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Create Service Confirmation

This help guide will walk you through

- general information about service confirmation Page 2
- how to create a service confirmation Page 5
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General/High-level Instructions



Service Confirmation

A service confirmation is a document created by the
supplier once services are rendered to indicate to
Roche/Genentech that the services have been provided.

Roche/Genentech must accept the service confirmation
before a service invoice can be created by the supplier
from the service confirmation.

Service confirmations can only be created once the
order is in Supplier Acknowledged status. If the order is in
Sent to Supplier status, you will first need to
acknowledge the order before you can create the
service confirmation.
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Note for Roche Suppliers

Roche is currently not requiring service confirmations
from suppliers prior to submitting a service invoice.

To create a service invoice, please review our Create
Invoices Quick Help Guide on the Supplier Website
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Detailed Process Steps
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Create Service
Confirmation

Buy“m Catalog  Sourcing  Contract  Purchasing Invoice  Buy Sell  Supply Chain Collaboration =~ QMS Q N @ @

1. Click Create on the home page

Invoice 9+) (DFOLLOW UP (26)D

Service Confirmatior:

Using Order | ()3

My Tasks

. o . t. Using Excel
2. Click Service Confirmation
Document Number Supplier Purchase Type Order Total Pending On Pending
Supplier
Profile P000051087 Standard 300,000.00 07/04/2023 02:08:... 0 Days (
Copy P000089630 Standard 10.61 07/04/2023 02:06:. 0 Days (
3 C [l C k Usi n r e r P100018200 Standard 0.00 04/27/2023 01:53: 68 Days
. g Ord
Copy - Copy P100009016 Standard 10.00 03/24/2023 08:47: 101 Day
P100005354 Standard 100.00 02/27/2023 05:04.... 126 Day
P100002206 Standard 3,300.00 02/09/2023 10:49.... 145 Day
P000042662 Contract Flip to Pu... 14,992.00 02/09/2023 10:44:... 145 Day
Copy mb P000023490 Standard 100.00 01/12/2023 12:57.... 173 Day
P000117262 Standard 10.00 10/03/2022 06:10:... 273 Day




Create Service
Confirmation cont’d

4. From the list of available orders,
find the applicable order and click
USE ORDER to start the service
confirmation

Buy

BUYum Catalog ~ Sourcing  Contract ~ Purchasing Invoice  BuySell  Supply Chain Collaboration ~ QMS Q

My Tasks

A

Create

Supplier
Profile

< @ MANAGE - ORDER

DoNotUse PO3 for SC
SUPPLIER ACKNOWLEDGED
Order Number : PO00028467 | Order Total : 1000000.00 CHF | Order Contact : GGEPCHBSTBO1 Roche Buyer | Author : 9GEPCHBSTBOT Roche Buyer | Creation Date : 5/25/2021, 10:58:49 AM

PO1 for Request396 - Copy
SUPPLIER ACKNOWLEDGED
Order Number : P000027531-002 | Order Total : 3222.00 CHF | Order Contact : 9GEPCHBSTBO1 Roche Buyer | Author : 9GEPCHBSTBO1 Roche Buyer | Creation Date : 5/5/2021,11:17:22 PM

DoNotUse P06 for SC
SUPPLIER ACKNOWLEDGED
Order Number : F

471 | Order Total : 780.520 CHF | Order Contact : Roche2 AdminTemp | Author : Roché Interface | Creation Date : 5/25/2021, 11:02:09 AM

PO1 for Demo - Fixed + Variable - Splits
SUPPLIER ACKNOWLEDGED
Order Number : PO00034473 | Order Total : 9000.00 CHF | Order Contact : 9GEPCHBSTBO1 Roche Buyer | Author : 9GEPCHBSTBO1 Roche Buyer | Creation Date : 6/25/2021, 2:00:58 PM

< PO1 for TC16 Mannheim 2
SUPPLIER ACKNOWLEDGED
Order Number : PO00086611 | Order Total : 52000.00 CHF | Order Contact : 9GEPDMHCDTBA Buyer | Author : GGEPDMHCDTBA Buyer | Creation Date : 3/22/2022, 6:02:42 PM

PO1 for PO Requisitioner
SUPPLIER ACKNOWLEDGED
Order Number : PO00083207 | Order Total : 1500.00 CHF | Order Contact : 9GEPCHROBRO1 RocheBirthRightinternal | Author : SGEPCHROBRO1 RocheBirthRightinternal | Creation Date : 3/9/2022,11:16:21 AM

un@@

USE ORDER
USE ORDER
USE ORDER
USE ORDER
USE ORDER

USE ORDER




Add Basic Details

1 Error - Supplier Service Confirmation Number field should not be blank (GED3

o o o 0
1. rvi nfirmation @
U pd ate se ce Co at o v BASIC DETAILS Go To Line Details =
Name |f n eed ed Service Confirmation Number Service Confirmation Name * B e e Order Number Order Name
$C-07:23-08251 ServiceConfirmationd for POT f Descriphion PO00027531-002 PO1 for Request396 - Copy
2 E nter s u pp Ijer se rVice Currency Supplier Code Supplier Name Field Supervisor * v Created By
' CHE 10002758 8 gGepcHBsTBO Roche | | Work Location L
o o
Confirmation Number
Created On * Purchase Type Additional Approver(s)
07/04/2023 Standard Select [ ERS (Auto-create invoice) (D) External Id Local Reference Number

3. The Field Supervisor (Buyer
contact) is updated automatically
from the order

4. Click Next to proceed to J
Additional Details
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Add Additional
Details

1. Update Additional Details section if
required

2. Click Next to proceed to Notes &
Attachments
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< SC-03:24-08403 X3

~ ADDITIONAL DETAILS

(ORI =) Comments and Attachments




Add Notes &

Attachments & sonsaim -~ NI

NOTES AND ATTACHMENTS

Before submitting, add any comments 2N = O
and attachments or any supporting @ I'_"I = &

documentation.

Notes External Link

1. Click on File Upload to upload
attachments or Notes to add

comments @

2. Click CLOSE after uploading to B - | - | - )

close the pop-up window @ ATTACHMENTS
3. Click Next to proceed to Line Drag and Drop flehere OR UPLOAD DOCUMENTS
Supported file formats:.doc,.docx, jpg,.pdf, ppt,.pptx, rtf, xls, xlsx, xlsxd,.7z,.bmp,.csv,.epub,.gif, html,.mht, jpeg, msg,.
H H Limited to file(s) of 20MB each.
Details section e o i
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Enter Line Details

1. Click on Add Sublines

The entered values will be reflected in
the blue shaded area after adding the
service confirmation lines.
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oche)

¢ SC-04:24-08423

My Tasks

@

Create

3
Supplier
Profile

1 Error - Line 1: Price field should not be blank

0.00USD | 3

1. Service 01

Line Type
Amount Based Service

Start Date

0}

Ship To
Add Ad Hoc Address in OBO

uom
ACTIVITY UNIT ®

Completion Date

~ ®

Ship To Address
test 1, 9864, Basel, Switzerland

Quantity

i

Category
Agility Consulting (Y35050200)

Reference Invoice Number

Price (USD)
0.00

Contract Number

Reference Invoice Status

Line Value (USD)
0.00

Contracted Subline Value (USD)
0.00

=

(0]

Consumed Date

MM/DD/YYYY

Non Contracted Subline Value (US.
0.00

0}

LINES ACCOUNTING

Print Preview

S

Add Sublines

Go to Basic Details

<

>




Enter Line Details
cont’d

2. Select the Subline Type from the
dropdown

3. Enter the Unit of Measure (UOM)

4. Enter the Price (it can’t be higher
than the original PO amount)

Buy

Supplier Personnel Name

Subline Type

Amount Based Service

Select

Select

Select

Select

4

v

Activity unit

Quantity

1.00

0.00

0.00

0.00

0.00

Price (USD)

(078 Blank Subline(s)

Line Valy

50.00 50.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00




Enter Line Details

CO nt’d « & ADD SUBLINES
Home Selected Subline(s) 1 Blank Subline(s)

:Q Add Blank Subline(s) Supplier Personnel Name Date Start Date Completion Date Ship To
5. Select the service Start Date My Tasks
2 = MM/DD/YYYY MM/DD/YYYY Add Ad H
7 S
sreate = YYY MM/DD/YYYY MM/DD/YYYY Add Ad H
o

6. Select the Completion Date SF:S':?er ~ ; s I— e A Add AdH

Profile §
YYY MM/DD/YYYY MM/DD/YYYY Add Ad H
: More = Yyy MM/DD/YYYY MM/DD/YYYY Add Ad H
7. Clickon Add — .

Start and Completion dates need to be
within the date range indicated on the
purchase order.
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Enter Line Details

SC-04:24-08423

cont’d

8.

10.

Enter the Description for the line

Click SUBMIT to send the

Add Sublines g, [ [P
confirmation to Roche/Genentech g
Subline Number | Supplier Personnel Name Description ISupplier Item Number Item Number Shor

Click OK to close the success
pop-up box; you'll then be directed
to the Service Confirmation screen
where the document will show in
Approval Pending status

Buy

My Tasks

Z

Profile ‘

Ship To
Add Ad Hoc Address in...

0) ®

Ship To Address
test 1, 9864, Basel, Swi...

Reference |

LINES ACCOUNTING

Line Type uom Quantity Price (USD) Line Value (USD) Consumed Date
Amount Based Service ACTIVITY UNIT O 1 50.00 50.00 @) = 0)
Start Date Completion Date Category Contract Number Contracted Subline Value ... Non Contracted Subline V...

Agility Consulting (Y35.. -

nvoice Number

Reference Invoice Status

50.00 USD |

0.00 50.00

=

TEST 1 Description

Print Preview

() SUCCESS!

Service Confirmation Submitted Successfully

Rows Per Page :




myBuy | Quick Help Guide

You can find additional quick help guides on how to make changes to your myBuy GEP
SMART supplier profile on roche.com, including:

e Register for myBuy GEP SMART

e Update myBuy GEP SMART Supplier Profile
e Managing Purchase Orders

e C(reate Invoices

e (reate Service Confirmation
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https://www.roche.com/about/sustainability/suppliers/invoice/mybuy-gep-smart/

