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SCOPE
The scope of this document refers to the utilization and management practices associated with the SAE program.
It provides the standardized steps that INDOF and JKRTA must follow to process a quotation for their customers for

regional items.

PURPOSE

The purpose of this document is to enable current and new associates of the organization to:
= Be familiar with the CSR process — ‘making quotation’

= Have a standardized process of making quotations throughout the organization

1.0 CORE PROCESS FOR REGIONAL ITEMS

-

bl
Open your Swagelok Indonesia Dashboard HeEitizel and Outlook
Both programs should be on throughout the process.
Doing so will create a dynamic link to the Scala Advanced Edition (SAE) program which is essential throughout this
process.

':.-:l'I

To begin:

11 Click the Remote Desktop Connection icon on your Window Taskbar. A window will appear.
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1.2 Select the correct server (INDOF: 10.100.4.12 and
JKRTA: 10.100.4.13) and click Connect. . A _
Usually, INDOF utilizes server 10.100.4.12 and JKRTA JKRTA associates need to first connect to the
server 10.100.4.13. NET Extender (image below) in order to access
: ; ; into the server.
Since the author of this process document is from e R

INDOF, server 10.100.4.12 is selected.

SonicWALL | NetExtender

| Remote Desktop
“>¢) Connection

Server: 4261.12234:4433 -

Username:

Password:
Computer: 10100412 -
- Domain: scs swagelok com
| « Connect

Username: 41 100,413

Saved credentials will be used to connect to this computer.
You can edit or delete these credentials.

Save user name only if server allows

a & 0 © 2016 Dell Inc.

. ® Uptions

1.3 Log in using your account and password, then click OK

Enter your credentials
These credentials will be used to connect to 10.100.4.12,

" INDOFLUID\sabdul
R4

| Password

||:“ Use another account
\

[7] Remember my credentials
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1.4 Double-click on the SAE icon

Host Name: INDOFTS01
IP Address: 10.100.4.12
Machine Domain: INDOFLUID
08 Version: Windows 2008
DALY GIML  DAILY GRII Service Pack: Service Pack 2
User Name: sabdul
.."startl | 3 mm | 20 Sy
1.5 Select your name under Users: and log in with your password, then click OK

Companies ; YY'ear IJzers

01 - Swagelak. : Syazanawati Abdul
Scala Uszer
Sie Hendra
Steve Sparkes
Syztem Manager
H * Yuanita Hantaro
TF. * Yuliani K.azman

[
YL “Yery Lim LI

zer Mame; S Pazzword:

Cancel |
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1.6 Double-click on the Sales Order icon.
A window will appear.

Eile Menu
Sales Order Purchase Order Production

Order

S i | ™ &%

Mote Templates ECOMM Editor Quick Quote

Inventory
Management

Talk Hotes

AR and Unit

Yiew Locks

1.7 Keep the window below open throughout the process, for your own convenience
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2.0 RECEIVING ENQUIRIES

The Quotation Process begins when you receive an Enquiry (e-mail categorized as 1. Enquiry) from a customer in your
WMT.

What follows an Enquiry is a Quotation generated by you to give the customer detailing the exact prices for the items
enquired about.

A Quotation can be created only when you have the exact part numbers on hand.

For the purpose of a better understanding throughout this document, a dummy customer, ABC Engineering (10234-1),
has been created.

However, if the enquiry comes from a new, potential customer, the New Account Opening Form (SI-FT-TER-002A — For
INDOF, or SI-FT-TER-002B — For JKRTA) should be filled in.
Next, go to Section 13.0 Determining the Type of Customer first before proceeding with the steps below.

A dummy Enquiry is created to serve as an example:

From: Sparkes, Steven P.

To: INDOF-WMT

Cc

Subject: RF(} Request 1134
Dear Sir,

Please can you provide a quote for the following items:

1) S5-400-3 10 off

2) S5-63TS8 2 off

3) S5-4C-1 5off

4) SS-4BHT-24 4 off

5) SS-8-HN 11 off
Best regards,

Steve A

ABC Engineering From the above Enquiry, all part
Jakarta numbers are present. So, we are
ready to create a quotation.
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3.0 CREATING A QUOTATION
To quote ABC Engineering, proceed with the following:
3.1 Open SAE
3.2 (Though by default) Ensure it is Quote under Type
; Sales Order Processing system 7.2.2248
File Edit Line Parts Cusktomer Order Status Business Transactions
A Direct Order
Order and [nvoice I Direct Credit 0 | Payrment Card I
Credit Order |-
Order by I Ihvoice Order
_ Backorder
Invoice to I WEB Order 'I &

3.3 Type Customer’s Account Code in the blank next

to Order by and hit Enter

ales Order Processing system 7.2.2248

File Edit Line Parts Customer Crder Status
Series A Type IBuote 'I

Flag Future Lines to Include in Usage v

Order and Inwvoice | Dielivery I Accalnting I Fayrent Card I

—— 00O e——

Business Transactions

&

rder by

[revoice to |||:|234_1 BEL Enginesring

123 Acacia Avenue
Jakarta

111222

102341 ’1‘@

ZAN

Type ?. in the blank first, should you
need to search from the list of all

customers.

Private and Confidential. This document and information contained in it are the confidential property of Swagelok

!

The custemer T0011-1° may order on behalf of other customers.
Corsider entering another customer in the On Behalf OF -
Customer field if this situation applies.

non-end user.
Proceed with the following steps:
1. Click Ok
2. Type ?.nonin the blank next to
Customer

The window above will appear if customer is a

=, Order Parameters [x]

Ela

P [ Cumency Clausa T [ 1 Stabuset

[ Cots i WeightNokene 1 Paroent

EDI Statiss I Misc

Frojects
Swagelok
Distiibutes

Customes

| Pisject/Customes Codes

Entes an On Behalf 0f code # this ceder is placed on behall of another customer. Llellnpelaiud codes.

3. Double-click on NON END USER
4. Type Ctrl +S

. List of Customers

USD NORTH e ¢
USD HOWINDONESUA FT HOW' N

USD NUSAFERKASA PT NUSA PERKASA FERMA
USD  QAKTECH PT DAKTECH HUSANTARS

s
No B Afried Ave 30

05001 USD OAKWELL CARWELL DISTRIBUTION (5) PET LTD
M6} USO OCEANEERING  OCEANEEAING INTERNATIONAL GMBH 1, Kve M o
MBI USD PAKAMITRA VITRE COMPENY okon Kol P
10171 USD PALPERSERD  PTPALIMDONESWAPERSERD)

IM2]  USD PALANGKAMEGA PT PALANGEAMEGAHPEREASA

00641 USD FANTERRA  PAMTERRAPTELTD

W21 USD PANGAW TERNI FT PANDAWA TERNIK SEMESTA

IME71  USD PARADISE PERKA PT PARADISE PER

102961 USD PARTSINDO SER\ PT PARTSINDS

100331 USD PATOCHEMIMUR PT PATOCHE

Indonesia. Neither may be copied, exhibited, or furnished to others in any form without the written consent of
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3.4 Ensure the name of the customer is correct

Order and Invoice | Delivery I .L‘«Wd I

Order by ABC Engineering

Invoice ta ABC Engineering

123 Acacia Avenue
Jakarta

111222

3.5 Read the customer’s Internal Note and Special Instruction to take note of any necessary details of the

customer before quoting them.
Two different methods are attributed to each of them:

For Internal Note:
Double-click on its Target icon (if any) next to the SOP No.

nsackions Maintenance Help

Mo 0070C

For Special Instructions:

Double-click on its Yellow-page-with-paperclip icon (if any) next to the SOP No.

nsactions Maintenance Help

goe

Mo 0010C
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SWAGELOK INDONESIA

Both Internal Note (IN) and Special Instruction (SI) contain information relevant to the customer. It may be
regarding special handling or packaging of the customer’s goods or finance-related methods like discounts
to be given and etc.

Differences between Internal Note and Special Instruction:

Internal Note: Notes on the customer/order that can only be read by anyone who can access SAE

Special Instructions: Notes on the customer/order that can be reflected in any document processed for the
customer. Namely: Quotation, Order Confirmation, Invoice, etc.

CSR can select the documents they wish to have the notes be reflected on. A good example is having a long
Customer’s PO No. be reflected TZ the invoice.

Customer PO No. too long to be reflected next to Your Order No:

Account HNo. : I00e4-1 Invoice Ho. : 201735
Your Order No : FPC-JV13-00002 Invoice Date : 03/10/14
Order Date : 17/09/14 Our Order HNo. : 0010004750
Your Reference : Rusliana Damanik Delivery Date : 03/10/14
Payment Terms : 30 Days Delivery Method : E¥-Works Singapors
[ Line Stock Code Ordered Bal Supplied Unit Frice LINE TOTAL TSD
PO: Z5605-240-FPC-JV13-00002

Long Customer PO keyed in as Special Instruction and reflected on Invoice

Click on the Remarks and Cust PO tab and fill in the two blanks below:
- mm

parkes, Steven P,

Mo 0010006879 Status |§ From:
; To: INDOF-WMT
Dates  Remarks and Cust PO | Taw and Delivery | Sales & o
<ﬁ f | — +— SUVRFQ Fequest 1134
Liziomer reference Sparkes, Steven P.
el R g
-~

Cur reference Ig,.f_-.' /
Purchaze Order Mo ||
T
i
_equistion 1134

Remarks I

Customer reference: Full name of person enquiring the items / sender of e-mail

Requisition: RFQ No. (if given). If no RFQ No. is given, leave it blank. In this example, RFQ No. is given. So, in the space

provided, type 1134.
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3.6 Hit Enter
3.7 Move your curS(w,the blank under Stock Code
Line  Sub Stock Code / WH A To Promize Quantity  Price Urit  Discount  Met Price Ext Price  USD
o Jo | |o1 | |
Save || Aveailable Quartity Tatal Excl 0.00
Awailable at the Distributar Home Regional Tax IDD Zero Rated on Sales  TaralIngl 0.00
& 5id A O Ext T & Arnount 0.00 Mon Taxable 0,00
" Specials ¢ FRO Review ¢ FRQ Responses
FRO Frice &
Flanning Group Rearder Level Order Quantity B e i
S Ff Strategy Distributor Rank
3.8 Key in each part number, along with their respective quantities. The first part number is keyed in as an
example:
T — N —
Line SL{Stnck Eoda ( IM )JH A To Promife Quantﬂh Frice Unit  Digcount  Met Price Est Price  USD
g0 JoN\[ss-4003 / e[l 346 10 [99.99 EACH(; 22 58 225.80
Save ||I_|N|DN TEE tivailable Quantity Mo Dizcount &vailable Tatal Excl 3299 67
Auailable at the Distributor Home R egional Yes 346 Tax IDD Zero Rated on Sales  Tatal nol 3299 R7
& 5id Al i TaxAmount 0,00 Mon Taxable  0.00
" Specials " FRO Review  HRQ Responses
FRO Frice G
Flanning Group & Feorder Levgl 747 Order Quantity 231 Pz e
5w FfStrategy MTS5-A tdakefo Stock “A" Distributor Rank C Purchaze Only Enough

You may notice the letters IN highlighted in yellow on the same alighment as the Stock Code.

IN stands for Internal Note, which refers to notes about that part number that you have just keyed in.

There is also the initials SI and highlighted in green.

Sl stands for Special Instruction, which refers to notes on the part number.

Like IN and SI for a particular order / customer, some part numbers have notes that we need to take note of too.
The difference between the two is that IN will not be reflected under the number line in any document printed, but
any notes under Sl will be reflected under the number line in the invoice or any selected documented.

A good point to take note is to double-click on any highlighted abbreviations next to the stock code to learn of any
notes given to that part number.

For some part numbers, when keyed in, will prompt this window:

':9] Do you want to create an FRO?

This indicates that the part number is a special from Swagelok Manufacturing Operations.
Please refer to DCN# SI-DG-TER-002B to learn how to quote non-regional items.
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Also, keying in certain part numbers may prompt this window:

Data is missing m |

again,

Skack Ikerm does nok exist, please carrect this prablem and by

This indicates that the part number has not been quoted before and needs to be updated in the system.
Please refer to DCN# SI-DG-TER-002C to learn how to update part numbers.

3.9 Continue keying in all the other part numbers like below:

" Sales Order Processing system 7.2.2248

Eile Edit Lne Parts Customer Order Status  Business Transackions Maintenance Help
Serez A Type Iﬂuote "l Mo 00100065879 Statug |9

&

Flag Future Lines ta Include in Uzage [

Order and Invaice I Delivery I Accounting I Papment Card I

Dates I Remarks and Cust PO I Tax and Delivery | Sales .-’-‘«gentl

Order by IIEI234-1 HEIT EREEEiE Cusztarner Order Date |25,.'1 29014

Invoiceto  [inz34-1 ABLC Engineering Calculate Ship Date v
Quate Yalid D ate |25.-"1 42018
Shipment Complete v

123 Acacia Svenue

55-4BHT-24

Jakarta Ship Complete Target D ate 25142015
Ship D ate 231/205
Order Schedule Ship by Date I
111222 Fallaw Up Date I
Line  Sub Stock Code WwH A To Promise Quantity  Price Unit  Dizcount  Met Price Ext Price  USD
jeo o | 0 | | |
Save || Available Quantity TolalEvel  3299.67
Ayailable at the Distributor Home Regional Tax IDD Zemo Rated on Sales  Total Incl 37299 7
& s Al CoEd TawAmount 000 Mon Taxable  0.00
" Specials ¢ FROReview ( FRE Fesponses )
Flanning Group Reorder Level Order Quantity AR e et
S Ff Strategy/\ Digtributar B atk
Line | SﬁStockCode \ | Description |'wH | Quantity | Price |Dise | Tat |FRO| Tax ¢
10 0 55-400-3 UMION TEE m 10 959.99 a 999.90 o o
20 0 | 55-63758 BALL WALVE m 2 959.99 a 199.98 o o
a0 0 55-4C41 CHECK WalvE m ] 959.99 a 499.95 o o
\a BRAIDED PTFE HOSE i] 399.96 o n

HE NIFPLE

:'Startl J % W

J E S ScalaSl SAE 722 ” ﬁ Sales Order Processin...
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4.0 EDITING A LINE ITEM

From the above image, the quantity of the last item is wrong.

Lire | Sub | StockCode | Description |W’H | Cuantity | Price | Disc | Tot | FHDl Tax | £
10 0 55-400-3 LINIOM TEE m 10 33.93 0 939.90 0o
20 0 5563758 BaLL WalvE ] 2 33.93 0 193.93 oo
a0 0 55-4C4 CHECK YALWVE ] 5 33.93 0 433.95 oo
Al B3 3EH T2 BRalDED FTFE HOSE 1] 4 43,97 0 39935 g1

55-8-HN

HE: NIPPLE

43,34

1199.83

Steve only requested a quotation for 11 pieces of SS-8-HN.
Since the part number has already been keyed in, you may edit the line as follow:

4.1 Double-click on the line item. A window will appear.
File
StockCode |55-B-HN
Type ]
Description HE® MIFPFLE
S FF Strategy IHTS-A hake to Stock "4
Drigtributar B ank IE Purchaze Only Enough
Awailable at DHR I;"es
Ordered Gty IE ATP |41 9
FRQ Gy 0 Available |419
- I [Juantity
flee IE'E"E'EI Planning Group IB
Dizcount ID
Reorder Level Ir
Ext Price |1 199.88 .
- Order Gluantity |1 28
Gty Pack. |-|
Wharehousze
Allozated Gty

Delivered Oty
Crder Date

Back Order D ate
Ship Date

Target [ ate
MHeed Date
Customer PO Line

[ Cetificate
[ Firm Target Date

Tax Code ||:||:|

[2671272014
|23x1xzn15
|23£1£2015
|25£1£2015
|25£1£2015
|50

™ Ship Line Iterm Complete
[T Counts as a Custom Solution for all Fewarding B esults reports

—_—
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4.2 Make the necessary changes and hit Ctrl+S to save the changes
File: File
StockCode ISS-B-HN StockCode Igs_g_HN
Type m Type |l]
Description HER NIPPLE Description] ||-|E>< MIPPLE
I S Ff Strateqgy IMTS-A take to Stack "A"
S FFf Strategy IHTS—A take to Stock “A" o
Digtributor Rank IE Purchasze Only Enough
Dhistributor Fank IE Purchaze Only Enough .
Available at DHR I?es
Available at DHR E3
Ordered [ty ALI-Hl I,”g
Drdered Gty 419 FRE @ty |— Avaleble (418
FRO Oty dvsietle 419 | i EE Duanity
o Il]- Euantity D[.ICB t 9393 Flanning Group Is
1ZC0LA!
1o Igg_gg Planning Group F ID Reorder Lewel 327
i Ext Price I .
Discount II:I Rearder Level F e Order Quantity (128
e P ——— [ty /Pack |-|
5.0 RSC

RSC stands for Regional Stock Check.

Sometimes, the part number (usually a regional item) you key in may be out of stock.
Such occurrence will be prompted by a new window — ATP window.

It will appear after you have keyed in the quantity of the part number.

It will prompt you on the parameter of the item, in which case, you need to click Exit.

After which, an RSC window will appear, indicating there is zero quantity of the item.
When this happens, you need to click Yes -> OK.

This will send a message to CENT (Central Swagelok, Cleveland), enquiring

on how much stock is available for that particular part number.

AN

JKRTA associates need to access the

Another way you can check for the stock of a part number is by the 12 server first to do an RSC on any

following: item they are quoting.
Skip step 8.1 and read the next A
5.1 Click on the line of the part number you wish to enquire on box to proceed.
(ensure the whole line is highlighted in blue)
Line | Sub|StackCade | Degaription |'wH | Quantity | Price |Disc | Tat |FRQ| Tax ¢
10 0 55-400-3 UNION TEE o0 99,99 0 99990 0 |0
20 0 | 5563758 BALL WALVE oMo 2 99,99 0 19998 0 |0
0 0 | 55-4C4 CHECK WALVE M |5 99,99 0 49995 0 |0
40 0 55-4BHT-24 BR&IDED PTFE HOSE RE 99.99 0 3999 0 |0
Cep 55-8-HN HE?= MIPPLE 1 59,99 0

Private and Confidential. This document and information contained in it are the confidential property of Swagelok
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5.2 Hit Ctrl+R and a window will appear.

The necessary details will already be included. &

#: Regional Stock Check E
Filz
WwhoTa CENT <
Part Nurnber : ISS-B-HN
Request Quantity : |-|1
Include Details Flag : I j
Transaction Reference :
| Select the Regional \Warshouse from the list.
53 Select Y-Yes under Include Details Flag:
#= Regional Stock Check E
File
whoTo I CENT j
Part Mumber ; ISS-B-HN
Request Quantity : |11
Include D etails Flag : IY ez

Transaction Reference :

|Select " to include details flag or "Na' to exclude it.

5.4 Click File -> Send.

You will be directed to the RSC In box.

Send Chrl+D I‘I 1
Regret Sending Chrl+G

Print Chrl+P

Exit

m— .  P— ]
i
Mew Chrl+
Cpen Chrl+0 ICENT j
COpen Response  Chrl+R
Save Ctrlts ISS-B-HN

|Select 1" toinclude details flag or “Mao” to exclude it

In server .12, access SAE
Double-click Sales Order
Click Business Transactions

Click Regional Stock Check

oS BN

Proceed to step 8.2

-
s 7
PreTSs PN~ - v e |

FITUCAT G e PR
BECHEA | fcum v |

e

ke ey P Bl Yl
To [ Se Rt i
Tobocst 000

O Bty
Lo

PR s
T Tt e

Spevice Pack:
User Mama

To reéd any notification sent by CENT on the part number you were enquiring from, simply:
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5.5

“ sales Order Processing system 7.2.2248
File Edit Line Parts Customer Order Status [

Series A Tupe |Quote 'I

Flag Future Lines to Include in Usage v

Order and Invaice | Delivery I Accounting I Papme

Maintenance  Help

Click Business Transactions -> In Box. A window will appear.

Mo

Swagelok Regular Message

0010008879

Status IEI_

Regional Stock Check

ematks and Cust PO I Tax and Delivery | Sales Aganll

E-Comm CQuate
ABC Engineel E-Comm Crder
Order b - Order D at
rder by 102341 . E-Carnm Order Change 7 QhEE DEE 261242014
Invnice to jn234.1 ABCEnginesn  Ehiz Transactions 7 Ship Date I
Wuote Valid Date 254152015
X Shipment Complete i~
123 Acacia Avenue
Jakarta Ship Complete T arget Date 25472015
Ship Date 23/1/2M5
Order Schedule Ship by Date
111222 Follow Up Date
Line  Sub Stock Code wiH A To Promise Quantity  Price Unit  Discount  Met Price ExtPrice  USD
fo o | Jot | | |
Save | duvailable Duartity TotalExcl  3199.68
Awallable at the Distributar Home Regional Tax lgg— Zero Rated on Sales  Tqtg) el 3199.68
& s O Ak CEst TaxAmount 0,00 Mon Taxable  0.00
" Specials " FRO Review ¢ FRA Responses S
Planning Group Feorder Level Order Quantity B i G
S\ FF Strategy Dizgtributar Bank,
Line | 5ub | StockCade | Deseription |WH | Guantity | Pric |Dise [Tt | FRE| Tax £
10 0 55-400-3 UNION TEE o1 10 93.93 0 933.90 [
20 0 5563758 BALL WALYVE o1 2 93.93 0 199.98 [
a0 0 S5-AC1 CHECK WalVvE o 5 99.93 1} 493.95 oo
40 0 55-4BHT-24 BRAIDED PTFE HOSE 01 4 99.99 0 399.96 oo
50 0 {ESBHN HE= MIPPLE 01 11 99.99 0 09383 0 0
5.6 Click on the RSC tab.

The RSC Inbox will list down all the part numbers that all users have enquired about.

& Incoming Messages

File Maintenance

[ SiFRD )i SAFOE I

RDU

ROS

|

RFE

1

3AWEB/ED]

FBC 1 FFS
| Shipmen! Nurbe| Shipment Date | Invoioe Number [ Invoice Date__|Shin To Fieceived Dale
—E-—--—-«J,.
|
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6.0 HOW THE RSC INBOX SHOULD BE READ

The part number enquired, along

Initials of a CSR. In this example, HT with the quantity needed by INDOF.

stands for Heriyanto Tio.

& Incoming Mes sages

)i I FOE FPS 1 ROE |
ROT 1 RPB )i REC i RPS il
Uszer Feceived Date
[ CE 8205.591000 2971272014
I [Hr 55-1210-3-12-4 20 1| 7307.225000 294122014
I |[ur 55-MD-2 20| 1| 7307221000 291122014
I |[ur 55-1210P 20| 1| 7307_290090 291122014
I |[ur S5-12MO-5ET 20| 10| 7326.908588 291122014
o1 S5-6MD-GET 20] 10| 7326.908588 294122014
I |HT 55-1214-1 Z50] 1| 7326.908588 294122014
I |HT 5512131 Z50] 1| 7326.908588 294122014
Drelivery Information:
—
Regional Type Cluantity Source Destination [Drates
0 CENT FUTURE |3 SWGLK |CENT 2/2/2015
0 CENT STOCK |0
0 MICRO  |5TOCK. |0
i GLEX STOCK. |3 ]
v
FUTURE: Quantity given next to it is the quantity the Regional will be getting in
future

STOCK: Quantity given next to it is the quantity the Regional has in stock at that
point of time
CONTACT: FLOWAN to be sent out

Private and Confidential. This document and information contained in it are the confidential property of Swagelok
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7.0 PRINTING A QUOTATION

This step allows you to generate the quotation in PDF format so that you can send it to the customer.

This document contains all the necessary information for the customer.

The document features hyperlinks that connect the customer to details of the items they enquired about.

To attain the Quotation we just created in PDF format, continue with the following:

7.1

Click the following: File -> Print -> Quotation

7.2 Click Yes.

A new window will appear.

Printing E |

l:g] You must save changes firsk! Do wou want to save the changes?

‘; Sales Order Processing system 7.2.2248
§ICW Edit Line Parts Customer Order Skatus  Business Tramsactions Maintenance Help
R el
Open... a0 8 Mo 0010008879 Status ID
Save Cerl+5
Stome b [ EgioD Payrment Card I Dates  Remarks and Cust PO | Tax and Delivery | Sales ﬂgentl
Order Select. ., Ctr+F
Pending FROs. .. E hai i
Copy Order... _ngfneerfng Custarner reference ISparkeS, Stever P
Delete... FNQINEENng ECOMM Sender 1D I
Quotations » Dur reference ISA
R R . » Purchase Order Mo I
o [FAG et 1138
drder Confirmation bz I
Order Parameters. . Ctrl+H . )
order Templak Packing Slip
r, erl SIS o0 ML FRI) Responses
Ship Line Item Complete 3 ,
it " Delivery Proposal
ertificate
P ————— Delayed Shipment Report Unit  Dizcount  Met Price ExtPrice USD
o i i Hard Allocation of Stock To Orders
Sales Order FRO's Production Order Pick List
Sales Order RSC's Comporent Where Used Report L Total Excl 3193.68
nalloeate Sales Order Lines Labor Analysis Report Zero Rated on Sales  Tatal Incl 3199.68
- MMargin Analysis Report 0.00 Mo Taxable 0,00
: i} A0 Responses |
FRQ Price G
Flanning Group Reorder Lewvel Order Quantity 0 e (e s
S FI Strategy Distributar Fank
Line | Sub | StockCode | D ezoription |WH | Quantity | Frice | Dizc | Tot | FHQl Tan £
10 0 55-400-3 UMNIOM TEE m 1a 9595 a 959.90 o o
20 0  55-63T58 BaLL WALWVE m 2 95.95 a 159.98 o o
a0 0 55-4C41 CHECE walwvE m ] 93.95 1] 455 95 oo
0 55-4BHT-24 BRAIDED PTFE HOSE a o o
¥ MIPPLE 1]
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7.3 Click on the Envelope Mail icon.

A new window will appear.
b_g:-x:"-.,Reports"-.,Live"-.,SWl]1l]ll]l].rpt

4 4 10f3 > M o= |%1unz “|| Totas 100% 5of5

Swagelok Indonesia

Indofluid System Technologies Pte Ltd
\“QQQ\Q& 10 Ubi Crescent, #05-07 Ubi Techpark Lobby E, Singapore 408554

Tel: +65 6002 5200 Fax: +65 6002 5201

Email info @indofluid swagelok.com

Value beyond the expected™
Authorsed Swagelok Sales and Senvice Centre for Indonesia

Swagehd vdoresia i a fading mame of Wdo il Spstes Teohmologies Ple Lid

. . Fage 1 of 3
Swagelok Indonesia Quotation 0010006648 g
M any thanks for requesting a quotation from Swagelok Indonesia, If you reguire any further assistance relating to this

guotation, or if you wish to place an order, please contact us and reference the Swagelok Indonesia G uatation number

lirm T Frill dedmile min v e it anwmed ke el mnie e e e liale bmim 4o it e e e

7.4 Select Acrobat Format (PDF) under Format and Disk file under Destination.
Click OK.

Export

Eormat;

I.-'l'-.cn:ul:uat Format [PDF] j

Destination:

| Disk: file =l

7.5 Select All and click OK
Export Options

—FPage Ranage
a4
" Page Range:

Fram: |1 T I'I

Caricel |
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7.6 Click the Transactions folder

B¥: Choose export file X
" -
{\ )“\ /; | . = Syazanawati Abdul = AppData = Local ~ Temp » S - m ISearch ¥l
Organize >  $3 wiews * | Mew Folder @
Mame = I'I Date modified |v| Type I'I Size |v|
Mo ikems makch your search,
1M Computer
!E. Documents
!E Pickures
!B‘ Music
|4 Recently Changed
@ Searches
| Public
Folders L
File name: I Ewn10100] j
Save as bype: IPDrtabIe Document Format (*.pdf) j
= Hide Foldersl Save I Cancel |
v

7.7 Save the file with the format: SOP No(of the quote).Customer Code.
In this example, it would be as follows:

Value beyond the expected™

B Choose export file
=

&2 Wigws

Jrganize

Fawarite Links
, Transactions
PR Desktop
1M Computer
!E. Documents
!E Pickures
!D Tusic
|4 Recently Changed
E‘ Searches
. Public

Page 1 of3

lating to this

uatation number

Folders ”~

File name: | 0010006679,i0234-1] =]
[~

Save as bype: IPc-rtabIe Docurent Format (*.pdf)

= Hide Foldersl Save I Cancel |

2
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7.8 Select 1) Domestic and click Ok

[+9) Swag@... I.‘:' =l ﬁ1
OwooR\

Please select a template to use

.

0 2) Export

AL x D

7.9 Select 1) Yes and click Ok.
A new window will appear.

[ [+ %) SWEQLLJE[!II... I. =NEE] ﬂh1
SRS

ls the customer an end user?

i Select No if the customer is a Supply

© 2 No

House.
—_— Please refer to point 12.0 to differentiate a
" supply house from an end user.

[ |
| ——

7.10  Ensure the Total net weight: 4.4608Kg is checked.

Click Ok.
tw Swagelok Indonesia Dashboard v3.3.1.0 |. I]E\J l = B & )

Swasdde

Information

Total net weight: 4.4608Kg.

Potential Processing Errors

( Ok ) Cancel
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The following windows will be spread across your 3 monitors:

Saaa

When making a quotation with Swagelok’s internal system, the Quotation will automatically be saved in a folder
bearing the SOP no., under the Customer’s folder.

8.0 ARCHIVING & E-MAILING A QUOTATION

Documenting is an essential practice to be upheld within Swagelok Indonesia.

It serves well as a form of communication amongst all associates.

Associates can refer to the e-mails, PDF files and etc. in regards to that particular customer.

When making a quotation, you need to understand the importance of archiving important e-mails sent to or received
from customer.

In this example, we need to ensure the following documents are in the SOP folder 0010006879:

1. E-mail Enquiry from Customer

PN provided by Sales
Any other communications

2. Quotation E-mail sent to Customer
3. Quotation PDF file

4. RSC

5. FRQ

6.

7.

Before archiving the documents above, you need to e-mail the quotation to the customer.
Proceed as follows:
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8.1

Heriyanto

Drag the customer’s e-mail address (from the Customer’s Enquiry) to the To... box (in the Quotation e-mail).
Drag the customer’s enquiry e-mail to the e-mail too, so it becomes an attachment in the e-mail.

Swagelok Indonesia Quotation - 0010006

:lr]nm -M-essage Insert  Options  FormatText  Review Adnh;P:F -
E:'mm: RFQ Request 1134 =l Bac perders 7|0 TIA S 1% M v @ J
Paste B f U |%®-A- Address Check | Attach Attac
Dearsir - < Fomat Painter = - Book MNames  File Item
' Clipboard Basic Text Names Indiu
Please can you provide a quote for the following items: - N et
1) 55-400-3 10 off Sﬁ To.. Sparkes, Steven P.;
2) $5-63TS8 2 off ce.
3) §5-4C-1 5off
4) SS-4BHT-24 4 off Bec...
5) S$S-8-HN 11 off Subject: Swagelok Indonesia Quotation - 0010006879 for RFQ 'FRQ Request 1134'
Best regards, Attached: T uotation-0010006879.i0234-1-1.pdf (194 KB
Steve Hello,
ABC Engineering Swagelok Indonesia Quotation 0010006879
Jakarta|
Thank you for your recent enquiry, please find attached our quotation for the
Introducing Swagelok IPT Series Medium & High Pressure Coned & Threaded F
8.2 Type any additional message within the e-mail, if necessary, and hit Send.
The sent e-mail will automatically be saved in the SOP folder.
Search INDOF-WMT - Inbox [Ctrl+E)
B | 1] | Oy @] From Subject Received Size Categories 7
L~ 0 SwagelokPutranata FW: PT Putranata Adi Mandiri ... Wed 24/12/2014 12:19 PM 253 KB [] Enni
[~ Wil SwagelokPutranata FW: PT Putranata Adi Mandiri ... Wed 24/12/2014 10:558 AM 211 KB [1 Enni
[~ 0 SwagelokPutranata FW: PT Putranata Adi Mandiri ... Wed 24/12/2014 10:50 AM 574 KB [] Enni
,_% Ambarita, Antoni Re: Swagelok Fittings Tue 23/12/2014 11:39 AM 25 KB [] Enni
,_% HELEMA Swagelok FittingsFrom Sub Tue 23/12/2014 11:10 AM 30 KB [ Enni Y
.~ Mina Yuliawati RE: Swagelok Indonesia Quot... Tue 23/12/2014 10:29 AM 105 KB [] Enni
= =&  Munthe, Samuel RE: PT Putranata Adi Mandiri ... Wed10/12/2014 5:29 PM 137 KB [ Enni A\ d
a Categories: Heriyanto (14 items)
[zp I Abdul Rehman BID_PHE WMO PROJECT EPSC.. Mon 29/12/2014 £19 PM 575 KB B Heriyanto v
,_% 1l Winnie Gan Req for catalogue: Swagelok ... Mon 29/12/2014 412 PM 62 KB [l Heriyanto v
7 ,_% Il Salman Re: Swagelok Indonesia Quot... Mon 29/12/2014 3:23 PM 154 KB [l Heriyanto Y
[~ Il SwagelokPutranata PAGENT PO#1001153 samples ... Mon 29/12/2014 11:55 AM 63 KB B Heriyanto Y’
[~ Juhendry Re: [Request For Quotation]P... Fri 26/12/2014 12:40 PM 790 KB [l Heriyanto
= @ INDOF-WMT RE: RFQ) BOSS Wed 24/12/2014 5:20 PM 6 MB W Heriyanto Y
,_% Il Rudy, Alfiyansyah FW: Swagelok Indonesia Quo... Wed 24/12/2014 12:44 PM 44 KB B Heriyanto
.~ indomakmur@dnet.netid RE: Swagelok Indonesia Quot... Wed 24/12/2014 12:04 PM 22 KB [l Heriyanto
[~ Wil SwagelokPutranata FW: PT Putranata Adi Mandiri ... Wed 24/12/2014 10:558 AM 211 KB [l Heriyanto
L~ Il SwagelokPutranata FW: FT Putranata Adi Mandiri ... Wed 24/12/2014 10:50 AM 574 KB B Heriyanto
,_% Wong Wan Zhen FW: [SPAM] - PW: Spares Mon 22/12/2014 11:33 AM 63 KB W Heriyanto Y
,_% Dipo Tju Inquiry Swagelok Part Tue16/12/2014 4:47 PM 14 KB [l Heriyanto v
L~ Il Sparkes, Steven P. Purchase order for Swagelok ... Mon3/12/2014 12:44 PM 147 KE B Heriyanto
.~ Sparkes, Steven P. RFQ Request1134 Thu 4/12/2014 3:49 PM 19 KB l Heriyanta
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8.3

. v Quotation » 0010006879

Drag the customer’s e-mail enquiry into the same SOP folder

Organize +

| 0| Open -

. Favorites

Bl Desktop

4. Downloads
4 Libraries

UE
= Recent Places

Share with +

Print

i Mame

Burn

Mew folder

>

EI] Quotation-0010006872.i0234-1-1

-1 RFQ) Request 1134

-1 Swagelok Indonefi

Quotation -00100068...

Date modified Type

26/12/2014 418 PM
29/12/2014 8:19 PM
26/12/2014 4:23 PM

Outlock Item
Outlock Item

Adobe Acrobat D...

Size
195 KB
33 KB
279 KB

8.4 Tick the e-mail enquiry in the WMT/to indicate that that customer’s enquiry has been answered
Search INDOF-WMT - Inbox [(Ctrl=E) 2
B |1 | Oy |0 From Subject Received Size Categories W
=] Il SwagelokPutranata FW: PT Putranata §di Mandiri ... Wed 24/12/2014 12:19 PM 253 KB |:| Enni
L~ Il SwagelokPutranata FW: PT PutranatgfAdi Mandiri ... Wed 24,/12/2014 10:558 AM 211 KB [ Enni
[~ 1 SwagelokPutranata FW: PT Putranaja Adi Mandiri ... Wed 24,/12/2014 10:50 AM 574 KB [] Enni
,_,5, Ambarita, Antoni Re: SwagelokFittings Tue 23/12/2014 11:35 AM 25 KB [ Enni
= swagelok FritingsFrom Suby Tue T 0T Tt LE [ Enni \ d
C—-:::anati RE: Swagelok Indonesia Quot... Tue 23/12/2014 10:29 AM LOSD [ Enni
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9.0 DETERMINING THE TYPE OF CUSTOMER

Before quoting a customer, it is good to check if the customer is an end-user or a supply house.
To know which is which, you need to check on the customer’s price list.

Generally, supply houses will be given different discounts as compared to end-users.

If customer’s price list is 01, means it is an end-user customer
If customer’s price list is 03, mean it is a supply house.

9.1

Click Sales Order in SAE

File Menu

j -
s ' ‘-:_ e
Sales Order Purchase Order Production Inventory
Order Management
S S
Mote Templates ECOMM Editor Quick Quote Talk Notes

RA and Umnit
Sales

&

View Locks

9.2

Click the tab Customer then Customer.
A new window will appear.

| ", Sales Order Processing system 7.4.2284
| File Edit Line Parts Crder Status

Series A Tupe IE

Flag Future Lines to [nc

Business Transai

Sales Ledger...
Credit Check. ..
Internal Mote

Special Instructions

Order and Invaoice I Dl

Talk Mote

Bty Il Inwaice Hiskary

Invoice to | Change COrder Status
Reports 4
Codes L

P25 Segmentation Field Captions
Update Active Flags
Bulk Update Customer POS Fields

9.3

Flle WorkWikh Credi:

Customer Mo Name

Main I

Entendad Tﬁled\t-F‘aymemr‘ smmics-gudgenT

Customer Settings

Customer No Active

| Currency
Delivery Name

Name

—

r

LongName

Address Delivery Addiess

| I S -

| I S -

Type the customer account code in the blank next to Customer No.

ZAN

Key in ?.(Customer’s short name) if you are

unsure of the customer code.
E.g. ?.fluida
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9.4 Click the Extended tab

& customer 7.4.2284 [x]
File Workwith Credit
Customer Mo 101461 Mame PT FLUIDA ENERGI SISTEM INDOMNESIA
Main Evtended ICIEd\t—Paymenlﬂ‘ Statistics B udgelT Customer Settings
Purchass Number |
Riequisition Nurber |
TargetUnit— [ay: = PricsList |03 Supply Houses USD
Tagts B Curency LSO
Tage: 0 [~ Discount on Pricelst 00 Orly
Reference | | [~ Best Choice Df
o] =l ™ Praduct Groug Discount
[~ GQuantity Break Discount
[V Acioss the Board Discount 25
] I~ Order Value Discourt
Met Price Cust
Dete | Defmit | sae | I i sy
I~ Freight Charge
[~ Small Order Charge
Saler Agent Saes  OrderVabe | | [ Ship Camplete
[~ Ship Line Item Complete
SURABAYA SOUTH 00 [100 L s
B 0
[ [l Jo | [ OrdersOnBehal Of
I Project Customer
¥ Sync with CAM
™ Swagelok Transfer Customer
LanguageCode [0 UK Engish 7 Include In WARD
Document Code 0
o Custom Solutonss
Cansignment Redistibution .
WHOTO Region Branch
[ Enter custamer's name.
9.5 Refer to the Price List to determine if it is a supply house or end-user

Price List
Currency 5D

II:IS Supply Houzes USD
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10.0  APPENDIX #1

Abbreviation or

What it Stands For

What it Means

Acronym
CS Customs Solutions
Associate who works in the Customer Services
CSA Cust Services A iat .
ustomer >ervices Assoclate Department in INDOF or JKRTA

CSR Customer Services The company department responsible for Customer

Representative Services within the operations
JKRTA Putranata Agent Another term for PT Putranata Adi Mandiri
RSC Regional Stock Check A step done to know how many stock available for a

regional (common) item

SwagelokPutranata

PT Putranata Adi Mandiri’s
Workflow Management Tool

This is the WMT that is used by PT Putranata Adi Mandiri

This is the shared Outlook Inbox that is used to manage

WMT Workflow Management Tool . s
customer business and opportunities
FRQ Factory Request Quote
11.0  APPENDIX #2 — SHORTCUTS WITHIN SAE
Shortcut What it Prompts When it is used
Ctrl+ B Window to key in Special (Only for line items) When the line item is highlighted in

Note(s) of a line item

blue and you wish to add some Special Note(s) for it

Ctrl + [(Capital i)

Window to key in Internal
Note(s) of a line item

(Only for line items) When the line item is highlighted in
blue and you wish to add some Internal Note(s) for it

Window to send enquiry to

When regional item is out of stock and you need to check

Ctrl+R CENT for stock check on a how many is available in order to quote customer the
regional item delivery time for that item
Ctrl+S N/A When any changes are made in SAE
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