST Umicore SA DELOITTE BELGIUM (UMD)-TEST
Postal Address: Postal Address Postal Address:
ACCT1 Broekstraat 31 rue de Marais Gateway building Luchthaven Brussel
1000 Brussels 1000 Brussels 1930 Zaventem
Belgum Belgum Belgium
Remit To ID: ACCTL ‘Address ID; BEO4

Legal Form: TEST NLE
Tax ID of Supplier: 12345

BILL FROM: CUSTOMER: WIRE PAYMENT TO BANK:
DELOITTE BELGIUM (UMD)-TEST Umicore SA BANKL
Postal Address Account Name: ACCTL
Gateway building Luchthaven Brussel Broekstraat 31 rue de Marais Account Type: Checking
1930 Zaventem 1000 Brussels Account ID: 736-0652910-67
SWIFT Code: KREDBEBB
Belgum Belgium 1BAN ID: BE93736065291067

Address ID: OLNX

I T — I




Review invoice and SES created

rrrrrrr

52

95

10

Changed

192

38

umicore

@ To retrieve the invoice and
automatic SES created, the supplier
will need to locate the original
service order.

@ Under related documents, the
supplier can find both the SES and
the invoice created. Once the SES
is approved by the requester, the
invoice will be sent to Umicore.

11
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How to crea



Locate the correct Purchase Order umicore’

Home Enablement Workbench Orders ~ Fulfillment ~ Invoices v Payments Catalogs Reports v
Orders
Orders ltems to confirm Items to ship Return items New orders Changed orders Orders to invoice
Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days
Vv Edit filter |
Customers Order numbers Creation date Order status Company codes
‘ Select or type selections el ‘ ‘ Type selection ‘ Last 31 days v ‘ Include H Selectortype...  [9 ‘ ‘ Select or type selections el ‘
(® Partialmatch () Exact match
Purchasing organizations Customer locations Order type Routing status Minamount  Maxamount  Currency
‘ Select or type selections il ‘ Type selection ‘ Al ‘All v ‘ ‘ H H EIR v ‘
All
Visibility Blanket orders only
‘ Not hidden v ‘

e

cheduling agreements only

Orders with service lines only

Stock transport orders only

Apply

Create v

Log in to your account on
supplier.ariba.co and locate the list
A of all purchase orders via Orders >
> Purchase Orders

o Locate the service order via the
“Edit filter” and select under Order
type “Orders with service lines
only”.

Cancel

13



Locate the correct Purch

Order Number

5498000035

5498000034

5498000033

5498000032

5498000031

5498000028

5498000027

5498000026

5498000024

5498000023

5498000017

5498000016

3498000625

5498000015

Customer

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Umicore -

Unmicore -

Umicore -

Umicore -

Umicore -

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

TEST

Amount

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€0.00 EUR

€1,000.00 EUR

€0.00 EUR

e

Date 4

Dec 15,2022

Dec 15,2022

Dec 15,2022

Dec 14,2022

Dec 14,2022

Dec 13,2022

Dec 13,2022

Dec 13,2022

Dec 13,2022

Dec 13,2022

Dec 13,2022

Dec 12,2022

Dec 12,2022

Dec 12,2022

ase Order

Order Status

Confirmed

Confirmed

Partially Serviced

Changed

Partially Received

Partially Received

Partially Received

Confirmed

Amount Invoiced

Confirm entire order

Update line items

Reject entire order

Create service sheet

Standard invoice

Create line-item credit
memo

Hide

Actions

umicore

e After locating the correct service
order on the Ariba account, suppliers
can create a “Service Sheet” for this
order.

14



Complete Service Entry Sheet information

Create Service Sheet

¥ Service Sheet Header

umicore

[ Update

NN - | e On the header level of the Service

mary
Purchase Order: 5498000028 Subtotal 0.00EUR
Se Date:* | 16 Dec 2022 8 e
Additional Fields
To: Unicore SA
Supplier Reference:
. Broekstraat 31 rue de Marais
From: DELOITTE BELGIUM (UMD}-TEST e
Gateway building Luchtnaven Brussel
1930 Zaventem Belgum
Belgum
Service Supenvisor: Unicore Contact
Phone:
Add Comments Add Attachments
Service Entry Sheet Lines
Line No. Part No. / Description Contact #
00001  DelProjecton c10284

roject Line (SES)

L | addPricing Detalls

Entry Sheet, suppliers will need to
complete a SES ID, a start date and
end date.

Indicates required el

ld Add to Header ~

e Optionally, suppliers can add on the
header level contact details of the
service supervisor

© Suppliers will need to add lines to
their SES for more details on the
services. This can be either a
contract/catalog item or Unplanned
item

=1 @ In case contractual rates are
agreed between the buyer and the
supplier, the supplier needs to add
line items via 'add contract/catalog
items' to ensure that the SES can
be approved by the requester

Add Contract/Catalog Item

Add Unplanned Item




Adding line items to the Service Entry Sheet umicore”

Create Service Sheet: Add ltem Cancst . .
e o e The supplier can select multiple

et e i i items from the contract negotiated
-Em as line items of the SES, by clicking
on “Add to Cart”

. e When everything is added, please
=) click on “Done”

6 Afterwards, suppliers can see the
Service Entry Sheet lines, they
added to their Service Entry Sheet.

0 In case contractual rates are agreed
between the buyer and the supplier,
the supplier needs to add line items
via 'add contract/catalog items' to
ensure that the SES can be
approved by the requester

16



Submit created Service Entry Sheet

Create Service Sheet

R

Sevice Entry Sumenary

Submtal TIS00EUR

umicore

= @ After clicking on “Next”, you can

review the service entry sheet.
Click on submit to submit towards
Umicore.

17



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

@

18


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
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