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1 Introduction

This guide describes the Yara Service Entry Management application built on SAP Business Technology
Platform (BTP). It is written for two audiences:

1. Supplier Vendor Service Administrators create and manage Service Entry Sheets on behalf of their

organization.

2. Employees Yara internal employees who monitor procurement activity and approve or reject Service

Entry Sheets.

1.1 Application Modules

The application is accessed via SAP Business Network and contains three modules:

e Purchase Order Line Items View and act on Purchase Order line items addressed to your

organization.

e My Service Entry Sheets Create, manage, submit, and track Service Entry Sheets.
e Pre-Calculation Tool Create and manage pre-calculation estimates against contract service lines.

1.2 Glossary

Term

Definition

Completion Reported

The status assigned to a Service Entry Sheet once it is submitted by the
supplier. It awaits Yara approval.

Confirmation

A system-generated number is assigned to a Service Entry Sheet once it is
successfully submitted to Yara.

Estimate

A PCT record containing contract service lines with planned quantities and
factors.

Final Entry (FEI)

A flag on a Service Entry Sheet indicating that this is the last submission against
the PO line. Signals to Yara that the line may be closed.

Open Order Quantity

The remaining quantity available for entry on a PO line item, calculated as the
ordered quantity minus quantities already accepted.

Pre-Calculation Tool (PCT)

A tool for producing service quantity and cost estimates before creating a
Service Entry Sheet. Estimates can be downloaded and re-uploaded to pre-
populate Service Entry Sheet lines.

Service  Entry  Sheet
(Service Entry Sheet)

The formal record of services rendered by a supplier against a Purchase Order
line item.
Table 1: Glossary

2 Accessing the Application

The Yara Service Entry Management application is accessed through SAP Business Network
(service.ariba.com). You must be set up as a Vendor Service Administrator for your supplier account.

© 2026 SAP SE or an SAP affiliate company. All rights reserved. See Legal Notice on www.sap.com/legal
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2.1 LoggingIn

1. Open abrowser and go to https://service.ariba.com. Enter your credentials and log in.
On the Business Network home page, click your profile icon (shown as your initials) in the top-right corner.
3. Select Switch to Test Mode from the dropdown menu (Applicable for Non-Production Environments only)

Note: Once you switch, a yellow banner appears at the top of the page: "You are in test mode. Changes
made here will not affect the live environment." This confirms you are in the correct environment to access
the Yara BTP application.

4. After switching to Test Mode, scroll down to the Highlights section on the home page.
5. Locate the Application gateway tile on the right side. Click YARA Service Entry Sheet Portal.

ET7 Business Network = Ewpe Sandord  Upgade @ O Ry @ GOS

Home  Enablement  Store  Discovery - Workbench  Catalogs - Assessments  insights  Propossls-Questionnaires & Contiacts Gustavo Da Siva

BN TEST VENDOR 2 CC HIM

Welcome to SAP Business Network

Company Profile

Overview
Settings

Open postings Matched Loads invied Loads Enablement Tasks
Standsed Standard Standard Stancard Senice Subscriptions

0 0 0 & Swtch Account )

st to s
o Contact Administrator

Sign Out
—
Setup Actions
Confirm e Configure ¢ pree i Addroles and users  Add product and service categories  Add ship-io o service ocations
Highlights
Profie Views Asplication gateway

& - & &

Sorry, this widget Sorry, this widget ’
Sorry, you do not have is unavailable. is unavailable. There is currently no data
permission to view available for this widget.
ssior [ — [H—
this widget.

Figure 01: SAP Business Network — profile menu open with Switch to Test Mode highlighted
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Application gateway

|

Sorry, this widget
is unavailable.
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Figure 02: SAP Business Network in Test Mode — Application gateway tile highlighted

2.2 Landing Page

Clicking the portal link opens the Yara BTP application. The landing page shows the Procurement Operations

section with three tiles.

1. Purchase Order Line Items Click to open the Purchase Order Line Items listing.
2. My Service Entry Sheets Click to open the My Service Entry Sheets listing.
3. Pre-Calculation Tool Click to open the Pre-Calculation Tool (Estimates) listing.

Eq vara

Home v

Procurement Operations

Purchase Order Line
Items

My Service Entry
Sheets

Pre-Calculation Tool

Q (2 B

Figure 03: Yara BTP landing page — Procurement Operations section with three application tiles
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3 Purchase Order Line Items

The Purchase Order Line Items page lists all PO line items replicated from SAP ECC that are addressed to your
organization. From here you can search for lines, view their details, and start the Service Entry Sheet creation

process.

3.1 The Listing page

< [® vara  Purchase Order Line tems v

Standard -

Q

Purchase Order Line ltems (16)
Purchase Order Number

4503400580

0582

4503400562

4503400563

4503400584

4503400585

4503400885

4503400586

4503400479

4503400419

4503400420

4503400421

4503400421

4503400422

4503400363

4503400364

Purchase Order ltem Number

00100

2
-}

item Description
it

WATLPlanned

WAL - unplanned

WT- plaraed

WAT - planned

AT - planined

AT - urplanned

Unplanned - Test Print Price

Unt Rates PIPING TUR ReD 202026
Test BTP Services change
UnitRates PIPING TUR Ret D 2020
Planned Services Line

Unplanned Senvces Line

UntRates PIPING TUR Ret D 2020
Unit Rates PIPING TUR Ref D 2020

Unik Rates PIPING TUR Ref D 2020

Soarch in- Apps

Purchase

015387381

oo15387382

o1s387382

0015387383

015387384

fug 20,2026
Aug 20,2026
Aug 20, 2026
Aug 20,2026
Aug 20,2026
Aug 20,2026
Aug 20, 2026
Aug 20,2026
a3, 2028
M17,2028
17,2026
17,2026
17,2028
17,2026
10, 2026

10,2026

4600025521

4600025522

4600025522

4600025523

4600025523

4600025523

4600026523

4600025523

4600025515

4600025493

2600025483

4600025493

4800025493

4600025493

4600025493

4600025493

status

Figure 04: Purchase Order Line Items — full listing view

The listing shows the following columns: Purchase Order Number, Purchase Order Item Number, Item Description,

Purchase Requisition Number, Document Date, Contract Number, Status, and Unit of Measure. Records are sorted by

Document Date (most recent first).

3.2 Searching & Filtering

< [ vara  Purchase Order Line hems -

Standard -

Purchase Order Line items (16)
Purchase Order Mumber
4801400580
4803400882
4503400582
4503400583
4503400584
4503400585
4501400585
4503400586
4503400470
4503400418
4503400420
4503400421
4803400421
4503400422
4801400363

4503400384

Purchase Order ltem Number

Figure 05: Filter bar — Search field (left) and Adapt Filters link (right)

Unplanned - Test Prin Price

Unit Rates PIPING TUR ReD 202026

UnitRates PIPING TUR Ref D 2020

Unit Rates PIPIVG TUR Ref D 2020

Unit Rates, PIPING TUR Ret D 2020

Puschase Requistion Number

0015387381

oos3s7I82

omsse7aez

0015387383

oo15387384

Search i Apps”

Document Date = Cantract Number Status

fug 20, 2026
g 20, 2026
s 20, 2026
g 20, 2026
fusg 20, 2026
g 20, 2025
g 20, 2026
g 20, 2026
31, 7025
17, 2026
k17, 202
217, 2025
a1y, m28
17, 2028
i 10, 2025
I

10, 2026

4600025521

4800028522

4600025522

4600025523

4600028523

4600025523

4600025523

4600026523

4600025515

4600025433

4600025493

4600025493

4600025483

4600025493

4600025433

4600026493

v ) cow

1. Use the filter fields at the top of the page to narrow results. Available filters include PO Number, PO
Item Number, Item Description, PR Number, Contract Number, Document Date, and Status.

2. Click Go to apply the filters, or Clear to reset them.
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3. Usethe Search field on the left for a broad similarity search across all columns when you do not know
exact values.
Note: Click Adapt Filters to add or hide individual filter fields from the filter bar.

3.3 PO Line-Item Status Values

Status:

I _
Application v | @ Clear Adapt Filt

(] New

[] cChanged K
|_| InProcess

|| Confirmed

— ) Closed

e 1w

Figure 06: Status filter dropdown showing all PO Line-Item status values

Status Meaning

New The PO line item has been replicated from ECC. No Service Entry Sheet has been created
against it yet.

Changed The PO line item was modified in ECC after it was first replicated. Review the updated
details before proceeding.

In Process | A draft of the Service Entry Sheet has been saved against this line but not yet submitted.

Confirmed | A Service Entry Sheet has been submitted against this line. The status remains Confirmed
regardless of subsequent Service Entry Sheet approval or rejection.

Closed No further Service Entry Sheets can be created against it. A line reaches Closed when the
supplier marks the Final Entry indicator on a Service Entry Sheet

9/27
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Table 2: PO Line-Iltem status values

3.4 |Initiating Service Entry Sheet Creation

YARA  Purchase Order Line ems ~ Search in: Apps a @ &
Standard -
v rdes M 50 Ond b o bamber. Num -
a ] ) ] =) ) @ v ) cles AdaptFines
=

Purchase Order Line tems (16) Crosa Service Enry Shest Dowriosd (@1

Purchase Order Number Purchase Ordet tem Number ttem Deserpan Purchase Recuisiion Mumber Document Date = Contract Number Unit Of Measure
@ 03100500 00100 T ooisae73EL AU 20,2026 4600025521 AcT »
4503400582 w0100 oosasrsaz A 0,202 4600028522 acT >
4803400882 00200 MITA - unplanned oorsasTaaz Aug 20,2026 4600028522 AcT »
4503400583 00100 MIT- panned 015387383 AR, 2025 4600025523 AcT »
4503400584 oo100 MIT - planned oorsaerzs A, 026 aecoazssas AcT >
4503400585 o0100 MIT - planned Aug 20,2026 4600025523 AcT >
4503400585 00200 MIT - urplarned AU 20,2026 4600026523 act »
4503400506 on100 Urelanned - Test Print Price Ag0, 2026 4600025523 AcT >
1503400479 w0100 Urit Rates PIPING TUR ReD 202026 31,202 4600028515 AcT >
4803400419 o010 Test BTP Services change 17,2028 4600025493 AcT »
4503400420 o100 UnitRates PIPING TUR Ref D 2020 NI, 2025 4600025493 AcT »
as03400621 o010 Planned Services Line Ai17,206 4600028493 Drew AcT >
4803400421 o020 Urplarned Servces Line 17,2026 4600025493 AcT »
4503400422 00100 UritRates PIPING TUR Rot D 2020 17,2026 4600025403 actT »
4503400363 oo100 Uit Rates PIPING TUR Ref D 2020 10,208 400025483 AcT >
4503400364 00100 Unit Rates PIPING TUR Ref D 2020 Jul 10, 2026 4B00025493 @ Hew ACT >

Figure 07: Row selected — Create Service Entry Sheet button activates in the toolbar

1. Select the radio button on the left of the PO line item you wish to work on.

2. Click Create Service Entry Sheet in the toolbar. The Service Entry Sheet creation form opens with PO

context pre-populated.

Note: Only one PO line can be selected at a time. The toolbar button is greyed out until a row is selected.

3.5 Viewing PO Line-Item Detail

o [ s

Purchase Order Line ems ~

Standard -
hase rder Humber on
a a
Purchase Order Line items (15)

Purchase Ordar Number T

@ ssosonsso oo
4503400582 win
503400587 o0
4503800583 o100
503400584 o100
4503800585 o100
4503400835 con
4503400585 wion
4503400479 o100
4503800419 o100
4503400420 wowa
803400421 wion
50300421 o0
503400422 o100
4503400363 o100
503400384 o100

Figure 08: Navigation arrow at the right end of each row

Click the arrow (>) at the right end of a row to open the PO Line-Item detail page.

wir
MITL Planned
MITL - unpianned
MIT- planed
-

MIT - planned

MIT - urglanned
Urplarne - Test Pint rice

Urit Rates PIPING TUR RE 02025
Test 8TP Services change

UritRates PIPING TUR Ref D 2020
Planned Services Line

Urplanned Senvces Line

UritRates PIPING TUR Ref D 2020
Uni Rates PIPING TUR Ret D 2020

Urit Rates PIFING TUR Ret D 2020

Purchase Requistion lumber
co1s3eTser
015387382
cors387302
co1s38738

015387364

Search in: Apps”

Cocument Oste % Contract Number
Aug20,2028 4600028521
hug 2, 2026 4600025522
A 20,2026 4600025522
Aug20,2026 4600025523
A 20, 2026 4600025523
Aug20,2026 4500025523
hug 20,3026 4600025523
g0, 2026 4800025523
M3 207 600025515
217,208 2500025433
17,2025 500025403
17,2026 4600025433
H17. 2025 600025483
17,2028 2800075433
010,202 4500025483

10,3026 4600035403

v @) cow s

Create Service Eniry Sheet  Dawnload

Unit Of Maasue
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< [ vara  purchase Order Line hem v Swarch in: Apps Q ® A&

4503400586 - 00100

Unplanned - Test Print Price

Status
Confirmed
4600028823
ste: Aug 20, 2026
2
Existing Service Entries a1 a @
Semvice Entry Shest N, Confirmation Senvice Entry Sheet Description Puachase Order Number Contract Number Document Date = Invoicing statis Total Ve
1014188147 £100000090 UNPLANAIED 0824-003 4503400586 4600025523 g 24, 2026 13488 ER
| orat £100000007 4503800586

Figure 09: PO Line-Item detail — header fields and Existing Service Entries list

The detail page shows the full header information and lists all existing Service Entry Sheets associated with the
PO line, including their Confirmation number, Status, Invoicing Status, and Total Value.

Note: You can also start Service Entry Sheet creation from the detail page using the Create Service Entry Sheet
button in the toolbar.
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4 My Service Entry Sheets

The My Service Entry Sheets page is the central location for creating, managing, submitting, and tracking all
your Service Entry Sheets.

4.1 The Listing page

< [@vara  myservice Entry Sheets v

Standard

Service Entry Sheats (19)

Senvice Enwry Sheet Descrpton

saasta

Payment Dute - ststs

Figure 10: My Service Entry Sheets listing — full view with Create Multiple dropdown open

Columns shown: Service Entry Sheet Description, Service Entry Sheet Number, Confirmation, PO
Number, PO Item Number, Contract Number, PR Number, Total Value, Payment Date, Status, Invoice
Status.

Records are sorted with the most recently created Service Entry Sheet at the top.

e Available Toolbar actions

Action

Enabled When

Create Multiple

Always available. Opens a dropdown with two options: Import from Excel and
Download Template.

Copy One Service Entry Sheet row is selected.

Submit One In Process Service Entry Sheet is selected.

Mark Invoice Sent One Approved Service Entry Sheet with Invoicing Status = Not Invoiced is
selected.

Download One Service Entry Sheet row is selected.

Delete One eligible Service Entry Sheet row is selected.

Table 3: Service Entry Sheet — Listing page — Toolbar Actions

e Service Entry Sheet Status Values

12/27
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Status: Invoicing Status:
U v ]
(] InProcess
[ ] Completion Reported
(] Approved
(] Rejected
¢| ) Submission Failure
Figure 11: Status filter dropdown — all Service Entry Sheet status values
Status Description
In Process The Service Entry Sheet has been saved as a draft. It is not yet visible to Yara for
review.
Completion The Service Entry Sheet has been submitted to Yara and is awaiting review and
Reported approval.
Approved The Service Entry Sheet has been reviewed and approved by Yara.
Rejected The Service Entry Sheet has been reviewed and rejected by Yara. Review the
rejection reason and create a corrected Service Entry Sheet if required.
Submitting The Service Entry Sheet is currently being transmitted to Yara. This status is

transient and resolves to Completion Reported or Submission Failure.

Submission Failure

The submission encountered an error. Select the icon next to the status to view

the error details, then re-submit.
Table 4: Service Entry Sheet — Status Values

Invoicing Status Values

Invoicing Status: Total Value:

I v |
Application
[T NotInvoiced

(] Invoice Sent

(] Invoiced

(] Invoice Paid

Figure 12: Invoicing Status filter dropdown

Status Description

Not Invoiced No invoice has been raised against this Service Entry Sheet.

Invoice Sent The supplier has confirmed the invoice has been dispatched to Yara (via the
Mark Invoice Sent action).

Invoiced Yara has received and posted the invoice.

Invoice Paid Yara has posted payment. The Payment Date field on the Service Entry Sheet is

populated.

13/27
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Table 5: Invoicing Status Values

4.2 Creating a Service Entry Sheet Manually

A Service Entry Sheet can be initiated from the Purchase Order Line Items listing, from a PO Line-ltem detail
page, or by copying an existing Service Entry Sheet. The creation form opens pre-populated with context from
the selected PO line.

4.2.1 The Creation Form

< [ vara  service Entry Sheet v Search i Apps™ a &

New Service Entry Sheet

Total Value Status

0.00EUR N Process

e 6100000107 purchass Requisiion Number: -
e, 4503400586 act Number: 4600025523

General Information

Basic Information Iwaicing Status

Line items. Q  Add lems from Contract  Upload PCT

Product Description Quansty  Unit Of Messure Open Order Quaniity Factor 1 Factor 2 Factor 3 Total Value

((7) There are no entries yet
<, Wheners e, yout et .

Communication and Collaboration

Attachments

Amachment File Size Status Crested On  Uploaded By

- D) creve v s Discars vt
Figure 13: New Service Entry Sheet — creation form showing all three tabs and pre-populated header fields

The form has three tabs: General Information, Line Items, and Communication and Collaboration. The header
section (visible on all tabs) shows the pre-populated context fields:

e Confirmation, Purchase Order Number, Purchase Order Item Number, Contract Number
e Purchase Requisition Number (if available on the PO line; otherwise shown as "—")

e Document Date

e Service Agent Name (defaulted to the logged-in user)

¢ Invoicing Status (defaulted to Not Invoiced — read-only)

e Total Value (calculated automatically from line items)

e Status (shown as In Process for a saved draft)

Fields you must complete on the General Information tab:

Field Required? Notes
Service Entry Sheet Description | Yes A free-text description for the Service Entry Sheet.
Price Reference Date Yes Defaults to today's date. Adjust if services were

performed on a different date.

External Reference Number No Optional reference number from your own records.

14 /27

© 2026 SAP SE or an SAP affiliate company. All rights reserved. See Legal Notice on www.sap.com/legal-notice for use terms, disclaimers, disclosures, or restrictions related to this material.



http://www.sap.com/legal-notice

User Guide Yara - Service Entry Sheet

External Reference Line-Item No. | No Optional line-level reference.
Service Location No Location where the services were performed.
Final Entry No Tick this checkbox if this is the last Service Entry

Sheet you will submit against this PO line. This
signals to Yara that the line can be closed.
Table 6: Service Entry Sheet - Creation Form - Fields

4.2.2 Pre-populated Planned Service Lines

¢ [ mra wmyService Entry Sheets ~ Saascn n: Apas a &

Search

|
@
@
@
B
@

Coder o NATES! g o Entry Sheets Mass Upload

Servica Entry Sheets |

Servce ety Shestn il

Figure 14: Example: planned service lines pre-populated — quantity defaulted to 0

For some PO line items, planned service lines from the contract are automatically loaded into the Line Items
section when the form opens. These lines appear with a Quantity of 0.000.

1. Review the pre-populated lines. The Open Order Quantity column shows the maximum claimable
quantity for each line.
2. Enter a quantity greater than zero for the lines you wish to include in this Service Entry Sheet.

Note: Lines left at quantity O are automatically excluded from the submission. You do not need to delete
them.

4.2.3 Adding Service Lines from Contract

If lines are not pre-populated, or if you need to add additional lines, use the Add Items from Contract option.

1. Onthe Line Items tab, click Add Items from Contract in the toolbar.

15/27

© 2026 SAP SE or an SAP affiliate company. All rights reserved. See Legal Notice on www.sap.co gal-notice for use terms, disclaimers, disclosures, or restrictions related to this material.



http://www.sap.com/legal-notice

User Guide Yara - Service Entry Sheet

Description

KONEPAJAPAL. HINTARYHMA 1 NORM.

E

KONEPAIAPAL. HINTARL 1, YLITYE 50%

KONEPAJARAL. HINTAR. 1. YLITYD) 100%

KQNEPAIAP HINTAR 2 HITSAUS-SLEVYTYO £
KOMEPAIAPAL. HINTAR. 2. YLITYD 50%
KOMEPAIAPAL HINTAR. 2. YLITYD 100%
KONEPAJAPAL. HINTARYHMA 3 NORM
KONEPAJAPAL. HINTAR. 3, YLITYO 50%
KONEPAJAPAL. HINTAR. 3, YLITYS 100%
KONEPAJAPAL. HINTARYHMA & NORI.
KONEPAJAPAL. HINTAR. 4, YLITYD 50%
KONEPAJAPAL. HINTAR. 4 YLITYD 100%
KOMEPAIAPAL. HINTARYHMA S NORM.
KOMEPAJAPAL. HINTAR. . YLITYD 0%

KONEPAJAPAL. HINTAR. 5. YLITYO 100%

§SEEEEEEEEEEEEE S

Figure 15: Add Items from Contract popup — all available contract service lines listed

2. The popup lists all service lines available on the contract. Columns shown: Service Number,
Description, Unit of Measure, Price Unit, Unit Price, Currency.

3. Use the Search, Service Number, or Description filters to narrow the list.

4. Tick the checkboxes for each line you wish to add.

< [ vara  Sservice Entry Shest v Search in: Apps” a A&

Description

KONEPAJAPAL. HINTARYHMA 1L NOAM

KOMEPAJAPAL HINTAR. 1. YLITYO 50%
KONEPAJAPAL HINTAR. 1 YLITYO 100%
KONEPAJAP

KONEPAJAPAL. HINTAR. 2. YLITYO 50%

KOMEPAJAPAL HINTARL 2. YLITYS 1005

KONEPAJAPAL. HINTAR. 3. YLITYD 504

KONEPAJAPAL HINTAR. 3. YLITYO 100%.

KONEPAJAPAL. HINTAR. 4, YLITYO 50%

KQNEPAJAPAL. HINTAR. 4, YLITYO 100%

KOMEPAJAPAL. HINTARYHMA 5 NORM.
KOMEPAJARAL HINTAR 5, YLITYD 50%

KOMEPAJAPAL. HINTAR. 5. YLITYD 100%

EEEgﬁEgﬂﬁ'Eﬁﬁggﬂs

Figure 16: Add Items from Contract — multiple lines selected, Add Selected Items button active

5. Click Add Selected Items. The lines are added to the Line Items section with Quantity defaulted to
1.000.
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Line Items (6)

Proguct Dascription
KONEPAJAP HINTAR: 2 HITSAUS BLEVYTYO €4 1000 WUR

KONEPAIAPAL. MINTAR. 4. YLITYO 505 1000 WUR 3
KONEPAJAPAL. HINTAR. 3. YLITYO 508 1000 MUR

KONEPAJAPAL. HINTAR. 2. YLITY 100% 1000

KONEPAJAPAL. HINTARYHMA 4 NORM, 1000 WUR

| o smecmcsoon xoepupi o 1 wirvoson 1000 HuR ™ e £l & mes mR >

Figure 17: Line Items section after adding lines from contract — quantity defaulted to 1.000, Factor fields empty

6. Adjust the Quantity for each line as required.
7. Enter Factor 1, Factor 2, and Factor 3 values as applicable.

Note: The Service Description field for each line may be editable or read-only depending on the service
configuration. An editable description is indicated by a dashed border beneath the text.

4.2.4 Line-ltem Detail and Service Performance Times

1. Toview or edit a line in detail, click the navigation arrow (>) at the right end of the line row.

<« [Evara  Linenem v Search in: Apps™ a @ &

Mew Service Entry Sheet 1
SFINMECHHKP010050

i Servics Performance Times

General Information

Product details

Service Performance Times

Figure 18: Line-item detail — General Information and Service Performance Times fields

2. Review and adjust the Description, Quantity, and Factor values as required.
3. Optionally complete the Service Performance Times fields:
a. Performed On — the date the service was performed.
b. Start Time / End Time — the time range of the service.
c. External Employee Number — an optional identifier for the person who performed the service.
d. SAP Personnel ID — an optional SAP personnel identifier.
4. Click Apply to save the line changes and return to the Service Entry Sheet form.

Note: Apply saves changes to the individual line item only. The Service Entry Sheet itself is not saved until
you click Create or Create and Submit.

4.2.5 Attachment and Notes

1. Select the Communication and Collaboration tab on the Service Entry Sheet form.
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‘Communication and Collaboration
Attachments

fpachment s stats Cruated O Uploaded By

) Thare ae no entris yet
=X When s i vl dum e

Figure 19: Communication and Collaboration tab — Attachments section and Text Details field

2. Click Upload in the Attachments section and select the file(s) to attach.

3. Each uploaded attachment is listed with its File Size, Status, Created on Date, and Uploaded By name.
To remove an attachment, select it and click Delete.

4. Enter any supporting notes in the Text Details field (maximum 500 characters).

Note: The maximum total size across all attachments on a single Service Entry Sheet is 10 MB. A maximum
of 15 files can be attached.

4.2.6 Saving and Submitting

< [ vann  service Eniry Sheet Sasncn o Hpos a &

New Service Entry Sheet

0.00EUR N Prec

General Information

Base infarmatian

Line Items s Qs

‘Communication and Collaboration

Attachments

E) covemdsiont DiscandDr
Figure 20: Service Entry Sheet creation form — Create, Create and Submit, and Discard Draft

Three actions are available at the bottom-right of the form:

Button Action

Create Saves the Service Entry Sheet as a draft with status In Process. No submission is
made to Yara. The Service Entry Sheet appears in the My Service Entry Sheets
listing and remains editable. Use this when you need to return and complete it
later.

Create and Submit Saves the Service Entry Sheet and immediately submits it to Yara for review. On
success, the Service Entry Sheet status transitions to Completion Reported and
the PO Line-ltem status transitions to Confirmed. Use this only when all details
are final.
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Discard Draft Cancels the creation process after a confirmation prompt. No Service Entry
Sheet record is created.
Table 7: Service Entry Sheet creation form — Actions

Important: Once Create and Submit is used, the Service Entry Sheet is locked and cannot be edited. If
corrections are needed after submission, wait for the Service Entry Sheet to be processed and create a new
Service Entry Sheet or a copy if required.

4.3 Creating Multiple Service Entry Sheet via Mass Upload

The mass upload feature lets you create multiple Service Entry Sheets in a single operation by completing an
Excel template and uploading it.

4.3.1 Downloading the Template

1. Fromthe My Service Entry Sheets listing, click Create Multiple in the toolbar.
2. Select Download Template from the dropdown.
3. Save the downloaded file. It is named ServiceEntrySheets_Mass_Upload_Template.xIsx.

Figure 21: Service Entry Sheet Mass Upload template — column headers shown in row 1

4.3.2 Completing the Template

Each row in the template represents one service line. Multiple rows that share the same ERP PO, ERP PO Item,
and Document Name are grouped into a single Service Entry Sheet. Rows with a different combination create
a separate Service Entry Sheet.

Column Header Required? Guidance

PR No Purchase Requisition Number. Include if known.

ERP PO Yes Purchase Order Number. Must match a PO visible to your
account.

ERP PO Item Yes Purchase Order Item Number (e.g. 00100).

Document Name Yes Service Entry Sheet Description. Together with ERP PO and
ERP PO Item this uniquely identifies the Service Entry Sheet.
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FEI No Final Entry Indicator. Enter X to mark this as the last Service
Entry Sheet against the PO line. Leave blank otherwise.

Service No. Yes Service Number from the contract.

Service Description No If left blank, the contract service description is used. Editable
only where the service configuration permits.

Quantity Yes Must be greater than 0.

Factorl No Factor 1 value for total calculation.

Factor2 No Factor 2 value.

Factor3 No Factor 3 value.

Ext Employee Number | No External employee identifier for the person who performed
the service.

SAP Pers ID No SAP Personnel ID.

Start Time No Service start time (HH:MM format).

End Time No Service end time (HH:MM format).

Date No The service was performed (DD.MM.YYYY format).

Table 8: Service Entry Sheet Mass Upload template — Fields

4.3.3 Uploading and Validating

1

From the My Service Entry Sheets listing, click Create Multiple — Import from Excel.

¢ i varn ySonvce nty Sheets ©

Senice Eviy Shest Masbar:  Confimatior

Search

|
@

Coder o NATES! g o Entry Sheets Mass Upload

Servica Entry Sheets |

Servce ety Shestn il

UNPLANNED- 082600

UNPLANNED-DH24-00

Figure 22: Service Entry Sheets Mass Upload wizard — Step 1: File Selection

2. The Service Entry Sheets Mass Upload wizard opens at Step 1: File Selection.
3. Click Browse or drop a file and select your completed template file.
4. Click Validate.

© 2026 SAP SE or an SAP affiliate company. All rights reserved. See Legal Notice on www.sap.co
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4.3.4 Handing Validation Results

Service Entry Sheets Mass Upload

Validation Failures (1) Q @~
RowNum... = Column Name  Entered Data Cause

2 ERPPO 4503400459 @ Purchase Order 4503400458 was not found in the system.

Retum and Re.apiood =)

Figure 23: Step 2: Validation Results — example showing one failure

After validation, the wizard moves to Step 2: Validation Results.

If all rows are valid: A "Validation successful" message is shown. Click Create Service Entry Sheet to
create all Service Entry Sheet records. All Service Entry Sheet created via mass upload receive a status
of In Process.

If there are validation failures: A table is displayed showing each failure with its Row Number,
Column Name, Entered Data, and Cause. Click Return and Re-upload to go back, correct the file, and
re-upload. The Create Service Entry Sheet button remains disabled until all errors are resolved.

Note: All Service Entry Sheet records created via mass upload are given a status of In Process. Review each
record in the listing and submit individually when ready.

5 Pre-Calculation Tool (Estimates)

The Pre-Calculation Tool allows you to create cost and quantity estimates against contract service lines before
committing to a formal Service Entry Sheet. Estimates can be submitted to Yara for review, downloaded as
Excel files, and used to pre-populate Service Entry Sheet line items.
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5.1 The Estimates Listing

¢ B preaiculaton oot + s o a @

Standard -
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Estimates (6)

Figure 24: Pre-Calculation Tool — Estimates listing

e The list shows all Estimates for your account. Columns displayed: Estimate Number, Estimate
Description, Contract Number, Supplier Reference, Status, Valid From, Valid To, Created On.
e Estimate Status Values

Status Description
New The Estimate has been saved but not yet been submitted to Yara.
Submitted The Estimate has been submitted to Yara.

Table 9: Pre-Calculation Tool Listing — Status Values

e Toolbar Actions

Action Enabled When

Create Always available.

Submit One Estimate with status New is selected.
Download One Estimate is selected.

Copy One Estimate is selected.

Delete One eligible Estimate is selected.

Table 10: Pre-Calculation Tool Listing — Actions

5.2 Creating an Estimate

1. Click Create in the toolbar. The Estimate creation form opens.
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Line items (3)

- P ———

Figure 25: New Estimate — creation form with General Information and Line Items tabs

2. Complete the fields on the General Information tab:

Field Required? Notes

Estimate Description Yes A descriptive name for the Estimate.

Valid From Yes Start date of the validity period.

Valid To Yes End date of the validity period.

Contract Number Yes The contract this Estimate is associated with.
Contract Item Yes The specific contract item.

Yara Reference No Optional reference field.

Yara Reference 2 No Optional second reference field.

Supplier Reference No Your internal reference for this Estimate.

Table 11: Pre-Calculation Tool — Fields

3. Switch to the Line Items tab. Click Add Items from Contract to select service lines from the associated

contract.

4. Foreach added line, enter the Quantity and Factor values as required.
5. Choose one of the following actions:
a. Create — Saves the Estimate with status New. Remaining editable.
b. Create and Submit — Saves and immediately submits the Estimate to Yara.
c. Discard Draft — Discards all entered data after a confirmation prompt.

Note: While editing a draft, a "Draft updated" notification appears at the bottom of the screen after a short
pause. This confirms your changes have been saved automatically.
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5.3 Viewing and Managing a Saved Estimate

1. Once saved, the Estimate detail page is shown in read-only mode. Use the toolbar to take the following
actions:
P - T Te—

2t

Generalinformation Line iems.

General Information

Camract infermatian

00010

aog 25, 7028

Line Items (3)

Figure 26: Saved Estimate detail — read-only view (status: New), toolbar actions visible

Edit — Opens the Estimate for editing.
Submit — Submits the Estimate to Yara. Status changes to Submitted.
Download — Exports the Estimate as an Excel file for use with the Upload PCT flow.
Copy — Creates a new Estimate pre-populated with the same lines.
e. Delete — Permanently removes the Estimate.
2. Downloading an Estimate:

s @A B B 9 v O 19 PCT_8000100062_TEST-ESTIMATE-0825-0

Q0o

A B C D E F G H |

1 |Contract No |Contractitem No Service No. Service Description Quantity Factorl Factor2 Factor3
2> 3600025493 00010 SALLPIPEU15008056  "60""/1500_1520_8  5.6" %.000

3 600025493 00010 SALLELECUWS8050104  Earthing CableSplicing splice 95/95 ’3.000

4 "2600025493 00010 SALLVALVU10012 Revision On-Off valve Gate DN500 - 20" "4.000

5

6

7

8

9

10

11

Figure 27: Downloaded PCT Excel file showing columns

The downloaded file is named “PCT_[Estimate Number]_[Estimate Description].xlsx”. It contains the
contract and service line data with the quantities and factor values from the Estimate. This file is used
with the Upload PCT function on the Service Entry Sheet creation form.

5.4 Applying a PCT File to Service Entry Sheet Line Items

A downloaded Estimate file can be uploaded directly onto a Service Entry Sheet creation form to pre-populate
the service lines — saving you from having to add lines manually. This Upload PCT function is available within

the Service Entry Sheet creation form.

Steps
1. Open the Service Entry Sheet creation form (from the PO Line Items listing or My Service Entry Sheets

listing).
2. Onthe Line Items tab, click Upload PCT in the toolbar.
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Figure 28: Upload PCT file wizard — Step 1: File Selection (empty state)

3. The Upload PCT file wizard opens at Step 1: File Selection. Click Browse or drop a file and select your
downloaded PCT Excel file (.xlsx or .xls).

< [@ vara  service Entry Sheet ~ saaven in: Apps” a &

Figure 29: Upload PCT file wizard — Step 1: file selected, Validate button active

4. Once thefileis selected, click Validate.
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Figure 30: Upload PCT file wizard — Step 2: Validation successful

5. If validation passes, the Step 2 panel shows "Validation successful". Click Apply PCT.
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Figure 31: Service Entry Sheet creation form after Apply PCT — line items populated from the Estimate file

6. The service lines from the Estimate are added to the Line Items section with quantities and calculated
Total Values. You can adjust quantities and factor values as needed before saving the Service Entry

Sheet.

Note: If validation fails, the wizard displays a list of errors with Row Number, Column Name, Entered Data, and
Cause. Click Cancel, correct the file, and try again.

Important: The Upload PCT wizard applies lines on top of any lines already present in the Service Entry Sheet.
If you apply a PCT to a form that already has lines, the new lines will be added in addition to the existing ones.
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6 Appendix

The following links provide information about keyboard handling:

¢ Keyboard Handling for Basic Navigation

¢ Keyboard Handling for One-Dimensional Navigation

¢ Keyboard Handling for Two-Dimensional Navigation

e Keyboard Handling for Triggering Actions on Item Level
e Keyboard Handling for Item Selection

e Keyboard Handling for Value Help and Auto-Complete
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