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Supplier guidelines
Account creation and configuration on the SAP Ariba Network
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Introduction umicore’

The SAP Business Network is a dynamic, digital marketplace which allows you, as a supplier to connect with Umicore buyers and
requestors. As a supplier, you will be invited by Umicore to join the SAP Business Network and start doing business on an online
platform. The SAP Business will allow you to do business with Umicore at any time and anywhere on any device, increasing efficiency
and effectiveness.

Before being able to interact and transact on the SAP Ariba platform, you’ll need to create a new account on SAP Ariba or login an
existing account. In this manual you find more insights in:

é% The different account types

Account creation of a new account or login using an existing account

@] Configuration of your account

The use of the SAP Business Network and its potential accommodated fees will be elaborated upon in the “Account types” section.
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Account types

Feature

Access
Document types
Legal Archive
Support

Electr. catalogs
Integration
Reporting

Fees

Recommended for transacting with Umicore

A Standard Account is a free account that typically
gets activated from the first transaction. It allows you to
transact with several customers. This account type is
ideal for suppliers with a limited amount of transactions
per year as you cannot run reports, publish electronic
catalogs or integrate your ERP system. By default, you
create a standard account.

Via email notifications & workbench
All
Email notification & online download
Online Help Center
Yes, self-service
No
No
No

umicore

0 Standard Account I 9 Enterprise Account

An Enterprise Account is a full-feature account that is
created prior to the first transaction by means of a “Trading
Relationship Request” from your buyer. It allows you to
organize and filter documents in an easy workbench, to
run reports, publish electronic catalogs and set-up
integration with your ERP. This account type might be
subjected to fees depending on the volumes transacted.

Online dashboard & workbench
All
Long-term invoice archiving & mass download
Direct access to enablement experts
Yes, with assistance
Yes

Yes

May apply


https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing
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Account creation — For participation
In an event




Umicore invites you

Umicore - TEST has invited you to participate in an event: RFP.
g. <sdsystem-prodeu+umicore-T.Doc330020110@eusmtp.ariba.com=

(®Wednesday, January 05, 2022 10:15:01 AM

&) Show pictures

Umicore - TEST

Welcome,

Umicore - TEST has registered you on their Ariba Spend Management site and
invited you to participate in the following event: RFP. The event starts on
Wednesday, January 5, 2022 at 1:14 AM, Pacific Standard Time and ends on
Wednesday, January 12, 2022 at 1:14 AN, Pacific Standard Time.

ICIick Here to access this event. [You must register on the Ariba Commerce
Cloud or log in using your existing Ariba Commerce Cloud account username
and password before you can access this event.

°NOTE: This link is only valid for 30 days. Make sure to register on the Ariba
Commerce Cloud before the link expires. After you register on the Ariba
Commerce Cloud, you can no longer use this link.

T — T —

umicore

When you are invited for an event, you
will receive a participation email. This
email will contain a link to access the
event.

o Click on the link received to access
the event to sign up or login as a
supplier on the SAP Ariba platform.

Additional information

@ The link is valid for only 30 days. If the
link has expired, please reach out to
your Umicore contact person.

NOTE: If applicable, you will have received an NDA for signature beforehand via one of Umicore buyers



Account creation on the SAP Business Network umicore”

© i1 you aready have an Ariba

account, please login with this
Welcome, Your Name account.

Have a question? Click here to see a Quick Start guide.

e Sign up if you need to create a
new account.

Sign up as a supplier with Umicore - TEST on SAP Ariba

Umicore - TEST uses SAP Ariba to manage procurement activities. 3

Create an SAP Ariba supplier account and manage your response to procurement activities required by Umicore - TEST. | Sign up |
Already have an account? m

About Ariba Network

The Ariba Network is your entryway to all your Ariba seller solutions. You now have a single location to manage all of your customer relationships and supplier activities regardle:
registration, you will be able to:

Respond more efficiently to your customer requests

Work more quickly with your customers in all stages of workflow approval

Strengthen your relationships with customers using an Ariba Network solution

Review pending sourcing events for multiple buyers with one login

Apply your Company Profile across Ariba Network, Ariba Discovery and Ariba Sourcing activities

s s s o=
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Account creation on the SAP Business Network umicore”

Create account

First, create an SAP Ariba supplier account, then complete questionnaires required by Umicore - TEST.

Company information

Company Name:* ‘ TEST NELE 03

Country/Region; *‘ United States [USA] v ‘

* Indicates a required field

yopur company has more than one office, enter the main office address. You can enter

your shipping address, billing address or other addresses later in

I
eUser account information

* Indicates a required field

— I

‘ SAP Business Network Privacy Statement

S
[ ] usermyemait

Username *‘ test-NLO03@yopmail.com

Password:* | Enter Password

Repeat Password

0 Language: | English

N The language used when Ariba sends you configurable notifications. This is different
than your web b

Email orders to *‘ NLOO3@yopmail.com

T —

——

e Complete the account creation process
by providing mandatory company
information (e.g., company name and
address).

e Provide User account information.
The email account to which the
invitation was sent to, will automatically
be filled in and cannot be adjusted in
this stage.

Additional information

@ In the user account creation, you are
also able to select a preferred language
to be used when SAP Ariba sends you
configurable notifications

11



Account creation on the SAP Business Network umicore”

Tell us more about your business e Complete the Product & Service
Categories so that SAP Ariba is
able to classify your company in

Product and Service Categories:* | Enter Product and Service Categories | Add -0r- certain sectors/industries.
, , _ @ Enter your Ship-to or Service
Ship-to or Service Locations:* | Enter Ship-to or Service Location | Add -or- .
l—l Locations.
Tax 1D: ‘ Optional | Enter your nine-digit Company Tax e leead and agree to the Terms Of
Se.

Enter the nine-digit number issued t e Agree Wlth the SAP BUSineSS
appended with "-T" in test account. L1/ Network P”Vacy Statem ent

DUNS Number: ‘ Optional

@ Finally, create your account and
continue.

I have read and agree to the Terms of Use

| hereby agree that SAP Business Metwork will make parts of my (company) information accessible to other users and the public based on my role within the SAP Business Met

Please see the SAP Business Metwork Privacy Statement to learn how we process personal data.

T — T

Create account and continue

T — o

10




Account creation on the SAP Business Network umicore”

Before the actual account creation, the
system will check whether your company
already has an account on the SAP Ariba
Network.

@ You can check these existing accounts

. , _ by clicking on the Review accounts
We have noticed that there may already be an Ariba Network account registered by your company.
Please review before you create a new account. button.

(i)} Potential existing accounts

11
Review accounts | Skip review

13



Account creation on the SAP Business Network umicore”

Search results (20)  Bold font: Matched value:

Company name

Umicore Precious Metals Refining

UMICORE PRECIOUS METALS REFINING

UMICORE SPECIALTY MATERIALS BRUGGE NV

Umicore

Umicore Specialty Materials Brugge NV

Umicore Electro-Optic Materials

Umicore

Email domain matched

Yes

Yes

Yes

Yes

Country

Belgium

Belgium

Belgium

Belgium

Belgium

Belgium

Belgium

State

001

Antwerpen

‘West-Vlaanderen

DUNS number Action @

Contact administrator

Contact administrator

Contact administrator

[Fontact saminstrator |

To obtain a user account, please provide the requested information below:

John Doe Umicore Belgium

Your email * Your phone number

john.doe@eu.umicore.com
Your message *
Hello,

| recently attempted to create an account on Ariba Network. uming the account
creation process, SAP Ariba returned your account as a match.

Please conlact me to determine if | should use this account.

Thank you.

I'm not a robot

@ Check the list of potential existing
accounts.

@ If you are able to detect the correct
account, you can click Contact
Administrator.

@ Fill in the required fields and
click Send.

@ This will send an email to the
administrator of the account with
your contact information so they can
contact you.

@ The administrator will need to add
you as a user with the necessary
permissions, so you can use that
account to login through the
invitation.

@ Alternatively, if none of the accounts
shown seem relevant, go back to
the previous screen and proceed
with account creation.

14



Account creation on the SAP Business Network umicore”

Welcome to the Ariba Commerce Cloud « o @E & 0

2 Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com> sl s Frat D=

(QWednesday, January 05, 2022 6:17:00 PM

Welcome to the Ariba Commerce Cloud

Your registration process en the Ariba Commerce Cloud for TEST NELE 03 is now complete.

Your organization's account ID: AN11020238979-T

Your username: NLOO3@yopmail.com
As the account administrator for this account, make sure to keep your username and password in a secure place. Do not share this information.

If you registered after receiving an invitation from an Ariba On Demand Sourcing buyer, you can now access and participate in the buyer's sourcing events. The Seller
Collaboration Console provides a centralized location for you to manage all your Ariba On Demand Scurcing events and buyer relationships.

Ariba On Demand Sourcing buyers might request that you complete additional profile information as part of their Supplier Profile Questionnaire. When you access customer
requested fields for a specific buyer, you will see a pop-up page with that buyer's name; that page contains the buyer’s customer requested fields.

You can immediately perform administrative and configuration tasks such as creating users and completing your company prefile. If account administration is not part of
your job responsibility, you can transfer the administrator role at any time to another person in your organization whose responsibilities are more in line with account
administration.

Good to Know:

Your Ariba Cemmerce Cloud account provides a central access point to the seller-facing capabilities of the following Ariba sclutions:

Ariba Discovery ™ (Leads)

Ariba Sourcing™™ (Proposals)

Ariba Contract Management ™ {Contracts)

Ariba® Network (Orders & Invoices)

T — T

@ Upon account creation, you will
receive a confirmation e-mail. We
advise you to keep this e-mail in
your archive.

@ In case you didn’t receive an
emalil, please have a look in your
SPAM folder or consult our
guidelines to contact the SAP
Ariba Helpdesk.

15
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Account creation — From an
Interactive PO

16




Umicore invites you

Umicore - TEST sent a new Purchase Order 3498000793

Umicore - TEST sent a new order

Message from your customer Umicore - TEST

Dear Suppher,
you of for Umicore

Please carefuly (ead ous lerms and condions on the Umicore Suppier Zone (s  havigating 10 the Document Center

For more detals on using SAP Anba, pl waw

Best Regards,

mmmmm P&T team

This purchase order was delivered by Ariba Network, For more information about Ariba and Ariba Network, visit hitos: /s ariba..com

To:
UMI SE SUPPLIER 2-TEST
Gateway building Luchthaven
Hoboken

Belgium

H P Type here to search

umicore

When you are invited to connect on
the SAP Business Network, you will
receive an interactive PO message.
This email will contain a link to access
the order and connect with Umicore.

o Click on “Process Order” to connect
with Umicore

Additional information

0 Please make sure to verify order
details for accuracy already in the
email send.

17



Account registration on the SAP Business

Network

Benefits of a business
relationship on SAP
Business Network

umicore

Connect with Umicore - TEST on SAP Business
Network to collaborate.

We found existing accounts based on the information in the
invite. Please review.

b

To process the order on the SAP Business
Network you have several possibilities:

e Click on “Review Accounts” to check
whether your company previously
already created an SAP Business
Account for other customers

e Click on “Use existing account” to log in
with an SAP Business account you
already own

Q Click on create new account to create a
new account if your company does not
have created any SAP business
account in the past

umicore

18



Review existing accounts umicore”

< Back
Review matched accounts By clicking on “Review Accounts”, you
Your company may already have an account. Please review the accounts in the table below Wl” See a ||St Of pOtentlal aCCOUHIS
Search Creria # Edi your company already created in the
Rntoth e past
© it you recognize one of these
Search results (20) % Mea are & user of th 1 Bold font: Maiched accou nts’ CI'Ck on “Contact
Company name Email domain matched Country State DUNS number Action (7 AdminiStrator” to access this
account and get log-in details.
Yes 2ech Republic entral Bohemia . . ..
ce e - Please align with the admin if you
- Crech Repunic Prague could and should have access to
their account
Yes Czech Republic Prague Use this account
Cia. TALGO SUPPLIER1 Yes Spain Madrid
Beata Test01 No Spain | Contact administrator ‘
Beata Test01 No Spain Barcelona | Contact administrator
Beata Test01 No Spain Barcelona I Contact administrator ‘

——————




Create a new account

What to expect when
you create an account:

1. Digitalize your business
2. Ensure resiliency and sustainability

3. Act with Intelligence
um insights rom SAP B

Create an account to connect and collaborate
with Test Buyer on SAP Business Network

Company information

Beata Test01

United States [ USA ] . v

Boston
Massachusetts [ US-MA]
99999

S

Administrator account information

umicore

If you need a new account, click on
“Create New Account”.

6 Please complete your company
information on this page

@ Additionally, you will have to
complete the administrator account
details.

© If you want to have a different
username than your email, un-click
“Use my email as username”

© Agree with Terms of Use
@ Click on “Create Account”

Additional information

0 Please note that once your account
is created, future orders will be send
to this account and to the
administrator account email address

20



PO view in the Business Network T

SAP~ Business Network Standard Account || Getienterprise account |  TESTMooE
i == Whether you logged in via an existing
account or created a new one, you will
end up on the purchase order detalil
view in the Business Network.

— Afterwards, all new PO’s from Umicore
Ag0007%2_ will be send to the account you linked
via this first PO.

Within 30 days due net from date of invoice

From this view you can act upon the
Purchase Order. More details on how
to act upon a Purchase Order and
Invoice on the SAP Business Network
can be found in the dedicated supplier
guidelines on our Umicore Supplier
Zone.

Comments

Opening text and Closing days:
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Account configuration - workbench

o eEdﬂ Workbench

46 66

51

umicore

Dashboard tiles provide you quick
glances into your documents on Ariba
Network. You can remove or add
action tiles to show up at your
dashboard

@ Go to the tab “Workbench”
© Select “Customize”

Add, select and remove action tiles
as desired

0 Click Apply to save your changes



Account configuration — user account information umicore”

o To complete your profile, select “My
Account” from the dropdown menu.

o Enter your personal information as
well as your preferred language,
time zone and currency

e Click “Save”

Additional information

o By default, buying organizations can
see your account administrator’s
name, phone number and emalil
address. If you are account
administrator, you can click on “Hide
my personal contact information” in
the “Contact Information
Preferences” to hide information
from organizations other than those
you have a customer relationship
with.




Account configuration — company profile umicore”

o To complete your profile, select
“Company Profile” from the
dropdown menu.

66 51 ¢ 0 ¢ .o WA
e ' © complete all suggested fields

within the tabs to best represent
your company.

68

m

S a Logout
rder Routing
e outing
a:mc R
Accel ayments
ompany Profile Close

Basic (4) Business (2) Marketing (3) Contacts Certifications (1) Additional Documents

© Ciick “save’.

Public Profile
Completeness

B Rescise B Az Overview =

ot | \ . NOTE: The more complete a profile,

* Incicates 3 required field

| \ the higher the likelihood of increasing

Certifications

business with existing and prospective
customers.

Networkid: AN11075541848T (D)

‘Short Description: | ‘
4

e et 200 Company Description

‘ Company Logo

Share Your Public Profile

Click here to get your Ariba badge.

Address




Account configuration — notifications umicore”

The Network Notifications section
indicates which system notifications to
receive and to which email addresses to
send them to.

@ Select “Notifications” from the
dropdown menu.

e Switch to the “Network” tab.

Users  Nofifications  Applicstion Subscriptions  Account Regististion  API management

i - e @ Choose the check box for each
o Er‘;erl.el:‘;sre[; in’g e S:snhmmu:andr ;[Eap:r'!:;?julrwsljue(é\lal you ;SE'.Ei;n required userconsents Senre cing email addresses for sending natifications. notlflcatlon type you Want to recelve,
Electronic Orcr Routing and enter up to three email

Type

addresses, separated by commas.
Additional information

o To send one notification type to more
than three email addresses, create a
distribution list in your email system
and enter the name of that distribution
list in the appropriate field on the
Notifications page

Order

Purchase Order Inquiry

Time Sheet

Pending Queue




Account configuration — additional users umicore”

\

o Select “Users” from the dropdown
menu.

9 Under the tab “Manage Users”, click on
the “+” sign to create a new user.  +

e Enter a username (email format), email
address, first and last name, and
optionally a phone number for this user.

@ select arole in the Role Assignment
section and the customer assignment.

© Click “Done’

Additional information:

° To Edit or Modify users, click on
Actions. The are:

fomer Assigned Actions

+ @8 =

) Actions v
Edit

Delete

Make Administrator

“Edit” to modify role or reset the
user’'s password.

* Delete user.
* Make administrator.
* Add/remove from contact list.

Supplier guidelipgs
Account creation on the SAP Ariba Network



Account configuration — email address for PO’s  umicore”

66 51+ 0 | .e -

E0

atalog Orders withow

Y

Non-Catalog Orders withowt 7y
Attachments -

lon-Catalog Orders with
tachments

ez

Change/Cancel Orders

Document Type Routing Method Options

‘ Same as new catalog orders without attachments v|

NOTE: You can enter up to 5 email addresses, separated by a comma and no space.

o Select “Electronic Order Routing” from
the dropdown menu.

Choose on of the following routing
methods:

1. “Online” (default): orders are
received within your account, but
notifications are not sent out.

2. “Email” (recommended): email
notifications are sent out, and can
include a copy of the PO, when orders
are received within your account.

e Configure e-mail notifications. It is
recommended to activate the notification
for undeliverable orders.

Additional information

@ Select “Same as new catalog orders
without attachments” for the other
document types to automatically have the
settings duplicated.

Supplier guidelines
Account creation on the SAP Ariba Network



Account configuration — bank information umicore”

o Select “Remittances” from the
dropdown menu.

e Click on “Create” or “Edit” remittance
information.

e Click “OK” when done.

Additional information:

o For Umicore, you need add a
payment method and/or banking
information, make sure to tick the box
“Include Bank Account Information in
invoices”. Then complete all required
fields under ACH or Wire Transfer.



Looking for video material? umicore

Please visit the below link to access the available video material on how to act on the
SAP Business Network:

[ed

Supplier Portal
supplier.ariba.com

Supplier Portal

supplier.ariba.com

Click here for English Click here for French

@

30


https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_miwqbne0
https://cdnapisec.kaltura.com/html5/html5lib/v2.86/mwEmbedFrame.php/p/1921661/uiconf_id/31736811?wid=_1921661&iframeembed=true&playerId=kaltura_player_1507216725&flashvars%5bstreamerType%5d=auto&flashvars%5bplaylistAPI.kpl0Id%5d=1_2ytw8nhn
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For additional information:

= Please consult our Umicore SAP Ari

= Reach out to you

= Send an €
ariba.supplier.support@umicore.com



mailto:ariba.supplier.support@umicore.com
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