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Abbreviation

Abbreviations appeared in this material:
« LTC — Lenovo Trading Center
« ASN — Advanced shipping notification
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Organization Code from Lenovo

* ForLTC
— Company Code:
« SGO01 — Lenovo Singapore(Pte) Ltd
— Purchasing Organization:
« SG21 — SPC AP Purch. Org
— Plant:
* G000 — LIPC AG NB Option plan

lenovo.
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Purchase Order Type from Lenovo

* For LTC
— ZPC1: Drop shipment
— ZPC2: Buy ahead
— ZPC3: VMl/Intel CCP

lenovo.
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SUS Overview

»SUS (Supplier Self-Service) is a web-based application that primarily
supports distribution of purchase orders to suppliers, purchase order
acceptance, advance shipping notification, invoice processing and routing
to buying companies.

» It allows suppliers to:
— Sign in using their registered profile ID and change their password
— Receive new purchase orders or purchase order changes
— Create purchase order acknowledgements
— Create advanced shipping notification
— Process invoices electronically
— Print out purchase orders, scheduling agreement releases and invoices

lenovo .z
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SUS Functionalities Overview

® SRM SUS - Web-based order and invoice collaboration

SRM 5.0

Supplier

Self-
Service
(SUS)

SUPPLIER

a. New and changed Purchase Order (PO) can be sent to supplier. PO can be accepted or rejected via SUS. (PO
rejection is not allowed LTC.)ft N i AH] PLHELPO

b.  Supplier could create Advanced Shipping Notification (ASN) via SUS and send to Lenovo.
C. Invoice/Invoice advice which include Goods Receipt (GR) information can be sent to supplier

a) Invoicing advice is used and suppliers could process invoice based on invoicing advice and send it back to
Lenovo.

d. Detailed payment status.

lenovo.::n
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Application Usage Requirements

Only Internet Browser & Internet Connection are required to access SUS

* Minimum internet browser versions - Your web browser should be Internet
Explorer at version 5.0, 5.5 or 6.0; or or Netscape Navigator at version 4.72
through 6.1.

« JavaScript enabled - SUS requires that your web browser be enabled for
JavaScript. This is used for validating user input, initiating submission, controlling
dynamic screen behavior, and controlling navigation through use of links.

» Cookies - SUS requires that your web browser be defined to accept cookies.
Cookies are only used for SUS internal session management and are not used to
store any information about users.

» Cascading Style Sheets - SUS requires that your web browser be enabled for
cascading style sheets.

« Web browser Back button - For consistent results on all web browsers, you
should avoid using the browser's Back button to return to the previous
screen in the SUS application. Instead you should use the Return button or
other appropriate action buttons (Cancel, Submit...) to navigate in the SUS
application. These buttons are designed to do the appropriate navigation for
you. Where these SUS buttons are not available, you can use the SUS

navigation links. lenovo
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* SUS Overview
==) - Logon to SUS

« Set Your Data
Document Search
Purchase Order

Advanced Shipping Notification

Invoice Processing

Po Report / GR Report / Payment Advices Report
» Getting Help

lenovo.
THOSE
Page 10 of 31 \WHO/|DO.)



How to log on to SUS?

* Enter the SUS URL hitps://srmcn.lenovo.com.cn_in your browser. Enter your user
id and password and click Log On button.

lenovo.

Welcome to Lenowo Supplier Self Service

Logon IT Support Information
| users * Lenovo IT Support E-mail: TSemvice@ienoyo.com
| Password * |:| Lenowo IT Support Hotline: 800-999-3056 {China toll free)
SUIS Support Page: Here

Change Pazsword

Tip:

You should bookmark the URL so that you don’t have to remember and type it again next time. To
bookmark, go to Favorites and click on Add to Favorites from your browser

lenovo THOSE
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Change Password

. En{cter your User ID and the current Password and click on the “Change Password”
utton

* The next screen prompts you to enter the old password and the new password to which
you want the old password to be changed to.

Tgﬂl‘l

| Users * U10000932584
IF'as.E.wurl:I - e
ILangmage Englizh [1]

Change Password
Change Paz=zword 9
| Users LM D000932554,

I Current passwaord * |:|
I Mewe password * |:|
I Repeat Passwaord * |:|

Tip:
If it's your first time to logon SUS, system will prompt the I Change | [ Cancel |
change password screen to let you change the password
lenovo.:n
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Navigator & Start Page

* You can access documents through Navigator or Start Page.

& SAP MetWweaver - Logon is starting - 36032231588 4.0 EXE

€)X o

=

-

- Changed
= In Process
= Confirmed
= Partly Confirmed
= Rejected
= Canceled by Customer
w Shipping Notifications
= All
= In Process
= Sent
+ Confirmations
= In Process
= Completion Reported
= Rejected
= Approved
= Canceled
* Invoices and Credit Memos
= All
= In Process
= Document Sent
= Approved
= Rejected
= Create Invoice

G

lenovo

4 I8 v || & v | | &) https:/fsrmen.lenovo.com.cn/sap(bD IbiZ P ThwiMG==)/bc/bsp/sap/srms.

Navigator

You can hide the Navigator

tart Page

8 Fan IHE ZFIW

CEEESEES (v | fimiE > || W H000F HENE

- 0 X

Q

[ Links [/ #% &'1cbaEn [OMsN.co [DRadio 5t 2@ HE ) kenovo [V DicaTr [VEngish [VE [Jlenovo [1/54P &team ha EEIZ My »

wer - Logon is starting x U + |

00 0¢

Start Page ||

LIS

a Own Data

All Purchase Orders
New and Changed
In Process
Confirmed and Partialty Confirmed
Order Change Regquest
PO Report
PO Mass Confirmation

All ASHe
Create and Mass Upload
Asn Report

All Invoices and Credit Memos
Rejected
Create
ERS report
GR Report
Payment advices
Payment advices report (OEM}

I Messages

All Confirmations
Aporoved
Rejected

All Sched Agreemt Releazes
New

In Process

documents with number of new
documents.

The table does not contain any entries
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Set your data |

 Click “own data" button, and then it will bring you to see your data.

Start Page

| startPage

All Purchaze Orders

MNew (18 ) and Changed

In Process
Confirmed and Partialy Confirmed

All ASN=
Create

All Invoices and Credit Memos

Rejected
Create

All Confirmations
Approved
Bejected
Create

All Sched Agreemt Releazes
New (7 )

In Process

All Goods Receipts
All Canceled Goods Receiptz
All Return Deliveries

Messages
The table does not contain any entries
lenovo.:n
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Set your data |l

 Click “process" button to change your data.
I User:U1000093258A

|
i General User Information E|
| User Mame |U10000932552, |
| Farmotaddr Select:
| *First Mame | |
| *Last Mame |U10000932552, |
| *E-Msil Address [ |
| *Countey Afghanistan
| Languace Enclish
| Campany Select:
| Azzigned Roles mySAP SREM SUS Dispatcher mySAP SRM SUS Invoicing Party mySAP SRM SUS Order Processor mySAP SRM SUS Scheduling Agreemert Release Processor
I Contact Information B
settings
| Telephone [ |
| Fax | |
| tem | | | Date Format DD MM.YYYY
| Departmert | | Fa
| Decimal Format 1234568790
I Settings
| Date: Format WY MDD I Time Zone UTC+03 v
Decimal Format 12,345 B37 .90 .
I [ Save Ul Settings
| Time Zone UTC+05
lenovo.:
lenovo THOSE
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Set your data lll

 Click “Save" button to save your setting.

User : U1000093258A
Cancel

I General User Information E

| User Mame |1 noong3zaEA, |

I Pazsword | |

I Confirm Passwoard | |

| FormotAddr

| *First Mame | |
| *Last Mame [U10000932584 |

| *E-Mail Address | |

| *Courtry | Select: A4 |

I Langusge | Englizh w |

| Compary Select:

I Azsigned Roles mySAP SRM SUS Dispatcher mySAP SRM SUS Invoicing Party mySAP ZRM SUS Order Processor mySAP SRM SUS Scheduling Agreement Releaze Processor

Contact Information =

I Telephone

| |
| Fax | |
| |
| |

I ttetn

I Department

Settings E

| Date Formst VYWY MMDD v

lenovo.::n
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Document Search

lenovo.

Click “Find" button to show [

Document Search page

* Purchaze Crders
= Al
= Mewy

= Changed

= InProcess

= Confirmed

= Partly Confirmed

= Rejected

= Canceled by Customer
» Shipping Motifications

. &

= [nProcess

= Sent
 Confirmations

= A

= In Process

= iCompletion Reparted

All Purchase Crder
Mes (6] and Changed

In Process
Confirmed and |

All Confirmations ‘
Apgroved

|
'
Document Search

All 85k
Create

All Invoices and Cre

Rejected
Create
ERE report
a Ovyvn Data
Messages

= Rejected
= Approved
= Canceled

* Invaices and Credit Memos

lenovo
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: The table does not cortain any entries

(]

I Type | Purchaze Crder

| Today

15.03.2007

(]

I Timeframe

| Created After

| status DO he tl
‘Dnn:urnentNumb-er

IIZInn:urnentNamE | |
IF‘artner MNumber DO he Iil

Purchaze Qrder Mo.

[]Search Onby in Archive

lenovo.:n
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Document Search for PO

« Search Purchase Order by timeframe, status, internal document number, customer
PO number.

I Document Search

I Type | Purchaze Order tl
| Timeframe | Today El
| Created After |115"-']3'-2':"':"_"r |
| Status Mew E]
Al
I I Document Humber L=
In Process
I Document Name Changed by Customer
Partialy Confirmed
I Partner Number Confirmed E]
Rejected
I | Purchase Order No. Canceled by Customer
[ ] Search Only in Archive
Find
lenovo
lenovo THOSE
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Document Search for Invoice

« Search Invoice by timeframe, status, supplier invoice number.

I Document Search

I Type Invoice or Credit Memo EI
l Timeframe Today EI
| Created After 19.03.2007
I Status Al E
A e
| Document Number In Process
Document Sent
| Document Name Accepted by Customer
Rejected by Customer
| Partner Number EI
[ ] Search Only in Archive
Find
lenovo.:
lenovo THOSE
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List of New Purchase Orders

Sort function

You may sort documents in ascending or descending order in the
document list page. You can do this by clicking on the up/down arrows.

lenovo

NEW WORLD. NEW THINKING. reserved.

=) | Temlvaue S Pucnsssomerlo S
. 400000011 PO 14.03.2007 Hewr 144,00 USD 4500190454
. 4000000113 PO 14.03.2007 |Hew 12,00 USD 450015959453
. 4000000077 PO 05.03.2007 |Hew 20.000,00 USD 45001599415
. 4000000071 PO 05.03.2007 |Hew 1.178,00 USD 450015959408
. 4000000072 PO 05.03.2007 |Hew 1.200,00 USD 450015959408
. 4000000073 PO 05.03.2007 |New 9.702,00 UsSD 4500195403
. 4000000074 PO 059.03.2007 |Hew 100,00 USD 4500199404
. 4000000085 PO 05.03.2007 |Hew 1.178,00 USD 450015959408
. 4000000064 PO 03.03.2007 |New 200,00 USD 4500195405
. 4000000054 PO 04.03.2007 |New 6.662,00 USD 45001959359
. 4000000053 PO 04.03.2007 |Hew §.6683,00 USD 45001993538
. 4000000052 PO 04.03.2007 |New §.6584,00 UsSD 4500199357
. 4000000051 PO 04.03.2007 |New 6.665,00 USD 45001959356
. 4000000050 PO 04.03.2007 |Hew 6.6565 00 USD 4500199355
. 4000000045 PO 03.03.2007 Newr 4.443 00 UsSD AS001993584
= |

lenovo.:n
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Scroll function

There is a scroll function on the bottom of the page. Each page contains up to
15 documents. If you have more than 15, use the scroll function to move
between pages. You can click on the page numbers or click "Next".

I List of New Purchase Orders

E. Document Number = Document ..
(| 4000000114 PO
(| 4000000113 PO
] 4000000077 PO
] 4000000071 PO
] 4000000072 PO
] 4000000073 PO
(| 4000000074 PO
] 4000000069 PO
] 4000000064 PO
] 4000000054 PO
(| 4000000053 PO
] 4000000052 PO
] 4000000051 PO
] 4000000050 PO
Bl 4000000049 PO
| ~| Pagel 1fof2[=[x]
lenow.
“ NEW%RLD. hgTHINKlNG.resewed_

% Document Date

14.03.2007

14.03.2007

05.03.2007

08.03.2007

09.03.2007

05.03.2007

08.03.2007

09.03.2007

08.03.2007

04.03.2007

04.03.2007

04.03.2007

04.03.2007

04.03.2007

03.03.2007

% Status

New

Hewr

Hew

Hewr

Hew

Hewr

New

Hewr

Hew

Hewr

Newr

Hewr

Hew

Hewr

Hewr

Total Value
144,00 USD
12,00 USD
20.000,00 USD
1.176,00 UsD
1.200,00 USD
5.702,00 USD
100,00 USD
1.176,00 UsD
800,00 USD
6.882,00 USD
6.563,00 USD
6.5664,00 USD
6.665,00 USD
6.585 00 USD

4.443,00 USD

-
-

Purchaze Order No
4500199454
45001899453
4500199415
4500159408
4500199408
4500199408
4500199404
4500199408
4500199405
4500199389
4500199388
4500199387
4500199396
4500199385

45001899384

i
-

lenovo.::z
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Residence Time for Documents

Residence time for all documents in SUS are 200 days. After 200 days, all
documents will be archived and can’t be processed any more. You can search
and show documents in Archive. (“Find’--- “Search Only in Archive”)

Start Page = Find

I Document Search

| Type

| Titneframe

| Created After

| Status

| Document Mumber
| Document Mame

| Partner Mumber

[ Search Only in &rchived

| Shipping Motit.

Ll

Ll

lenovo

24 NEW WORLD. NEW THINKING. reserved.

Flag Search Only in Archive indicator and Click

“‘Find”
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Agenda
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Logon to SUS
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!
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PO Overview

In Start Page or Navigator there're function links available for you to
work with, “All Purchase Orders ™ “New”, “Changed”, “In process”,
“Confirmed” and “Partially Confirmed ”

All Purchase Orders

Hew and Changed
In Process
Confirmed and Partialy Confirmed

Crder Change Reguest

PO Report
PO KMa=z= Confirmation

« Click every link, you can check
details of purchase order with
corresponding status.

lenovo.
Ienovo THOSE
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Process New Purchase Order

« Select a new Purchase Order to check details.

I List of Mew Purchase Orders

[ Print ] | Download |
BEEESNEETE N

| 4000000114 PO 14.03.2007 Newr 144 00 USD 450015959454

[_. 4000000113 PO 14.03.2007 iHew 12,00 USD 4500155453
M 4000000077 PO 05.03.2007 |Hew 20.000,00 USD 4500155415
B 4000000071 PO 09.03.2007 |Hew 1.17§,00 UsD 4500155408
M 4000000072 PQ 09.03.2007 |He'w 1.200,00 USD 4500155408
M 4000000073 PO 05.03.2007 |Hew 9.702,00 USD 4500155408
M 4000000074 PQ 05.03.2007 |H'EW 100,00 USD 4500155404
M 4000000065 PO 05.03.2007 |Hew 1.178,00 USD 4500155408
M 4000000064 PO 08.03.2007 |Hew 800,00 USD 4500155405
M 4000000054 PO 04.03.2007 |Hew 6.862 00 UsSD 4500155355
M 4000000053 PO 04.03.2007 |Hew 6.863,00 UsSD 45001595358
B 4000000052 PO 04.03.2007 |Hew 5.854 00 USD 45001599357
M 4000000051 PO 04.03.2007 |H'EW 6.865,00 UsSD 450015953595
B 4000000050 PO 04.03.2007 |Hew 6.6866 00 USD 450015959385
M 4000000045 PO 03.03.2007 Hewr 4.443 00 USD 4500155354

' =7 | n.illoe Eim
lenovo THOSE
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Check New Purchase Order

Purchase Order Overview

P GStartPage > Listof Purchase Orders = Display Purchase Order Actions you can take:
1. Process the new PO to accept or reject PO items

2. Display history and document flow

’ Display Purchase Order

Procesz | | Dizplay History | [ Display Document Flow | | Print | [ Download ) .
l i . e | 3. Click Print to download the document by PDF
I Basic Data Ij
| Document Number |4000000113 |
| Document Name [PO |
| Document Date 14.03.2007
| Purchaze Order No. |4500188453 |
| Requested Follow-0n Documentz  Purchasze Order Response, Shipping Motif., Goods Receipt, Invoice ltem overview
| Status Hew
-i Item Overview E :

Click Process to confirm the new Purchase Order.

lenovo.;:;
lenovo THOSE
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Confirm New Purchase Order

Start Page = List of Purchase Orders = Display Purchase Order = Process Purchase Qrder

Process Purchase Order

[send] [

L. Cancel | Update F‘riDes| | F‘rint| | Download |

I Basic Data Click “send” to send the ECC [

| Document Number (3000000586 |

| Document Hame PO |
I Document Date

| Purchaze Order No. 4500508600 |

I Requested Follow-0n Documentz  Purchaze Order Rezponze, Goods Receipt, Invoice
I Status In Process

Confirm or reject
item one by one

100 each 1,000.00 USD gach 2007.0827 | [2007.0827

| |CunﬁrmAIIrtems| Baesls

1. Order quantity
2. Confirmed quantity
3. Click to check item details and to enter phased delivery times

Confirm all items

4. Confirmed date
ATTN: PO rejection is not allowed for LTC. If you click the reject button on the page, an error msg. will appear
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P

hased Delivery Times

B Start Page > List of Purchasze Orders = Displav Purchase Order > Process Purchaze Order > Process ltem

Purchase Order - Change ltem Details

| Purch.Ord. 4000000380 |

| Document Name PO |

I Requested Follow-0On Documents for kem  Purchase Order Response, Shipping Notif., Inveice

Update Prices Back to tem Overview = Back One ftem Mext tem =
Basic Data 7]

20 In Process|000000000011007323 Material M 7067 C MB @I846P_AD1888_8100 200 Each 2.000,00 USD 200  Each 23032007 | 23.032007

Enter Delivery Times |i|

23.03.2007 = o000 [ 1po,ooo ]
24.03.2007 b 0,000 1 i

Enter phased delivery times if needed

lenovo.:n
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Display Cancelled PO Items

Start Page = List of Purchaze Orderz = Digplay Purchase Order

| Display Purchase Order
[ Process | | Display History | | Display Document Flow | | Print | [ Download |

I Basic Data
| Document Number 4000000016 |
| Document Name |PO |
| Document Date 29.03.2007
|4500207821 |

I Purchase Order No.
I Requested Follow-0On Documents  Purchase Order Response, Shipping Motif., Goods Receipt, Invoice

| status Hewr

Item Overview

10.000,00 USD 05.04.2007

=

000n00000001004345INTEL ICP347 3.06/53351 2KV TSCPURAEZ318 100 each
| |

05.04.2007

3.000,00 USD

I}EI'I}I}IM DEMMSIINTEL ICP347 3.06/53 3151 2K/7 T SCPU#ES2815 30 each

anceled by Customer

Indicates that this item has been cancelled by Lenovo

lenovo.n
lenovo THOSE
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Display Purchase Order History

» Select a new Purchase Order History to check details.

Purchase Order History

C

Purchase Order History

PO History Details
I Wz Historical Version 20.03.2007 22:45:29 20.03.2007 22:45:29 PO 1
M| Historical Version 20.03.2007 20:33:22 20.03.2007 20:33:22 PO

Display Purchase Order: Historical Version

I Basic Data
| Document Number
| Document Name PO |
| Decument Date 20.03.2007
[4500201239 |

| Purchase Order No.

| Requested Follow-0n Decumentz  Purchasze Order Rezponze, Shipping Netif., Invoice

| Status In Process

Item Overview

I]U-IJI}GI]U-I}I]D'HEI-IJ?EZS Il 7067 C MB {@IB46P AD1888 &100 200 Each 2.000,00 USD

=]=] =]=]

200 Each

20.03.2007

22.03.2007

lenovo
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Specific fields — Header Level

| Display Purchase Order

| Process | | Cizplay Document Flow | | Print | | Dowenioad
I Basic Data E
| Dacumert Mumber
| Daocumernt Mame |P0 |
| Document Date
| Purchaze Crder Mo, |FSDUDD1 7 |
| Fequested Fallowe-On Documents  Purchase Order Response, Shipping Motit., Goods Receipt, Invaice
| Status Hew s
Specific fields of PO Header Level
“ Additional Information E
| Orclering Plant
| Document Type
| ship Complete Indicatar ]
| Supplier number (1000093258 S AMMNA, SCI
| Purchasing org,
| Custamer PO numbear |
| Insice Deliv. Mzg | |
| Shipping conditian I:l
| Method of transport | |
| Custamer Order Datetime | |
lenovo
lenovo THOSE
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Specific fields — Iltem Level

I Additional Information

| Delivery group number

| Ship Complete Indicator

I Lenowvo Sales Orde number

I Lenowvo Sales Order tem

| Custaomer Ling Lewel PO Mumber

| Crriginal Customer PO Line Mumber

| Customer's Header Level PO Mumber

I Legal cortract document number

I Soac Code

| Ordler Fill Priority within Sch Ship Date oo
I Email Address for Intagibles

I Customer committed Arrival Date

I Requested Material Availakilty date

I Customer requested arrival date

| Commited material availabiity date

I Requested Ship Date from End-Customer

| Ship Date Committed to End-Customer 20071024

lenovo.
Ienovo THOSE
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Agenda
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ASN Overview

On Start Page or Navigator there is only one function link available for
you to work with, “Create ”

All ASNs
Lreate *nd Ma== Upload

Asn Report

Click “Create” to show all the POs with confirmed
items

lenovo.
Ienovo THOSE
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Select a confirmed PO to create ASN

* Select a PO confirmed to create ASN

tart Page > List of Purchase Orders
I List of Purchase Orders

| F‘rint| [ Download |

O R

3000000135 18.06.2007 Confirmed 10.00 USD 4300208527
H 3000000091 FO 11.06. 2007 Confirmed 10.00 USD 4300208838
H 3000000081 FO 08.06.2007 Confirmed 3,000.00 UsD 4300208815
H 3000000084 FO 30.05.2007 Confirmed 10.00 USD 4300208752
B 3000000058 FO 29.05.2007 Confirmed 10.00 USD 4300208741
B 3000000056 FO 29.05.2007 Confirmed 10.00 USD 4500208736

H ﬁ

lenovo.::n
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Create ASN — Header Level

%'djis;:elw_'.uIr Purchase Order
S | I | Create ASN || [ Display History | [D

IEL& Delivered to Recipient | [ Hold | [ Cancel | [ Print| [ Download

I Basic Data Click Create ASN to process ASN
| Shipping Motif. (5000000067 |
I Document Mame |F‘D
| Document Date |2007.08.09 |
| status |Created
I Delivery Information Key in the header level additional information.

| Delivery Date (Expected)  [2007.08.09

| Delivery Time (Expected)  [20:00 |

| shipping Date 2007.03.09

| shipping Time [20:00

| Means of Transport | |
| Transport ID Code | |
| Bill of Lading [

I Additional Information I

Item Overview

PIECES

lenovo
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Create ASN — Header Level Specific
Fields

Process ASN

IEL& Delivered to Recipient | [ Hold | [ Cancel | [ Print| [ Download

I Basic Data
| Shipping Notif. 6000000067 | These are header level LTC specific fields to allow suppliers to
| Document Name [FO key in the information as below:
| Document Date |2007.08.09 | v'Total Weight *
| status [Created v'Unit of Measure (Weight Unit) *
I S v'Count of Cartons (No. of packages) *
very information v'L/C Number
| Delivery Date (Expected)  [2007.08.09 v'Case Dimension
| Delivery Time (Expected)  [20:00 | v'Vendor’s Delivery Note*
| Shipping Date 2007.08.08 v'Shipping Port*
| shipping Time [20:00 | v'COO at item overview level *
| Means of Transport | / |
I Transport ID Code // |
| Bil of Lading //

Z

. Additional Information I/

Item Overview

PIECES TS00001067

THOSE
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Create ASN - Logical Control

There are some mandatory fields . And if you do not finish the mandatory fields,
an error message with related field names will appear on top of the page when
you send ASN to Lenovo.

Mandatory Fields:
> Means of Transport iz#i/72*
> Transport ID Code $:4f f5*
» Goods Supplier
> Delivery Note K %%

Control:
If you key in Total Weight, UOM will be a required field.
Delivery date should be the same as Ship date.
Duplicate Delivery Note# for unique PO is not allowed.

For VMI/Intel CCP (ZPC3), Delivery date not later than PO confirmed for date. ;& 17 AN 2L 4
WITH

lenovo.
Ienovo THOSE
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Create ASN - Send to Lenovo

Inbound delivery would be created in ECC automatically when ASN is sent
from SUS and inbound delivery document number would be shown on
confirmation tab in PO

:IZ'FGEEEE ASN

I‘ Goods Delivered to Recipient ||| Hold | | C.ann::el| | F'rint| | Download

I Messzages

[i] SuccessYour changes have been adopted successfully

P

A success message would be shown on top of the page if ASN was created
successfully in SUS when clicking Good Delivered to Recipient with
the information keyed in as above

lenovo.
Ienovo THOSE
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Agenda

* Introduction & kick-off
* SUS Overview

Logon to SUS

Set Your Data
Document Search
Purchase Order

« Advanced Shipping Notification

== . Invoice Processing
* Po Report / GR Report / Payment Advices Report
» Getting Help

lenovo.::z
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In Start Page or Navigator there're function links available for you to
work with, “All Invoices and Credit Memos n o

L A1}

Rejected”, “Create ”.

Click All Invoices and Credit Memos to check new Invoicing Advice
and process your invoices. (or use “Find” to search new Invoice)

For LTC, Invoicing advice which includes Goods Receipt (GR) information will
be generated in Lenovo system and received in SUS with status “In Process”.
You could process your invoices based on received invoicing advice with the

status of “In Process”.
- All Invoices and Credit Memos
Rejected
-l 3 Create
@ ERS report

GR Report

Payment advices
Payment advices report (OEM)

lenovo.::z
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Check Invoicing Advice

P StartPage = List of Invoices

l List of Invoices and Credit Memos

H | Invoice 20000000582 18.03.2007 In Process 10,00 USD
M | Invoice 2000000091 18.03.2007 In Process 10,00 UsSD

P Start Page = List of Invoices = Display Invoice
Display Invoice

Process

jzplay Document Flow

Print | | Daownloged

Click Process to process invoice

I Basic Data lj
I nvoce
| Status I Process
I Dezcription |
I Document Date
| External Reterence |5595105104

Item overview

| Local tax: information |

Products and Services

ErE RearCleasPlate | 100 each |100.00 USD 5300000064

Partner Information

Eold-m Party g gDDDDDDDDQ

s 11 lOVO. 11
lenovo THOSE
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Check Invoicing Advice details

B Start Page > List of Invoices > Display Invoice

| Display Invoice

| Process | | Copy | | Dizsplay Documernt Flow: | | Print | | Dovwnload

I Basic Data E
| Invoice 2000000194
I Status |In Process
| Description [
| Document Date 2007.08.21

|a999108104 |

I External Reference

| Local tax inforrmation | |

Products and Services 0 g 9 9 e 6 a El
T

- =58

. Part number
. Part description
. Invoicing quantity

. Purchase document number
. Delivery note ID
7.Goods Receipt Date
= 0"(0

1
2
3
4. Invoicing net value
5
6
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Process Invoice based on Invoicing Advice
from Lenovo (l)

L\\gtart Page = Liet of Inveices > Display Invoice > Process Invoice

| Process Invoice

['send | [Hold | [ cancel| [ Update Prices | | Print | | Download

I Basic Data Key in your invoice number which can contain at most 15 digits.
The 16th digit is reserved for special processing like splitting your
| invoice |aBC1Z345 | invoice into multiple SUS invoices, re-sending invoice for rejected
| status In Process invoice, etc
IDescriptiun |
IDDcument Date

| External Reference 5899074677

I Local tax information |

Products and Services

EIGI}I}IJEIGI}I}I]EH 003645 || P4 524 3.068/533M1/775 HT#B0727 .87 0.11 UsD 6500000007 soo0002
|

=] =]=]

Partner Information

Sold-to Party 1 LIPC

Check invoice details. If invoicing price is not correct, click item to revise

invoicing price. lenovo
VO.R
lenovo iivo]
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Process Invoice based on Invoicing Advice
from Lenovo (ll)

P Start Page = Listof lnvoices > Display Invoice > Process Invoice = Process tem

| Invoice - Change Item Details

| ERS Invaice ABC12345
|Descri|:ti|:|n |
Update Prices Back to ttem Overview
I Basic Data ]
tem Wendor Product Number  De=cription CQuantity  Unit of Meazure NetValue Tax Purchaze Order Mo.  Purchase Order tem  Confirmation Mumber  Confirmation tem
1 000000000011007322 R 865G CPUEF 1 KU 10,00 USD | J0 5500000013 10 5000000443 1

I Price Information E|
Condition Price Per Walue
Net Value 11,00 UsD Each 10,00 USD

I Partner Information : E|

Partner Number Name Strike
Sold-to Party 163 LT AT j
| Edit or Add Service Agent |

= | he price in invoicing advice is only for your reference, not real payment
base (GR price). Key in your invoicing price if it is not correct, but you can
change this price under 15% variety rate, or error msg. will appear when
clicking “Back to Item Overview” or “Update Prices”

Check invoice details. If invoicing price is not correct, click item to revise
invoicing price.

lenovo.::n
Ienovo THOSE
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Process Invoice based on Invoicing Advice
from Lenovo (lll)

Qart Page = Listof Invoices > Digplay Invoice > Proceszs Invoice

| Process Invoice

| Cancel | | Update Prices | | Print | | Download |

Basic Data If the invoice is finished, click Send to send invoice to Lenovo. You can also

click Hold to save the invoice first and send it later

| nveice

I Status |In Process |
I Description |

| Document Date

I External Reference |9999ﬂ?45??

I Local tax information |

Products and Services

U'I}I]'I]U'EIU'EIU'DM 003645 || P4 524 3.06/5331/775 HTH#20T2T &7 11 0.11 USD 6300000007 so00002

[=]=] ==

Partner Information

Sold-to Party 1 LIPC

lenovo.::n
lenovo THOSE
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I Messages

Process Invoice based on Invoicing Advice
from Lenovo (IV)

P Start Page > List of Invoices = Display Invoice

(@ successour changes have been adopted successfully

| Display Invoice

| Set Status | | Copry | | Cizplay Document Flow: | | Prirt | | Dovwvnloacd |

| Status (Mew)

| Description

| Document Date

| External Reference

| Local tax information

lenovo

I Basic Data |j
| Invaice 5000000210 |
| Status |Documert Sert |

| Accepted by Customer % |

|

|a99a07 4588

lenovo.:n
THOSE
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Process Invoice with Local Tax information

I Process Invoice

| Send | | Hold | | Cancel | | Update Prices | | Print | | Download |

I Basic Data
| Invoice |8000000253
| status [in Process Currency - First 3 digit denotes the tax reporting
| Description I | currency
| Document Date T - Denotes Tax Amount
| External Reference (9999074678 B - Denotes Tax Base Amount (Usually the gross
amount)
- i [CZK;T8550.00;545000.00;E4.521#
I] | Local tax information E - Denotes Exchange Rate that between the tax
reporting currency and transaction currency.

I Products and Services ; - Denotes separator fc_)r each f_|eld value
# - Denotes end of tax information.

el b a e e s Ll The figures after the each character (T, B, E) denotes

1 |Material SPC1001 SPC Part 1 (UTy 100 the value of the character representation.

BE W BB For example,
CZK;T8550.00;B45000.00;E4.521#
Means:
CZK is the tax reporting currency.
Tax amount will CZK 8550.00
Base amount will be CZK 45000.00
Exchange rate will be 4.521

lenovo '
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Process Rejected Invoice ()

Find the rejected invoice and copy the invoice to create a new invoice.

“Display Invoice

Copy | |Rizplay Document Flow | | F'rint| | Download

| sesic vata Click Copy to create a new invoice by referring to
the rejected invoice
| Invoice [NV PPW1 |
| status | Rejected by Customer |
| De=cription | |
| Document Date
| External Reference 9999074647

| Local tax information |

Products and Services

31P953? CPUD EQN PREF 5000 12,000 JPY 4300508613

lenovo.::n
lenovo THOSE
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Process Rejected Invoice (lll)

Finish required fields and send.

I Process Invoice

[ Send| IHuul [ cancel| [ Update Prices | [ Print | [ Download |

I Basic Data
I|lnwim [INVOICEND2 . . he
| status In Process 3 sianal at last dia
| Description |

| Document Date 2007.09.08

I External Reference 9995074647

I Local tax information |

Products and Services

31PB537 CPUD EQN PREF 8000 12,000 JPY 4500508513

I Partner Informatinn

lenovo.::n
lenovo THOSE
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Agenda

* Introduction & kick-off
* SUS Overview

Logon to SUS

Set Your Data
Document Search
Purchase Order

Advanced Shipping Notification

Invoice Processing

==) - Po Report / GR Report / Payment Advices Report
» Getting Help

lenovo.
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PO Report

All Purchaze Qrders
Mew (71 ) and Changed

In Process
Confirmed and Partially Confirmed
COrder Chal uest

PO Report Download

EDDW nload

=E=5==========IlllllllllllllllllllllIlllllllllllllllllIIIIIIIIIIlllllllllllllllllllll
=400 NB

(] 3000000115 07-20-Z007 AS00508148

(] 2000000255 07-27-Z007 4500508455 Ga01 NB

(] J000000272 08-01-Z007 4500508519 Ga00 MNB

] 3000000273 0&8-01-2007 4500508520 G400 MNB

(] 3000000274 08-01-2007 AS00508521 =400 NB

(] 3000000275 08-02-2007 4500508522 G400 NB

(] 2000000278 0e-02-2007 4500508523 G400 MNB

(] 2000000277 08-02-2007 4500508524 G400 MNB

(] 2000000Z27E 08-02-Z2007 4500508525 G400 MNB

| 3000000483 08-05-2007 4500508572 G401 NB o

(] 3000000312 08-02-Z2007 AS00508538 G400 NB

(] 2000000431 08-0v-Z007 TSO000005132 G400 ZOF1 X

(] 2000000454 08-09-Z007 4500508573 G401 MNB x

] 3000000512 08-14-2007 TSO00001 085 G400 ZOF1 10
(] J000000541 08-17-2007 TSO0001128 G400 ZOF1 1
(] 2000000725 0S-12-2007 TSO00018132 G400 ZOF1 1L
(] 2000000729 09-12-Z2007 TSO00001613 Ga00 ZOF1 L
] 3000000544 08-31-2007 TSO0001 4285 G400 ZOF1 10
(] 3000000544 08-31-2007 TSO0001428 =400 ZOF1 10
(] 2000000545 0e-31-2007 TSO0001427T G400 ZOF1 1

*You can view all of the POs and download to local file in Excel

lenovo
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GR Report

All Inwoices and Credit Memos
Rejected
Create
L Enad
GR Report
Pavment advices
Start Page > GR Report
I GR Report |j
| Company Code * | SG01-Lenovo (Singapore)jPte Lid w
| Purchasing org. * | SG20-S0H AP Pur. Org v| o | v
Plant * | G200 |v| ITo | |
| Purchase Group | v| | 1o | vl
GR Date * |10
(e || [Reset]

P—
Download to Excel

Download az XML
Download ag HTML

7501450451 | 00030 | 5000858201 | 0001 | 9905914009 59322851 | ldeaPadS110GTF:
B | 1000322749 | 7501450451 | 00030 | SO00858201 | 0002 | 9909914009 361 39322531 | IdeaPadS110GTF:
B | 1000322748 | 7504450451 | 00030 | 5000858201 | 0003 | S008914008 561 5359322851 | ldeaPadS110GTF:

lenovo.::n
lenovo THOSE

55 NEW WORLD. NEW THINKING.reserved. Page 55 of 31 [WHO/|DO.|



Payment Advices Report

« Payment advices report function is developed for suppliers to check
the Payment for

¢« Click the “Payment advices” to enter the report

Al Invoices and Credit Memos
Fejected
Creste
ERS repoart

Input the “Company code” and “Clearing Date”,
then Click “Query”

B Start Page > Payment advices

I Payment advices report

| Company Code | US03-Lenovo Fulfilment Center L |
| Clesring Dste |10

Lenovo PO Dehit/Credit Amourt Baseling Date Days  Remarks

Suppliet Invoice Mumber

Document Mumber Document Date

0700000045 2008-07-28 3100001707 Ushr 2009000264 H 160.00 2009-07-28 35

CUrFEncYy

[ | us03 | 1000070247 0500000003 2008-05-14 Ushr Total = -160.00 2009-08-14 0 | Lenovo actual payment date: 00000000
[ | us03 | 1000070247 0700000052 2008-05-14 3100001743 Ushr 2009000366 H 16.00 2009-08-14 100
[ | us03 | 1000070247 0500000004 2008-05-14 Ushr Total = -16.00 2009-08-14 0 | Lenovo actual payment date: 00000000

||~ | Page i~ | = |

Supplier can download this report via Excel

lenovo.::n
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Agenda

* Introduction & kick-off
* SUS Overview

Logon to SUS

Set Your Data
Document Search
Purchase Order

Advanced Shipping Notification

Invoice Processing

Po Report / GR Report / Payment Advices Report
== . Getting Help

lenovo .
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Getting Help — How to submit ticket

Microsoft Office
Word 344

lenovo.::n
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