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Modify personal settings

i

. eProcurement Home | Settings L Logoff
Al
+ Change Settings
+ Shopping Basket
Create

tanicdatory Data ail'{n[dfé_ss [Iafa

+ Personal settings

hange Perzonal Settings User ID RICHCO Lk
+ Inbox Fitzt Mame !JEII"II'I
Mezzages
Lazt name !M-:urrt':.f
E-hail Acdcress IRlCHEH Ik testiftest test

Drganizational Lni SO0024.37

Crganizational unit rame: Adrisplin

The user also has the possibilityto 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).

e



Modify personal settings

w

. eProcurement Home | zeftings L Logoft
=Tl
<« Change Settings
= Shopping Basket
Creste
Check Statuz Mandatary Data §EC0 Gees )
Personal settings
Change Personal Settings User ID RICHD Uk
LF - First Mame !Jl:uhn
Messages
Last name !I‘-.du:urrty
E-Magil Seddress iHICHEﬂ UK testi@itest test

Drganizational Lni S0002437

Organizationsl unit mrame Adriaplin

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

QPush [rezet to return to the initial data

e



Modify personal settings

e

[="Ta ]|

- Shopping Basket

Creaste

Check Status

rsonal settings
Change Personal Settings Academic title

- Il

Mesz=ages

Inside the folder Address Data it is possible to change

« eProcurement Home

1« Change Settings

|Sa'-.-'e | |Heset |

Settinogs

fMandstory Data el gotclns ) =

Loy off

Title hlr. -
Bwilding |Pal.C
Floor |3" pisno

Irternal mail I

Telephone MNumber IDESED

Fax Mumber I

Drate Format | DD bt vy = |

Decimal Motation | 1,234 ,567.89 = |

to the User ID which are not compulsory.

QPush
QPush

e

Save

to confirm changes

to return to the initial data

Foom MNumber I 2323

Extension |43025

Extension I

some parameters associated



Create Shopping Basket

To create a shopping basket select Create from the menu

! - eProcurement Home | Settings
F-Tall
1 Shop

o If,:»__,_
| Lo off -j P s

- Shopping Basket

Create [ ]

Please fil the delivery address and the cost assignment

» Personal settings

Change Personal Settings I Default Settings for Hems El
- Inbox ;
- Mour data will be transferred to all neve tems. tems already in shopping cart will not be changed

Messages

SHip—Tu:u AddressiPerformance Location  td Dizplay Details
Cost Azsignment Mo Account Aszignment Yalues Exist  Dizplay Details
Extended Details

I Add Hemis

You can add tems to the shopping cart using the Tollowing methods:
Search in Individual Catalogs:

e Smagdistica Essurimento Scorte e oimEddistics Estero Mag Conto Deposito Enl Spa

I Hems in Shopping Cart

To change item details (assets and cost assignment), select the link belowe ar =elect %

Good f Service

De=cription Category Reguired on Cruaritity: Price [ Limit Action

Total Value {Het) 0.00



Create Shopping Basket

)

« eProcurement Home | Settings I Log off
[=Tall
1 Shop
Creste [ | Fleaze fill the delivery address and the cost assignment
Check Status
» Personal settings
Change Personal Settings I Default Settings for ems =
- Inbox
" “four data will be transferred to all newe items . tems already in shopping cart will not be changed.
Messages -
Ship-To Address/Performance Location i Dizplay Detaiiz
Cost Assignment Mo Accourt Assignimert Walues Exist  Dizplay Details

Extended Details

I Add Rems =

ou can add tems tothe shopping cart using the following methocs:

Search in Individual Catalogs:

e Dmagdistica Esaurimento Score s Omaggistica Estero Mag Conto Deposito Enl Spa

I Kems in Shopping Cart E|

o change item details (assets and cost assignment), select the link below or select aa

T

Good [ Service Description Category Reguired on Giantity Price f Limit. Action
Total Value {(Het) : 0.00

The Shopping Basket appears empty.



Default settings for items - Modify Ship To Address

Home Settings Lo off
Shop

1 Message

O Please filthe delivery address and the cost assignment

I Default Settings for ttems

YYour data will be tranzferred to all newy tems. tems already in shopping cart will nat be changed.

Ship-Ta AddressiPerformance Location Dizplay Details
Cost Assignment Mo Accourt Assignment Values Exist Display Detals
Exdended Details

Ship-To Address/Performance Location

[f the: tems are to be delivered to another address, enter this new address here.

]

Mame

Ciher Matme

cio

Fax

|
|
|
Telephone Mumber | |
|
E-Mail Address |

Building |

Floor [ Raom | I

StrestHouse Number |

Postal Code /Cty |

e

Click on Display Details
besides SHIP-To Address:

The user has to insert :

“"Name”, “Other Name”, “c/0”,

\\

“Telephone”, Building”,
“Floor/room”,  “Street/house
number”, “Postal Code/City”,

“Country” and “ Region”.

Important: Every shopping
cart must have ONLY ONE

delivery adress




Default settings for items

Click Display details besides the voice Cost Assignment.

T,
Enl =e-FProcurament D
1« Shop

Settings Log off
- Shopping Basket

1 Message
Create

= Please fil the delivery address and the cost assignment
Check Status

- Personal settings
Change Personal Settings

I Default Settings for Hems
» Inbox

“our data will be transferred to all new tems. kems already in shopping cart will not be changed.
Ship-To Address/Performance Location i

Cost Assignment

Mo Account Assignment Walues Exist Display BEETE
Extended Details

mam T T T e o, e ._mms-logts to sewveral cost centers.

Cost Distribution
Account Assignment Overview
Line Percertage Assigrned to De=cription L acocount mo. De=cription Business Area A cticon
1 [1oo0,00 [Costcerter =] | | | i,
[cost Distribution | [ Copy to Clipboard | [ Insert from Clipkoard | [Delste Clipboard
I Add tems =1
“ou can add tems to the shopping cart using the following 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.

e
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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:
- Cost Assignment
- Ship to Address

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

Select M to close the detailview of Default settings.

\

I Default Settings for tems

“our data will be tranzsferred to all new: tems. kems already in shopping cart will not be changed.
Ship-To Address/Performance Location  dd Dizplay Details
Cost LAssignment Cost center 515020 Display Detail=
Exdended Details
Cost Assignment ||

“ou can ses who bears the costs and, if necessary, youd can distribute the costs to several cost centers.
Zost Distribution

Account Assignment Ouerview

Line Percerntages Azsigned to Description L account no. Description Business Areas Action
1 |1oo,00 | cost certer = | |s15020 i |s10000 el | el

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

e
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Default settings for items

I Default Settings for tems —]

“our data weill be transferred to all newy tems. tems already in shopping cart will not be changed.

Ship-To &ddressPerformance Location  dth Dizplay Details
Cost Assignment Cost center 515020 Dizplay Details

Extended Details

“ou can zee who bears the costs and, if necessary, vyou can distribute the costz to zeveral cost centers.
Cost Distribution

Line Percertage Azzigned to Dezcription GiL account no. Dezcription Buziness Lrea Action
1 100,00 | Cost certer = | |a15020 iich 510000 iich | o,

Cost Distribution | | Copy to Clipboard | | Insert from Cliphosrd | | Delete Cliphosrd |

Before selecting products from the e-catalogue 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 besides the voice which data you want to change.

The data inserted which are different from the default will be associated to every
single item selected from the e-catalogue.

_ @M
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Select items from e-catalogue

m. i - I’_'I'f'l-. 4
i rOLE R
S Home | Settings | Log off AL B
Enl e-Procurament
1 Shop |
+ Shopping Basket
Cr_eate a Flease fill the delivery address and the cost assignment
Check Status
+ Personal settings
Change Personal Settings I Default Settings for ftems [s]
¢ Inbox
I Add ttems =]

ou can add tems to the shopping cart using the following methods:
Search in Individual Catalogs:

# Ol Purchaze Orders and Templates

s Cmagdistica Esaurimento-Scorte @sﬁca Estero hag.Conto Depasﬂ@

I Hems in Shopping Cart |E|

To change tem detailz (azsets and cost assignment], zelect the link below or select q

s in Sl -:'s-:': f"_’; _I

Good [ Service Dezcription Category Reguired an Ciyantity Price / Limit Action

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

catalogue of interest (Omaggistica Estero or others indicated).

! 13



Select items from e-catalogue

my‘SAP SRM  Torna alla Gestione fornitori | Guida

et -M Indice prodotti - Ricerca avanzata  Sommario  Carrello per la spesa E REQUISITE TECI

Inzerire il testo della ricerca >

Wisualizza | riguttati dela ricerca -@) Cerca

Different folders are displayed on top of the catalogue home page. The default folder
opened on entry is Quick search ,it allows a search text to be inserted.

To find an article in the catalogue:
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.

i 14



Select items from e-catalogue

mySAF SRM Torna alla Gestione fornitori | Guida

Ricerca rapida |BE==0aenu® Ricerca avanzata Sommario  Carrello per la Spesa

[ABCDEFGHIJKLMMOPQRSTUN WX Y Z*]

Tutti ghi indici possibili (numero ridotto di indici esistenti, indice alfabetico disattivato)

Articoli regalo

Articol regalo 2007

Gadgets 2007

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.

i-----ri
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Select items from e-catalogue

mySAF SRM Torna alla Gestione fornitori | Guida

Ricerca rapida BEl=-Aapenu® Ricerca avanzata Sommario  Catrello per la Spesa

ABBCDEFGHIJKLMNOPQRSTUN WRY Z*]
Tutti ghi indici possibili (numero ridotto di indici esistenti, indice alfabetico disattivato)

Articoli regalo

Articol regalo 2007

Gadgets 2007

Moving on to Advanced Search it's possible to refine the search filterring the products
through data such as suppliers code, suppliers name, description of the article , price, etc.
Proceed for example in the following way:

nSelect a commodity class by clicking on Find after entering the required class

oApply the filter criteria by selecting the parameters of interest from the drop-down menu

i-----ri
16



Select items from e-catalogue

=t e-  Indice Prodotti Ricerca avanzata  Sommario Carrello per la Spesa

Inzerire il testo della ricerca |

“izualizza i rizultati della ricerca pe

CErcs |

Selezionare una categoria per estendere la ricerca: Iﬂl'timli regalo - I oppure vedere Ricerca avanzata per ulteriori opzioni.

Seferionare i titolo oF upa cofolnha per esediive una ricerca deltagiiats.
Articoli: 1-3 <li 3 Articoli nella categoria Articoli regale  Selected hkems: 2

Confronta Aggiundgi al carrello | Agqgiungi & Preferiti Clear All Selected

o Yizualizza =enza immadini - Yizualizza con immagini

Seleziona tutto Cancella Ciuantits Categoria Produttore Cod. Produttore Fornitore . Cod. Fornitore
. v . v
e 2 Articali regalo - -- EniZervizi S960
v 2 Articali regalo -- - Enizervizi 5959
r Articoli regalo - -- Eniservizi 5958

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

e

Descriz
il Y

Agenda Eni 2007 data:

Adgenda Eni 2007 tazca

Biglietto augurale Eni 2L

the requested

which can be

17



Select items from e-catalogue

To view details of a specific article it is necessary to select it under Description .

Articoli: 1-3 di 3 Articoli nella categoria Articoli regalo  Selected kems: 2

Confronta | Aggiungi al u:arrellu:u| Aggiungi & Preferiti | Clear All Selected

0 Yizualizza senza immadini . Yisualizza con immadini

Seleziona tutto Cancells Qantits Categotiz Produttore Cod. Produttore Fornitore
AV AV AWV
v 2 Articoli regalo - - EniServizi
v 2 Articali regalo - - Enizervizi
r Articali regalo - - Enizervizi
Precedente

Diedtagli articalo

Album Bugatti in pelle con lastra in argento

Categoria Gadgets in esaurimento

Fornitare EniServizi S.p.4.

Descrizione Album Bugstti in pelle con lastra in argento
Prezzo 001 €

CUFrency EUR

LICH PCE

Album Bugstti in pelle con lastra in argento — senza

Descrizione estesa ¥ 4
personslizzazions

Conf. hin: 1

Prezzo Unit. 1

Prezziin base al volume

Cuiartits 2 Agoiungi al carrelo

o d

Cod. Fornitore

AT
gas0

3929
a5

Prezzo Currency O

AY AV AW

Descrizione
e

Anenda Eni 2007 da tavolo 1,00 £ EUR PCE
Acends Eni 2007 tascakie 1,00 £ EUR PCE
Biclietto sucgurale Eni 2006 1,00 £ EUR PCE

Click on Return to Search

to exit the detail view.

18



Select items from e-catalogue

Selezionare i titalo o una colohng per esegire nha ricerca deltagliata.
ALt di 16 Articoli nella categoria Gadgets in esaurimemto  Selected kems: 2 SUCCEeSSivo

Confronta goiungi al carrelll:ul Aggiungi a Preferiti|  Clear All Selected

. Yizualizza senza immadini f+ Yizualizza con immadgini

Seleziona tutlo Cencells  Quantita Categoria Produttore  Cod. Produttore Fornitare  Cod. Fornitare
F. 4
AV AV AY

i i W Ericervizi

1 Zadgets in esaurimento - - ' Goh N

1 Gadgets in esaurimento - . | E Enizetvizi B

SpA

i i EniServizi

r Zadgets in esaurimento - - Goh N
i i EniServizi

r Zadgets in esaurimento = - Goh y

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

O Push the button Compare

o d

Descrizione

. 4

Album Bugatti in pelle con lastra in argento

Penna REoller in metallo nero

Set composto da penna a sfera e
ilografica

Portadocumenti Cerruti in pelle nero

19



Select items from e-catalogue

Selezionare iitola Jf nhe colobhg per esegiive wng ricerea deltaaiiats.

Articoli: 1-10 di 16 Articoli nella categoria Gadgets in e i ected kems: 2 Successivo
Confronta | Aggiungi al carrello | Aggiungi 5 Preferti | Clear All Selected

\/
C Yizualizza senza immadgini (= Yizualizza con immagini
Seleriona tutto Cancella  Quantita Cateqoria Produttare  Cod. Produttare Forpitore  Cod. Fornitore
AY
AY AY AY
. . = EniServizi
1 GZadgets in esaurimento -- -- ' S --
1 iFadnets in esaurimento - - | |E| Eniservizi -
SpA
. . Enizetvizi
r Gadgets in esaurimento -- -- S --
. . EniServizi
r Gadgets in esaurimento -- -- S --

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

O Push the button Compare

e

De=scrizione

AY

Album Bucatti in pelle con lastra in argento

Penna Rollet in metallo nero

Set composto da penna a sfera e
silografica

Fortadocumerti Cerruti in pelle nero

20



Select items from e-catalogue

View item comparison

myEAF SKEIVI Torna alla Gestione fornitari

ﬂ REGU
Confronyo arficali
Catedoria Gadgets in esaurimento Gadgets in esaurimento
Produttor - -
Fornitore EniServizi = p A, EniServizi = p A,
Cod. Fornitcye - -
Dezcrizione Album Bugsatti in pelle con lastra in argento Penna Raller in metallo nero
Prezzo 001 £ o001 €
CUFFEencY EUR EUR:
e PCE PCE
Dezcrizione Album Bugsatti in pelle con lastra in argento — senza Penna Raller in metallo con corpo laccato lucido nero e finiture satinate. Refill di calore
eztesa personalizzazione Perzonalizzazione: logo Eni
Gluantits 1 Aggiungi al carrello 1 Aggiungi al carrello

Push the Return to Search button to exit the comparisonview

o d

21



Select items from e-catalogue

Ticking off Display with images it is possible to ad the column conaining illustrations of the

single products.

Selerionare S tholo of und colonha per eseqiire Dha Hicerca dettagliata,

Articoli: 1-10 i 16 Articoli nella categoria Gadgets in esaurimento  Selected kems: 1 Successivo |

Confrants

- Yisualizza senza immagi

Clear Al Selected

Selerionatutto Cancells  Quantits SIRCOrTS Produttore Cod. Produttore Forntare - Cod. Farnitore Dezcriziane Frezzo Currency  Lch
AY AY AY
AY AY AY AY AV
v Gadgets in ezaurimento - - ' En;lﬂﬁrwzl - Album Bucgatti in pelle con lastra inargento 0,01 € ELR PCE
o Gadgets in ezaurimento -- - El En;lﬂﬁrwzl - Penna Roller in metallo nero 001 € EUR PCE
B Gagets in esaliinanto 3 3 Enizervizi 3 S.et cnmnnstn da penna & sfera e 001 £ EUR FCE
SpA. stilografica
adyets in esaurimento - - - ortadocumerti Cerruti in pelle nera ]
r Gadgets | iment E”F;SEW'I' Partadacumerti Cerruti in pel 0,01 € ELR PCE
aduets in esaurimento - - - ortamonete in pele — color azsortii :
O Gadgets | imert E”F;SEW'I' Partamionete in pelle — colori assorit 0,01 € EUR PCE
adgets in esaurimento - - - or=a tels nera con tracols i
r Gadgets iment E”F;SEW'I' Biorsatel tracol 0,01 € EUR PCE

22



Select items from e-catalogue

mySAF SRM Torna alla Gestione fornitori | Guids i :

== Indice Prodotti - Ricerca avanzata  Sommario Carrello per la Spesa m REQUISITE TECHNOLOGY

Inzerire il testo della ricerca

Yizualizza i risultati della ricerca per |1|:| vI Cerca

Selezionare una categoria per estendere la ricerca:; I Zadgets in esaurimenta ﬂ oppure vedere Ricerca avanzata per utterior opzioni.

Selerionare Jf titala of una colonha per eseguire una Hoerca dettanliata.
Articoli: 1-10 di 16 Agticolinella categoria Gadgets in esaurimente  Selected kems: 1 Successivo
Confronta | Aggiung &l carrello | ) Agaiundgi & Preferti | Clear Al Selected
S

= Yizualizza =enza immagini . Yisualizza con immadgini

Selezionatutto Cancella  Quantits Categoriz Produttare Cod. Produttore Farnitare Cod. Fornitare Descrizione Prezzo  Currency  LOh
AY AY AY
AY AY AY AY AV
@ 2| Gadgets in ezaurimento -- -- EniServizi S.p A, -- Album Bucgatti in pelle con lastra in argerto 001 € EUR PCE

Once decided which article the user intends to insert into his Shopping Basket it's necessary to:
O 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 '17).

i-----ri
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Select items from e-catalogue

alazi o . , at

Articoli: 1-3 di 3 Aticoli nella categoria Articoliregale  Selected Rems: 2

Cnnfrnnta| Agogiungi al n::arrelln:|| AggiungiaF‘referitﬂ Clear Al Seleded|

g Yizualizza senza immagini . Yizualizza con immagini

Seleziona tutto Cancels Cliantits Catenoria Procidtore  Coo. Prochttore  Fornitore Cod. Fornitore Dezcrizions Prezzo  Currency  LICk

AV AY AY AY AY AY AV AV
v 1 Aticoli regalo - - Enicervizi G960 Anenda Eni 2007 da tavolo 1,00 € ELR: PCE
¥ 1 Aricali regalo - - EniServizi 8959 Adenda Eni 2007 tascabile 1,00 € EUR PCE
r Aticoli regalo - - Enicervizi 8958 Biglietto augurale Eni 2006 1,00 € ELR: PCE

Articoli: 1-3 di 3 Articoli nella categoria Articoli regalo
Confronta | Agoiungi &l carrello | Aguiuncgi & Preferiti | Clear All Selected |

[ Once transerred 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.
O To transfer the goods into the e-procurement shopping basket (and to exit the e-

catalogue area) push teh button Order Items
O It is possible to continue the research of other articles inside the catalogue push

Continue Shopping

i 24



Default settings for items

ATTENtION: 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).

25



Data transfer to Shopping Basket

The items have been transferred to the shopping basket. It is possible to view the name
of the, the positions it contains and the total value

I Hem=s in Shopping Cart El

To change item details (assets and cost assignment), select the link below or select Q
Hem= in Shopping Cart

Sood f =ervice Description Categqory Feguired an Ciuantity Price J Limit Action
AGEMNDA DA TAVOLD GIORMALIER A Cancelleria IIZIS.1 2.2005 IS Pz 1,26 EUR Per 1 PC '%
FPEMML SFERA ROLLER W-BALL PILOT BLLU Cancelleria IIIIS.1 2.2005 |1 PLZ 11,40 EUR Per 1 PAC '%
PEMMA SFEREA ROLLER W-BALL PILOT MERGC Cancelleria IIZIS.1 2.2005 |2 F&C 11,40 EUR Per 1 PAC '%
CTutal Value {Het]D,su EUR
I Additional Specifications El

To make it easier ta find the shopping cart later, enter & name for the shopping cart.

In the approval previesy, you can =ee ywha is res;:u:uns&:ule for approval of the shopping cart. You can alzo add newy approvers here.
Mame of Shopping CartlIS.ﬂ.‘r‘D?DDD 3011 20051615 |

Motes for Approsval ;|

[~

Approval Preswiew

|Order | |Hold | |Retresh | | check |

SR

26



Check Shopping Basket

Check shopping before going on selecting Check

Yo,

e Home Settinns Log off
Enl e-Frocurament
‘ uu e L
~ Shopping Basket You can add items to the shopping cart using the follovwing methods:
Create Search in Individual Catalogs:
Check Status

# Old Purchase Orders and Templates

~ Personal settings

. e mEgQistics Ezaurimento Scorte e magoistica Estero Mag . Conto Deposito Eni Spe
Change Personal Settings
F Inbox
I ltems in Shopping Cart =]
To change tem details (aszets and cost assignment), select the link beloww or select Q
hems in Shopping Cart
Good FTervice Description Category Reguired on Cantity Price FLimit Action
Total Value (Het) : 0,00 EUR
I Additional Specifications E|
To make it easier ta find the shaopping cart later, enter & name for the shaopping cart.
In the approval previesy, you can see who is responsible far approval of the shopping cart. You can also add new appravers here,
Marme of Shopping Cart |RICHOTUK 24 402007 1529
Motes for Approval ;|
=
Approval Preview
L

27



View item details

In order to view further details of a position it's necessary to click the le &, on

corrisponding to the position.

I Hems in Shopping Cart El

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

hems= in Shopping Cart

Sood F Service Description Category Required an cantity Price s Limit Lction
LGERMDA D TAN 0L 0 SIORRMNALIERA Cancelleria 05122005 S ||PC 1,26 | EUR Per 1 PC
PEMMA SFERA ROLLER W-BALL PILOT BLL Cancelleria |D5.1 2.2005 |1 PAZ 11,40 EUR Per 1 PAC Q
1 ] T O 1 e e L e 1 e s
Total Value (Het) : 40,50 EUR
hem Details: AGEHDA DA TAVOL O GIORHALIERA 2

F Ba=ic Data

F Cost Assignrment

F Documents and Attachments

F Ship-To Address/Performance Location

F Sources of Supphly ¥ 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 x| to close the area related to the position and to return to the general

ingmation on the shopping basket.

28



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 hems in Shopping Cart E|

To change item details (assets and cost assignment), select the link below or select %
hems in Shopping Cart

Good ¥ Service De=zcription Category Fequired on Cantitsy Price ! Limit Action
AGEMD DS TAN 0L O SIORRNALIER S Cancelleria 05122005 S|P 1,26 | EUR Per 1 PiZ %
PERMA SFERA ROLLER “-BALL PILOT BLU Cancelleria IIIIS.1 2.2005 |1 PAC 11 40 EUR Per 1 PAC ‘-%
PERMA SFERS ROLLER “-BALL PILOT MERC Cancelleria |IIIS.1 2.2005 |2 P& 11,40 EUR Per 1 PAC %
Total Walue (Het}) : 4050 EUR
Hem Details: AGEHDA DA TAVOLO GIORHALIERA E

- Basic I]ato

You can change basic data. Changes are accepted automatically .
Description AGERDA, DA TANCOLO GIORKMALIER.2

Product Category Cancelleria

Company Code |14I33 TI
Location I "I

Purchasing Group IGrupp-:- acd. Saipem 07000 ;I
Drdder Cuantity |5 Piece
Price 1,26 Euro (EMU currency a=s of 01 .01 .99 Per 1 Piece

fﬁeiuired an IIIIS.1 220035
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View item details — Cost Assignment

The second folder treats with cost assignment data.
hem Details: AGEHDA DA TAVOLO GIORHALIERA |E|

F Ba=ic Data

 Cost Assignment

YOU CEN e o arbeil OECcessaly, you can distribute the costs to several cost centers.

Cost O

Account Assignment OQverview

Line Percentage Azsigned to Description L account no. Description  Buziness Area  Action
1 froopo [costcenter =] [a15020 e 510000 deh [ @&

| Cost Distribution | | Copy to Clipkoard | |Insert from Cliphoard || Delete Clipboard

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.

i-----ri
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View item details — Documents and Attachments

hem Details: AGEHDA DA TAWOLO GIORHHLIERD

* Basic Data
F Cost Assignment

= Documents and Attachments

Texts

I “endor Text ;l

LAZERDL, Do, TAWOL D SIORMNLALIERA PER ARRMND IR CORSC 2300 -~|
COLORI ASSORTITI ORDIME MM - PREZZO PER ORDIRE RIFIBC D] 1
COMRFEZINDMNE DA 1
|FPEZZ D
(=
Attachments

Mo Attachments Awvailable

Yo can upload & document from your PO

De=cription I

Path | Sfoglia... |

Ao

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

Text’ containing the product description.

i---n-ri
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View item details

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

to the position.

I Hems in Shopping Cart El

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

hems= in Shopping Cart

Sood F Service Description Category Required an cantity Price s Limit Lction
LGERMDA D TAN 0L 0 SIORRMNALIERA Cancelleria 05122005 S ||PC 1,26 | EUR Per 1 PC @
PEMMA SFERA ROLLER W-BALL PILOT BLL Cancelleria IIIIS.1 2.2005 |1 PAC 11,40 EUR Per 1 PAC Q
PEMMA SFERA ROLLER W-BALL PILOT MERD Cancelleria IIIIS.1 2.2005 I2 PAC 11,40 EUR Per 1 PA&IC Q

Total Yalue (Hety : | 40,50 EORE

hem Details: AGEHDA DA TAYOL O GIORHALIERA 2

F Ba=ic Data

F Cost Assignrment

F Documents and Attachments

F Ship-To Address/Performance Location

F Sources of Supphly ¥ 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 [X| to close the area related to the position and to return to the general

ingmation on the shopping basket.
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Name of Shopping Basket

I Addttional Specifications E|

To make it easier to find the shopping cart lster, enter a name for the shopping cart.
Inthe approval previesy, you can see who iz responzible for approval of the shopping cart. You can also add new approvers here.

Mame of Shopping Cart [RICHD LK 24102007 15:29

Motes for Approval ﬂ

Anproval Previewy

Order | |Haold | |Refresh | (Check

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

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

i-----ri
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Process Shopping Basket —order Shopping Basket

I hem= in Shopping Cart

To change item details (as=zetz and cost azsignment)), =elect the link below or zelect Q
Hem= in Shopping Cart
Good § Service Dezcription Category Reguired on Gantity Price fLimit Action
AGERDA DA TAVOLO GIORMALIERS Cancelleria IIIIS.12.2IIIEIS IS PC 1,26 EUR Per 1 PC '%
PEMMA SFERA ROLLER W-BALL PILOT BLU Cancelleriz IIIIE.1 22005 |1 P&C 11 40 EUR Per 1 PAC 'a,
PEMMA SFERA ROLLER W-BALL PILOT MERD Cancelleriz II:IS.1 22005 |2 PAC 11 40 EUR Per 1 PAC '%
Total Walue (Het}) : 40,50 EUR
I Additional Specifications @

Em | Refresh | | Check |

After having composed your shopping basket the user can order o 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

sn.m/s through e-mail.
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Process Shopping Basket - Name of Shopping Basket

Action performed successfully

Shopping Cart Created with Mamedlumber: SAY0T000 30.11.2005 16:47 F 10000027849

’:—'_F:f 3 kems in Shopping Cart

GoodsrServices Dezcription Cugantity Category Reguired on
AGEMDA DA TAVOLD GIORMALIERA, 5 Piece Cancelleria 05.12.2005
PEMMA SFERA ROLLER W-BALL PILOT BLU 1 Pack Cancelleria 05122005
PEMMA SFERA ROLLER W-BALL PILOT MERD 2 Pack Cancelleria 05.12.2005

Total Yalue (Het) :

You can novy print the shopping cart or display additional information, uzing the Check Status function

You can dizplay whether the shopping cart has been approved or wwhether a purchase order has already been created
Check Status

Creste MNeve Shopping Cart
Back to Start Page

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.

e

Walue
6,30 ELR:
11 40 ELR:
22 B0 EUR
40,50 EUR
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Create Shopping Basket for copy

(§ Add tems

The employee can create a shopping basket

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

1

=earch in Individual Catalogs:

F'rfg Old Purchase Orders and Templates

selecting the articles from a shopping basket
created in the past*.

Proceed in the following manner:

o Catalogn ENI s MySap com tarket) 1. Clicon Old purchase orders and
Templates.: shopping baskets and orders
0Old Purchase Orders and Templates previous|y created will a ppear.

Find Shopping Cart 2. select items to be copiied

ftem Description Mame of Shopping Cart Timeframe -

| T 3. Select the button |&ddto Shopping Cart |
[Stert] Extended Search to add the articles to the new shopping
To zelect old purchasze arders ar templates, choose # baSket .
Then select tems and add them to the shopping cart
Search Result: ¥ Shopping Cart

Murmber Mame of Shopping Cart Crested on Tatal Yal. Status
- 1DT? test127 11,2005 1306 27.11.2005 13,50 EUR Approved
all 2 Description Prod. Hame Quantity Het value Status
RICAMBIC PEMMA, 2 Piece 1,42 EUR Rejected

PERMA, STILO USA E GET,

“FEM BLLI
3 ‘
Add to Shopping Cart

* ATTENTION: the articles selected maintain the dati

baﬁm which.they have been copied.

10 Piece 13,80 EUR Completely Confirmed

(for example Cost Assignment or Ship To Address) referring to the shopping
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Hold Shopping Basket - Save Shopping Basket

I Hems in Shopping Cart =1

To change item details (assets and cost assignment), select the link belowwy or select g

Hem= in Shopping Cart

Good F Service De=scription Cateqory Reguired aon Caritity Price FLimit Action
AGERDLL Do T AN 0L SIORMALIER.LS Cancelleria IIIIS.*I 2.2005 IS PC 1,26 EUR Per 1 PC '%
FEMMA SFERS ROLLER W-Ball PILOT BLLI Cancelleria ID:S.‘1 22005 |1 F&Z 11 40 EUR Per 1 P&C '%
PERMS SFERS ROLLER »/-Bal L PILOT MNERC Cancelleria IIIIS.*I 2.2005 |2 PAC 11,40 EUR Per 1 PAC '%
Total Value (Het) : 40,50 EUR
I Additional Specifications [=]|

[oraer | [Hola | [Refresh | [ check

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

OIn 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 Check allows to control if all inserted data are correct and in case gives an

error message indicating which data must be changed.

i-----ri
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Modify Shopping Basket - view

mvSAP SEM Home: Help Settings Lo att
1
+ Shopping Basket Create
Creaste You can zelect and order goods and services
@ge and check statD
Tt Change and check status
Meainat You can check, for example, it wour shopping cart has been approved

+ Personal settings Messages

Y ou canapprove or reject shopping cats and read your e-mails relating tothe
procurement transaction

You have

- $Wiorkflowe Entries in Inbax

- 8 Unread Document s in nkbax

Change personal seftings

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

) 1t

hSuppHer

Relationship
Management

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

e
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Process Shopping Basket - Hold Shopping Basket

I lem= in Shopping Cart |E|

To change item detailz (assets and cost assignment), select the link beloww or zelect Q
hem= in Shopping Cart

Good §Service De=cription Category Reguired an cCantity Price [ Limit Action
AGEMDA D& TAVOLD GIORMNALIER.AS Cancelleria |III5.12.2DEIS |5 P 1,26 EUR Per 1 PC '%
PEMRL SFERA ROLLER W-BalL PILOT BLL Cancelleria |E|5.1 22005 |1 F&C 11,40 EUR Per 1 PALC '%
PEMRL SFERA ROLLER W-BaLL PILOT MERD Cancelleria IEIS.1 22005 IE P&C 11,40 EUR Per 1 PALC '%

Total Value (Het) : 40,50 EUR

I Additional Specifications @

| Orde| | Hold | | Refresh | | Check |
SN—"

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

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.

e
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Modify Shopping Basket - view

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
Find Shopping Cart

ltem De=cription Mame of Shopping Cart Timeframe Statuz

| | Last 7 Days | |al |
|Star1| (Extended Search D

Select Extended Search to amplify the modalities for the research:

Shopping Cart Status

Find Shopping Cart

tem Description Mame of Shopping Cart Timeframe Status
| | |Last 7Days =] |ai |
Role Fumber of Shopping Cart Product Category  Bowght on Behalf of

[ =] | [ =l r

Including Completed Shopping Carts

E

| Start | Simple Search

Al
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Modify Shopping Basket and check status

Shopping Cart Status

Find Shopping Cart

tem Description

Fole

! =l

Including Completed Shopping Cart=

| Start Simple Search

Mame of Shopping Cart Timeframe Status

| |Last7Days =] |l -]

Mumber of Shopping Cart Product Categoar Bought on Behalf of -‘

| [ = r

Timeframe L Status l
Al -
-
Last 7 Days = i =

Held

Last ¥ Days
Last 30 Davys
Last 90 Davys
Last Year

Anwegiting Approval

In %our Inkbox

Fejected

Containz Errors

by Perszonal Templates
Public Templates (created centrally)

by Favorites (single tems) e
Cpen for Confirmation ;I

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

J Push |Star1

e

to launch search.

41



Check Status

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

Search Result: 9 Shopping Cart

Mumber Mame of Shopping Cart Crested an Total al. Status Action
k 1000002790 SAYO7000 30.11.2005 15:40 3011 2005 40,50 EUR Held %
» 1000002759 SAYO7000 30.11.2005 16:47 30011 .2005 40,50 EUR  Awvaiting Approsval %
k 1000002767 #est1 27 11.2005 13:06-0000000545 2711 2005 13,80 EUR Approved % E[
» 1000002746 #=A%07000 25 11.2005 05:40-0000000544 2511 2005 209 EUR Approved % E[
k 1000002713 S&Y07000 24 .11.2005 14:01 2411 .2005 0,00 EUR In Your Inkbac %

The different status of a shopping basket can have are:

O Held: shopping basket saved.

- Awaiting Approval: shopping basket sent to the approver.

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

O 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.
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Modify Shopping Basket (heild)

Search Result: 9 Shopping Cart

Mumber Marme of Shopping Car Cregted on Total “al. =tatuz Action
b 1000002790 SAYOT000 30.11.2005 15:40 30.11.2005 40 50 %
k 1000002789 SAYOTO000 30.11.2005 16:47 30.11 2005 40 50 EUR Awaiting Approval %
k 1000002767 gtest1 27 112005 135:06-0000000545 27112005 1380 EUR Approved % ﬂ[
b 1000002746 #SANVOTO00 25.11.2005 08:40-0000000544 25.11.2005 209 EUR Approved % |
b 1000002743 SAYOT000 24.11.2005 14:01 24.11.2005 0,00 EUR In ' our Inkbox %

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.

e
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Modify Shopping Basket (held)

Selecting the lens icon the following view appears :

Check Status

I Hems= in Shopping Cart

Back to Status

[=]

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

Hems in Shopping Cart

Sood F Service De=cription

AGERNDS DA TAWOLOD GIORMALIERS

PErMMA SFERA ROLLER Y-BALL PILOT BLU

PErMA SFERS ROLLER W-BALL PILOT MERD

Cateqory

Cancelleria
Cancelleria

Cancelleria

Reguired on ity
05122005 5 PC

05122005 1 PAC
03122005 2 PAC

Dizplay Changes

Price ¥ Limit Action
1,26 EUR Per 1 PC ,
11,40 EUR Per 1 PAC ,

11,40 EUR Per 1 PAC

Total Value (Het} : 40,50 EUR
I Additional Specifications [=]
Mame of Shopping Cart SAY07000 3011 2005 15840
Motes for Approval
Approval Prewvie
B
- i - N L = [

g

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.

Erwards push the button T
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Shopping Basket details — approval workflow

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 hkems in Shopping Cart

=]

Ta change tem details (assets and cost assignment], select the link belovy or select %

ems= in Shopping Cart

Good § Service

AGENDS Dnf TAWOL O GIORMALIER S

Dezcription

PEMMA SPERS ROLLER W-BALL PILOT BLL

PERMMA SPERA ROLLER W-BALL PILOT MERO

I Additional Specifications

Category

Cancelleria
Cancelleria

Cancelleria

Redquired on Cantity
05122005 5 PC

03122005 1 PAC
03122005 2 PAC

Total Yalue (Het) :

Dizplay Changes

Price J Limit Action

1,26 EUR Per 1 PC ,
11,40 EUR Per 1 PAC o,
-,

11,40 EUR Per 1 PAC
40,50 EUR

Mame of Shopping Cart SA%07000 3011 2005 16:47

Motes far Approval

Approval Preview

e
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Shopping Basket details - Single item details - Approval

If the shopping basket results to be approved the window

shows a green shopping cart with the name of the approver

and its workflow.

 Approval

* Approval

. Workflow started

)
Q

In approval since 30.11.2005 18:37:09
@ Saipem 7000 Cancelleria Approve

=" Workflow started

!' k=
x@

L ——

em Approved by
Saipem 7000 Cancelleria Approve
On 2511 2005 11:54:25

Flesult: Approved

i+ [Cizplay as Graphic

" Dizplay as Takle

{* Dizplay as Graphic
(" Display as Tabls shopping basket is blue

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

e
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Shopping Basket details

- Followw-on Documents

Shopping Cart 1000002690/1 Follow-on Document Created
| Creasted on 235311 2005
SPC 414 ELR

Purchase Order 5361 Ordered

| Created on 2311 2005 BEP_200
- SPZ 414 EUR

Confirmation 32851 Approwved
(1.'3] - Cregted on 2511 2005 BEP_200
2PC 276 ELR ,_,I

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

-
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Elaboration of a partially rejected shopping basket

*  10D0DDITIZ SAYOTO00 24.11.2005 14:01 74112005 0,00 EUR In Your Inbox % |
Dezcription Prod. Mame  Luartity  Het value Status Betion

DORSI A SPIRALE TOND| BIANCO Dhd 6 hid 1 Fack 1,73 EUR] Fejected i

If the approver refuses some items of the
* hoproual
shopping basket, the status of the shopping
basket is In your inbox and the status of the
v, Workflow started

refused position is Rejected. O),

The requester will received in his internal e-mail
box a message concerning the partial rejection.
This implies a new elaboration of the shopping
basket.

e

ltem Rejected by

Saipem 7000 Cancelleria SApprove

O 24412005 14:03:48
Flesull: Rejected
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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 Bashket Create
Cregte You can select and order goods and services
Change and check status
Change and check status
Imbo ] ]
You can check, for example, if your shopping cart has been
heszzages approved

» Personal settings

Change personal settings Messages

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

You hawe

- 4 WMforkflow BErtries in Inbox

- 8 Unread Documents in Inbox




Elaboration of a partially rejected shopping basket

Approval

Here ywou can approvefreject shopping carts, confimrmations of goods receipts, and sa on.
Select 'BEdit’ to display details

| Substitute |

Descoption ‘ Receivad on Acthon
IFEI'tiE"],I_' authorized shopping basket approwal 0.1 12005 '-aa :5:- L] "4':. =]
Goods receipt approval or rejection 20112005 % i L 'I- L |
Goods receipt approval or rejection F9.11.2005 e 4 =
hiEncata approvazione shopping basket 24.11.2005 '-% o 4 o =
FPoprovazione o rfivto proposta entrata merce 2411 2005 '-;9 :55- L] ';"_. L |

2 Choose the folder Approval.

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

i-----ri
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Elaboration of a partially rejected shopping basket

¢ Check Shopping Cart

Bachk to rowal

I kems= in Shopping Cart El

Display Changes
To change item details (assets and cost assignment), select the link below or selact %

tems= in Shopping Cart

Status Good § Service Oescription Category Fequired on Quantity Price & Limit Aotion
Rejected GoOhtds BLAMCA PICCOLAS PER hASTITA Cancellerda oS 122005 5 PAC 1,21 EUR Per 1 PAC % Q
Approved BICAhdB 0 PEM R Cancellera oS 122005 10 PC 0,71 EUR Per1 PC % Q

Total Walue [Net] 710 EUR
I Additional Specifications =]

MHame of Shopping Cart SAYOTO00 30.11.2005 20:28
Motes for Approwal

Aoproval Prewiew

/
@ Changes | Chang=

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.

i-----ri
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Elaboration of a partially rejected shopping basket

I Rern= in Shopping Cart

=]

To change item detadils (asset= and cost assignment)), select the link below aor select %

Rkems= in Shopping Cart

Status Good & Service Oescription Categary Required an Quantity
Rejected GOt BLANCA PICCOLS PER baTITA Cancelleria 0512 2005 5 PAC
Approved BlICAhdB 10 PERNMHA Cancelleria o5.1z.2005 10 PC

Total Walue [Het]

I odditional Specifications=s

o,71

v.10

Price / Limit
EUR Per 1 PAC
EUR Per 1 PC

EUR

[u]

isplay Changes=s

Action

Q 0
Q g

Mame of Shopping Cart SAYO0O7F000 30.11.2005 Z0:28
MHote=s for Approwval

Spprowval Prewisw

|ﬁccept Change= | | Change |

To elaborate again already approved items:
[ press the botton Change
o modify data for the approved positions

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

O push the botton Transfer changes

The shopping basket returns to the approver.

e
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Exit e-Procurement

mySAP SEM Home Help Settings Log off
L
= Purchase order %‘E g\’\lf % g% B.-?'
Proceszs Purchase Orders - s =
+ Per=onal settings S u p p I i er
Change per_su:njal settings n =
Relationship
Management
L}
» L
Ay .1
(!
n bl |
i | LA

To exit e-Procurement it is necessary to:

O Push the button Logoff
Q Do not close pushing %] !

e
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Informazioni utili

For information and support please contact the eni e-Business
services Contact Center available via e-mail and by phone.

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




Copyright e trademark

o I contenuti di questo manuale sono intesi per finalita unicamente informativa e per la
consultazione privata. E’ vietata la riproduzione per finalita commerciali.

o I contenuti delle pagine del portale e-Procurement sono Copyright Eni S.p.A. 2001 - 2008 o dei
rispettivi proprietari. Tutti i diritti riservati.

o Il marchio Eni, “"Cane a sei zampe”, &€ un marchio registrato da Eni S.p.A.

o SAP, SAP-Logo, mySAP.com, R/3 e gli altri prodotti SAP sono marchi o marchi registrati di SAP
AG.

o MarketSet e Enterprise Buyer sono marchi di proprieta congiunta di SAP AG e Commerce One Inc.

o Microsoft®, WINDOWS®, NT®, Excel®, Access®, Word®, PowerPoint®, Internet Explorer® sono
marchi registrati di Microsoft Corp.

0 ORACLE® e un marchio registrato di ORACLE Corp.
o Acrobat® Reader® e Adobe PDF sono marchi registrati di Adobe Systems Inc.

o HTML, XML, XHTML sono marchi registrati di W3C®, World Wide Web Consortium, Massachussetts
Institute of Technology.

o JAVA® e JAVASCRIPT® sono marchi registrati di Sun Microsystems Inc.
0 UNSPSC® e un marchio registrato di Uniform Code Council Inc.

ﬁltrimarchi e prodotti sono marchi delle rispettive case produttrici.





