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Using This Guide

The purpose of this guide is to help suppliers understand
the business processes required by Shell. This button will take you
back to the previous page

This button will take you to
the next step

You may navigate this guide by:

a4 >

v

Clicking the buttons in the toolbar

This button will return you to

Clicking the hyperlinks on the pages i Hyperlinks may the beginning of the section

be words or shapes within the graphics or skip back between sections

. The HOME button will return
Using the bookmark panel to the left you to the Guide Contents page

If you need additional help, you will find a help button at the bottom of each
page that will assist you in finding the appropriate supyport contact.

/ Tabs in the lower left corner link out to our Community Support pages. Look
for these to answer your most common questions.
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SECTION 11 PO Management

View and Search Purchase Order

Purchase Order Detall

Types of Purchase orders from Shell

Create PDF of PO

) B S K
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Manage POs
View and Search Purchase Orders

I\ e RN =14 e]g /@ Click on Inbox tab to
manage your Purchase

INBOX QUTBOX CATALOGS REPORTS

Orders and Releases All Customers
s

UPLOAD/DOWNLOAD

—
4513161471| Q

INBOX OUTBOX CATALOGS REPORTS

It is also possible to search for your PO
from the Home screen, which will take you
directly to the search function in Inbox

Orders ang

Orders and Releases

Search filters allows you to search
using multiple criteria.

v Search F"-*"'*“‘-‘—"‘——_’__——__——__—_!’.Zlit::k the arrow next to Search Filters

to display the query fields. Enter your Min. Arma

Ordars and Releases tams to Confim Itams to Ship Ratum ftams.

Al Customars

criteria and click Search.

Maximum

Show / Hide Columns

Order Status Al w

(@) Partlal number Exact numbsr

~ Type

All excepl hidden orders

Buyer Location Code:

PO number, use it to find

x Numik

Date Rangs

@ Crestion Dale | Inquiry Date

your PO.

ast 14 days

12 Mar 2018 - 26 Mar 2018

Click the link on the Order
Number column to view the

Inbox is presented as a list
of the Purchase Orders
received by Shell

Tip: If you have the exact

Search anly blanket purchase ceders

~ Order Number

Saarch anly schaduling agreamant ralaasas or schaduling agreamants

Ver

View all aclive

Search only senvice purchase arders

Mumber of F

+ Customer

seultz: 100

Toggle the Table Options Menu to

© 2020 SAP SE or an SAP affiliate company. All rights reserved.

Orders and Releases (1) purchase order details view ways of organizing your Inbox =
/ SEPCo.Sheall Planning Plant LAMP ERVIRONMENTAL INDUSTRIES INC
Ordar 4513161471 1 Roval Dutch Shall ple - TEST Houstan, INDEPENDENCE, LA 51,000 00 USD 24 Mar 2018 Irvnicad Irvnice $1.20000 USD Criginal Acliong
United States United States.
L | Greate Order Confimation + I eate Invalca v Managa Time & Expensas Hida haw and
v Search Filters
If you have the §.iomer All Customers
exact PO
number, use it [Number® 4513161471 @—
i to search for Partial number ' @ Exact number
Candt Find Mour PO? your PO =~

Public
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Manage POs
Purchase Order Detall

| Purchase Order: 4513143855 | En

| v Create Order Confirmation v ‘ ‘ 4l Create Service Sheet = Hide Changes | Hide | Print Download PDF | Export cXML | Download CSV | Resend R
Note: You can Resend a PO which was not
Order Detail Order History sent to your email address, cXML or EDI
Additional options: Export | |Properly by Resend button.

cXML to save a caopy of the

From: To: cXML source information Purchase Order
Customer PO Issued by SHELL_UAT_LAMP_ENVIRONMENTAL Order History for (+ Confirmed)
Shell Offshore Inc | (Customer info) 11441 FONTANA LANE diagnosing problems and for 4513143855
P.O. BOX 301445 INI?EPENDENCE, LA 70443 auditing total value. Amoynt: SID:DU(_J.UU USDl
Houston, TX 77230-1445 United States Version: 2 (Previous Version)
United States Phone:
Email: US-Upstream-Invoices@shell.com Fax Issued To (Supplier info PO number, PO
Email: status, and sub-total
Payment Terms '/ Routing Status: Sent
0.000% 60 Related Documents: ¥ HY15
Comments
Header text Shell Comments All relat_ed dqcuments
Note from Vendor on 27.02.2018 at 13:00:08 - accessible via the
hyperlinks
o 1411 | Contract # (if applicable) Shell's purchasing
- agent/ Buyer information
Contact Information & contact info
Supplier Address Purchasing Agent
LAMP ENVIRONMENTAL INDUSTRIES INC Name: Shell contact
11441 FONTANA LANE Email: email@shell.com

INDEPENDENCE. LA 70443

Other Information "
Company Code: A16_Usp1 |Other Information:

PurchaseGroup: J3Q such as Company

Attachments Attachments, will include a copy
@ 4513143855_20180227130008 PDF (application/PDF) | of the original Shell purchase

order

Please see the attached Shell PDF for the official representation of the Shell Purchase Order

Ship All Items To Bill To Ship To Address, Bill To Deliver To
Address, and Deliver To

Drilling Rigs GOM, c/o Fourchon Base - C Port 2 Shell il Company information

180 First Street, LAFOURCHE P.0. BOX 301445

GOLDEN MEADOW, LA 70357 Houston, TX 77230-1445

United States United States

Ship To Code: U106 Email: US-Upstream-Invoices@shell.com

Location Code: U106

© 2020 SAP SE or an SAP affiliate company. All rights reserved. Public



Shell Purchase Orders a4 P>
Type of POs - Definition

Material POs:

Line ltems Show Item Details £

Line # Part # Customer Part # Type Return Revision Level Qty (Unit) Need By Price Subtotal

10 Not Available 1000624077 Material 6.0 (EA) U 2018-09-13T12:00:00+02:00 34.66 EUR 207.96 EUR Details

Description: | Material description I

Planned Service PO:

POs will have a sub line including the service master Show Item Details =
Line # Part # Customer Part # Type Return Revision Level Qty (Unit) MNeed By Price Subtotal
v 100 Not Service 2018-02- 1726804  Details
- Available _ 28T12:00:00+01:00 EUR
POs will have . | Type =
a sub line Descrigion, Service
including the  f—2»1100.10 5096265 Service 17,268.04 (ACT) 1.00 17,268.04  Details
service master i EUR EUR
ex. 100.10 Description:
Line ltems Show Item Details ||
Line # Part # Customer Part # Type Retum Revision Level Qty (Unit) Meed By Price Subtotal
100 | NotAvailable | PO will only Service . ~ 1.0 (ACT) G 2018-03-07T12:00:00+01:00 4,920.82 EUR 492082EUR  Details
) \ have one NJ.pe=
crption: : Service
line, NO sub
200 | NotAvailable |ine Service 1.0 (ACT) G 2018-03-15T12:00:00+01:00 36.60 EUR 3660EUR  Details
Descrption:

AP affiliate company. All rights reserved. Public




Shell Purchase Orders i< >

Determine if Service Entry Sheet or Not

No Service Entry:

The Create Service Sheet button will be disabled and only the Create
Invoice button will be available on the top and bottom of your PO.

Order Detail Order History

Service Entry Sheet creation needed:

The Create Service Sheet button will be enabled and the Create Invoice
button will be disabled.

¥ Create Order Confirmation %l Create Service Sheet = Hide | Print

\ Create Service Sheet
button will be enabled.

Order Detail Order History

© 2020 SAP SE or an SAP affiliate company. All rights reserved. Public
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Shell Purchase Orders
ERS (Evaluated Receipt Settlement)

ERS (Evaluated Receipt Settlement):

Suppliers will not be required to submit an invoice via Ariba. The warning
above the Line item on the PO means that this PO is self billed by Shell

based on Service Entry created in Ariba by the supplier.

© 2020 SAP SE or an SAP affiliate company. All rights reserved.

Invoicing is not possible for one or more line items. Click on the line item's warning icon to find out why.
Line ltems Show ltem Details
Line # Change Part # Customer Part # Type Return Revision Level Qty (Unit) Need By Price Subtotal
100 Mot Service 1.0 (ACT) 2017-12- 174.51 174.51 Details
ble Invoicing not g 3MT12:00:00+01:00 EUR EUR
- You can't create invoices for possible
items that gre ﬂaggecl for olis & Nuts
evaluated receipt settlement
(ERS). Senvice 1.0 (ACT) 2018-06- 800.03 800.03  Details
Line # Change Part # Customer Part # Type Return Revision Level Line # Part # Customer Part # Type Return Revision Leve Q
100 Mot Service 10 12171945 1000521425 Material 2
Available Inveicing not
possible Description:
Descripfion:
Status
Ifis Not ERS is
Stat i N .
tatus This can be displayed it means
1.0 Unconfirmed viewed by Control K that invoice needs
checking details ontrol Keys ;
for the Ii%e item Order Confirmation: allowed to _be created in
Control Keys ! g Ariba by the
Ship Notice: not allowed in the section Ship Notice: not allowed su ppller
control Keys.

Public
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Manage POs
Create PDF of PO

v Create Order Confirmation v H % Create Service Sheet H =i Create Invoice v ‘ Hide | Print Download PDF | ExportcXML | Download CSV | Resend
Order Detail Order History
Select "Download PDF"
From: To: Purchase Order
Customer SHELL_UAT_LAMP_ENVIRONMENTAL_INDUSTRIES_INC - TEST (Invoiced)
Shell Oil Company 11441 FONTANA LANE 4513161471
P.O.BOX 301445 INDEPENDENCE, LA 70443 Amount: $1,000.00 USD
Houston, TX 77230-1445 United States Version: 1
United States Note: If the document exceeds Phone
Email. US-Upstream-Invoices@shell com . . Eax-“
1000 lines or is larger than ma:
Payment Torms 1MB size, details are not
D 0000 shown in the Ul. Therefore the B
Contract # i ; :
016 461002141 ggfiﬂ is not ;ngluded in the PURCHASE ORDER
Contact Informati eneraied.
Sﬁ:pﬂ\;rg:::r;::o" g Purchasing Agent
Supplier Environmental Industries EB:LT 2;::@mmmercum PO Number - 4513144357 On the PDF
Supplier lane 2789
Uned States Date : 03/28/2018 attached PO
Phane: 1 123456789 | Buver sent by Shell
Fax: 1123456789 i .
Address ID: 122455 = z Shell Purchasing agent find the Shell
buyerlD: 123456 ahu .
Shell always sends the PO TN contact in the
Otherlnlérﬁr:a:‘t;:‘a‘r: o PDF from lhell’ ERP WhICh el. No. Buyer field.
includes the full PO, including Fax No.
Attach i+
& TS 191471 20180124140823 POF (appcaonDF) Terms and Conditions.
Please see the attached Shell PDF for the official representation of the Shell Purchase Order
142 Save As @
Payment Terms @n\:‘jvlz Desktop » - |+¢ | | Search Desktop ol
0.000 % &0
File name: 20150415_PO2.pdf -
Contract # Save as type: |Ad0beAcrobat Document (*.pdf) A
U16 4810021411 al
T
On the downloaded
Contact Information PDF version of the
Supplier Address Eg:stycumu :'" find the
contact/Buyer is ~ Browse Folders Save l | Cancel
visible under
Purchasing agent
Do you want to open or save 20150415_PO2.pdf from service.ariba.com? Open Save | ¥

Public




SECTION 271 Order Confirmation

General information

Confirm Entire Order
- NO price, delivery date or quantity change required

Update Line Items
- when price, delivery date and quantity change is required

Reject Entire Order

<) 55K
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Order Confirmations (Order Responses)
General Information

Requirements:
A Shell 6s Purchase Orders are subject

¥ Create Order Confirmation » % Create Service Sheet =| Create Invoice » Hide P

\

Order Detail Order History

To respond to an order, select one of the following options:

Accept and : :
Accept the order Propose changes Reject at the line

(Accept the order entirely to the Order item level on the
as-is, no discrepancies) Quantity, Price, Delivery order
Date

to an Order

Reject the entire
Order

Any proposed changes must be agreed upon by Shell. Shell will update the PO and a revised PO will be

sent to you as a Change Order.

ﬂ Public
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Order Confirmations (order Responses)
General Information

Not Supported:

The below requirements are NOT enforceable by the Ariba Network. Due diligence is required to ensure you
are conforming to Shell s Order Confirmation requi

No unconfirmed quantities at the line. All quantities at the line must be confirmed or rejected.

No mixed Statuses on the same line item level. Line item must be fully accepted or rejected.

Quantity confirmed cannot be less than originally ordered Shell. Quantity can be increased. If
guantity needs to be reduced, contact your Shell Purchasing Agent.

Legacy Purchase Order: (POs that were issued before Go Live in Ariba that have been transferred to
Supplier Ariba account)

Material POs are to be confirmed
Service POs do not need to be confirmed

Note: Quantity confirmed cannot be less than originally ordered by Shell. Quantity can be increased.

© 2020 SAP SE or an SAP affiliate company. All rights reserved. Public
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Create Order Confirmation
Confirm Entire Order- NO price, delivery date or quantity change required

To be completed once you agree to all the information contained in the PO and no proposed changes
are required.

L. ﬂ‘ Create Order Confirmation v L B |
Conflrmlng PO Confirm Entire Order - l m
Update Line ltems . - .
Enter Confirmation Number /
Reject Entire Order - H
Confirm Entire ‘o _ ‘.WhICf:I IS any number you us.'e to Click Next when
1) Order v Order Confirmation Header / identify the order confirmation, completed
must be alphanumeric - upper Review an‘d
Review Order conirmation | ' case letters only, no special :
Confirmation Hlirmaten y P Submit
# ‘ characters allowed.
Review the
order
confirmation Royal Dutch Shell plc - TEST requires that you fully confirm line items before you can add them to ship
d click Customer. Royal Dutch Shell pic - TEST  notices, service sheets, or invoices. If you change or reject a line item, it cannot be added to another
;n bc I_c;: document
upmit.
Supplier
Your order Reference
confirmation No need to post Est.
is sentto SHIPPING AND TAX INFORMATION Tax cost on Order
Shell e T o e Confirmation. This
will not be reflected
Comments to She"
Once the order confirmation is submitted, the
. . Order Status will display as Confirmed.
Note: Order confirmations are When viewing documents online, links to all
_ required before suppliers can related documents are displayed.
Trouble With Your OC? create an ASN or Invoice. Click Done to return to the Inbox.

© 2020 SAP SE or an SAP affiliate company. All rights reserved. Public


https://uex.ariba.com/directnode/9621/SE
https://uex.ariba.com/directnode/9621/SE
https://uex.ariba.com/directnode/9621/SE

el <>

Create Order Confirmation
Update Line Items T when price, delivery date and quantity is required

¥ Order Confirmation Header .
ill i i B Create Order Confirmation ¥ =1 Creat

Confirmation # nhumber. Conti Entire Ord
Associated Purchase Order # 4525037301 onfirm Entire Order list Select Update Line
Customer.  Royal Dutch Shell plc Update Line ltems gm--‘ Items‘ tO Set the
Supplier Reference H
Reject Entire Order status of each line

[T

SHIPPING AND TAX INFORMATION

Enter shipping and tax information at the line item level.

Est. Shipping Cost

‘ Est. Tax Cost

Comments:
Line Items
Line # Part # 1. Fill in the number of items Revision Level Qty (Unit) Need By
100 Not Available to be confirmed. Quantity 1.0 (EA) 30 Mar 2018
- confirmed cannot be less
Description ..
than originally ordered Shell. 2. If you wish to change the
b Schedule Lines Quantity can be increased. Iif details of the PO, click
Current Order Status uantity needs to be DETAILS.
reduced, contact your Shell
® 1 Unconfirmed / Purchasing Agent \

Reject All - Shell only allows full rejection of a line item.
Reject All (i Ie.—————— Enter a reason why these items are rejected in the
Comments field by clicking the reject all button.

‘ Confirm Based on Schedule Lines ‘

Note: Orders should be rejected ONLY when completely incorrect, adjustments in price or
increase in quantity should be done via order confirmation.

© 2020 SAP SE or an SAP affiliate company. All rights reserved. Public




Confirm Order
Update Line Items T Price Change

‘ Line Items
Line # Part # Customer Part # Revision Leve Qty (Unit) Need By Unit Price Subtotal
100 Not Available 900002536 100.0 (EA) G 31 May 2018 £4.59 GBP £459.00 GBP
Description:  PROMOTIONAL ITEMS & GIFTS
1. Enter the quantity in the Confirm data entry field.
b Schedule Lines
Current Order Status Quantity confirmed cannot be less than originally ordered Shell.
Quantity can be increased. If quantity needs 10 be reduced,
@ 1000 uﬂconﬁrme/ contact your Shell Purchasing Agent
Confirm: |
— Click Details to enter the details regarding
Reject All U the quantity change
Confirm Based on Schedule Lines ‘
IIf quantity reduction is | -
required contact your Shell ‘ H— /fh'l' Untprc
buyer, find contact details on
PO' | £459 GBP I
Note: Quantity confirmed cannot
be less than originally ordered by
the customer. Quantity can be e
increased. pion PRONTONAL IENS £.GFTS Click OK when
done.

© 2020 SAP SE or an SAP affiliate company. All rights reserved. Public



Confirm Order
Update Line Items T Quantity Change

Line ltems
Line # Part # Customer Part # Revision Level Qty (Unit) Need By Unit Price Subtotal
100 Not Available 900002536 100.0 (EA) G 31 May 2018 £4.59 GBP £459.00 GBP

Description: PROMOTIONAL ITEMS & GIFTS

1. Enter the quantity in the Confirm data entry field.

» Schedule Lines

Current Order Status Quantity confirmed cannot be less than originally ordered Shell.

Quantity can be increased. If quantity needs 10 be reduced,
‘ @ 1000 Unconﬁrme/ contact your Shell Purchasing Agent
Confirm: |
Reect Al G Click Details to enter the details regarding
eject All

the quantity change

Confirm Based on Schedule Lines ‘

f quantity reduction is

required contact your Shell ° 40.0 Unconfirmed | | QUantity confirmed cannot be less
buyer, find contact details on than or.-:ginaﬂy ordered Sh:eﬂ. Quantity
POII . can be increased. If quantity needs to
N t. . tit firmed i Confirm 10 be reduced, contact your Shell
ote: Quanti y confirmed canno Purchasing Agent
be less than originally ordered by - ; |
the Customer_ Quantity can be I!The quantity vou entered is cutside the range allowed by the buyer. Enfer a quantiy equal to or greater than 40.00. I

increased.

© 2020 SAP SE or an SAP affiliate company. All rights reserved. Public
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Create Order Confirmation

Update Line Items 1 Planned Service

E Create Order Confirmation 8 = Creat

Confirm Entire Order .
. Select Update Line
" pton—
‘ Update Line ltems [tems, to set the
Reject Entire Order status of each line
v Order Confirmation Header
.
Fill in the requested
I information (the same as

SIS0 0T for Confirm All option)

Royal Dutch Shell pic
SHIPPING AND TAX INFORMATION

Enter tax information at the ine item level
Line items
ne # Part # Customer Part#  Revision Level ~ Qty (Unit) Need By Unit Price Subtotal ~ Customer Location
10 Not 31 Dec
Available 2019
Description:  TEST PLANNED Eonfirm i you are able to confirm the child line item. | ‘ “‘i
lick Details to update Est. Completion Date ™ — - red B Ship B T
» Schedule Lines . I .
10 Not Available 10 ACT 31 Dec 2019 £1,000.00 GBP £1,000.00 GBP GBO1
. Descript TEST PLANNED
® Confirm Details lew Orcler Status: 1.0 Confirmed
_—
) . Est. Completion Date:* | 31 Dec 2019 = Enter estimated
Reject - Please specify a reason: y completion date

[ | |

AP affiliate company. All rights reserved.
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Create Order Confirmation
Update Line Items T Unplanned Service

1<

Confirm Entire Order

B Create Order Confirmation LY

= Creat

Update Line ltems

Reject Entire Order

|||||||

Select Update Line
[tems, to set the
status of each line

© 2020 SAP SE or an SAP affiliate company. All rights reserved.

Pu

blic





















































































































































































































































































