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Getting Started

You start off in your IBM Lotus Notes Workspace. Select File from your toolbar than Open /
Lotus Notes Application.

s
ile | Edit View Create Tools Window Help
New >
Open > Selected Item... Enter
Close Esc Lotus Notes Application Ctrl+O
Save As... Ctrl+Shift+S
AutoSave > 5‘ (
Application » @ | =N
Replication > Wiliams's Bockmaris (8.5)
L ions N Contacts on Local on Local
» \

Preferences... - .
Properties Alt+Enter ’@r @
Security % IBM Lota Notes Business
Sametime [ 4 8.5.1 Help Technology (BT)
Close All - —y 4
Exit ~\| cem

S— — s ]

In Look in: drop down select Zephyr/ Waters

_Open Application

. Gn My Compuder -

SOHICh Copunt] e -
't

O 20 Wton a

D 200 rgranet Waters

[71(x]
[ Open |
A [ Bookamark. |

= >

Scroll down and select CEA and click Open.
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CEA on Zephyr
You should now see a CEA on Zephyr icon on your Home tab in Lotus Notes.

Requestors

To create a new CEA — select “Capital Expenditure Authorizations” in left panel, then choose
“Create CEA”
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Once you select “Create CEA” the CEA form is opened and your name is automatically filled in as the
requestor (field #5). If you are completing the form on behalf of the requestor, you can change this with
the drop down selection. Please enter the letters in our CEA nomenclature that correspond with the
appropriate cost center. Note that some management units have several letters, for example, Global
Ops, may have A, D, F, G, M, Q or W with different CIP accounts, which represents various departments.

If you are not sure what CEA nomenclature to use go back to the CEA —CIP tab and select “CEA &
Corresponding CIP Accounts” this is a list of all the letters used for CEAs as well as the CIP account that is
attributed to that particular letter (ie “USYC”). Corporate Finance tries to keep this list up-to-date, but if
you are not sure which letter to use when creating a CEA, please confirm with the responsible financial
analyst.
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(W CEA#[ USYC
| US Capstal Expenditure Authorzation (CEA) Form Account| USO 1
" WIP - Signature Approval » Completed
WP - Fimancial Analyst " Pending Appeoval - Corporate Finance
A}
[CEA CompletedBy. Corpojate Finace will finish the
|CEA Completed Date: CEA ¥, byt please put in the correct
Entored in SAP- " Yas * No erihot corresponds with your
T ment unit as well as your
CIP account
| General Information
L General Information
1. Description of Assel(s) and Project * Computer Server
2 Department " Corporate Finance ;  |3. CostCenter. “WF02; 4. Company Code: "US01 5]
Name:

5. Requestor. ’Lance Williams _j+1 [Telephone: "3182 ;%]
6. Financial Analyst |”"Nancy Hill. ;=1 [Telephone: "2406 '+

7.Financial Viewer. ["Alex McCormick,  [Telephone: " ;]
A

Field 1 - Description of Asset(s) and project: Enter name of the asset or project.

Field 2 - Department Name: Enter name of your department.

Field 3 - Cost Center: Enter name of your cost center that you would like the depreciation expense to hit.
Field 4 — Company Code: Enter your Company code that your cost center resides.

Field 5 — Requestor: The person requesting the Capital Expenditure Authorization.

Field 6 — Financial Analyst: The financial person responsible for your cost center. (Please see “CEA &
Corresponding CIP Accounts” folder if you are not sure who is your financial Analyst)

Field 7 — Financial Viewer: The Financial Viewer is selected by the Financial Analyst to have visible access
to the Capital Expenditure Authorization Requests

Field 8 — Request Type: You have two options, Original CEA Request or Supplemental Request. If this is
a supplemental request, additional options will appear to the right, Original CEA # and an Add doc link.
In the Original CEA # put the CEA number of the original CEA. The add dock link is used to attach the
original CEA form.

|8. Request Type:

¢ Original CEA Request|  Original CEA #
@ Supplimental Reque Add doc link{"

This can be done two different ways.
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1) If the original CEA is not automated simply click in the Add doc link field and select Attach (paper
clip) and find the folder that has the original CEA.

2) If the Original CEA is automated, open the original CEA in your Completed CEA Requests view

Click the copy document link Icon. Then go back to the supplemental CEA and paste

the link in the Add doc link field.

Field 9 — Will assets(s) reside at Waters facility: Most US owned assets are located at a facility in the US.
You can select the facility from the drop down menu and the tax jurisdiction will automatically populate.
There are rare occasions when an asset is US owned but located outside of the US. If this situaton
arises, please select “No” in field 9 and then complete ALL information, especially a full explanation as to
why this should be considered US owned.

9. Will assets(s) |~ Yes
reside atWaters |5 @

acility?

9a. KFthis assetwill notreside ata Waters facility. please attach an explanation of this asset and why itis a Waters asset
Asset Contact T

AssetCompany |"
Asset Street i
Asset City o State: " % Zp"

10. Tax Jurisdiction |* 4

Atiachments/Comments: ™

Field 10 — Tax Jurisdiction: This field will automatically populate when selecting “Yes” in field 9.
Il The Summary of Budgeted and Requested Amounts

This section is where you enter the CEA’s budget and the original CEA amount. If you selected
supplemental request in (field 8) then fill in the supplemental amount in (field 13).

Field 16 - Is this a purchase from Waters subsidiary, If the answer is “Yes”. Then columns 23 and 24 will
be made available for you to list the transfer price. (field 25) is a formula to show the ICP.






* I Summary of Budgeted and Requested Amounts

11 Budget |334.200.00
12 Onginal CEA Amount__|$29,000 00

13. Supplemantal Amount |I'.'M
14. Total CEA Amount |$29.000.00
15. (Ovar)f Under Budget |$5.200.00

16. ia this @ purchase from |Yes
|a Waters subsidiary?

= il Identifiable Assel{s) and Project Componets

17 Descripson 18. Watars Part| 19, 20. Cost/Each |21 Total Cost |22 Useful E Tia . Total Pricel
if applicable [Quantty Lifa/Years [Price/ Each
ACQUITY UPLC 176015008 2 $14 500 08 $29.000 16 5 82745137
H-Class Column 4
mmu\ Cor % \Us \ d
0 $0.00 $0.00 1] $0.00
1] 3000 $0.00 1] $0 00
0 $0.00 30.00 [} $0.00
a $000 2000 [}) 000
Descripbon
ACQUITY UPLC
H-Class Column
Mnager System
(CM-A)
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Il Identifiable Asset(s) and Project Components

Field 17 — Description: Description of the asset.

Field 18 — Waters Part # if applicable: Waters part number.

Field 19 — Quantity: number of assets.

Field 20 - Cost / Each: Manufacturing cost.

Field 21 - Total Cost: Extend cost (Formula)

Field 22 — Useful Life / Years: The expected useful life the asset will be depreciated over.
Field 23 - Transfer Price: The Waters subsidiary price.

Field 24 - Total Price: Formula.






Field 25 - Total ICP: Breaks out Intercompany Profit (ICP) (Formula)
IV Purpose

Field 26 — Please provide background information, reason for request, additional description of item /
project and economic proposal. Enter a brief description of the purpose of the new asset.

(Field 26a). Is this purchase computer hardware or software related? If the answer is “Yes” this will
send a copy of the CEA to the BT manager for review. The BT manager will have visible access to the CEA
requests. The BT manager will not have the ability to make changes to the CEA.

26a. is this purchase computer hardware or software related? |[© Yes ¢ No
For review by BT manager. Jim Doucet.

V Timing of Project
What is the projected quarter the approval and spending will take place.
VI Budget

Field 27 — What quarter was this budgeted in?: Enter what quarter the asset was budgeted in the fiscal
year.

Field 28 — Provide an explanation if CEA is unbudgeted (Partially or fully): Give an explanation why the asset
is needed, if it was unbudgeted.

Field 29 — Required Approvals up $1M: As the requestor, it is not necessary for you to complete this
section. However, if you do know who the approvers are, you can fill their names in — BUT DO NOT
select the buttons to “send to approvers”. The financial analyst will take care of this after his/her
review.

Once you have filled out all applicable data, select the “Send to Financial Analyst” button at the top of

the form. (Please note that you only need to select the button once. Each time you select the button it will send an email.)

o Save 3 Close = Print Send ToR Send To Financial Analyst 3
Waters Corporation CEA#|"USYC
US Capital Expenditure Authorization (CEA) Form Account |7 US01-1720630

You can save and close the CEA using the buttons in the header of the screen. The financial analyst will
automatically receive an email notification with a link to open the pending CEA.

*** IF YOU CLOSE THE CEA WITHOUT SAVING, THE RECORD WILL BE LOST, ***
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Waters Corporation CEA#|'
US Capital Expenditure Authorization (CEA) Form Account
Status:

* New " WIP - Signature Approval

" WIP - Financial Analyst " Pending Approval - Corporate F

&

CEA Completed By:
CEA Completed Date:

Financial Analyst
The financial analyst will open the CEA and select “Edit Document” and change the status to be
“WIP - Financial Analyst”

Fide Edit View Creste Actions Section Tools Window Help

Z usvC100 =
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Waters Corporation CEA#|"USYC

US Capital Expenditure Authorization (CEA) Form Account | "US01-170630

Status:

~ New " WIP - Signature Approval " CEA Completed
* WIP - Financial Analyst " Pending Approval - Corporate Finance

He/she will review the CEA, make any necessary corrections.

The Financial Analyst can add multiple people and add groups to (field 7) Financial Viewer: This option
will give the Financial Viewer(s) the ability to view any CEA that might affect their cost center or
management unit.






I General informaton

1 Descrip omno!ai and Projoct “ Teost.:

2. Depanment ar 3.CostCenter: “ WGD1 4. Company Code: " USO1 ;1v}
=t

5 Requestor ” Jim Doucet ;- [Telephone. " 413215
€ Financial Anatyst | Alex McCormick, Telephane ' 3765 .=

8 Reguest Type Onginal CEA Request
Supptmental Reques)
9. Will sssets(s) * Yes Facitty.| N
reside atWaters |~ pg [Wasers Corp - Taunton v
CT Taunton State: MA Zip: 02780-7266
10, Tax J ; USMAD278072660
Atachments/C i

The Financial Analyst will then go to section VII (field 29) and VIl (fields 30 and 31) to check the
approvals needed. Once approvers are selected, a button will appear under the approval section, click
“Submit To Operational Approver” and “Submit To Financial Approver”’. Please note that there is a
section (field #31) for approvals that are not required by Corporate Finance. This section is for

managers that want to be included on all department or management unit CEAs. Financial analyst can
then change status to “WIP - Signature Approval”.

Highest Level Of Approvals Required

Opearational Fa wal
Budgeted up to $100k Cost Center Manager Financial Analyst
Unbudgeted up ta 8100k Cost Center Manager Controller
Budgeted & Unbudgeted up to $250i Duvigion VP Divigign V P Finance
Budgeted & Unbudgeted up to $S1M Division President for Division, Division V P. Finance for Division,
V.P. Finance for Corporaben C.F O for Corporate
Budgeted & Unbudgeted over $1M Division President8& CE O Dwision VP Finance 8CF QO

25 Required Approvals up o $1M

Ken d =]

" Approved Cap Expenditire — Denied Cop Expenditie  © NotYetDetermined

o Py

| Approved cmw " Demed Cap. Expendihure " Not Yet Datermined

T

e

Submd To Operatonal Approver I Select Approval Buttons
Submit To Financial ApprovefJ :







The approvers are now notified by email — “CEA Request Requires Your Approval”

= CEA Request Requires Your Approval - USYC
=] @Nancy Hill 1o NancyHil 03282013 03.07PM
e NancyHill Show Details

Pleasae review and approve my Capital Expenditure Authorization requaest using the following document link. Review the CEA and then select "Edit Document” in the top left comer of the
toolbar. See section #29 "Required Approvals up to $1M” and indicate your approval or rejection. Then click "save” and “close”.

]

Once the approvals are done, the financial analyst will receive separate emails from the Operational
Approver and Financial Approver.

An Approval Decision has been made to this request Please review.

Click here to open the request => @

The financial analyst reviews once more and can follow up on any approver comments or rejections.
Once everything is accurate and complete, the financial analyst must now change the status to “Pending

Approval — Corporate Finance”

Waters Corporation CEA#|' USYC |

US Capital Expenditure Authorization (CEA) Form Account | US01-170630

Status:

I~ New " WIP - Signature Approval " CEA Completed
" WIP - Financial Analyst © - Fi

The financial analyst then must select “Submit To Corporate Analyst” at the bottom of the form (See

below)

Required Action by Depariment Analyst (After CEA has been approved)
Submit To Corporate Analyst Tricia Kaiser, Laura Siddell and Nancy Hill

The CEA will now be routed to Corporate Finance; an email notification will be received.
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T

E‘ L Required Action by Department Analyst (After CEA has been approved) USYC
_ i] B Nancy Hill 1o Laura Siddell, Tricia Kaiser. Nancy Hill

All approvals have been added, please review this Capital Expenditure Authorization request
B

Once the CEA is received, reviewed and approved by Corporate Finance, a CEA number will be given and
the status will be changed to “CEA Completed”. The CEA will then be given to the Corporate Finance
Administrator to be entered in SAP. Once that is complete, the Corporate Finance Administrator will
update the “Entered in SAP” option button to “Yes” and select save. An email notification will be sent
to the Financial Analyst, Financial Viewer & Requestor notifying them that his/her CEA is complete.

[Waters Corporation CEA#[ NOTES DEV TEST

|US Capital Expenditure Authorization (CEA) Form Account| 123

Status:

i New " WIP - Signawre Approval « CEA Completed
— WIP - Financial Analyst " Pending Approval - Corporate Finance

Updated 0 Yos

The CEA will now be located in the “Completed CEAs” view that can be selected in the left panel of the
home screen in the database. The red flag signifies that the CEA has been entered into SAP.

Capital Expenditure Authorization Requests

Deporinmen Anolyst Cost Asronzd CEA A ol A f
Nameo Cartor Budgoted Budgat
Mauwrean Kikcoyna $300 $000 $000 usal-
Swohenferery i - 3000
RDE StephenFerresa  WTO! $10000 $10000 $000 Uso1-13
DRE SwephenFerrena  WFQ2 $1.100.000 00 $1.10000000  $000 USO1-12354
SmarBoard Staphen Femera $38,000 00 $38.000 00 $000 UsSo1-Usol
iCookng System. Jid Floot Data C BT RAD StaphenFenena  BRO3 $38,000.00 93800000 $00C  USO1USOY

Approvers

When you receive an email “CEA Request Requires Your Approval’, like in the example below
please, select the document link.
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E CEA Request Requires Your Approval - USYC
- 03282013 03.07 PM

& Nancy Hill ‘o Nancy Hill

e Naney Hill Show Dotails
Please review and spprove my Capital Expenditure Author q using the ft g d link. Review the CEA and then select *Edit Document” in the top lefi comer of the
toolbar. See section #29 “Required Approvals up to $1M" and indi your app orrejection. Then click "save® and "closa”.

Select “Edit Document” in the top left corner of the toolbar.

Fia Edit View Cresta Actions Section Tesls Windew Haelp

Z5USYC14001 =

ARDiRm>D
5 Print Bend To Requestor Bend T Finenciel Anstet =7

Review the CEA form. When CEA has been reviewed scroil down to Section 29 “Required Approvals up
to S1IM” and either select “Approved Cap. Expenditure”, “Denied Cap. Expenditure”, or “Not Yet
Determined”

29 Requited Approvals up to $1M

Operational Approver| Nancy Fill T
OB R S e Approved Cap. Expandnse  DaniedCap Expendiws NotYotDewminsd |

Audit Log: | Nancy Fill on 3/28/2013 3:10-17 FM - changed to Approved Cap_ Expends

[Operstional Comm'lnh:_';' i e
___Financial Approver: | Nancy Hill

Financial Decision: ) 3 ) :
" Approved Cap. Expenditure  Denied Cap. Expenditure "/ Not Yet Determined

Audit Log: | Nancy Fi on 3/28/2013 3.10:17 PM - chinged to Approved Cap. Expendiire
Financial Comments: =
Aftachments:

Then click Save and Close the CEA form.

Financial Viewer
The Financial Viewer is selected by the Financial Analyst to have visible access to the Capital Expenditure

Authorization Requests. The Financial Viewer will not have the ability to make changes to the CEA. The
Financial Viewer will be notified by email when the CEA is completed.
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Deleting a Record

If you are working on a CEA and decide not to proceed, you can close without saving and the
record will not exist. If you create a CEA and wish to delete it after having saved it, please contact
corporate finance. For control purposes, only Corporate Finance can delete records.

Exporting

You can export any view in the CEA database in order to be able to manipulate or analyze the data in
excel. Once you see the data you would like to export, select “Edit” from the top menu, then “Copy As”
and “Table”. Then go to a blank excel workbook and paste the data in.

_File [Edit] View Create Actions Tools Window Help

B Undo Ctrl+Z ¥ Waters Phone Book -

14 ¥ Cut Ctrb+X & B

[h Copy Ctrl+C
0 & Copy As » Table )
Eﬂ? (0 Paste &7 Anchor Link... =i
2 Delete Del [ Document Link et |
. View Link
Deselect All Application Link i
Eb Select Al Cub-A roERw— resset P
- L e |

@3 Find/Replace... Ctri+F
a_;" Find Next... Ctrl+G r?; Dell Computers
Ic&»
Tk External Links...
B Unread Marks >
B> P EListofF [| |

| A ' B [ c ' D E F G Hiam Lt

:;;\ec:)dﬁf_l_k;;iy;st"Ma_nagemen-t Unit_MU Financial éontrolier 'MU Subgroup CEA Lettei SAP Subgroup 'Companv 'GLAccourit #
CorporteHQ C

|Alex McCormick Corporte HQ

Printing

Michael Silveirs

USACORP

uso1

170630

In order to print the view on your screen select “File” from the top menu, then “Print”. A popup box will
appear. Select the radio button for “Selected View” or “As laid out on screen”. These are slightly
different. In this same popup box, there is a tab for “Page Setup” where you can change settings such as
orientation (portrait v landscape), margins, and paper size. You can use “Preview” to ensure you're
printing it how you would like to see it.
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Name [\\orrtsham'\mmfi3 ~]| [Settings... |
Status: Raady
Type: HP Universal Printing PCL 6 (on IP_10.3.230.10)
Cormmaerit:
Location:
Prirt Style
Prirt Style: { _I'
Other Options: | ~]
What to Prirt Prirg Qusaiity
s & Aslaid out on screen I Prirt as daft
m—'ﬂ ¢ Ench frame individuaily I Scale all graphics to 100%
¢ Selected frame only ¥ Preview In color
ﬂ ¢~ Selected view
¢ Selected documents
€ All documerits in view
Prirt Ranpge Coploa
& All pages v " rﬁ
€ From page | = L | = oficoeian N
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