CERTIFICATION OF SERVIC



Dear User,

this manual explains the use of Purchasing service through electronic
catalog and online transaction as Employee.
We kindly suggest you take few minutes to read it in order to take full

advantage of the Service and to pay attention to the specificities in the
pages of Highlights & Warning.

For the workflow, see the Service Portal.
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Modify personal settings

Haome | Setting | Logoff
e-Procurement
Change Settings

handatory Data -

RICH LK

Change Perzonal Settings

Jaohin

Moty

|REHD1UKIE$@EEQIEQ

20002437

Addriaplin

The user also has the possibility to change some parameters of his User ID (e-mail
address, phone number, ..).

Proceed in the following manner:

» Select under the menu Personal Settings the voice Change Personal Settings

» Choose one of the folders (Mandatory Data or Address Data).




Modify personal settings

Horme: | Settinog | Log off

e-Procurement
Change Settings

Mandztary Data -

hange Peraonal Seftings

RICHO1 UK testitest test

The first folder Mandatory Data allows to change data such as your name, surname and e-
mail address. These three data are compulsory!

QPush [save] to confirm changes
QPush to return to the initial data




Modify personal settings

Hoine | =etinig | Lo off

e-Frocurament
Change Settings

_ Address Data

hange Perzonal Settings

DO MM |
123456789 -

Inside the folder Address Data it is possible to change some parameters associated to
the User ID which are not compulsory.

QPush =ave | to confirm changes
QPush to return to the initial data




Create Shopping Basket

To create a shopping basket select Create from the menu

mysAP SRM i en an  gARTNER

S S
You can select and order goods and services my AP
-

. _ Supplier
Change and check status
You can check, for example, if your shopping cart has been approved Holationship
Messsges Management
You can approve or reject shopping carts and read your e-mails relating to the
:imnmﬁh'mcﬁm

‘ou have

- 2 Workflow Entries in inkox
- 9 Unread Documents in Inbox.




Create Shopping Basket

mySAP SRM Home | Help | Seffings | Logoif é w
« Shop
+ Shopping Basket
Craste I Default Settings for terns =
Change and check status
Inbox Your data will he transterred to all newy tems. tems already inshopping cart wil not he changed.
-
Messages Ship-To Address/Performance Location it Displary Detailz
~ Perzonal zetting= Cost Azsignment Cozt center 815020  Dizplay Details
Change personal zettings:
Extended Details
I Add tems =

You can add tems to the shopping cart using the following methocds:
Search in Individual Catalogs:

# Old Purchase Orders snd Templates
e Catalogo EMI e MyEap . com Marketplace

Hemns in Shopping Cart

b

To change item details (assets and cost assignment), select the link below or select Q

Good [ Service Description Category Reguired on

Cuantity
Total Value (Het)

Price [ Limit Action
: 0,00




Default settings for items

Before selecting products, only in case of purchase for another destination and/or cost
center than the default (option available for some users), it is necessary to push to
click under Default Settings for Items on Display Details and change it.

mySAP SRM Home | Help | Seffings | Logoff 4 Nz {Eﬁ“’ \
2 ] ;
« Shop

+ Shopping Basket

atin anult Settings for nemD

Change and check status

ks Your data will be transferred to all new tems. tems already in shopping cart will not be changed.
b

Messages Ship-To Address/Performance Location ¢ C}isalax DetaD
~ Personal settings Cost Assignment Cost center 81 reTay DelsTe

Change personal settings

Extended Details
I Add items

You can add items to the shopping cart using the following methods:
Search in Individual Catalogs:

# Old Purchase Orders and Templates

« Catalogo ENI Y com Marketplace



Default settings for items

Inefaunsmingmrllems Click on Display Details

Your data will be transferred to all newy tems. tems already in shopping cart will not be change besides SHIP-To Address

Ship-To AddressPerformance Location and insert the data.

Cost Assignment Cost center 815020  Digplay Details

Extended Details

If the tems are to be delivered to another address, enter thiz new address here.

MName | i

Cther Mame

clo

Telephone Mumber

Fax

E-Mail Address

Building

Floor f Room

StreetHouse Mumber

ﬁ S
FLFary 11



Default settings for items

Click Display details besides the voice Cost Assignment.

b 7 ==
— Home: L ettings | Loy off '

Enn e-FProcurament

1« Shop

Create (= ] Plea=e fill the delivery address and the cost assignment

Check Status
- Personal setting=

Change Personal Settings I Default Settings for hems =

» Inbox
Your data will be transferred 1o all new tems. tems already in shopping cart will not be changed.

Ship-To Address/Performance Location i

l:ost Assignment Mo Account Assignment wWalues Exist [Display etails

Extended Details

“ou can see who bears the costs and, if necessary, you can distribute the costs to several cost centers.
Cost Distribution

Line Percentage Aszsigned to Description GIL account no. Crescription Business Area Action

1 Jroooo [costcerter =] | | | &, g

[cost Distribution | [Copy to Clipboard | [Insert from Clipboard | [Delste Clipbosrd |

I Add termns =1

You can add tems to the shopping cart using the followwing methods:

Search in Individual Catalogs:

The Account Assignment Overview appears, allows to modify the default cost center .

The G/L account number, uniquely associated to the product category, must not be

modified.

(]

_en)]




Default settings for items

It’'s possible to modify the default settings for items only as long as the shopping
basket is empty, this means before selecting products from the e-catalogue.

After having verified the following data:

- Ship to Address

- Cost Assignment

It is possible to proceed with selecting products from the e-catalogue.

....
I Default Settings for kems .""-.--.. =1
x

g
“our data will be transferred to all new tems. tems already in shopping cart W?I”‘ﬂ:ﬂt-be.ghanged.
L]

Ship-To Address/Perfarmance Location b Dizplay Details

Cost As=signment Cost center 15020 Dizplay Detail=s

Extended Details

na,
e,
“a,
"a
e,
"y
na,
ey,
a
-......
a,
"ay
nay
"a
a,
"y,
"ay
"a,
L

“ou can see who bears the costs and, if necessary, vou can distribute the costs to several cost centers.
Cost Distribution

Line Percertage A==igned ta Dre=cription L account no. Cre=cription Business Ares Action

1 [1oooo |cost center > | |815020 ik |51 0000 i | o, o

Cost Distribution | [ Copy to Clipkoard | [Insert from Clipboard | [Delete Clisbosrd |

L]
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Select items from e-cataloque

mySAP SRM Home | Help | Seftings | Logoff 4 \;&:g =
<« Shop
« Shopping Basket
I Default Settings for tems
Change and check status
Your data will be transferred to all new items. tems already in shopping cart will not be changed.
Messages Ship-To AddressPerformance Location & Display Details
~ Personal settings Cost Assignment Cost center 815020  Display Details
Change personal settings
Extended Details
I Add tems

You can add items to the shopping cart using the following methods:
Search in Individual Catalogs:

# Old Purchase Orders and Templates

Catalooo ENI o MySap com Marketplace

To select Products to be inserted into the Shopping Basket select the link of the
catalogue of interest.

el A A
(&

14



Select items from e-catalogue

mySAP SRM  BacktoSRM | Help

I ELENGBProduct Index  Advanced Search  Table of Contents  Shopping Cart

Enter the search text gloves

Display the search results by Search

*
Q
*
*
*
*
*
4
*
*

Different folders are displa.yé'd on top of the catalogue home page. The default folder

opened on entry is QuickK search ,it allows a search text to be inserted.

To find an article in t.bé’ catalogue:

Q
*

o Enter a search word, for example ‘gloves’

O Click on Search. Remember that the search will be made on the basis of the

description and product code.



Select items from e-catalogue

mySAP SRM  Backto SRM | Help

QGG IALGE e Ondvanced Search  Table of Contents  Shopping Cart

[ABCDEFGHIJKLMNOPQRSTUVWXYZ*]
All Possible Indexes (Only Few Exist So The Alphabet Index is Disabled)
ACESSORI FERR X TUBI

Cancelleria
POMPE CENTRIF E RIC
RACC FILET X TUBI

Raccordi
TUBI FE ACC DIR S8

Selecting the Product Index appears a serie of product categories in alphabetic order.
Selecting the group of interest (for example Abrasive Discs)all articles belonging to the

group will be diplayed.

' 16



Select items from e-catalogue

mySAP SEM Back to SRM

Help

_ Quick Search Product Index GUVERMEEEEREN Table of Contents  Shopping Cart

or Select a category from the entire product index.

Search For

Current Search Results: 0

Results

Search Reset

Moving on to Advanced Search it's
possible to refine the search filterring the

products through data.

Fornitore

Description

Price

Currency

Uom

Giorni di Consegna

Conf. Min.

Prezzo Unit.

Codice Materiale Enipower
Codice Fornitore Enipower

Contratto Aperto Enipower

2
1,
)

Proceed for example in the following way:
aSelect a commodity class by clicking on
Find after entering the required class
QApply the filter criteria by selecting the
parameters of interest from the drop-

down menu

17



Select items from e-catalogue

(eIl Product Index Advanced Search Table of Contents  Shopping Cart

’ REQUISITE TECI

Enter the search text

Display the search results by Search

Select a Calegory to expand your search: | All Categories ¥ | or go to Advanced Search for more options.

Click a column title to refine your search.
Displayed Items: 1-5 of 5 Items  Selected Items:

Compare| AddtoCart| AddtoFavorites| Clear All Selected |

" Display without images {  Display with images

Select All Clear  Quantity Category
_Fornitore
|_ TUBI FE ACC DIR 55 AUGUSTO CASTAGNETTI SPA
I_ RACC FILET X TUBI AUGUSTO CASTAGNETTI SPA
r ACESSCORI FERR X TUBI AUGUSTO CASTAGNETTI SPA
|_ POMPE CENTRIF E RIC AUGUSTO CASTAGNETTI SPA
|_ TUBI FE ACC DIR SS AUGUSTO CASTAGMNETTI SPA

Displayed Items: 1-5 of 5 ltems
Compare| AddtoCart| AddtoFavorites| Clear All Selected |

After having applicated one of the search modalities the catalogue diplays the requested
articles. The view of the results displays a predefined number of articles which can be
changed by the user (for example from 10 to 20, 50 o 100): if the results of the search

exceeds the number of items to be displayed on the view appears a button Next to select to

segdhe followmg page.

Description

TUBO S5 12" & 38MM A106 GRB SMUS ENIO350

MANICOTTO NPT S.3000 A105 Gr.B DM 1-1/2"

CONN MASCH DOPPIA OGIVA CMCEMANS316

POMPA KSB HGC 5/10

TUBO SS 6" 5.16MM A106 GRB SMUS EMIO350




Select items from e-catalogue

Je=EIWN Product Index Advanced Search  Table of Contents  Shopping Cart 'REQUISITE TECHNOLOGY™

Enter the search text |

Display the search results by Search

Select a Category to expand your search: |Al| Categories ¥ | or go to Advanced Search for more options.

Click a column fitle to refine your search.
Displayed Items: 1-5 of 5 tems  Selected Items: 2

Compare| AddtoCart| AddtoFavorites| Clear All Selected|

® Display without images ( Display with images

Select All Clear Quantity Category Fornitore Description Price. Currency UOM _Giorni di Consegna _Conf. Min.
AY A%
AV AV AV AV AV
AUGUSTO ,
2 1 TUBIFEACCDIRSS  CASTAGNETT) 1UBOSS 127 8. 38MMAT08 GRB SMUS ¢ o ¢ g5 MTR 45 1
s ENI0350
AUGUSTO
2 1 RACCFILETXTUBI  CASTAGNETTI SEMESITONPISI000AI00GIE 500 ¢ EUR PCE 45 1
SPA N2
AUGUSTO
r ACESSORI FERR X TUBI CASTAGNETT] SOUN MASCH DOPPIA OGIVA 5,00 € EUR PCE 45 1
SPA CMCEMANS316
AUGUSTO
r POMPE CENTRIF E RIC CASTAGNETTI POMPA KSB HGC 510 5.00 € EUR PCE 30 1
SPA
AUGUSTO .
r TUBIFEACCDIRSS  CASTAGNETTI  0OtSS Er o IOMUATR GRESIUS 5 10 € EUR MTR 15 1
SPA ENI0350

ms: 1-5 of 5 Items
compare | | Add to Cart| Add to Favorites| Clear Al Selected |

To compare some articles it is necessary:
O To tick the articles in the Select All column on the extreme left

U Push the button Compare




Select items from e-catalogue

View item comparison

ltem Compare

Category RACC FILET X TUBI
Fornitore AUGUSTO CASTAGNETTI SPA
Description MANICOTTO NPT 5.3000 A105 Gr.B DM 1-1/2"
Price 5,00€
Currency EUR
UOM PCE
Long Description MANICOTTO NPT 5.3000 A105 Gr.B DN 1-1/2"
Conf. Min. 1
Prezzo Unit. 1

Codice Materiale Enipower | 33600000169
Codice Fornitore Enipower 156288
Contratto Aperto Enipower 5300000080

Gruppo Merci Enipower MT_336

Quantity 1

Add to Cart

TUEI FE ACC DIR 58
AUGUSTO CASTAGNETTI SPA
TUBO S5 12" 8, 38MM A106 GRB SMUS ENIO350
5.00€
EUR
MTR
TUBO 55 12" 8,38MM A106 GRB SMUS ENIO350
1
1

33600000000
156288

5300000080

MT_336

1 Add to Cart

Push the Return to Search button to exit the comparisonview

L
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Select items from e-catalogue

el CEWIl Product Index  Advanced Search Table of Contents  Shopping Cart ’ REQUISITE TECHNOLOGY™

Enter the search text |

Display the search results by Search

Select a Category to expand your search | All Categories v | or go to Advanced Search for more options.

Click a column title to refine your search.
Displayed Items: 1-5 of § Items  Selected Items: 2

Compare| AddtoCart| Addto Favorites| Clear All Selected |

® Display without images ¢ Display with images

Select All Clear  Quantity Category Fornitore Description Price _Currency UOM _Giornidi Consegna _Conf. Min.
AY A%
AV AV AWV AV AV
AUGUSTO .
=3 1 TUBIFEACCDIRSS  CASTAGNETT| JUBS SS 127 838MUAIOE GRESMUS 4 o0 ¢ pUR MTR 45 1
SPA ENI0350
AUGUSTO
2 1 RACC FILET X TUBI CASTAGNETT] MANICOTTO NPT S.3000 AT0SGILB 504 ¢ pyr PCE 45 1
cas DN 1-1/2
AUGUSTO
- ACESSORI FERR X TUBI CASTAGNETTI SOUILUASCH DOPRIA DGIVA 500 € EUR PCE 45 1
SPA CMCEMANS316
AUGUSTO
- POMPE CENTRIF E RIC CASTAGNETTI POMPA KSB HGC 5/10 5.00 € EUR PCE 30 1
SPA
AUGUSTO .
— TUBIFEACC DIRSS  CASTAGNETT| JUBOSSESIBUMAIE GRESULS 5 40 ¢ pUR MTR 15 1
SPA ENIO350

Displayed Items: 1.5 of 5 [tems
Compare | Addto Cart|] Add to Favorites| Clear All Selected |

Once decided which article the user intends to insert into his Shopping Basket it’s necessary to:
U To tick the articles in the Select All column on the extreme left
O Push the Add to Cart button to transfer the selected articles into the shopping cart of the

catalogue (if the quantity has not been entered the data will be transerred gith quantity ‘1’).
e B A

21



Select items from e-catalogue

~ Quick Search Product Index Advanced Search Table of Contents  slilelalolly[s Re%=Ty1 ' REQUISITE TECHNOLOGY"
My Shopping Cart
Qty Fornitore Description Price Currency Uom Clomidi - Conf. Prezzo Codice Materiale F(;[r)r?iitf)?e Gruppo Merci 1.
P y Consegna  Min.  Unit Enipower Enipower Enipower
AY AY AY AV AV AV AV AV AY AY AY
AUGUSTO TUBO SS 12" §,38MM A106 GRB SMUS 5,00 €EUR MTR 435 1 1 33600000000 156286 MT_336 5,00 €
1 CASTAGNETTI SPA ENIO350
AUGUSTO MANICOTTO NPT S.3000 A105 Gr.B DN 1- 5,00 €EUR PCE 45 1 1 33600000169 156286 MT_336 5,00 €
1 CASTAGNETTI SPA 1/2"
Total: 10,00 €

Update Quantities

Continue shoppinal

order ltems |

U Once transferred the selected products into the shopping basket of the catalogue it is

still possible to modify the quantity for every item. To save the new quantity push the

Update Quantities button.

U To transfer the goods into the e-procurement shopping basket (and to exit the e-

catalogue area) push teh button Order Items

U It is possible to continue the research of other articles inside the catalogue push

Continue Shopping

e 1\ (7
(&
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Data transfer to Shopping Basket

The items have been transferred to the shopping basket. It is possible to view the name

of the Shopping Basket , the positions it contains and the total.value
=]

.
%
%
i1
I ltems in Shopping Cart %
i
To change item details (assetfand cost assignment), select the link below ar select Q
Cood F Service "‘ Description Categary Reguired on Cantity _: Price J Limit Action
Cancelleria  [05.12.2005 5 PC: 126 EURPer1Pc W [ @
Cancelleria |E|5.12.2E|DS |1 PAEC 11,40 EUR Per 1 PAC '% @
ABC 1140 EUR Per 1 Pac (@ ]

AGENDA D TRyOLO GIORNALIERA,
.
2

PERNA SFERA ROLLER Y-BALL PILGT BLU
Total Walue (Het) : 40,50 EUR>

PEMMA SFERA ROLE.ER WoBALL PILOT MERC Cancellztia II:IS.'I 22005
.
.

.
.
.

.
.
.
.
.
.
.
.
.
.

I Additional Specifications
.
To make it eazier to find the shopping cart lster, Brter & name for the shopping cart.
In the approval previewe, you can zee whoa iz I’ES“DI‘ISibhE for approval of the shopping cart. You can also add new approvers here.

=

Mame of Shopping Cirt ISAYDTDDD 30,11 2003 16:13

Motes for Approval
=

23

Approval Presview

g | Crcer | [Holl | |Refresh | |check |

[ [—L,

it
\ -




Check Shopping Basket

Check shopping basket before going on selecting |Check

ﬁ'\ ‘ M e B L0 SN - é
St o Home | tting L Lo off ke ¢
Enl e-Procurement
« 1 =
+ Shopping Basket “au can add tems ta the shopping cart using the falloving methods:
Creste Search in Individual Catalogs:

Check Status

- Personal settings

# Old Purchasze Orders and Templstes

s Dmagistica Esaurimento Scarte s Omagoistica Estero Mag Conto Deposito Eni Spa

Change Personal Setings

¢ Inbox

I lems in Shopping Cart E|

Ta change item details (assets and cost azsignment), select the link belaw or select Q

Good § Service Description Category Required on Cuartity Price [ Limit Action
Total Value (Het) : 0,00 EUR

I Additional Specifications E|

Tomake it easier to find the shopping cart later, enter & name for the shopping cart.
In the approval previewy, you can see who is responsible for approval of the shopping cart. You can also add nevy approvers here.

Mame of Shopping Cart (RICHO1UK 24 102007 15:29

Motes for Approval ;I

Approval Preview




View item details

To view further details of a position it’s necessary to click the lens icon - corrisponding

to the position.

I ltems in Shopping Cart E

To change tem details (assets and cost assignment), select the link belowy ar select g

Good [ Service Description Categary Recuired on Cluartity Price ¥ Limit Action
| HAGENDA D& TAVOLD GIORMALIERS Cancelearia 05.12.2005 ” a5 ”F‘C || 1,26 HEUR Per 1 PC @:@ ] ‘
PEMMA SFERS ROLLER W-BALL PILOT BLU Cancelleria IDS.1 22005 |1 PAC 11,40 EUR Per 1 PAC '% @
PEMMA SFERS ROLLER W-BALL PILOT MERD Cancelleria IDS.1 22005 |2 PAC 11,40 EUR Per 1 PAC Q, ‘Ei
FotarYaioe-{iet——3050-ER:

mhsic Data

* Cost Az=ignment
F Documents and Attachments
* Ship-To Address/Performance Location

* Sources of Supphy / Service Agents

For every position exit a variety of folders which can be opened one by one to be viewed.
It’s enough to click the button [k to open the different folders and view their contents
(or close the folder ™= ).

Push the button E to close the area related to the position and to return to the general
information on the shopping basket.

25



View item details - Basic Data

The first folder called Basic Data contains information about some important data imported
from the e-catalogue. Those which can be modified are signed in white (quantity, date of
delivery, destination).

I tems in Shopping Cart |E|

To change itemn details (assets and cost azsignment), select the link below: or zelect Q

AGENDA DA TAYOLO GIORMALIERA, Caricelleria 05.12.2005 s\PC | 126 EURPer1PC | W [ @

PEMM&, SFERA ROLLER V-BALL PILOT BLU Canceleria  [05122005 i PAC 1140 EURPeri1Pac Wb [ @

PEMM& SFERA ROLLER V-BALL PLOTNERG  Cancelleria | 05122008 | |2 PAC 1140 EURPeri1Pac Wb [ @
Total Value (Het) : 40,50 EUR

AGEMDA DA TANOLO GIORMALIERS

IGruppD acy. Saipem 07000

IS | Piece

1,26 Euro (EMU currency a= of 01.01.99) Per 1 Piece

IDS.1 2.2005




View item details — Cost Assignment

The second folder treats with cost assignment data.
MBasicData
vCostAssignment

Percentage v

i fon fmewdbms A w4 [ a@

Cost Distribution | [ Copy to Clipboard | | Insert from Clipboard | | Delete Clipbosrd

To modify the cost center associated in default:
Select the spyglass to choose the right cost center from the appearing list.

The G/L account no. Or general account, is directly associated to the merceological

class linked to the item: must not be modified by the user.




View item details — Documents and Attachments

Yendor Text |—

AGEMDA DA TAYVOLO GIORMALIERA PER AMNNG N CORSO 2XKK
COLORI ASSORTITIORDIMNE MMM - PREZZO PER. QORDIME MM Tl 1
CONMFEZICNE DA 1

FEZZIC

The third folder Documents and Attachments displays a window containing the ‘Vendor Text’

containing the product description.

-




Name of Shopping Basket

I Additional Specifications [~]

To make it easier to find the shopping cart lster, enter a name for the shopping cart,
Inthe approval preview, you can see who is responzible for approval of the shopping can. You can also acdd nevw approvers here,

Mame of Shopping Cart [RICHOTUK 24102007 15:29

Motes for Approval ﬂ

Aparoval Preview

|Order | [ Hold | |Refresh | | Check |

Every shopping basket is assigned a default name created in the following manner:
UserlID + Date of creation + Hour of creation shopping basket.

The user has the possibility to personalize this name inserting the name he wants to
assign.

' 29



Process Shopping Basket — Order Shopping Basket

I tems in Shopping Cart E|

To change item details (assets and cost assignment), select the link below or select Q

Good [ Service De=cription Category Reguired on Ciiartity Price ! Limit Action
AGEMDA DA TAVOLD GIORMALIERS Cancelleria IIIIS.“I 2.2005 IS PC 1,26 EUR Per 1 PC Q @
PEMMA SFERS ROLLER %-BaLL PILOT BLU Cancelleria IIIIS.“I 2.2005 |1 PAC 1140 EUR Per 1 PAC Q @
PEMMA SFERS ROLLER W-BALL PILOT MERD Cancelleria IIIIS.“I 2.2005 IE PAC 1140 EUR Per 1 PAC Q @

Total Yalue (Het) : 40,50 EUR

I Additional Specifications @

Hold | |Refresh | |Check |

After having composed your shopping basket and checked it, the user can order or hold the

cart in order to complete it in another moment.

An automatic message of approval request will be sent to the assigned approver.

In case there’s no approval to be given the purchase order will be directly sent to the

supplier/s through e-mail.

m enl



Process Shopping Basket - Name of Shopping Basket

Action performed successfully

AGEMDA D& TAYOLD GIORNALIERA, Cancelleria 05.12.2005
PEMMA, SFERA ROLLER *-BALL PILOT BLU Cancelleria 0s5.12.2005
PEMMA SFERA ROLLER %-BALL PILOT MERD Cancelleria 035.12.2005

Total Value (Het) :

After having ordered the shopping basket a messagge appears to confirm the
positive execution of the request. The shopping basket is registered with it’'s name

and a registration number.




Create Shopping Basket for copy

d:,qdd “E"D The employee can create a shopping basket
selecting the articles from a shopping basket

You can add tems to the shopping cart using the tollowing methods:
|;Efurch in Individual Catalogs: created in the past*.

Qld Purchaze Orders and Templates

Proceed in the following manner:
e —atalogo BRI s Mv=ap com Market;

1. Clic on Old purchase orders and

e Templates.: shopping baskets and orders

Find Shopping Cart previously created will appear.
tem Description Mame of Shopping Cart Timetraime . B
| Lot 7 Days 2. select items to be copiied
Stet]  Extended Search 3. Select the button
To select old purchase orders or templates, choose # to add the articles to the new Shopplng
Then zelect tems and add them to the shopping cart
basket.
urmber Mame of Shaopping Car Created on Total %al. Status
- 10 7 test127 11,2005 13:06 27.11.2005 13,80 EUR Approved
All 2 Description Prod. Hame Quantity Het value Status
r RICAMBID PEMRA, 2 Piece 1,42 EUR Rejected
- PEMMA STILO USA E GETTEV-PEN BLL 10 Piece 13,80 EUR Completely Confirmed

3

| &ddd to Shopping Cart |
* ATTENTION: the articles selected maintain the data (for example Cost Assignment or Ship To Address) referring to the shopping

baw I_;;Hq'c_rb:?_tE‘ey have been copied.
< |l |
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Hold Shopping Basket - Save Shopping Basket

I Hems in Shopping Cart

=l

To change item details (assets and cost assignment), select the link below ar select ':%

Sood S Service Dre=scription Category Fequired an Cwantity Price F Limit Action
AGERDA D TaANOL O SGIORRALIER.S Cancelleria IDS.1 22005 IS PC 1,26 EUR Per 1 PiC '% Eli
PErRMA SFEREA BROLLER W-BALL PILOT BLLI Cancelleria IDS.1 2.2005% |1 PAC 11,40 EUR Per 1 PAC '% @
PERMNA SFERS ROLLER “-BAL L PILOT NERC Cancelleria |05.1 22005 |2 FPAC 11,40 EUR Per 1 PAC '% E‘i
Total Value (Met}) : 40,50 EUR

I Additional Specifications

[order | [Hold | [Retresh | [check

After having composed his shopping basket the user can hold , refresh and check it.

QIn order to save the Shopping Basket select

Before doing this operation it is possible to effect a control through the following
pushbuttons:

a Refresh saves the changes effected;
a allows to control if all inserted data are correct and in case gives an

error message indicating which data must be changed.

m e
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Process Shopping Basket - Hold Shopping Basket

I Hems in Shopping Cart

=]

To change item detailz (aszsets and cost assignment’), select the link belowe or select %

Cood FService Description Category Reguired on Crantity Price ¥ Limit Action
AGEMDAS, DA TAVOLO SIORMALIERS Cancelletia IIIIS.1 2.2005 IS pPC 1,26 EUR Per 1 PC Q @
PEMMA SFERSA ROLLER W-BALL PILOT BLL Cancelletia IIIIS.1 2.2005 |1 PAC 11,40 EUR Per 1 PAC % ﬁ
PEMMA SFERA ROLLER W-BALL PILOT MERS Cancelleria IIIIS.1 2.2005 |2 PAC 11,40 EUR Per 1 PAC Q @

Total Value (Het) : 40,50 EUR

I Additional Specifications

(D) e

After having created the shopping basket the user can save his shopping basket pushing |Hold

The shopping basket will be saved to be modified and completed in another moment.
This operation is advisable in case the user is logged more or less one hour because the

connection to e-procurement gets closed automatically after 60 min. and unsaved data will
be lost.
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View Shopping Basket

m,s AP SEM Home | Help | Settings | Logoff l b, o "{39"'2 % e i "
] Jle= ' :
L |
+ Shopping Basket Create 11 SAP
Creste You can select and order goods and zervices y
< Change and check status > l i r
—Inbow Change and check status S u p p e
- v - -
Messages You can check, far example, it your shopping cart has been approved He latl 0“ s h 1 p
+ Personal settings n ﬂ
Change perzonal settings = anageme“t
i H You can approve of reject shopping carts and read your e-mails relating to the
procuremert transaction
You have

- 4 Workflowe Entries in Inkbox
- 8 Unread Documents in Inkox

-l

i =

Afterwards it will be possible to select again the held shopping basket and view the history

of all shopping baskets created by the user selecting Change and check status.
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View Shopping Basket

In the section Shopping Cart Status it is possible to insert search criteria t limit the

number of shopping baskets to be displayed.

Shopping Cart Status
FindShoppingCart

I = ) 2

Starig

Select Extended Search to amplify the modalities for the research:

Shopping Cart Status
FindShoppingCart

T ewrows e w =
[ & [ r




Modify Shopping Basket and check status

Shopping Cart Status

Find Shopping Cart

ftem Description Mame of Shopping Cart Timeframe Status
| | [Last 7Days = | [ai -|
Role Mumber of Shopping Cart Product Categor Bought on Behalf of -‘
[ =l [ [ =l r
Including Completed Shopping Carts
|Start Simple Search
Timeframe L Status L
Al -
-
Last ¥ Days | A =
Held

Today
Lazt ¥ Davys
Last 30 Days
Last 90 Days
Last Year

Axwvaiting Approval

In % our Inbox

Rejected

Contains Errors

fly Personal Templates
Public Templates (creasted centrally)

My Favorites (single tems) o
Cpen for Confirmation ;I

Q tick off Including Completed Shoppin Carts to view also concluded carts.

O Push |Start to launch search.

L
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Modify Shopping Basket and check status

At the end of the search appears a list of all shopping baskets corrisponding to the

inserted search criteria.

Murmber Mame of Shopping Cart Created on Total Sal. Status Action
3 1000002730 SANDTO00 3011 .2005 18:40 3011 2005 40,50 EUR Held % @
4 1000002739 SANOV000 30112005 16:47 3011 2003 40,50 EUR Avweaiting Approval % @
3 1000002767 #est127.11.2005 135 06-0000000545 2711 2005 13,80 EUR Approved '%
¥ 1000002746 FSAYO7000 2511 2005 05:40-0000000544 2511 2005 209 EUR Approved Q
3 1000002713 SANDTO00 24 .11 .2005 14:01 2411 2005 0,00 EUR | In Y aur Inboe % @

The different status of a shopping basket can have are:

U Held: shopping basket saved.

O Awaiting Approval: shopping basket sent to the approver.

O Approved: shopping basket approved which has generated a purchase order.

U In your Inbox: shopping basket not approved, to be elaborated

Employees can continue to elaborate a shopping basket until it is not approved : it is for
example possible to delete single positions or even an entire shopping basket.

Employees can alsocheck the status of singel positions contained in a shopping basket.

(]

_en)]
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Modify Shopping Basket (held)

Mumber Mame of Shopping Cart Crested on Total Yal. Shatus Action
] 1000002790 54407000 30.11.2005 15840 30011 2005 40,50 E
] 10000027389 SANOT000 30.11.2005 16:47 30.11.2005 40 50 EUR: Aveaiting Appraval '% @
] 1000002767 #test!27.11.2005 13:06-0000000545 27112005 13,80 EUR Approved %
3 1000002746 #5284 07000 25.11 2005 08:40-0000000544 25.11.2005 209 EUR Approved Q
3 1000002713 SANOTO00 24 11.2005 14:04 2411 2005 0,00 EUR In Your Ik % ]

The status of a saved shopping basket is Held.
Click the lens icon to check the state of the shopping basket and to modify it, the

litterbox to delete it.

(]
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Modify Shopping Basket (held)

Selecting the lens icon the following view appears :
Check Status

Back to Status

I hems in Shopping Cart E|

Dizplay Changes

Ta change tem details (assets and cost assignment), select the link below or select '%

Good F Service Description Categary Reguired an Cantity Price § Limit Action
AGEMDA DA TAVOLD GIORMALIERS, Cancelleria 05122005 5 PC 1,26 EUR Per 1 PC Q
PEMML SFERSA ROLLER %-BALL PILOT BLL Cancelleria 05122005 1 PAC 11,40 EUR Per 1 PAC '%
PEMMA SFERLA ROLLER W-BALL PILOT MERD Cancelleria 05122005 2 PAC 11,40 EUR Per 1 PAC '%
Total Walue (Het) : 40,50 EUR
I Additional Specifications E|

Mame of Shopping Cart SAY07000 30.11 .200:5 15:40
Motes for Approval

Approval Preview

| change |
Selecting the detail of a saved shopping basket it is possible after having clicked |Change
To vary quantities, dates of delivery, ship to address, purchase order texts of the different

positions already inserted in the shopping basket or to insert new products from the e-

catalogue.

warg\s,pg?sh the button
~
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Shopping Basket details

Under Additional Specifications it is possible to view for every shopping basket the approval

workflow of the document and the name of the approver are visualizable under Approval

Preview
=]

I Hems in Shopping Cart

Display Changes

To change tem detailz (azzets and cost azsignment), zelect the link below or select Q
Reguired on Ciantity Price F Limit A ction

Good fEervice Dezcription Category
AGENDA DA TAWVOLO GIORMALIERA Cancelleris 05122005 5 PC 1,26 EUR Per 1 PC '%
PERM& SFERS ROLLER W-BALL PILOT BLU Cancelleria 05122005 1 PAC 11,40 EUR Per 1 PAC '%
PERM& SFERS ROLLER W-BALL PILOT MERC Cancelleris 03122005 2 PAC 11,40 EUR Per 1 PAC '%

Total Value (Het) : 40,50 EUR

I Additional Specifications

Mame of Shopping Cart SAYO7000 3011 2005 16:47

Mates for Appraval
Approval Preyviesy

]

i A
Ol
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Shopping Basket details

If the shopping basket results to be approved the window

shows a green shopping cart with the name of the approver

Workflow started

and its workflow.

 tem Approved by
. 1Saipem 7000 Cancelleria Approve
On 2511 2005 11:54:25

E Workflow started

(« Dizplay as Graphic
In approval since 30.11.2005 18:37:00 (" Dizplay as Table
w Saipem 7000 Cancelleria Approve

* Result: Approved

If the shopping basket still results to be
awaiting approval the window displays
the name of the approver and the

[+ Display as Graphic
(" Display as Table

shopping basket is blue




Shopping Basket details

* Follow-on Documents
=

Shopping Cart 10000026901 Follow-on Document Created

Crested on 2311 .2005

3PC 414 EUR

Purchase Order 5361 Ordered

Created on 23.11.2005 BBP_200

JPC 414 EUR L

The folder Follow-on Documents shows all documents generated on the shopping basket.

Confirmation 3281 Approwved
Created on 23.11.2005 BBP_200
2PC276EUR ll

In this folder, after the approval appears the purchase order number, the registration
number of the related confirmation end in the end the invoice generated on the specifica

position of the shopping basket.

=Y
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Elaboration of a partially rejected shopping basket

- 1000002713 SAYDF000 24.11.2005 14:01 24112005 0,00 EUR Im Your Inbox Q ﬁ
Dezcription Prod. Name  Buantity  Metvalue Status betion
DORS A SPIRALE TOHDI BLANCO Dhd &t 1 Pack 1,73 EURE  Rejected @ E

If the approver refuses some items of the

¥ fpproval

shopping basket, the status of the shopping

basket is In your inbox and the status of the ®

- Workflow started
refused position is Rejected.

The requester will received in his internal e-mail

Item Rejected by
Saipem 7000 Cancelletia Approve

box a message concerning the partial rejection. On 24 11,2005 140548

This implies a new elaboration of the shopping

- Result: Rejected
basket.
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Elaboration of a partially rejected shopping basket

Select Messages from the menue in the left side of the page or in the central section of the

first page.
» Shopping Basket Crezte
Cragte You can select and order goods and services

Change and chech status

 Inbox Change and check status
You can check, for example, if wour shopping cart has been
hiezzages approved
w Fersonal settings
Change personal settings Messages

You can approve or reject shopping carts and read your e-mails
relating to the procurement transaction

You have

- & Wiarkcflow Entries in Inbox

- 9 Unread Documents in Inbos




Elaboration of a partially rejected shopping basket

Approval

_|';'1:| prowa ]

Hepa wou can-approvelreject shopping carts, confirmations of geods receipts, Gnd soon.
Select 'Edit" to di:é.ph';r details

Descrption ‘Received on etion
Partially authorized shopping bashket approval 30112005 Q g @ ':_. (3 o |
Goods receipt approwal or rejection 2911 .IIIIIIIﬁ. Q %J H3 T
Goods receipt approwal or rejection - 20.11 .EIZIEIEI * @] Q =
hincata approvazione shopping basket . 2411 -3[":'5. Q *J' '\3 5=
Approvazione o ffivto proposta entrata merce . 2411 .EIIIIIIS. Q g (;3 P |

U Choose the folder Approval.

O Click on the workitem description or on its lens to visualize items contained.

2
1,
)



Elaboration of a partially rejected shopping basket

# Check Shopping Cart

Back to ronwal

I tern= in Shopping Cart EI

Display Changes

To change item details (assets and cost assignment]), select the link below or select Q

Status Good £ Service De=cription Category Required on Quarntity Price / Limit Aotion
Fejectad GOhtd® BLAMNCA PICEOLAS PER hASTITA Cancelleria 05.12.2005 5 PAac 1,21 EUR Per 1 PAC '% ﬂ
Ppproved BICAuBI0 PENMNA Cancelleria 05.12.2005 10 PC 0,71 EUR Per 1 PC '% ﬂ

Total Walue [Met] - 7.0 EUR
I additional Specifications [

Mame of Shopping Cart SAYOTFOO00 30.11.2005 20:28

Motes for Approwval

Fopproval Preview

< |ﬁccept Changes ])Ehange |

To confirm changes made by the approver and not to buy items rejected by the approver,

push the botton Accept Changes.
The system generates an order containing only the items approved by the manager.

Purchase orders are immediatly sent to vendors.

(]
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Elaboration of a partially rejected shopping basket

I termns= in Shopping Cart

=]

Dizplay Changes

To change item details (@s=sets and cost assignment), select the link below or select %

Status Good f Service Description Category Required on Quantity Price  Limit Aotion
Rejected GOhdul® BIAMCA PICCOLA PER hATITA Cancellaria 05122005 & PAC 1,21 EUR Per 1 PALC % g
Approved RICAWBIO PEMMNA Cancellaria 05122005 10 PC 0,71 EUR Per1 PC % g

Total walue [Met] @ 740 EUR
I Additional Specifications =]

Mame of Shopping Cart SAYOTO00 30.11.2005 20:28
Maotes for Approwal

Approval Prewiew

|ﬁccept Changes | | Change |

To elaborate again already approved items:
U press the botton Change
0 modify data for the approved positions

O delete rejected positions Attention: it is a compulsory action!

O push the botton Transfer changes

The shopping basket returns to the approver.

m el



Exit e-Procurement

moArsRM i (G SRV TSR
.

mySAP
Supplier
Relationship
Management
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To exit e-Procurement it is necessary to:

Q Push the button Logoff

Q Do not close pushing . I

-




HIGHLIGHTS & WARNINGS

v Every time a Shopping Basket which is held or in the status Awaiting Approval will be
modified to add other products it is necessary to select again Default settings for items

and to modify the data (the data related to the Ship to Address must be the same for
every item selected).

v Every shopping cart must have ONLY ONE delivery address.

v The G/L account number, uniquely associated to the product category, must not be
modified.

v You can change the Shopping Basket as long as these do not appear to have been
approved. You may check the status of the positions in the shopping cart.




Useful informations

For information and support please call the e-Business Service’s Contact Center
available both by telephone and via e- mail.

Please find our support contact details and working times on the
Service portal.




Copyright e trademark

The contents of this manual is for informational purposes only and for private consultation.

It 'may not be reproduced for commercial purposes.

For Copyright and Trademark see the Service Portal.




