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Purpose e

The purpose of this document is to provide a '
clear step by step work instruction on how to

create a purchase orders for business purchase

that are $10,000 or more.

Confidential 8/16/2023



@ b iove N 'l' U S® Active Healing Through Orthobiologics

PO Checklist

« To create a Purchase Order, you
will need to gather the following
iInformation from the PO Requestor

or Finance.
»Vendor Number
» Cost Center
> GL
» Profit Center



PO Creation

@ bioventus’

Access SAP from the Okta
Apps home page.
https://bioventus.okta.com/

app/UserHome

Select SAP GUI BVP

(® Work

SAPG

SAP S/4HANA
Production (BVP)

&

@

Microsoft 365

Microsoft 365 Mail

SharePoint Online

DocuSign  [Jeiorc s ' 4

DocuSign

AP Home ¥

BioLearn

SAP GUI Windows
BVP

Microsoft 365 OneDrive

Business Partner -Display

Active Healing Through Orthobiologics

workday ﬂbiOﬂeT

Workday Bionet

$ SAP Concur

Microsoft 365 Teams Concur Solutions

GL Overview Reports
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PO Creation

» Select the PO type - .
*  We will be using the Indirect PO type within SAP - ':‘,

SAP

L v| Documont Overview On  Create  Other Purchase Ordor  Check  Print Proview  Messages  Holp  Personal Setting More v

'wgsmndud?o m | Vendor [ Doc. Date 706/21/?027

[}3]C Oummy Purchase Order v Texts Address Communication  Partners  AdditionalData  Org Data  Status  Incoterms

Enh. Rets STO CC
Enh. Rets STO IC
Enh. Rets to Vendor
Framework Order
IC SIT Enh. Rets STC !
indirect PO [
Standard PO
Standard PO DFPS
Stock Transp. Order
StockTranspOrderDe
I 20 e o X Short Text PO Quantity OUn C Delwv. Date Net Price Curre... Per OPU Matl Group Pint

XLO Intra Company
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PO Creation
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e Click into the Vendor field DTG G GURRIEn G EROTInn AIEnD IITD UL RINEID v ""-"'{
and select the (0 icon to = 1 oy | U oo owe: ooz o) Lk v
. ) | Deli finvoice Texts Address Communication Partners Org. Data tatus Incoterms Flexible Workflow - i
pick the vendor = - -
Purch Group‘i )
« Search for the vendor you =
need _ . _
« Example: Type in the name . ‘
Staples* to bring up a list of A
pOSSIbIe Selectlons rax No. 2" Tax Number 3 Tax Number 4 VAT Registration No. C:yN:u:\o: ) Vendor Tax A
1 &i 3
« Select the vendor number,
and it will load into the 2
Vendor field
v Surgigerch
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PO Creation

« Select Purch. Org. and Purch. Group by clicking on the EJJ icon
« Select 1010 for the Purchase organization and Company Code
« Select the Purchase Group (ask Procurement for your assigned group #)

=l Delivery/invoice Conditions

[ vl Document Overview On Create  Other Purchase Order  Chock  Display Messages  Print F

Purch. Org.: |1010

[ [ ingrect PO | ] Vendor: 10026594 HEALOGICS | Purch. Group: |KC1

Delivery/invoice Conditions Texts Address Communication Partners Additional Data
Company Code: |1010

rch Org 1010 - US

Purch. Group

Company Code: 1010 Bloventus LLC

u

1

= Purchasing Group (1) 77 Entries found —

Restrictions

4 Q '--\I *t— % e J"E
PGr Description

RA1 Clinical Reg Admin
DR3 David Graham

EO1 Exogen - Direct

FI1  Finance Admin

HR1 Human Resrce Admin
IS1  IT Admin

KBR JFT - Direct

KG1 Kevin Griffin

KC1  Kimberly Cox

Address Communication Partners

Kimberly Cox

Bioventus LLC
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PO Creation

SAP

[ 7] ocumontOwerviewOn Croato  OtherPurchasoOrdor  Chock  Display Mossages  Prit Proview  Mossages  Help  Porsonal Sotling  More
'Wi""d"ﬂd Po v | Vendor: 10026594 HEALOGICS Doc. Date: [06/21/2622 ]T:
) Fi | I i n 'th e re q u i red fi e I d S F]Deliveryllnvuice Conditions Texts Address Communication Partners Additional Data Oru—Dala‘ Status Incoterms Flexible Workflow <
S .
NS2 b .’Q‘
l -
~‘-
s
Mls.m A Maeda Short Text PO Quantity OUn C Deliv. Date Net Price Curre... Per OPU Mati Group Pint Stor. Locatio B
CJ ; |
( I
[ =3
)
@
[ 3
0
-
(
(
0
O
(
.
0
O
CJ
O
[ ~
.
[_;
(
|
.
x.
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PO Creation

* Fillin the required fields

« Account Assignment: K
— Cost Center w/o GR

&
bE Account Assignment Category (5) 19 Entries found _ X

Reslrictions

C e

JA‘ AcctAssgntCateg Desc

r—n
A Asset

" -

1B MTS prod /sales ord
|C Sales order

ﬁD Indiv.cust /project

|E Ind. cust. w. KD-CO
iF Order

G MTS prod /project

‘ JH Transfer Acct Assign
sK Cost center wio GR I
[L Do not Use

M Ind. cusl. wio KD-CO
iN Network

' 19 Entries found

il s

(

™

Itm

'

Conditions

MaterLal

|  Document Overview On

[ | Indirect PO
(¥}

| 2 | Delivery/invoice

Texts

Active Healing Through Orthobiologics

Create  Other Purchase Order  Check Display Messages  Print Preview Messages Help Personal Setting  More
; —_—
Vendor: | 10026594 HEALOGICS Doc. Date: |06/21/2022 ./
Address Communication Partners Additional Data Org. Data Status Incoterms Flexible Workflow
&
Y
-
«*"
-
-
Short Text PO Quantity OUn C Del t Vet P C 5 OPU M . Plnt i B
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PO Creation

-10 -

Fill in the required fields

« Account Assignment: K
— Cost Center w/o GR

* Short Text;: Miscellaneous
Accounting Activities Ac

« PO Quantity
* Order Unit

» Delivery Date
* Net Price

« Currency

* Plant

* Note: As you hit “Enter”, SAP
will tell you which field(s) you still
need

'WE Indirect PO
=

{12 |Delivery/invoice

M s.. itm

Conditions

Address Communication

10026594 HEALOGICS

Partners

‘‘‘‘‘‘‘‘‘‘‘

Doc. Date:

Additional Data Org. Data

| v| DocumentOverviewOn  Create  Other Purchase Order  Check  Display Messages  Print Previow  Messages  Help  Personal Setting  More v

06/21/2022 |

Status Incoterms

Texts Delivery Address

Active Healing Through Orthobiologics

LT F v )
N

Flexible Workflow

Confirmations Condition Control Retail Spec2000/SC ncoterms
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PO Creation

?:
 Example: The account still f;e

requires an assignment to a CO o+

ObJeCt Account 510000 requires an assignment to a CO obiect - 2
© Account 510000 requires an assignment to 3,CO object View details

 Goto the Account Assignment
tab

¢ FI” In the CUStomer Account ; 'ITI S.htm A Material Short Text PO Quantity OUn C Deliv. Date Net Price Curre... Per OPU Matl Group Pint Stor. Locatio Bat
information 3 Misceallaneous Acclounting Actl 1EA D 06/21/2022 50,000 ( 1 EA FIN_SRV Bioventus Memphis Mg

— G.l. Account A
— Business Area . i e ——— S
_ CO Area : "4‘0((‘Vldl Data Quantities/Weights Delivery Schedule Delivery Invoice ;or‘c tions

»t \'/2} t: | Cost centor wio GR Single Account Assignment Bioventus LLC

Texts Delivery Address Confirmations Condition Control Retail Spec2000/SC

— Cost Center
— Profit Center . )
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PO Creation

Click Save in the bottom right-hand
corner

» A confirmation will pop up on the
bottom bar stating “Indirect PO
created under the number ...”
« All Indirect PO’s begin with “47”

_12- \~’\

@ Indirect PO created under the number 4700003158
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PO Search

& bioventus

Active Healing Through Orthobioclogics

e Confidential 8/16/2023



@ b iove N 'l' U S® Active Healing Through Orthobiologics

=— Purchase Order Edit Goto Envionment System Help

PO Search < SAP

ATl oeo 1 ) ventr

@ Delivery/invoice Conditions Texts Address Communication Panners

VJ {DocurmanvcrvlowOn] Croate  OthorPurchase Order Chock Pr
W

« To Search for a PO, select
Document Overview On from the .
Create Purchase Order page i

 Click on the[#+ ] drop down

« Select My purchase orders, and e e _
the PO’s you have created should DocumantOvoniow Off Crasa O PurchasOrder

[ V] Documont Overview Off  Create C
appear |n the IlSt No variant defined o
(23 petiveryinvoice  Conditions T Document Overview (@W —
@ @[ o
o Rurchse orders v purch.org: [ | =l | Delivery/Invoice

R —_— r <
Requests for quotations Purch. Group: .!o v ( 3 Q g% v »
Contracts Company Code: :}

P h.Dox
Scheduling agreements e

4 10
General purchasing documents 4 700003158

Purchase Requisitions

My purchase orders

My purchase orders on hold

My purchase requisitions
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PO Search - e

’ :
Document Overview Off  Create  Other Purchase ‘ . '-‘t; 7o -:f,\¥
> ,‘ 274 '\\
No variant defined e ' -
S ks figlouscad PO . e

=] | Delivery/invoice onditions . oo > -’. ' :.,..,“- ;
- If you need to search any other e B AT L 4 TSI

’ i ‘,' \_/\' p Purchgse orders I Purch.Org:[: T e ;
PO'’s, click on the [+ .| drop down o - =

Requests for quotations b o
and select Purchase orders B Compar Crm] ] : e 2.
General selections )
« This will give you an entire -
selection screen to pick from that Z;jQJ*
you can use to search for a PO ()
number -
(=)
(&)
)
(0]
c |
()
()
5]
(5)
(=)
L e e (@)
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Adding Attachments

& bioventus:

Active Healing Through Orthobioclogics

e Confidential 8/16/2023



@ bioventus’

Active Healing Through Orthobiologics

S5 - g e
Adding Attachments to PO B 5.
= T — s/ : "-:’l; '_(-‘\_
PN,
 To add an attachment under a PO, . :‘5.««5-:
navigate to the [&]+] icon on the T8
top right-hand corner of the screen " o <
 Hover over Create... and then
select Create Attachment
(@) ﬁn Fvit
Qreatq{nachment Create... p
Create note
Create external document (URL) Private note
Store business document Send >
Workflow
My Objects >
Help for object services
17- \ e i Confidential 8/16/2023
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Adding Atftachments to PO

Impont file N

+ « Documents » SAP » SAPGU ~ (V]
. . Organize v New folder >~ ™ @ o
» Pick an attachment, and click T A "
# Quick access e .
Asset Classes - - '
Op en @ OncDrive - Biover 0sO 2 :' ....'
® This PC M I‘-
30 Objects -
- Con rss:fcr L 9 .
. . B Deskzop L -
- To view the attachments, click on S
the (®]+) drop down and select e
- " . Sales Orders v
Attachment list missr i | »
Fde pame: | EXPORT All Files (*.9) - n
Qpen Cancel
o0
Create... > = ; z
— Service: Attachment list X
&chmem list
7 Private note Attachment for 4700003158
Send > I (L] New ‘ ~ & &)= ) 5>
on Title CreatrName Created Or . Created Al
’_1 EXPORT Sunil Khurana 0072172022 14.44 06
Workflow
My Objects
Help for cbject services
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Approval of PO's
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Approval of PO’s e

-20-

. ,-"f‘."¢ o
Under the PO, select the Flexible ¢ ":"'(5-:
Workflow tab " e d

Personal Setting  More v

Routes the PO for approval for any
amount over $10,000 . | Doc Owe: [06721/2022

Additional Data Org. Data Status Incoterms Flexible Workflow

PO’s under $10,000 are automatically
approved when completed
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Approval of PO’s

« There are various approval levels

* In this example, the approval is routed
through Diane Schabinger

 Wentto her based on the Company Code,
Cost Center, and Total Value

* Once the PO is approved, it is released

-21- ; \ -
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Approval Steps

v (&) ) @ @« (V] (&)
Type Overdue Name Status Comment Processors Recipients Deadune
-
= Decide Levels and PO Type Step completed Workfiow System a ,
Automatic Release of Purchase Order Skipped Worknow System " .'..'
Approval Level 1 Ready Diane Schabinger Agent Determination by BAGI 06/232022 14.42.34 :‘ -
-
B
-
1 It Al later Te P t OUn C Deliv. Date Net Price Curre Pe
. - -
|16 S Misceallaneous Acctounting Act 1EA D 0672172022 50, 000 . 00PN t
3 - Pl
]
3
: a
) (%)) I=]1v)
[ 10 ] Misceallanoous Acctounting Activitios A A [v !
Matenal Data Quantities\Weights Delivery Schedule Delivery invoice Conditions Account Assignment Texts Delivery Address Conf
o) ~ R
| /-J . t | Cost conter wio GR Single Account Assignment Bioventus LLC
t: 1630040
1000
1 14
o’ Mor
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Approval of PO’s

« The PO is routed based on a matrix
stored within SAP called
ZMMT_PO_APP - Flexible PO
Workflow Approvers

 When the PO has been approved by
all responsible approvers, a PDF copy
of the purchase order will be emailed
to the po creator.

22- L Im

ﬁﬁ'(;_;. fo . a

NewEnties  CopyAs.. Delete  Undo Chango
Approvers for Flexible PO Workflow
Cost Center POrg Crecy Amount From  Amount To
1011102 1010 USD 10,000.00 $0,000.00
1011102 1010 USD 50,000.01 1,000,000.00 }.’ﬁ%ﬂ
1011162 1010 USD 1,000,000.01 5,000,000.00 BV15
1011102 1010 USD 300,000.01 10,000,000.008V155
1011135 1010 USD 50,000.00
1010 USD 1,000,000.00 BV155
o11 1010 USD ),000.01
101113 1010 USO 0,000.01 10,000,000.008V15
1012201 1010 USD 10,000.00
1012261 1010 USD 50,000 00, 00(
1012201 1010 USD 5,000,000.01 10,000,000, 008V129
101220 1010 USD 00
10122¢ 1010 USD
10122 1010 USD
1012 101¢ JSO
012 1010 USD
1010 USD
1010 USD
1010 CAD
1010 CAD
1010 CAD
1010 CAD
1010 USD
1010 UsD
1010 USD
1010 USD
01¢ usb
1010 USD
1010 USD
1010 USD
1013801 1010 USD
1013801 10 USD 0
1013801 1010 USD 0 0
1013802 010 USD 00.00 000.00 )
1013802 010 USD ), 000 060. 0€
1013802 010 USD 0.0 00 ( 9
1013802 010 USD 01 10,000,000
1016937 1010 USD 1,000,000.0
1016937 1010 USD 1,000,000.01 5,000,000.00 BV625
1016937 1010 UsD 5,000,000.01 10,000,000.008v625
1016938 1010 USD 10,000.00 50,000.00 BV625
<>
+Z Position... Entry 1 of 967

Approver

Seloct Al Select Block

L2 Approver
—

Q
-

L3 Approver

Descloct Al More v

L4 Approver

Active Healing Through Orthobiologics

LS Approver L6 Approver L7 Approver L8 Approver
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Tips

 The PO can be edited once it’s been

. Y
rchase Order

approved
* If a change is made, the PO will go through
approval again v | Documeont Ovorview Off  Create J Display/Change | Other Purchase
. . . Document Overview Indirect PO « | 4700003158
 Click Display/Change to make any edits warcest (| :
-23- : Confidential 8/16/2023
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Kevin Griffin Director, Global Strategic Procurement

Kimberly Cox, Sr. Category Manager

Michael Rafidi, Indirect Category Manager

Terry McNair, Purchasing Coordinator

BioventusindirectPurchasing@BioventusGlobal.com

. X

24 - SR Confidential 8/16/2023

R S )
Global Procurement Team e

Who Can | Contact with Questionsg .~y


mailto:BioventusIndirectPurchasing@BioventusGlobal.com
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Resources

* https://bionet.bioventus.com/wp-content/uploads/POL-000023-
Global-Indirect-Purchasing-Policy-October-2020.pdf

 https://bionet.bioventus.com/departments/procurement/
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