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DESCRIPTION

Companies that send employees to Luxembourg as a part of their cross-border operations (provision of services), have in
the past had to register their employees with the Luxembourg authorities using an application form. The registration is
mandatory for all employees posted to Luxembourg.

The registration can done online with e-Détachement. The process consists of several steps:

Registering the company

To log in, the company must be registered in the online system "Guichet.itm.lu".

Creating a social ID "Badge Social"

When registering an employee for the first time, the so-called "Social Badge" can be printed after entering all necessary
information and documents. This applies as long as the employee is employed at ABB, so it has to be created once for
each employee. The employee must always carry the badge during deployments to Luxembourg. The Social Badge shows
a barcode which is related to an online portal. In this online portal the different work times in Luxembourg are shown.

Posting

For registered employees, postings can be registered, changed and deleted (before the beginning of deployment). Each
posting is then entered online for the employee specifically.

The Luxembourg authorities have issued an English user manual for the online registration:

User manual in English

Link to the homepage were the online registration can be done:
https://guichet.itm.lu/edetach/

Therefore, we already have a user ID and a password for ABB:
User ID: xhatg33
Password: SV-Ausweis2014

Note:
e Some sections in the SOP or few areas in the SOP have been blackened / masked. This is because they contain
confidential information about the employee. However, in real time, the same does not appear in SAP.

e The SAP screen shots provided in the SOP may sometimes differ in appearance; however there is no change in the
screen shot content. The difference is because the screen shots were taken from different systems - production and
test.
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PROCESS OVERVIEW

Process map is attached.
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PERFORMANCE METRICS EXPECTED
Performance Measures

The performance measures expected shall include the following

SLA Unit of Success Service Level
Category Measurement Criteria Expected

Description Metric Type

Transparency concerning the
compliance of the defined
processing time of orders for
Registration for Luxembourg

1 Normal Timeliness Percentage 15 days 100%

Request for Social Badge (1)

Employee sends an email stating a social badge is required. The request will contain the below details of the deployment
site.

e Name of company

e Address: Required fields are: Street, house number, post code, place

e Type of service:

e Duration of the deployment

e Certificate of coverage

Creating and assigning ticket (2)

During the Phase “Parallel-Run” (Remark: The timeframe of “Parallel Run” needs to be defined) the GBS Local team will
create tickets for the incoming emails, calls and mailings (paper form) and will assign the tickets to the GBS Global —
according to the activities / processes, where GBS Global is responsible for. The GBS Global opens the tickets and takes
care on the processing.

Remark: No physical printing in the GBS Global. This means: If there is a print-out needed, or an original signature etc.,
the GBS Global will complete their work, close the ticket — however, before closing the ticket GBS Global send another
email through the existing EIC-Ticket to GBS Local (HR-Assistenzteam DEABB hr-assistenzteam.deabb@de.abb.com) to
create another ticket and complete their work based on that ticket.

Exceptional cases: Only in exceptional cases, e.g. overtime, GBS Local has to create the ticket, do some pre-work and
create a new ticket for the GBS Global (with a different category). This should only apply for the process “Overtime”.
Open questions: During the Phase “Parallel-Run” all open questions / requests on incoming orders, after having clarified
them internally (within GBS Global), will be routed by GBS Global to GBS Local — and not directly to the service
recipient (=Ticket-Requestor) (Examples: The order is incomplete or there are questions on the order by GBS Global). This
means: GBS Global should contact GBS Local for all open questions / requests: First-Level-Inquiry (Phone: +49 621 381
3500 // eMail: ABBPersonalDirekt@de.abb.com). Any open questions / requests should be placed by sending another
email through the existing EIC-Ticket to GBS Local. Target: This should help to increase the knowledge of the GBS Global,
to gradually improve the quality and to check, whether there are any changes in the process flow needed etc.

Errors in the handling of orders: If the customer (line manager, employee, HR Business Partner) realizes, there is a mistake
in the handling of an order (e.g. mistake in a contract), then the GBS Local is the “First-Point-of-Contact” — at least during
the Phase “Parallel Run”.
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Open and Process the ticket (3)

Refer to section 2 of the Employee Interaction Center (EIC) Handbook, on how to access the EIC.

Emplovee Interaction Center (EIC)-Handbook (German)

Instructions: Image: 1

In general, the EIC ticket is categorized as follows:

Step 1: "Auftrag" in "Kategorie".

Step 2: " Aufenthalts-/Arbeitserlaubnis " in "Subkategorie 1".
Step 3: "Outbound" in "Subkategorie 2".

Image: 1
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Instructions: Image 2

Step 1: Click on “Kontakte”
Step 2: Click on “Anzeigen”
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Missing information? (4)

For online registration, the request must contain the below mandatory information.

1. Al posting certificate

For the application of A1, the following items are required:

Deployment period

Company name with street address

Mandatory fields for the online registration are: Street, house number, and post code, place

The A1l (Certificate of coverage) must then be applied for with the health insurance provider. This usually takes a few days.
The document will be provided by GBS Local

2. Occupational health examination: Certificate G35

The examination must be conducted before the deployment abroad. Certification of this can be found either in the e-file
in the "Health" folder or can be obtained from the workplace clinic.

Anzeigen Personalait NN
AP nce JTTAISI8 GRIP D ST T8 2 B
& Gepunsaum.
Privatanschrift:
~
beschafig vel
. Anschrift des ABB Automation Products GmbH
Strasse B2
58123 Hexk
99t Personanr 2522874

Arbeitsmedizinische Vorsorge am: 04,06 2014

Antass® An Nachster Termn™*
(Plicht/Angebot/
Wunsch)
Acbersadenthat m Ausing Pllicht 08/2016
-
Bidschumarbe tspatze Angetot 0672017

3. Employment contract:

This is in the electronic personnel file in the folder "Contractual Agreements"

4. Occupation held:

The information can be found in the info-type (Information Type 9002) in SAP HR

5. Vocational training:

The information can either be taken from the resume or the information type "Vocational training
6. Job activities:

The type of work performed by the employee during the posting.

Apart from the above, the below details of the deployment site must be mentioned in the request:
e Name of company

e Address: Required fields are: Street, house number, post code, place
e Type of service
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Open questions: During the Phase “Parallel-Run” all open questions / requests on incoming orders, after having clarified
them internally (within GBS Global), will be routed by GBS Global to GBS Local — and not directly to the service
recipient (=Ticket-Requestor) (Examples: The order is incomplete or there are questions on the order by GBS Global). This
means: GBS Global should contact GBS Local for all open questions / requests: First-Level-Inquiry (Phone: +49 621 381
3500 // eMail: ABBPersonalDirekt@de.abb.com). Any open questions / requests should be placed by sending another
email through the existing EIC-Ticket to GBS Local. Target: This should help to increase the knowledge of the GBS Global,
to gradually improve the quality and to check, whether there are any changes in the process flow needed etc.

Next Step(s)

Conditional-Yes-Request for missing information (5)
Conditional-No-Employer Registered? (6)

Request for missing information (5)

The GBS local to reach out to the requester to procure missing information, if any. After the information is received, GBS
local to assign the ticket to GBS GM Global.

Employer Registered? (6)

To register an employee, the employer should first be registered. Hence, the first step is to check if the employer is
registered.

Next Step(s)

Conditional-No-Set up Employer (7)
Conditional-Yes-Register/new/Modify Posting? (8)

Set up Employer (7)

e Forregistering employees with the Luxembourg authorities, the company must be registered in Guichet.itm.lu.

e Currently, company ABB AG (construction site PPHV) is registered as a company

e If an employee is posted by another company, this employer must be registered first. The registration is done by the
line manager. Once the registration is completed, two forms are generated a) VAT number (VAT number is provided
by the ABB tax department) and b) Notification number.
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Instructions: Image: 1

Login on https://guichet.itm.lu/edetach/ with the User Id and password

Image: 1
B Hrooceis I oetsch o [ Englist

........

Forgot password ? Forgotuserid 2 Register

Instructions: Image: 2

In the application, start by creating the record of the company by clicking “New company”. Fill in all the required details
in the mandatory fields and click save

Note: Currently ABB AG is already registered and hence registration of the company may not be required for every
incident. This activity would need to be carried out only if a new company is set up.

Image: 2

Fill in all the fieids marked by an *.
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Step 1: The VAT Id number PDF uploaded- is the VAT number of the German ABB AG for the country Luxembourg. The

document is sent by GF-TA, Christian Miiller.

Step 2: Notification number PDF uploaded- Received from the Ministry (Economy) of Luxembourg after successful

registration.

Image: 3
|
DS LG @ Cliegencaticn 7
T
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Dacument(s) Tj Documentis]
L

Register/new/Modify Posting? (8)

There are three scenarios that can occur:

e Either a new employee will have to be registered

e New posting of an already registered employee

o Modifying an already Registered Posting

For filling the information in the forms, various Information type are used.

Next Step(s)
Conditional-Register-Create employee and Social Badge (9)

Conditional-New-New Posting of existing employee (11)
Conditional-Modify-Modify Posting (12)

Confidential SOP has been generated using manual numbering
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Create employee and Social Badge (9)

Instructions: Image: 1

Create an employee’s record by clicking “New employees”

Image: 1
\
“F
| e-Detachement Badge Social
s
i
S I o
v By Cogany Smith - Compay

Instruction: Image: 2

The fields marked with an * are mandatory fields. The Carried out activity can be located in the employee request. Refer
to the screen Capture section for locating the information to be entered in the remaining fields on the form. Once these

are filled, click on save.
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Refer to the below table to locate the information.

Sr. no Field Name Instructions
1 Last name SAP Information Type 0002
2 First name SAP Information Type 0002
3 Date of birth (DD.MM.YYYY) SAP Information Type 0002
4 Social security number SAP Information Type 0013
5 Qualification SAP Information Type 0022
6 Carried out activity SAP Information Type 9002
7 Nationality SAP Information Type 0002

Documents for Upload:
e Al posting certificate: The document will be provided by GBS Local
e Occupational health examination: Certificate G35: The examination must be conducted before the deployment
abroad. Certification of this can be found either in the e-file in the "Health" folder or can be obtained from the
workplace clinic.
e Employment contract: Refer to "User_Manual _EE_EIl_Files" page 12- 14. The contract can be located under the
folder "Arbeitsvertrag”

Instructions: Image: 3

To login into SAP, select "18 HR Produktion (P01 Gleitzeit, Reisekosten)" from the highlighted menu.

Image 3:
[#SAPlogonPad730 __________________________________o&Gc 4
amecen | 0] 2|5 [O[0] 0] 2) ¥
Q1 Favoriten Neme - sy
O Verknupfungen [£501_A88 OE Produktion (DE3) - SSO =
(3 Verbindungen 1£502_A88 DE Qualtst (DE2) - SSO

13 03_AB8 DE Entwicklung (DE1) - S50

I 04_AB8 DE Produktion (DE3)

1{505_AB8 DE Qualat (DE2)

{5 06_ABB OE Entwicklung (DE1)

1£507_8JE Produktionssystem (8)3) - SSO

I 08_8)E Produktionssystem (8)3)

19 09_A88 Mapping und Routing Produktion P13

19 10_AB8 Mapping und Routing Testsystem P11

2§ 11_A88 GTS Produktion (DG3) - SSO

[ 12_ABB GTS Produktion (DG3)

4§13 _A88 GTS Test (0G1) - SSO -

# [514_ABB BW Produktion (H82) - SSO

f 1 15_AB8 BW Produktion (H82)

l 19 16_BIE Entwicklungssystem (8J1)
1812 2ie T 2123

| a5t 19_ABE Solution Manager (B22)
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| €521_AB8 BW Entw./Test (HB1)
[ 22_AB8 GTS Test (0G1)
£ 23_WAL MD Web AS
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Instructions: Image: 4

Step 1: Enter the user id in the field "Benutzer" (User ID)
Step 2: Enter the password in the field "Kennwort" (Password) and then press "Enter" key.

Image 4:

2

2 i uE OO0D U OO0 D uE

SAP

- Informaton

HR Produidrsystens POY  SAP ERP 2005_SR1

Instructions: Image: 5

Step 1: Enter the transaction code "PA20" to display the HR Master Data
Step 2: Click on "Run"

Image: 5
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Instructions: Image: 6
Step 1: Employee in SAP can be searched by entering the personnel number or

Step 2: By entering the first name and last name of the employee.
Step 3: Enter the first and the last name of the employee from the request. Hit enter and the employee page will open.

Image: 6
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Instructions: Image: 7
Enter: 0002 in Information Type

Image: 7
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Enter the date of birth from the field “Geburtsdatum”

Image: 8
Geburtsdaten
Gebutsname

Zusatzwort

Gaburtedatum (21, 10,1963

{DE deutseh

Nationaltat

Instructions: Image: 9

Geburtsort
Geburtsind
» wedera Hat,

Under Information Type, enter 0013.
Rentenvers. No (social security number) to be entered in the form

Image: 9
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Instructions: Image: 10

Under Information Type 0022 (Ausbildung)
Enter the relevant qualification in the field.

Bearberan  Sormgen  Zusmitie  Sytem  Hie

< > dHE Q@ LMK Do DE P,
Ausbildung anzelgern

e | I—

|} suche nacn e ABB Automation GmbH
I} = 8 person Tranee ATG Mannhern
| - B8 ssmene | Gorg e1.12. 2008 bs 31.12.9999] Ana. [30.69.2010]DECOIE0246
- B8 suchbd,
- B rFrens
Scholt 52]  Fachhochschule
Ausbidung ~
InstRua/Ont i Hededers
Lancerschiissel -
Shusbichug z3]  oekm
Dawer der Ausbidong =) ~
AbschiSoote

Fachnchtung 1 Rl Wet.Ing. wesen
Fachnchiung 2 =

Kirsberechnung
Kursbeorteiung
Kursgeblitwen 0,00 EOR

Instructions: Image: 11

The designation or job title is to be entered in the field.
Step 1: Under Information Type enter 9002

Step 2: Click on the icon (Glasses) to open the screen where the job position can be viewed and hit enter

Image: 11
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Instructions: Image: 12

Enter the Job description mentioned under Job-Bezeichnung

Image: 12
S niohye  BewbeRen Gpmpgan  Fusibre  Sptem  bilfe
& ~JH eo@ DM Hoiod Bl SR
Tatigkeit, Sonstiges anreigen
L
SLLTE Mach AEE AG
& ﬂ!}?n's:ﬂ Inpat ASE Bag Honna! § TFO)

* (M} 5arrmat

GG 01.03.2014] Bis X1 _13.¢WFFR End. 110,.02.2014FDEOPROTION

= m Suchbas
R,

+ [l Free su

ABRE- TR et 1110 Do [

Artetsolats P Daceree Unik FTIR

Bk Fermannuitimer Hesirann Product Groug 2408

Gascrafgebat Proftcenter

J:-:-E-n.-rthnl.-nl:_ innat Factory Manager PRTR

Ginhel Empleyes D

L1 LI

ERkirpnschs Pernonakats

£33 |t uss jod

Instructions: Image: 13

Under Information Type enter 0002 and the nationality can be located under the field "Nationalitat”

Image: 13
Geburtsdaten
Geburtsnamea
Vorsatzwort - Zusatzwort ¥
Geburtedatum {21, 10.1963! Geburtsort  |Obemhau
o e el AT £ Geburtstand bl
Nationaleat | DE deutsch > wakara Hat. hd >
Famdenstand/Konfesson
Famienst v | san Konfassion — nicht KiSt.pfichti -

AnzKinder 1
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Instructions: Image: 14

On the page named “Documents”, click to upload the following mandatory documents:

Al: Request Al document from GBS Local

Image: 14
&
VAT, Classes moyennes:
Dispensation 7 Dispensation ?
Id nr: LU Notification nr.: ¢ f
Document(s} o @ Document(s): }@ - @
(1]

CONFIDENTIAL 22
Instructions: Image: 15

Employment contract: Refer to "User_Manual_EE_E| Files" page 12- 14. The contract can be located under the folder

"Arbeitsvertrag”

Image: 15

v [ Persénliche Daten
~ & Veriragliche Vereinbarungen
v [[] Arbeitsverirag

Instructions: Image: 16

Certificate of ability to work (G35 certificate): Refer to "User_Manual_EE_EI_Files" Page21. The document is saved under

folder "Gesundheit"

e
- ¥ 33 Gesundheit
LI =3 Arbeitsmedizinische Untersuchung
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Instructions: Image: 17

Once all the data is successfully entered into Guichet.itm.lu, the social badge is generated automatically. A PDF symbol
allows to print the badge. The employees deployed in Luxembourg must always carry their badge.

Note: The social badge to be emailed to the requestor if the badge was generated for the employee for the first time.
Below an example of the "Badge Social

Image: 17
’%. Grand-Duché de Luxembourg
[ ~
|
N INSPECTION Badge Social
™~ DU TRAVAIL
FT NFS MINFS e-Détachement
Name ] ==
Geboren am 09/03/1993 E .
Kodo: [ == 1=
Untemehmen: ABB

Bitte tragen Sie diesen Ausweis wihrend jeder Entsendung nach Luxemburg bei sich

Inspection du Travail et des Mines

3. rue des Pimeurs

L-2361 Strassen

Service détachement: +352 247 86232

eFile the social Badge (10)

The steps on how to eFile the Social Badge, refer to the "User_Manual_EE_EI_Files" Page number 12- Updating Personnel
File in SAP.
The social Badge is stored in Vertragliche Vereinbarungen
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New posting of existing Employee (11)

Instructions: Image: 1

Click on New Posting

Image: 1

e-Détachement Badge Social cndsiTH e |08

Instructions: Image 2

Fill in the highlighted information from the employee request and click on the + icon.

e Beginning and end (period of posting) - Available in Employee request

o Type of service (info from applicant) - Available in Employee request

e Street, house number, postal code, town of deployment site- Available in Employee request

Image: 2

03/10/2616 * tna 0373073018

B Save D Canc
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Instructions: Image: 3

Already registered employees can be added or removed using the plus sign.

Image: 3

Hrbecstriciemes hisrategen . g enlsended

Modify Posting (12)

Instructions: Image: 1
Select deployment or construction site to be modified

Image: 1
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Instructions: Image: 2

Click “Modify” to switch to the “edit” mode.

Image: 2

31224 Company: 388 Company Smith
02/20/2016 2 o1
enovating facade
rue de Feglise N
Postal code 1218 Town:  Luxembourg
po:
S D=lete. & Modify G Quit

Instructions: Image 3

The modification needed are given in the employee request. Carry out the modifications and click “Save”. As long as a
posting has not been concluded, employees can be added to it.

Image: 3

~ 31124 Company: | 380 Compady Smath

=2 save D cancel
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Close the ticket (13)

Once the request is completed, the social badge to be emailed to GBS Local via EIC ticket and proceed with the closure of
the ticket. Refer to section 2 of the Employee Interaction Center (EIC) Handbook, on how to close the EIC.
Employee Interaction Center (EIC)-Handbook (German)

Update Checklist (14)

Once all the process steps are performed, do a sanity check by following the below checklist:

Sr. No. ||Activity Yes/No Remarks
1 Does the request have the mandatory information?
2 Were fields entered correctly while registering the company?
3 Were all fields entered correctly while registering the employee, modifying a
posting and adding a new posting?
4 Was the employee informed that the badge must always be carried while on

deployment to Luxembourg?
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