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Standard Workflow for EMEA
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Requestor role: How to access Service Now?
Log in through the link:
https://servicehub.cemex.com/esc_cemex?id=cemex_ec_pro
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Requestor role: How to access the service ?

Go to the Sourcing Processes menu in local language1

Click on the Purchase Exceptions22

1

3
Click on the Advance Payments request option

3

Note: You can also type “Advance Payments” in the search box
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Advance Payments Policy and guidelines: Requestor’s first 
screen
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Requestor role: Fill out the Advance Payments Form

IMPORTANT: For NonPO requests please attach email approval of your line manager
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Requestor role: How to deal with the bank guantantee ?

Scroll down to the section „Bank security (bond) or guarantee info and fill out all required fields”

Access the Knowledge Article

Please carefully verify bank guarantee attached. In case of doubts please 
check the document with Legal Department in Your country.

https://servicehub.cemex.com/esc_cemex?id=kb_article&sysparm_article=KB0018046
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Requestor role: RITM Notification

Requestor will receive an automatic notification from 
ServiceNow to:

Have unique RITM number for the follow-up steps

Click the link to monitor progress and updates

 see relevant information of the request
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Accounts Payable role: e-Mail notification

Accounts Payable team will receive an automatic notification 
when a new task is ready for review to:

 open the task from the link in the e-Mail.

 review Purchase Order conditions (if applicable). 
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Accounts Payable role: Task management
Accounts Payable Cx task

Accounts Payable Cx task

Click for more 
detail on the 

request
Close task once everything 

complete and ready for 
approval

RITM can be cancelled

Write your comments regarding PO 
conditions

IMPORTANT: For NonPO requests below 10 000 USD please verify if approval of requestor’s line manager is added as attachment
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CX Approver Role: Approval Request Notification

1. Approvers according the amount described in the policy will receive notifications to review each 
request.

2. e-Mail can be used to proceed or reject request.

3. Comments can be added while approving/rejecting to clarify decisions made.
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Accounts Payable role: e-Mail notification after approvals

Accounts Payable e-Mail notification
Accounts Payable team will receive an automatic notification when 
the task is ready for the final revision to:

 open the task from the link on the e-Mail.

 execute F-47 or another relevant transaction in SAP to proceed 
with posting and prepare payment. 
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Accounts Payable role: How to close the Task

Write your comments regarding 
execution of F-47 in SAP and 

proceed with advance payment

Execute transaction F-47 in SAP and proceed with the advance payment.

Close task once everything 
complete and ready for 

approval

Click for more 
detail on the 

request

Add relevant 
notes/comments
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Accounts Payable role: Dashboard
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Accounts Payable role: Dashboard
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