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1. Service Entry Sheet Definition

A service entry sheet is a document that
documents the individual components of the
service provided on the basis of a service
order.

© A service order can be recognized in the
purchase order by the "Type" column at item
level.

® If it is a service order, the "Create

Service Sheet" button is highlighted in blue.

If it is an order that requires an "Order
confirmation”, the "Create Service Sheet"
button is grayed out.

STIHL

Purchase Order: 4400003342

[ Create Order Confirmation » l

Order Detail

Order History

STIHL

From:
STIHL Tirol GmbH

Payment Terms ' {
MET 10

Comments
Comment Type: Terms and Conditions

Body:DE: Diese Bestellung erfolgt ausschlieflich

Other Information
C any Code:  AT20
e:  STIHL Tirol GmibH

Ship All Items To

STIHL Tirol GmbH

Hans Peter Stihl-Stralle §
6336 Langkampfen / Kufstein
T

Austria

Ship To Code: AT21

Email:
Line ltems
Line # No. Schedule Lines
i

unter Anwendung uns

Create Service Sheet ]

’ Create Invoice v

=rer "Allgemeinen Einkaufsbedingungen” sowie unserer

Part # [ Description

Mot Available

erganz

and Unsere Kontoverbingung/Our Banking Details: Tiroler Sparkasse, I[BAN: AT33 2050 3030 0090 5525 / BIC: SPIHAT22X XX, Unicredit B

Bill To

STIHL Tiral GmbH

Hans Peter Stihl-Stralle 5

enden "Einkaufsbedingungen fir Werk- un

d Diens

ank Austria, IBAN: AT1

6336 Langkampfen ! Kufstein

T

Austria

Type

= Wl
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SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

2. Create a Service Entry Sheet
2.1Create a Service Entry Sheet without Sub Line-Item

w Business Network = Enterprise Account _ < A T )]

O pe n th e p u rCh ase O rd er i n SAP Home Enablement Discovery ¥ Workbencho Orders ¥ Fulfillment v Invoices ¥ Payments v Catalogs ¥ Mare

Business Network: Orders

v Create ¥ |

® Select the "Orders" column in the
SAP Business Network.

86 1 8 0 44 1

Orders Items to confirm Itemns to ship Return items MNew orders Changed orders

© Search for the order in the list or
directly via the order number. Then Oders (36)
click on the order number to open et | (a3t dn)
the order. i [ o s

© Suppliers with a standard SAP
Network Account can only react to
an order via the "Actions".

Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days

Confirm entire order

|Update line items

Reject entire order

Create ship notice

(® Partial match () Exact match

x
=
n

F eedback

Customer Amount Date 4 Order Status

ANDREAS STIHL AG & Co. KG - TEST €144 EUR Jan 10, 2024 Confirmed




SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

2. Create a Service Entry Sheet
2.1Create a Service Entry Sheet without Sub Line-Item

Line ltems
A drop-down symbol next to the item number e e e
indicates that a service order with defined sub-items G | ' S
has been created. ]
2 [FOR
Child Line (SES done by Suy
3 Mot Available
5ES done by Requestor
@ Once the order has been opened, the creation of the B Dottt - EremplmAcoo  wose .
service entry of the service entry sheet can be Purchase Order: 4400003342 [ ooe |

started using the "Create Service Sheet" button. JEer— == ]” e B

Order Detail Order History




SAP ARIBA - SERVICE RECORDING AND INVOICING

2. Create a Service Entry Sheet

2.1Create a Service Entry Sheet without Sub Line-Item

© Service Sheet #:

Enter a number / description here for clear
identification.

@ Service Sheet Date: Enter the date on
which the service entry sheet is created
here.

@ Service Start/End Date: The dates
describe the period in which the service
was provided. Please check the box "Copy
start and end date of the service to the
service options" to automatically transfer
the start and end date to the sub-items.

STIHL

Create Service Shest

¥ Service Sheet Header

Update Save Exit

vice Sheet #:~ | SESDateMol Service Start Dates* | 22 Dec 2023

Suppber Referance: | |

From:  FAKE - ATM QNESS GmbH

Badstrale 115
71336 Waiblingen

Field Engineer:

To:  STIHL Tirol GmbH

Hans Peter Stihl-Stralte 5
6336 Langkampfen ! Kufstein
T

Austria

Name | |

Email | |

Pharne | USA 1 v|| | | | | |

Hame:= | FirsiLasthame |

Email-= | MName@company.de |

reee: [usn1 V[ ] 1L




Intern | Internal

SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

2. Create a Service Entry Sheet
2.1Create a Service Entry Sheet without Sub Line-ltem

© Approver: Enter the name and e-mail Greste senice shect e J(_e = )
ContaCt Of the STIHL approver for the ¥ Service Sheet Header = lndicates required feld Add to Header «
service entry sheet.

Service Start Date:™ | 22 Dec 2023 m

© Add Attachments: All supporting s eatme [ zown eeou (o2 8
documents can be added here (e.g. a e
signed time sheet).

- To: STIHL Tirol GmbH
Suppber Referance: | |

Hans Peter Stihl-Stralte 5

From:  FAKE - ATM QNESS GmbH 6336 Langkampfen ! Kufstein
T

Badstrale 115

71336 Webingen fustra
Baden-Wintemberng
Germany
Fiedd Conftracton Field Engineer:
Name: | | Name: | |
Email: | | Email: | |
Fhane: | Usal Vl | | | | | | Phone: | Usa 1 v|| | | | | |

Approver:
° Hame:= | FirsiLasthame |

Errail:"| Name@company.de

o [ L Il I

Add Comments

© ANDREAS STIHL AG & Co. KG 8



SAP ARIBA - SERVICE RECORDING AND INVOICING

2. Create a Service Entry Sheet

2.1Create a Service Entry Sheet without Sub Line-Item

@Include: The "Include"” slider can be used
to specify whether the item is to be used for
the service entry sheet.

@ Qty/Unit: The quantity / unit consumed is
entered here.

@ Next: Click on the "Next" button.

@ Submit (on the next screen):

Check your entries and submit the service
entry sheet.

STIHL

Child Line {SES done by Supplier)
SERVICE PERIOD
Start Date: =

Service Entry Sheet Lines
Line No.  Part No. / Description

* 1 Mot Avallzble
Senvice _ Child created by Buyer _ Supplier imvoice sgainst SES

Part No. I Description Customer Part #
l:l Mot Avzilable

COMMENTS

Add Comments

Fart Mo. I Description Customer Fart &

l:l Mot Avzilable
SES done by Requestor

SERVICE PERIOD

COMMENTS

Contract #

Pricy Subtots

| 5.00EUR | | s0so0EUR | Del
Price Subtotal

| 5.00EUR | | 23500 EUR Dielete

Add Comments:

Add Pricing Details

Update
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SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

2. Create a Service Entry Sheet
2.2 Create a Service Entry Sheet with a Sub Line-Item

w Business Network = Enterprise Account _ < A T )]

Open the purchase Order in SAP Home Enablement Discove ry W Workbench Orders ¥ Fulfillment Invoices ¥ Payments ¥ Catalogs Vv More Vv Create v |
Business Network: Orders

© Select the "Orders" column.

86 1 8 0 44 1

Orders Items to confirm Itemns to ship Return items MNew orders Changed orders

© Search for the order in the list or
directly via the order number. Then Orders (86)
click on the order number to open v Editrter | (1o 31 dys)
the order. ) = B 2 B

(® Partial match () Exact match

|Update line items

Reject entire order

Create ship notice

© Suppliers with a Standard SAP
Network Account have to use the
"Actions" drop menu to respond to
a purchase order.

x
=
wn
w
F eedback

Customer Amount Date 4 Order Status

ANDREAS STIHL AG & Co. KG - TEST €144 EUR Jan 10, 2024 Confirmed

© ANDREAS STIHL AG & Co. KG 11



SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

2. Create a Service Entry Sheet
2.2 Create a Service Entry Sheet with a Sub Line-Item

For a service order without sub-items, | Lineltems
the drop_down arrOW neXt to the Item Line # Mo. Schedule Lines Part # [ Description
number is missing. 1 Not Avaiable %

Clean Room 1 & 3

@ Once the order has been opened,
the creation of the service entry sheet s Onder: 4400003342 =
can be started via the "Create -

I Create Service Sheet ll Create Invoice » ]

&

SerVi Ce Sh eet" button . Create Order Confirmation =

Order Detail Order History




SAP ARIBA - SERVICE RECORDING AND INVOICING

2. Create a Service Entry Sheet

2.2 Create a Service Entry Sheet with a Sub Line-Item

© Service Sheet #: Enter a number / description here
for clear identification.

© Service Sheet Date: Enter the date on which the
service entry sheet is created here.

@ Service Start/End Date: The dates describe the
period in which the service was provided. Please
check the box "Copy start and end date of the
service to the service options" to automatically
transfer the start and end date to the sub items.

STIHL

E;v Business Network
Create Service Sheet

I There must be at least one iterm.

¥ Service Sheet Header

Summary

Enterprise Account ([N

Update

Exit

=
o)

Add to Header »

Add Attachments o

Service Entry Sheet Lines

Line No. Part No. ! Description

1 Mot Available

Service Case 3_ No Child PO _ 5ES by Requestor

Add Pricing Diatail

Add

Unplanned tem




SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

2. Create a Service Entry Sheet
2.2 Create a Service Entry Sheet with a Sub Line-Item

E.! ¥ Business Network Enterprise Account ([N @

Create Service Sheet Update Save Exit m

I There must be at least one iterm.

© Approver: Name and email contact of the approver | - seessiess o st s e
of the service sheet. -

© Add Attachments: All supporting documents can be
added here (e.g. a signed time sheet).

Additional Fields

. To:  STIHL Tirol GmbH
Supplier Reference: | |

@ Add: The "Add" button can be used to add contract B S
& catalog items, which are displayed as sub-items in '::I I :I I
the service entry sheet. proe: [ooar v][ ]| I ereve: [vns v [ ]] Ty

o 1
|

Mame:* | FirsrLastMame

Email-* | Mame@company.de

Phomne: | usal V| | | | |

Add Comments Add Attachments °

Service Entry Sheet Lines

Line No. Part No. ! Description Contract #
1 Mot Available
Service Case 3_ No Child PO_ SES by Requestor Add ¥
Add Contract/Catalog ltem)

Add Unplanned tem

Add Pricing Diatail




SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

2. Create a Service Entry Sheet
2.2 Create a Service Entry Sheet with a Sub Line-Item

Create Service Sheet: Add Item m

@ n Create a N O n _Catal O g Item n : CIICk On the "Create Fart Mo: Mot Available, Description: Service Case 3 _ Mo Child PO _ SES by Reguestor
non-catalog item" button. et oo =y - R

Mo results found for , please revise your search

Create Service Sheet: Add Non-Catalog Item m

Full Description: ™

@ Enter the sub-item details:
Enter the information for the sub-item with the total

Senior Consultaint

units of service performed; click "Save" and on the I e ]
next screen, click "Done". e v -
Unit of Measure |H-:-ur W |

Price: * ?| LR




SAP ARIBA - SERVICE RECORDING AND INVOICING

2. Create a Service Entry Sheet

2.2 Create a Service Entry Sheet with a Sub Line-Item

@ Add further sub-items:
To add further sub-items, repeat steps 10 to 12.

@Next: Click on "Next" to open the summary of the

service entry sheet.

Create Service Sheet Update Save @ m
¥ Service Sheet Header df equired field Add to Header
Summary
Purchase Order: 4400003342

Subtotal: 100.00 EUR
Fervige Sheet #:4 ‘ SendceDatehlol -

service’Entry Sheet Lines

Line No. Part No. ! Description

Contract #
1 Not Available
Service Case 3_ No Child PO _ 5ES by Requestor AddfUpdate
Include Part No. { Description Customer Part# Type Item Type Qty { Unit Price Subtotal
[ =9 Service Unplznned Adhac 4y 2500EUR  100.00 EUR

Service Conzultant

@ Submit: Check the summary of the service entry
sheet and click on the "Submit" button to send
the service entry sheet to STIHL.

Create Service Sheet

Confirm and submit this document.

Subtotsl: 100.00 EUR

ervi
From Te
Field Engineer Field Contractor Approver
Service Entry Sheet Lines Shaw Item Details
SESLine Type Seriice £ Description Line Type Contract # Oty (Unit) Unit Prica Subtota!
1 Service Unplanned 4(H) 25.00 EUR 100.00 EUR Details

Service Entry Summary
Subtotal: 100.00 EUR
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SAP ARIBA - SERVICE RECORDING AND INVOICING

3. Invoice a Service Purchase Order

3.1 Create an invoice against one Service Entry Sheet

@ Related Documents: In the purchase order,
you can jump to the service entry sheet by
clicking on the number of the service entry
sheet in the "Related documents" section.

STIHL

Purchase Order: 4400003342

Create Order Confirmation »

Order Detail

STIHL

From:
STIHL Tirol GmbH

Hans Peter Stihl-Stralie 5
5336 Langkampfen / Kufstein

Order History

Payment Terms '
MET 10

Create Service Sheet

Create Invoice

|+
El

Purchase Order
(Partizlly Invoiced)
4400003342
Amgunt: 500.00 EUR

@ Routing Status: The forwarding status in the
purchase order shows whether STIHL has
already released the service entry sheet.

© Create Invoice: The creation process can be
started via the "Create invoice" button. The
prerequisite for this is that the forwarding status
IS "Recognized".

Service Sheet: ServiceDateNol

Copy SES

Subtotal

100.00 EUR




Intern | Internal

SAP ARIBA - SERVICE RECORDING AND INVOICING

3. Invoice a Service Purchase Order
3.1 Create an invoice against one Service Entry Sheet

STIHL

Create Invoice

@ Invoice #: Enter your invoice number.

¥* |nvoice Header

© Invoice Date: Enter invoice date

Summary
Purchase Order: 4400003342

4 Imveice £+ | 44000032421nv]1

© Service Description: Brief
description of the service.

6

pervice Description:

7 Supplier Tax IO:*

@ Supplier Tax ID: The Tax ID can be
maintained in the Supplier's Network
Profile.

Supplier Account 1D £ |

Customer Reference: |

Supplier Reference:

Updaie Seve
* Indicates reguired field
Subtotal: 100.00 EUR
Total Tax: 0.00 EUR
Amount Due:  100.00 EUR
Service Stant Date:® I 22 Dec 2023 El
Service End Date: * | 22 Dec 2023 §|

Paymernt Note |

Supplier: FAKE -

Waiblingen

Add to Header »

View'Edi Addresses

ViewEdit Addresses

© ANDREAS STIHL AG & Co. KG

19



SAP ARIBA - SERVICE RECORDING AND INVOICING

3. Invoice a Service Purchase Order

Intern | Internal

3.1 Create an invoice against one Service Entry Sheet

® Service Start-/End Date: Enter Start-
and
End date of the service.

© Choose Address: Please select the
STIHL location where the service was
provided.

Based on the selected address
(plant), the STIHL VAT/tax number is
transferred to the invoice and
displayed.

© ANDREAS STIHL AG & Co. KG

STIHL

Create Invoice

¥ Invoice Header

Summary
Purchase Order: 4400003342

4 Imvoice #7% | 2400003242 1nv1

I -

Supplier Account 1D £ |

Update

Subtotal: 10:0.00 EUR
Total Tax: 0.00 EUR
Amount Due: 100,00 EUR

Seve

* Indicates reguired feld

Customer Reference:

supplier Reference:

Service Start Date:* | 22 Dec 2023

Sarvice End Date: | 22 Dec 2023

Payment Mote |

Supplier RAKE -

Waiblingen

Add to Header »

View'Edm Addresses

Choose Address | STIHL Tirol GrabiH

ViewsEdit Addresses

Custormner: STIHL Tirol GmibH

20



SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

3. Invoice a Service Purchase Order
3.1 Create an invoice against one Service Entry Sheet

10

Line ltems

@ Add to Header: Attach any invoice supporting
documents (e.g. signed time sheets).

1 Line Items, 1 Included, 0 Previously Fully Invoiced

l:l Tax Category: V| l:l LzEr t Add to Included Lines
@ Select the items relevant for the i nVOiCe . I:‘ Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal
1 Naot Sarvice Case 3 _ Mo Child PO _ SES by
M Available Reqguestor

Include Type Part # Description Customer Part # Quantity Unit Unit Price: Subtotal

@Line Item Actions: By clicking on "Line D= - L s e
ltem Actions", a selection field appears in
which "Tax" can be selected.

Taxable Amount: | 100.00 EUR

@ Tax: Complete tax information.

o Rate(%):
@ Description: | Tax Exempted | . | ¢

@ Next: Click on "Next". I

Diate Of Supply=* | 27 Dec 2023

l:‘ Triangular Transacl tion

Laeation: | | Tax Rate Type: | |

In the next screen, the entries can be checked & -
and then submitted in order to send the : :
invoice to STIHL. (14]

Update Save Exit I Next
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3. Invoice a Service Purchase Order

3.2 Create an invoice against multiple Service Entry Sheets
Purchase Order: 4400003331 “

@ Open the service entry sheet:

In the purchase order, you can jump to the
service entry sheet by clicking on the
number of the service entry sheet in the
"Related documents" section.

STIHL Tirol GmbH

Payment Terms f
NET 10

Comments

© Routing Status: The forwarding status in Service Sheet: Rqhnp2fUAM3emTRK e T I
the purchase order shows whether STIHL
has already released the service entry Create Invoice | | Copy SES T,
sheet.
Detail Histary
© Done: After you have checked the status, Seve she bl S00DEUR
you can navigate back using the "Done" Do 72 Dec 2083
button. Repeat the status check for each e -
service entry sheet. Rt D it




SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

3. Invoice a Service Purchase Order
3.2 Create an invoice against multiple Service Entry Sheets

Purchase Order: 4400003342

@ Create Invoice: The creation process can
be started via the "Create invoice" button.
The prerequisite for this is that the
forwarding status "Recognized" is
available for each service entry sheet.

Tar Purchase Order
| = | =




Intern | Internal

SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

3. Invoice a Service Purchase Order
3.2 Create an invoice against multiple Service Entry Sheets

Create Invoice Update Sawe Exit

© Invoice #: Enter your invoice number. + Invoice Header S o

Summary

Purchase Order: 4400003342 Subiotal: 171.00 EUR ViewE
Total Ta: 0.00 EUR -

© Invoice Date: Enter your invoice date. e i e
—

@ Service Description: Brief description of

the SerV|Ce_ Remit To:  FAKE - ATM GNESS GmbH

Waiblingen

Baden-Wintembeng
Germany
Bil To:  STIML Tirol GmbH

© Supplier Tax ID: The Tax ID can be I
maintained in the Supplier's Network Profile.

Additional Fields

Supplier Account |D # |

Customer Reference:

Service Start Date | 22 Dec 2023 m
Service End Date-* | 22 Dec 2023 m

Rf‘ene| |

Payment Nate:
Supplier:  FAKE - ATM QNESS GmbH @ P | S - Wiew/E
Waiblingen Customer.  STIHL Tirol GmbH

Rarden-Wiimtemben

| Add to Header » @

© ANDREAS STIHL AG & Co. KG 25




SAP ARIBA - SERVICE RECORDING AND INVOICING

3. Invoice a Service Purchase Order

3.2 Create an invoice against multiple Service Entry Sheets

© service Start-/End Date

@Choose Address: Please select the STIHL
location where the service was provided.

Based on the selected address (plant), the
STIHL VAT /tax number is transferred to the
invoice and displayed.

@ Add to Header: Attach any invoice
supporting documents (e.g. signed time
sheets).

STIHL

Create Invoice

¥ Invoice Header

Summary

Purchase Order: 4400003342

440000334 Hm a1

me R —
vioe Descrp

Supplier Tax ID:* | vaT123456730

Remit To:  FAKE - ATM ONESS GmbH
Waiblingen
Baden-Wintembeng
Germany

Bil To:  STIML Tirol GmbH
Langkamipfen / Kufstein

Austnia

Additional Fields

Supplier Account I # |

ustomer Reference:

Rf‘ene|

Payment Nate:

Supplier: FAKE - ATM QNESS GmbH

Waiblingen
Rader-Wiimtamhen

I Add to Header » Ie

Subtotal: 171.00 EUR
Total Ta 0.00 EUR
Amount Due:  171.00 EUR

Update

!!

Service Start Datec™ | 22 Dec 202
° Service End Date== | 22 Dec 202

Save Exit

@ Choose Address | STIHL Twrcl GrbH
Customer.  STIHL Tirel GmbH




Intern | Internal

SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

3. Invoice a Service Purchase Order
3.2 Create an invoice against multiple Service Entry Sheets

Line ltems 2 LINE MEMTE, 2 INCINOSD, U FTen iUty HULy FOCED

Insert Une item Options

D T Categpey: Vl D E. Add 0 Included Lines

@ Select items:

Select the items relevant for the LT e e e e e
invoice.

@Select all to be invoiced line items.

@ Line Item Actions: By clicking on

"Line ltem actions", a selection field .
appears in which "Tax" can be ] I
|.'..1=.mcmn:.| |

selected.

Please nota STIHL requines your appeoed sendce toket oo be atached o all sendee inscices. Bide beachoen

S0 ds oin Leistungserassungs- Machveeis il Sarsce Rechnungen angefiler wenden muss.

e Part & Deseription Cussinemes Part & Cuantiy Lt Uit Prica Subintal

ZERMCE | Consuling | 1 - 5000 EUR 000 EUR

© ANDREAS STIHL AG & Co. KG 27
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SAP ARIBA - SERVICE RECORDING AND INVOICING STIHL

3. Invoice a Service Purchase Order
3.2 Create an invoice against multiple Service Entry Sheets

Line ltems

20N METES, £ INCINOST, U FTenDbUsty HOLy IVoICED

Insert Une item Options

D T Categpey: Vl D Dot addn ncluded L s

@) Tax: Complete tax information.

I:l Time Pang Cesipton Cusinemer Part £ Lantiy Unit Unit Frice Suimotal

€ Next: Click on the "Next" button. L
_ N T
In the next screen, the entries can be — . ——
checked and then submitted in order to | e |

B
g
g
B2
J

send the invoice to STIHL. — |
Taoe Amcane
Regima: |
| .
e | mecrsom:[20eam g
[P— | | D Tangular Transadion
A Please nota STIHL sequines pour sppemsed senden doket o be amarhed oo all sendes ivsciees Bie baachion

S s oin Leisiungsoriassungs- Machvasis i Sensce Redhnungen angefiler seden m.uss.

e Panté Deseription Cussinemes Part & Cuantiy unit Uit Prica Subineal

ZERMCE | Consuling | 1 - 5000 EUR 000 EUR

© ANDREAS STIHL AG & Co. KG 28
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