SSC Finance Helpdesk - Standard Operating Procedure (End User Manual)

1. Loginto below web link to access Finance helpdesk :

http://172.17.100.24:8088/sscportal/jspl/auth/login.html

2. Enter your office email ID and password to log-in to SSC-Finance help desk portal.

LOGIN TO SSC SUPPORT
PORTAL

o
&= Kanta.thadani@jindalsteel.c|

3. Finance help desk portal will open & appear like below screenshot, Please click on respective
buttons to access/action :

1. User Manual — Self Service User Manual
2. Create New - Create new ticket
3. Track Now - Check status of your already created ticket
4. Check Now —To see all your requested tickets
5. New/Edit - To see & update your user profile
SSC-Finance Support Portal 3§ Dashboard ~ =SAPForms Bl My Tickets ::::::T:Iugnm
~ = ~ A
Welcome SSC Finance Support Portal Create Ticket Track Ticket
ml
S
T + Single Portal for the JSPL Group to
register SSC-Finance related issues
— — —- Feature provided by the software to initiate any issue related to With respect to ticket Id generated link to track ticket status
SSC-Finance
User Manual
User
All Tickets My Profile Reports

CHECK NOW NEW/EDIT GET REPORT

Link to monitor all raised/associated tickets Personal information management MIS(Management Information System) of all the logged issues



http://172.17.100.24:8088/sscportal/jspl/auth/login.html

4. Click on “Create New” to raise new request / ticket :

Issue

Dashboard
ADD / EDIT ISSUE
Choose Request Type hd Lacation

Choose Category hd Choose Application Name

5. Select finance functional area from drop down menu “choose request type” & select right

categories.

Accounts Payable Requests related to Accounts Payable - Vendor Invoices booking,
Payments, Vendor Reconciliations, Clearing, etc.

Expense Reimbursement | Requests related to Accounts Payable — Employee Expense
Reimbursement like travelling expenses, petty office expenses, etc.

Accounts Receivable Requests related to Accounts Receivable - Cash Application, Clearing,
Customer Reconciliations , Sales Order Release, etc.

General Ledger Requests related to General Ledger Operations, Provision requests,
Open item closure , GL Clearing , etc

Others Any other request which does not fall under AP, AR & GL

B Documents X% | B Copy of Account Ownership Diac X [ SSC Finance Support Portal x 4+ - X

C @ Notsecure | 172.17.100.24:8 rtal/jsplfcommonyticket-add.htmi w @

null
SSC-Finance Support Portal B Dashboard @ SAPForms B My Tickets E My Prafile | Logout

Issue

Dashboard

ADD / EDIT ISSUE

Requests related to Accounts Payable - Vender Invecies booking , Payments, Reconcillations , Clearing , et

Expense Reimbursement - Location

Accounts Payable

Choose Application Name

General Ledger

Others




6. Please Selcte your base Loction from drp down menu “Location”.

EH Documents % | E8 Copyof Account Ownership Diac X [ SSC Finance Support Portal x  + - X

C @ Notsecure | 172.17.100.24:8088/sscportal/jspl/common/ticket-add.html @

null
Dashboard @ SAP Forms B My Tickets li‘

My Profile | Logout

Issue

Dashba

ADD / EDIT ISSUE

Requests related to Accounts Payable - Vendor Invocies booking , Payments , Reconcillations , Clearing , efc ...

Accounts Payable v Location

JSPL-Gurgaon

1y required nearly 3 working day to

JSPL-Tensa

JSPL-Patratu

ﬂ 0 Type here to search

7. Choose sub-category, Please pay attention to the pop-up for Guidance/Hint on the ticket type.

EH Documents X | B8 Copy of Account Ownership Diac X [} SSC Finance Support Portal x 4+ = X

C  ® Notsecure | 172.17.100.24:8088/sscportalfjspl/commony/ticket-add.html w @

null
SSC-Finance Support Portal ashboard @ SAPForms  E My Tickets E

My Profile | Logout

Issue

ADD / EDIT ISSUE

Requ:

Payable

Accounts Payable - Location b

The given category required nearly 3 working da

Choose Application Name hd

Invoice Processing Related (Case ID Must)

Payment Related (Case 1D Must)

Urgent Payment Request (Case ID Must)

1641
H O Type here to search <7 * ENG 112018 t




8. Choose Request type.

E& Documents x | B8 Copyof Account Ownership Diac X [§ SSC Finance Support Portal x 4+ - X

C @ Notsecure | 172.17.100.24:8088/sscportal/jspl/commony/ticket-add.html w @

SSC-Finance Support Portal B My Tickets

My Profile | Logout

Issue

Das

ADD / EDIT ISSUE

Requ:

0 Accounts Payable or Invecies booking, Payments, Reconcillations , Clearing , ete

Accounts Payable - Location -

The gives

ategory required nearly 3 working day t

- TAT Issue

Others

New Request

Accuracy Issue

O A x e 54
Type here to search = Y 27-11-2018

9. Please mention AP workflow case ID and brife nature of issue in the title

SSC-Finance Support Portal SAPForms B My Tickets

My Profile | Logout|

Issue

Dashb

ADD / EDIT ISSUE

Requests \ccounts Payable - Vendor Invocies booking , Payments , Recancillations , Clearing, etc .

Accounts Payable he JSPL-Gurgaon hd

The gi v required nearly 3 working d

Invoice Processing Related (Case ID Must) hd New Reguest h
cket e

CASE0Q0QTEST-please include case ID and brief issue type in title]




10. Give description of the issue in Remarks filed.

null
_Fil u e IE‘
SSC-Finance Support Portal B Dashboard ~ ®SAPForms  H My Tickets My Profile | Logout

ADD / EDIT ISSUE

Locatio
1o Accounts Payable - Vendor Invoties booking, Payments , Reconcillations, Clearing , etc ...
Accounts Payable - JSPL-Gurgaon -
ory pe Al cation, e
y required nearly 3 working day to resolve the issue
Invoice Praocessing Related (Case ID Must) h New Request hd

CASE0000TEST-please include case |D and brief issue type in title.

Test

11. Ticket can be created for user or on behalf of other user.

Accounts Payable - JSPL-Gurgaon M
go pe Application/SubCategory Name
required nearly 3 working day to resolve the issue

Invoice Processing Related (Case ID Must) h New Reguest hd

CASEO000TEST-please include case ID and brief issue type in title.

ct Initiator

Ticket ) On Behalf Tic




B Documents % | B8 Copy of Account Ownership L. X | [§ SSCFinance Support Portal

¢« C A Notsecure | 172.17.100.24:8088/sscportalfjspl/commanyfticket-add.html

SSCFinance Support Portal B Dashboard @ SAPForms B My Tickets

X | %~ Jindal Steel & PowerLtd [Top - X [§ SSCFinance SupportPortal X =+ = X

IE‘ Kanta Thadani
My Profile | Logout

Requests relat

ed to Accounts Payable - Vs

or Invocies booking , Payments, Reconcillations , Clearing , etc

Accounts Payable hd JSPL-Gurgaon -
The given category required nearly 3 working day 1o resolve the issue

Invoice Processing Related (Case ID Must) - New Request -
CASEO000TEST-please include case ID and brief issue type in title.

TEST

(@] ® Rajneesh| User Mabile

rajneesh.tomer@jindalsteel.com

rajneesh.singh@pat.jspl.com

1) 1) 1) ® rajneesh.sharma@jindalsteel.com ‘

O]
H o Type here to search 0

12. Please click on complain priority.

o High (More than 10 business users impacted )

e Maedium ( 2 to 10 business users impacted)

e Low (Single user issue)

SSC-Finance Support Portal ~ Bg Dashboard ~ =sAPForms Bl My Tickets

My Profile | Logout

ADD / EDIT ISSUE

Requests related to Accounts Payable - Vendor Invocies booking, Payments, Reconcillations , Clearing, etc
Accounts Payable A JSPL-Gurgaon A
The given eategory required nearly 3 working day 1o reselve the issue

Invoice Processing Related (Case ID Must) e New Request h
CASEOO00TEST-please include case ID and brief issue type in title.

Test

® Q (@] Q @® 27-11-2018

13. Please select complain notification.

e Yes - If you want to receive notification of change in the ticket status

e No- If youdon’t want to receive email of change in the ticket status




ADD / EDIT ISSUE

Requests related to Accounts Payable - Vendor Invocies booking , Payments , Reconcilations , Clearing , etc

Accounts Payable hd JSPL-Gurgaon h
The given category required nearly 3 working day to resolve the issue
Invoice Processing Related (Case ID Must) e New Request h

CASEOQ00OTEST-please include case 1D and brief issue type in title

14. Pls select the target data of the request depending on the service need. Please refer below table

B Documents X% | B Copy of Account Ownership Diac X [ SSC Finance Support Portal X + = X
C A Notsecure | 172.17.100.24:8088/sscportalfjsplfcommony/ticket-add.html % @

null
SSC-Finance Support Portal B Dashboard @ SAPForms B My Tickets IE‘

My Profile | Logout

ADD / EDIT ISSUE

Requests related to Accounts Payable - Vander Invocies baoking , Payments, Reconcillations , Clearing , ete

Accounts Payable - JSPL-Gurgaon b
The given categary required nearly 3 working day to resolve the issue

Invoice Processing Related (Case ID Must) e New Request -

CASEODOOTEST-please include case |D and brief issue type in title.

Test

o) ® ONo ® 27-11-2018

o
H o Type here to search

15. Please attach supporting documents as attachment enabling SSC to take action promptly. Please
click on Choose File.




Cgmplral'fvt_files

Choose File | 20180928.000450.01 pdf

Choose File | No file chosen

Back SAVE AS DRAFT m

16. In case multipale files need to be attach, then you can click on + option and add attach file as per

process explain in step no.12 above.

EH Documents x | EH Copyof Account Ownership Diac X [J $5C Finance Support Portal x  +

C A Notsecure | 172.17.100.24:8088/sscportal/jsplfcommany/ticket-add.html

IE‘ null
My Profile | Logout

SSC-Finance Support Portal By Dashboard = SAPForms B My Tickets

CASEOD00TEST-please include case |D and brief issue type in title.

Test

27-11-2018

Complaint Files

Choose File | No file chosen

Y e ssomart | suowr |

Copyright ® 2016 Jindal InfoSolution Lid. All rights reserved.

H O Type here to search

17. If you want delete any attached file, then click on Delete option




EH Documents x | B8 Copy of Account Ownership Diac X [3 SSC Finance Support Portal x 4

C A Notsecure | 172.17.100.24:8088/sscportal/jspl/common/ticket-add.html

null
nance Support Portal Dashboard

My Profile | Logout
CASEOQQOQTEST-please include case ID and brief issue type in title.

Test

27-11-2018

Complaint Files

Choose File | No file chosen

Choose File | No file chiosen

o I N
H O Type here to search

18. After all details are populated correctly, please click on Submit Button to raise ticket with SSC-
Finance.

EH Documents x | BH Copyof Account Ownership Diac X [§ 55C Finance Support Portal x 4+

C A Notsecure | 172.17.100.24:8088/sscportal/jspl/common/ticket-add.html

null
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My Profile | Logout
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Test
oL (@] @H QO ® 27-11-2018
Complaint Files

Choose File | No file chosen

Ghovse File | No e chosen KR

o
ﬂ O Type here to search

19. After submitted the request




B Documents x | B8 Copy of Account Ownership D X

[§ SSCFinance Support Portal X | %= Jindal Steel & Power Ltd | Top

tal/jspl/comman/myTicket

B My Tickets

X

[M SSC Finance Support Portal X

Kanta Thadani

IE‘ My Profile | Logout

< C @ Notsecure | 172.17.100.24

SSC-Finance Support Portal B Dashboard = SAP Forms
Issue

Dashboard / IT-Suf

LIST OF ISSUE

Sr.No. Complaint 1D Application Type

Application name Location

Issue Saved Successfully

Raised Date Status Action

No data available in table

Showing 0 to 0 of 0 entries Previous Next
Copyright © 2016 Jindal InfoSolution Ltd. Allrights reserved Jmmu./

H O Type here to search 0

Appendix A: Expected timelines for ticket resolution

STEEL & POWER
18:06

X NG ar11om8

o

Request Type

Expected Resolution TAT

Documents / details needed

Accounts Payable :

Invoice Processing Related (Case ID Must)

3 working Days

AP Workflow Case ID

Payment Related (Case ID Must)

3 working Days

AP Workflow Case ID

Urgent Payment Request (Case ID Must)

1 Working Days

AP Workflow Case ID

Vendor Account Reconciliation Request

3 working Days

Statement of account in Excel

LC Acceptance Request

5 Working Days

LC Supporting documents

Vendor Account Clearing

3 working Days

AP Portal Access Issues

3 working Days

Screenshot of error

Others

3 working Days

Accounts Receivable :

Cash Application - Cash / Bank

1 Working Days

Invoice / SO details

Cash Application - EDFS

1 Working Days

Invoice / SO details

Sales Order Release

1 Working Days

Related documents

Customer Account Reconciliation Request

3 working Days

Statement of account in Excel

Customer Account Clearing

1 Working Days

Others

3 working Days

General Ledger :

Bank Reconciliations

3 working Days

Provision Request

1 working Days

GL, cost centre, Invoice or
computation workings

MIS Related

Will be confirmed on effort needed

GL Account Reconciliations related

3 working Days




Others

Will be confirmed on effort needed

Expenses Reimbursement :

Delay in Claim accounting

2 Working Days

AP Workflow Case ID

Claim approved , payment pending

2 Working Days

AP Workflow Case ID

Incorrect HOD Mapped

2 Working Days

Screenshot of HOD per IHRMYHR

Portal Access Issue

2 Working Days




