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Introduction to Coupa DURRcrour.

What does the Coupa introduction mean for suppliers of the Durr Group?

The goal is to equip the Durr Group with global and modern state-of-the-art procurement processes. For this reason, the
new, modern purchasing platform Coupa is being implemented.

» For you as a supplier, this opens up a new form of collaboration with the Diirr Group. This includes:

A new approach to participate in

A new approach for Supplier A new approach to collaboration sourcing events (Standard

Management (with the Coupa in contract creation Sourcing & CSO)
Supplier Portal - CSP)

With this training material, we want to provide you with a guide that shows how the respective collaboration between you and
the Durr Group can be successfully implemented.




Introduction to Coupa DURRcrour.

How does this affect our collaboration?

You and your teams will conduct the Source-to-Contract process in the future via the new Coupa system.

Sourcing

Receiving invitations to new Contracting

sourcing events .
Supplier Management

« Electronic submission of your Receiving invitations for online

offers and responses, possibly coordination of terms and
with the support of questionnaires conditions with the buyers from « Creation and maintenance of your
and attachments the Dirr Group supplier master data via

» Participation in electronic auctions « Easy integration of multiple Coupa Supplier Portal

- Use of chat functions within the stakeholders on the supplier side  Questionnaires or certificates can be
sourcing events to clarify » Receiving framework agreements sent directly to the Durr Group via the
questions as an electronic copy portal.

 Address and contact details can be
updated directly by the supplier
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Introduction to Coupa

Overview of Coupa portals and applications.

DURRGROUP.

The new Coupa system includes various portals and applications, which are summarized here.

- Coupa Supplier

Portal (CSP)

* FuUr das Lieferantenmanagement

+ Enables suppliers to easily
transmit and maintain supplier
master data

e Certificates and other
documents can be transmitted

Sourcing- ‘L Coupa Sourcing Contract
Response Portal- Optimization (CSO) Collaboration
» For simple tenders +  Contract management
+ Enables suppliers to submit their » Access via the Contract
tenders \0 Collaboration Portal
) . i
* Used for standard tenders with ‘\5\0“0 Proc?ssmg contracts as a
up to 300 items Oe’\a\ supplier
« Communication via messenger
functionality
| Login-Link | | Login-Link |
https://duerr.coupahost.com/sessions/suppli Individuell via E-Mail mit One-Time-
er_login Password

| Login-Link |
https://supplier.coupahost.com/sessions/ne
w

user data is required for the use of the portals.

Note: The above-mentioned portals and applications are independent solutions within the Coupa system. Therefore, separate
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Introduction to Coupa DURRcrour.

You will receive a portal and/or application-specific invitation.

VAN Sourcing- Coupa Sourcing Contract - Coupa Supplier

@Il  Response Portal- Optimization (CSO) Collaboration Portal (CSP)

DURRcroue. DURRcrous.

DURRcrour. Profile Information Request

has i ing Coupa Contract Li

DL'.'Irr SOUrCing EVent N Supplier Trainings #692 |nVitati0n Dieser Vertrag wurde mit Ihnen iber das Coupa Contract Lifecycle Management geteilt. . Hello Supplier,

Anbei erhalten Sie das Dokument zur Durchsicht. Wir bitten Sie, The Diirr Group wants you to respond by creating your company profile

vermerken.
has been invited by Diirr to participate in a sourcing Vielen Dank forlve Untersttzung. on Coupa, our chosen platform for Supplier Management.

event for Supplier Trainings.

Coupa's Supplier Portal is completely free, setup is fast and it helps you
better transact and communicate electronically. Find out more using the

Supplier Training Test Dokument Open Contrac links below.

You can respond and send your information to Durr without joining, but

Click below to view and edit this contract:

Dear Sir or Madam,

You are invited to quote for the above-mentioned event. All relevant You can access the contract any time with this linc - h -
information is stored in the Coupa Event which you can access by logging hitps://duer-test-cco. coupahost.com/contracts/bscgm/invites/266c TaBd9e adBed23af0cB330e900e joining C"_”?g.?.‘t‘p‘:'"er P'am':“ ﬁ""“’s oullD mﬁc;re;:ﬂa;ll};hupdaietyour
in with your Credentials (Username and Password). Please follow the link I T ——— company info It it changes and sharing your profiie with ofher customers.
provided in this message below by clicking on any of the two buttons. Use the buttons to either respond or decline, or forward this request to
This will lead you to the Coupa Event Portal. Please utilize the integrated another person at your company.
chat functionality in Coupa to contact Durr regarding this tender. The registration includes the following essential steps:

‘B GROUP.

Information on the contract
cooperation in Coupa can be found
in the Contract Management
document.

Information on supplier management
in Coupa can be found in the
Supplier Management document.

Information on standard sourcing
events can be found in the Standard
Sourcing document.
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Contracting — Contract co-operation in Coupa DURRcrour.

How do | access contracts via Coupa?

In future, contracts and non-disclosure agreements will be available via Coupa Contract Collaboration.

Contract

Collaboration

»  For contract processing

» Access via the Contract
Collaboration Portal
Processing contracts as a
supplier
Communication via messenger
functionality

| Login-Link |
Customised via email with one-time
password

Note: The above-mentioned portals and applications are independent solutions in the Coupa system. Separate user data is
therefore required to use the portals.
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Contracting - Contract cooperation in Coupa

Access to a Coupa contract shared by the buyer.

) Supplier Training Test Dokument

First email to review and, if necessary, amend the
contract document.

DURRGROUP.

This contract has been shared with you using Coupa Contract Lifecycle Management.

Dieser Vertrag wurde mit Ihnen lber das Coupa Contract Lifecycle Management geteilt.

Anbei erhalten Sie das Dokument zur Durchsicht. Wir bitten Sie, Ihre Anderungswiinsche direkt im Anderungsmodus im Dokument zu
vermerken.

Vielen Dank fiir Ihre Unterstiitzung.

Click below to view and edit this contract:

Beispiel

https://duerr-test-ccc.coupahost.com/contracts/bscgm/invites/26f6c7a8d9e1a48cd23af0c8330e900e

‘ou can access the contract any time with this link:

DURRcroue.

Hello Supplier,

One Time Password for accessing Supplier Training Test Dokument is
OTP: OOTiYfWCanU= |

Generate OTP I Verifu OTP

Good morning Julia Czechowskal A one-time password has been successfully generated and sent to your email address. Enter the one-time password to verify.

VERIFY ONE-TIME PASSWORD

gKAtTi+PGxra=

New one-time password

DURRGROUP.

To participate in a contract collaboration, the Durr Group must invite you.

You will then receive an access link to the Coupa Collaboration Portal
by email. In the portal, you can review and possibly adjust the
contract. Only after the final coordination of the document, the
signature process takes place via DocuSign.

1. You will receive an email from your Diirr Group-purchaser with a link to
the portal. The red-marked area of the screenshot may contain an
individually created message from your Durr Group buyer. Please check
this in advance and then click on "Open Contract".

2. For security reasons, you will then be prompted to generate a One Time
Password (OTP). Click on the "Generate OTP" button for this. Do not close
this window.

3. The OTP will be sent to your email address. Copy the OTP.

4. Then return to the login window. Please enter your received OTP in the
gray field and confirm your entry with the green button "Verify".

Note: For renewed document access, a new OTP may need to be
generated.



C8n

ract module
é’é?tmg Contract cooperation in Coupa

Vlew and edit a contract in Coupa (1/2)

Good morning, Julia
Czechowska!

Click Nextto see a 15-second presentation.

Skip presentation Next (Step 1 of 5)

Historyv

iR ’ « | HE{P
/ést Amina 10.06.2025 v
........... Contract module r===r===r=ssrsssrmssrmsrnasrnairnsrasnana e | U P

2024-0025 Document k v

- o

itige Geh gsvereinbarung Fompar e
zwischen

Contract Primary Our Party Entity Name
Contract Primary Our Party Entity Billing Address Street 1

Contract Primary Our Party Entity Billing Address Postal Code, Contract Primary Our Party
Entity Billing Address City

Contract Primary Our Party Entity Billing Address Country/Region
- nachfolgend ,Diirr* genannt -
und

Amazon
SB Road Line 1

You can send
messages to your Durr
Group inbound
customer.

DURRGROUP.

After verifying your One Time Password according to the previous slide, a
pop-up window appears when using the Coupa contract module for the first
time with the option to start a 15-second tour to introduce the module.

1. You can start this by clicking the "Next (1/5)" button or skip it at any time

by clicking the "Skip tour" button or end it prematurely.

Note: You can call up the tour again at any time later via the "Help" button at the top right of
the module.

2. In the contract module, you can view and review the contract. Please
download the document as a Word file to incorporate adjustments. Click on
the "Download document" button and select the option "Download for
editing".

Remark: The download button will then change to the "Upload" button.

Note: Use the marked "Messages" field to communicate with your DUrr
Group buyer. The status "Drafts" indicates that the shared contract
document is not yet the final document.

Please switch to the next page for the next steps.

www.durr-group.com
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Contracting — Contract cooperation in Coupa DURRcrour.

View and edit a contract in Coupa (2/2)

3. Please open the downloaded contract version in Microsoft Word, to
make desired changes. Save the edited document. At this step, no
signature is necessary. Please do not use the "Track Changes" option in
Microsoft Word, as this may cause disruptions in Coupa.

Vereinbarung WEB-EDI zwischen Diirr Systems AG und [Lieferantenname]

4. Then upload the edited contract document in the Coupa Contract

Durr Systems AG Test julia (2)

e Collaboration Portal. Use the newly appeared "Upload" button.
Name: Name Note: If you do not want to make any changes, you can skip steps 3 and 4.
o o Optional: Before uploading the edited contract document, you can add
- : i o additional parties to whom the contract document should be sent. You can
also upload additional documents via the "Attachments" area and the "Add
4 00000 .. . News files" button..
m O Contractors ' Sharel® 5. Af?er reviewing the contract draft and making any adjustments,
- y WV accopes please send the document back to the Diirr Group. Click on the
. P ) T=mcLiomose > 5 "Share" button.
e W inpr optional Note: The lock signals to you and the Dirr Group that you are currently
J— y making an edit to the contract document. Adjustments for other parties are

tzchments (1 locked until you submit the document via "Share".

Manual upload of contradt in CLMA.docxk
GEM025

i Uploadfiles

E . 'k
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Contracting — Contract cooperation in Coupa DURRcrour.

Communicate with Durr buyer via Messenger.

— o Mossongor You can communicate with your Durr Group buyer via the Messenger in the
° News X Coupa Contracting Portal or send and receive messages.
Compare camons o o Diirr Group Eu.ye . . 21 days, . . . .
— 2.1‘.;‘3::*:L“;:;'.T:’.LT:,":?:E::;j':::.“s;i;'i";lt%::;’_l,t?::::'?;‘:’E:::G) 1. Click on the "Messages" field in the Coupa Contracting Portal.
o Everyone 1 T your support
Y Durr n . .
a. The Messenger will then open, showing you any received messages per
recipient.
’ b. If you want to send a message to your Durr Group buyer, e.g. to ask a
_ : o S BB ot question about the contract document, formulate it in the provided text field.
=1 x @ Click on the "Post" button to send the message to the desired recipient.
@ Re(\pieﬂ[s oNEw Diirr Group Buyer 21 days ago . -
tohetyou i he Gocument fryour et e Kl ask ou 1 ke changes 2. As soon as you receive a response or another message from your Durr
Everyone ?r:ru w::;hsf ;ﬂce directly in the document using Track Changes mode. Thank you very much . . . .
! yoursuppert Group buyer, it will be displayed in the Messenger.
Supplier in17

minutes
Dirr

Hello Ms. Muster, | have a question regarding Section X of the contract document. What
does the sentence "ABC" mean? Can you help me here?

Diirr Group Buyer in21
minutes

Hello Mr. Mustenmann, the following is meant by Section X: -




Contracting — Contract Cooperation in Coupa

Compare.

Entwirfe

| ‘Comgare vermns.* |

DURRcrour. I | HE

. - D t
= Supplier Training Test Dokument ocuments can be

downloaded
Previous versiopn -~~~ MEWET YErsian .
‘ [DOCX] Version 2 - 25 Sep 2024 @ 1:28 pm i ‘ [DOCX] Version 3.1 - 16 Qct 2024 @ 3:08 pm ‘ :
STanns" T L
[DOCX] Version 2 - 25 Sep 2024 @ 1:28 pm [DOGX] Version 2 - 25 Sep 2024 @ 1:28

T [DOCX] Version 2.1 - 4 Oct 2024 @ 9:50 am [DOCX] Version 2.1 - 4 Oct 2024 @ 9:50 am

[DOCX] Version 3 - 4 Oct 2024 @ 1:48 pm [DOCX] Version 3 - 4 Oct 2024 @ 1:48 pm

Dct 2024 @ 3:08 pr [DOCX] Version 3.1 - 16 Oct 2024 @ 3:08 pm

Ml Yersion
[DOCX] Version 3.1 - 16 Oct 2024 @ 3:08 pm v 3

Previous version

[DOCX] Version 2 - 25 Sep 2024 @ 1:28 pm v 3 ‘

Priiambel

Zur Regelung dieses geplanten Informationsaustausches und zum Schutz der Rechte der Parteien in dicser Phase vor Abschluss cines Vertrages schlicfen sic diese
Geheimhaltungsvereinbarung (., Vereinbarung*)

Definitionen

GroB geschriebene Begriffe haben die ihnen in dieser Vereinbarung zugewiesene Bedeutung.

Als . Mitteilende Partei” wird im Sinne dieser Vereinbarung dicjenige Partei bezeichnet. die Vertrauliche Informationen an die Empfangende Partei
I Lt o ich anf saleha At und Wi

DURBGROUP.

Before signing a contract document, the first steps of contract collaboration
serve to review and possibly adjust the contract contents. Therefore,
several contract drafts may precede the final document.

The "Compare Versions" mode in the Coupa Contracting Portal provides
valuable support in this case. You can directly compare two versions, with
changes visibly highlighted. Proceed as follows:

1. Click on the "Compare Versions" tab in the right menu bar on the
homepage of the Coupa Contracting Portal.

2. The comparison mode will then open. Now select two contract versions
from the drop-down menu that you want to compare (left an older version
as a base reference and right a newer version).

3. You will now see the newer contract version as a preview. Adjustments
that are not included in the older version are highlighted in red.

Note: The comparison mode can only be used once at least two versions of
the contract document have been uploaded. The two versions can each be
downloaded via the button with the cloud.



Contracting — Contract Cooperation in Coupa

Signing a contract (1/3).

Wdocusign  Mail to Sign the contract document

DocuSign Enterprise Account sent you a document to review and sign.

REVIEW DOCUMENT

DeocuSign Enterprise Account

G) Name of supplier contact,

Complete with Docusign: Test contract supplier view 2

Thank You, DocuSign Enterprise Account

Do Not Share This Ei
This email contains a g
with others

Drag and drop fields from the left panel onto the document

FIELDS Docusign Envelope D FESEARSS-EAIG-4045-B4AD-DSUA1CEST0H

Non-Disclosure Agreement

Hamag Group AG
Homagsiraie 3.5
72296, Schopfioch
Gemany

herenatier referred 1o as “Dir”

Test julia (2)
Mainstroet 2
71522, Backnang
Germany
- hereinafier referrad 1o as the “Parner -

- Diler and tha Partnar ara h a e ingividually rafarmad to 3 the “Party” or ininthy re

et by @ cocusign Crgien (us) ] oot e

Finish later
Print and sign
Assign to another person
Decline to sign

Help + Support

Information about DocuSign
Show history

Show certificate |PDF]
Session information

Report abuse

DURBGROUP.

After you have submitted the contract document with any adjustment
requests to the Durr Group, it will be reviewed there. If further negotiation
rounds are necessary, they will take place via the Collaboration Portal. After
the contract is approved, the signature process is initiated via DocuSign.
Proceed as follows:

1. You will receive an email from your Durr Group buyer with a link to the
final contract document to review it and then sign it electronically. Please
click on "Review Document".

2. You will be redirected to DocuSign and find instructions in the blue
banner that guide you through the signature process. You will find the
following options:

a. You can adjust the language of the user interface to your preferences.
b. The "Other Actions" button opens additional applications via a drop-
down menu.

c. The yellow "Next" button takes you to the document review.

Please switch to the next page for the next steps



Contracting — Contract Cooperation in Coupa DURR crous.
Signing a contract (2/3).

Drag fields from the left panel and drop them onto the documer

@ £ o . 3. Please review the contract document.
o B ’ 4. To place your signature at the end of the document, please click on the
i e "Signature" button. Drag the appearing field to the desired location and
. click again.
2 - 5. By clicking at the desired location, a signature window opens. Please fill
R ' = in the marked mandatory fields (*).

6. Create your signature by

Drag and drop fields from the left panel onto the document Finish
a. Drawing a signature

FIELDS b. Uploading an existing signature

# Signature . . . .
Place, Date Blace, Date 7. Save your entries by clicking on the yellow "Accept and Sign" button.
L Stomp The signature will then be placed at the desired location. Repeat the steps
B Date Signed Son for additional signature fields.

i

& Nome Signature Signature Please switch to the next page for the next steps.

O Irs ame

= Freth Last name, First name Last name, First name

& Title Title

=4 Email Address

ﬁ Company

i Title

i

Q]

Text
Checkbox Signature Signature

Last name, First name Last name, First name



Contracting — Contract Cooperation in Coupa DURRcrour.
Signing a contract (3/3).

Drag and drop fields from the left panel onto the document

Finish | v

FIELDS

# Signature

DS Initial Place, Date

X Stamp
[ Date Signed

Place, Date

- Signature

& First Name )
Last name, First name

& Last Name —
=g Email Address
B Company

- Tite

T Text

Signature
Last name, First name

Title

Checkbox Signature

Last name, First name

Ready to Finish?

You've completed the required fields. Review your work, then select Finish.

Signature

Last name, First name

| Finish 9

8. You can fill in the other fields (e.g. place, date, or name, first name) in a
similar way. Click on the corresponding button from the left column and
drag it to the desired location.

9. Once you have filled and signed the relevant fields, you can send the
contract by clicking on the "Finish" button.

Once all contract parties have completed the document, you will receive a
confirmation email with the complete contract document.

Note: If you encounter errors or adjustment needs while reviewing the
contract, you can reject the signature via the "Other Actions" tab. It is
recommended to add a comment regarding the reason for rejection using
the "Text" button in the left column.
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