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Centrum znalosti STP
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Klicové pojmy

Semestr Definice

Coupa Globalni nakupni software, ktery umozni spole¢nosti K-
C zadavat poptavky na zbozi a sluzby, vyhledavat,
uzavirat smlouvy a spravovat nase dodavatele.

csp Dodavatelsky portal Coupa
Procuree Virtualni asistent STP
STP Zdroj platby
Knowledge Centre STP Tym Source to Pay, ktery prijima a reSi dotazy od

dodavatell a internich uzivatelt K-C
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Cislo ticketu Technicky nazev, ktery se pouziva ke zpracovani pozadavki a

:::::

pozadavky neztratily a mohly byt zpracovany se viemi
souvisejicimi informacemi.

Uéel

Mate problém v nasem procesu Source to Pay nebo potiebujete podporu s Coupa? Uz
nehledejte! Nas virtualni asistent Procuree je k dispozici nepretrzité, aby vam poskytl
poradenstvi a podporu. JednoduSe postupujte podle krokli uvedenych v tomto QRC a
polozte dotazy chatbotu Procuree prostirednictvim Microsoft Teams.

Chatbot Procuree okamzité odpovi na vase dotazy pfisluSnymi pokyny, referencemi nebo
udaji od spolec¢nosti SAP, pokud je to mozné. Pokud je potieba dalSi podpora, muze
Procuree vasim jménem vytvorit ticket v STP Knowledge Center.

Chcete-li posilit dodavatelsky portal a samoobsluhu spoleénosti Copa, dlrazné
doporucujeme vyuzit bohaté Skolici materialy a zdroje spole¢nosti Copa, které mate k
dispozici. Pokud nemtzete najit FreSeni svého problému, vytvorte ticket do Centra znalosti
STP.

Chcete-li zacit, doporucujeme postupovat podle nize uvedenych krokd, abyste se
dozvédeéli, jak reSit dotazy:

o Jak ziskat pristup k Procuree, pozadat o informace a vytvorit ticket
o Jak pracovat s STP Knowledge Center k vyifesSeni vaseho ticketu
o Jak sledovat stav ticketu a v pripadé potieby poskytnout informace

Jak ziskat pristup k Procuree, pozadat o informace a vytvorit ticket
1. Existuji tii zpUsoby, jak najit a vytvorit ticket pomoci Procuree:

a. Prejdéte na dodavatelsky portal Coupa a najdéte odkaz na
Procuree.
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My Notifications Woticaton Prefersnces.

......

Introducing Procuree, Kimberly-Clark’'s New
Source to Pay Support Tool

b. Prejdéte na dodavatelsky portal Taulia, stisknéte kartu Domua a
kliknutim na Oznameni zakaznikim vyhledejte odkaz na Procuree.

€% Kimberly-Clark

¢ _Purchase Orders Invoices  Payments  CashPlanner  Cashflow™ MyDetls Cu

Welcome back, Est

c. Prejdéte na Odkaz dodavatele a najdéte ikonu Procuree ve spodni
¢asti stranky.

3 Kimberly-Clark ooy Gms e Swoecoity  Newoom  Cowes  Q

Source-to-Pay
(sTP)

2. VSechny tfi zpusoby vas zavedou na webovou stranku Dodavatelsky
odkaz, kde muzete kliknutim na ikonu Zadavatel zahdjit konverzaci.

3. Po kliknuti na ikonu Obstaravatel zadejte nasledujici udaje pro ovéfeni:

a. Pole E-mailovd adresa: Zadejte e-mailovou adresu vasi
spolec¢nosti.

Copyright © 2022 Kimberly-Clark Worldwide, Inc. vSechna prava vyhrazena Page 3 of 10



https://www.kimberly-clark.com/en-us/company/supplier-link/source-to-pay
https://www.kimberly-clark.com/en-us/company/supplier-link/source-to-pay

Jak odeslat listky napovédy € Kimberly-Clark

b. Jméno: Zadejte své celé jméno.

c. Pokracdujte kliknutim na tlagitko "Odeslat".

. Hi, I am Procuree!

Your Kimberly-Clark digital assistant to address Source-to-Pay (STP)
related queries. I serve North America and most of EMEA region (Western.
Central and Eastern Europe; Middle East, or Africa)

Note: Use existing support channels for inquiries outside NA and for Russia,
Kazakhstan, and Israel in EMEA.

Email*

jane.doe@domainl.com

Name*

Jane Doe

Submit

|

? 4

4. Dale si muzete vybrat preferovany jazyk a zemi sluzby. Zemé, kde je
sluzba podana, neni vase zemé puvodu, ale zemé, se kterou
potiebujete pomoci.

&) Procuree

. Welcome to Procuree! Choose your preferred language & service country
below.
Feel free to change these anytime from the main menu!
Language* Service Country

English ~

German
Russian
Italian
Spanish
| French
| Czech

@ : B

5. Dale muzete polozit svlj dotaz chatbotu Procuree nebo vybrat
moznost, ktera nejlépe odpovida vasemu problému:

a. Stav platby/objednavky — Zkontrolujte stav faktury/platby nebo
nakupni objednavky pomoci sluzby Procuree. Méjte po ruce
své ID dodavatele!

b. Zobrazit moje tickety — Zobrazte si stav Cisla ticketu nebo nedavno
odeslané tickety pomoci Procuree. Méjte po ruce cislo ticketu!

c. Zeptejte se — Procuree vam muze pomoci prohledavanim znalostni baze.
Zadejte otazku, napriiklad "Jak vytvofim zadost o zménu nakupni
objednévky?"
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d. Upozornit na problém — Obrat'te se na nas tym STP Knowledge Center
pro dalsi pomoc.

Thanks! To chat with me, you can simply ask your question m the
message box

Here are some opf

Payment/PO Status

Ask a question

6. Pokud potiebujete dalSi pomoc, kliknéte na "Nahlasit problém" a
vyberte si z kategorii, které nejlépe odpovidaji vaSemu problému:

&) Procuree X
Raise an issue
]
. Got something on your mind? Choose the category that matches your
B concern.
This will assist in directing your ticket to the appropriate team.
S
Payment Issue
Supplier Manage.
PO Issue
Coupa Goods - H
Sourcing Issue
Contracting Issue
Business Partner
2 ‘ype your message B

7. Zadavatel vas pozada o poskytnuti dalSich podrobnosti pro vytvoreni
tiketu:

a. Zadejte kratky predmét problému.

b. Do pole Popis problému zadejte upiné podrobnosti. V pripadé potieby
muzete pridat prilohy, které budou obsahovat klicové informace.

c. Stisknutim tlacitka Odeslat odeslete ticketdo STP Knowledge Center.
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. Please update the details below to create the ticket

Subject (maximum characters 50)*
Add title of your concern

Issue Description®

Describe concern and detailg

Yz

Plosas 1 T ants asihlasnah ok %
TIoE HPPIT - MUCH ITOrMAatIon a3 posstore steaseventnumoer;

supplier name etc in the issue description

Select “‘Cancel’ to leave without creating a ticket

@ Poznamka: Na vyzvu zadejte dalSi informace, jako je nazev dodavatele, Cislo dodavatele, faktura
nebo cislo objednavky, abychom vam mohli efektivné podpofit.

8. Cislo vaseho ticketub ude sdileno v okné chatu, abychom potvrdili
vytvoreni vaseho ticketu.

. Youq created and routed to the Source to Pay
Knowledge Center. Please allow up to 2 working days to receive a
response from the support team

We’ll keep 1n touch!

. Select Go to Main Menu to ask something more, or select “I am done™
button

Go to Main Menu I am done

a podrobnostmi. Agent STP se s vami v piripadé potieby spoji a poskytne vam kompletni

Eb Poznamka: Po odeslani ticketu ocekavejte, ze okamzité obdrzite oznameni s €islem ticketu
potvrzeni o vyreSeni pripadu e-mailem.

9. Béhem chatu muazete kdykoli vybrat:
a. Obnovit chat — Zah4jit novou konverzaci.
b. Hlavni nabidka — Navrat k moznostem hlavni nabidky.
c. Zmeénit jazyk — vyberte preferovany jazyk.

d. Zmeénit zemi sluzby — vyberte jinou zemi sluzby. Servisni zemi
neni vase zemé puvodu, ale zemé, se kterou potrebujete
pomoc.

Opust'te chat zadanim "Zrusit" do pole chatu nebo zadanim "Menu" se vrat'te
do hlavni nabidky.
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e and details

as much information as possible such as event number.
etc in the issue description

ﬂ‘ Main Menu

to leave without creating a ticket

YA Language

&  Sservice Country

0037829 was created and routed to the Source to Pay
mter. Please allow up to 2 working days to receive a
the support team

ouch!

Iain Menu to ask something more, or select “I am done

in Menu Iam done

2 Type your message B

Jak vyresit vas ticket s STP Knowledge Center

1. Po odeslani ticketu obdrzite e-mailem potvrzeni s Cislem ticketu. Zadavatel
vyhodnoti listek tymu STP Knowledge Center pro fadnou spravu a reSeni
dotazu.

2. Agent STP Knowledge Center zkontroluje ticket a upravi prioritu na zakladé
predem definovanych kritérii. Pokud je tiket definovan jako dtilezity pro
obchodni informace, agent uprednostni ticket pro rFeseni.

3. VsSechny nové tickety vytvorené prostrednictvim chatbotu Procuree odesSlou
potvrzovaci e-mail, jak je uvedeno nize. V zavislosti na urovni zavaznosti
pockejte 2 pracovni dny, nez ziskate odpovéd' od agenta STP Knowledge
Center. Na prijaty e-mail mlzete odpovédét primo tak, ze v textu e-mailu
ponechate nedotéeny predmét, €islo pripadu a referenéni kéd.

New Case C50037829 has been created

S STPKnowepeCenter czevprod@izecom> BEZ L == 13
5

2l originated from outside the organzation.
Hello Jane Doe,

Thank you for contacting us

Your case aumber is CS0037829 — [Subjec ]

Your inquiry has been received and an agent is now working on you case. Based on the priority of the issue, a response to your request will be given in no more than two business days

If any fusther information is required from your end, you will be contacted segarding the next steps in resolving
We are glad 1o assist
Kimberly-Clark STP Knowledge Center

Please do not delete the following message:

Unsubscribe | Motification Preferences

Ref:MSG12049281_FeY3IE3YAKXHQOIVINZ

4. Agenti vas budou kontaktovat e-mailem s dalSimi dotazy nebo reSenimi vaseho
problému.
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a. Odpovézte prosim vzdy, kdyz agent bude vyzadovat dalsSi informace z
vasi strany.

Case CS0037695 requires your additional input to be resolved

STP Knowledge Center <kcchrprod
SK 1 e co. -
° To @ Sitedaily, Checkin

Retention Policy In - Won Record (90 days)

If there are problems with how this message is displayed, click here to view it in a web browser.

b. Prijméte nebo odmitnéte navrhované reseni, kdykoli vas agent kontaktuje
ohledné vyresSeni vaseho problému.

Please review your case CS0037694 solution proposal

SK STP Knowledge Center <kcchrprod@kcc.com>
To @ Sitedaily, Checkin

Retention Policy Inbox - Non Record (90 days) Expires 6/9/2024

If there are problems with how this message is displayed, click here to view it in a web browser.

CAUTION: This email originated from outside the organization.

Hello Jane Doe,

We are pleased to inform you that your Case €50037694 — [Subject of your concern] has been resolved with the following solution proposal:

STP Knowledge Agent solution: [Solution description and details from agent]

To update the cas W our system, please reply to this email within the next 4 business days by clicking on either the "Accept” or "Reject" link below.
Accept: “Accept”

Reject: “Reject”

If you accept the proposed solution, the case will be closed and cannot be reopened.
If you reject the proposed solution, the case will be reopened for further review.

Please note that the only necessary action is to click on either the "Accept" or "Reject" link below. If you do not respond within 4 business days, the case will be automatically closed.

Thank you for your cooperation.
Kimberly-Clark STP Knowledge Center

Please do not delete the following message:

Ref:MSG12048405_oDqyrKLoBuv)7txOWuW

Eb Poznamka: Ujistéte se, ze mate vzdy cislo svého ticketu, aby centrum STP Knowledge
Center vas mohlo efektivné podporovat.

5. Prijeti nebo odmitnuti hypertextovych odkazu otevie nové okno e-mailu. Pokud je
Souhlasim, kliknéte na Odeslat. Pokud Odmitnout, napiSte prosim své poznamky,
aby centrum STP mohlo Iépe porozumét vasim problémum.

File  Message Insert Draw  Options  FormatText  Review  Help Q  Tell me what yo File  Message Inset Draw  Options FormatText  Review  Help Q  Tell me what you want to do
[f ~ F | calibri « m <« B I U #Z+-A-iZ.i=-Z= ¢ B~ B I U
B To hrtest, ke B To hrtest, kee:

We are glad your issue is resolved now. Please send this email and do not delete the following message:

Thank you for your feedbacll. please include in this email your comments to understand further your dissatisfaction.
Ref:M5G8438904_Qel54T9iMgZKOak2gaEk

Add your
comments below

Do not delete the following message:

Should you need further assistance, don't hesitate to raise a ticket via Procuree! Ref:M5G8438904_QelSATIIMgZKOak2gaEk
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Poznamka: Prijaté odpovédi budou okamzité uzavieny v platformé STP Knowledge Center.
Eb Odmitnuta reseni zpusobi, Zze se ticket znovu otevie a agent prifazeny k platformé STP se s
vami spoji, aby s vami prodiskutoval vase dotazy a nasel potencialni reSeni.

Pokud do 4 pracovnich dnil nenabidnete prijeti nebo zamitnuti ticketuu, bude ticket
automaticky uzavien. Uzavren ticket nemtize byt znovu otevrit. Pokud potrebujete dalsi
pomoc, oteviete novy ticket v chatbotu Procuree.

Jak sledovat stav ticketu a v pripadé potreby poskytnout informace

1. Prejdéte na Procuree a vyberte z hlavni nabidky "Zobrazit moje tickety".
2. Pockejte prosim, nez Procuree vyzvedne vase Udaje, pak vyberte Zobrazit podle Cisla
ticketu.

EA EA
Submit
@ - ® e .
Please wait while I fetch the details for you.
. Thanks! To chat with me, you can simply ask your question in the N
I'm working on it! Your request is taking a bit more time
message box = <
G
- Sure, I can help you view your tickets How would you like me to retneve
‘Here are some options 1o explore: 2
them'
Payment/PO Status' View my ticket(s) Vi oy faiket i
Ask a question Raise an issue View recent tickets
£ Typeyourmess Bl 2 T B

3. Zadejte ¢islo ticketu, jehoZ stav chcete zkontrolovat — ID ticketu zacina CSXXXXXXX.

4. Zkontrolujte podrobnosti ohledné ticketu.
Q Procuree X
>/

»
© Status: New
I'm working on it! Your request is taking a bit more time. L Sl
% 1 Description Add tifle of your concem
4 4 Assigned Group STP
@ (=) ® Created In 2024-03-12 17:5425
Sure, I can help you view your tickets. How would you like me to retrieve
them? Status Message
Yo nding to be assigned to one of our agents. The STP
View by ticket number knowledg 1 team will get back to you soon with a response or
solution proposal
View recent tickets
(=) ; _
‘What would you like to do next? Explore the Main Menu for more
Kindly provide the ticket number you would like to access.” options
Go to Main Menu Give Feedback
m[ PR Raise an issue
. e
P T R A >

5. Chcete-li svij pfipad aktualizovat, mUZete odpovédét pfimo na prijaty e-mail tak, Ze v
textu e-mailu ponechate nedotceny predmét, Cislo ticketu a referencni kéd.
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Zmeénit verzi

Historie verzi

9 bfezna,

2023 Alexa Toriano

26 dubna, .
0.2 2023 Alexa Toriano

26 Cervence, Aktualizace obrazk( Procuree a pfidani Federico
0.3 2023 postupu fedeni STP Knowledge Center Marchioro/Alexa Torijano
0.4 ;gszfubna, Aktualizace imagi a krok( procesu Procuree Alexa Toriano
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