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Introduction

Dear Partner,

At Syngenta, we are transforming the way we buy goods and services, with the aim to improve the
buying experience for our employees and simplify and digitalize operations for both our companies.

To make it happen, we have selected SAP-Ariba, a leading cloud procurement solution. SAP-Ariba will
become the single, simple, structured and digital procurement platform supporting all our activities, from e-
Sourcing and Contract Management to Purchase Orders and Invoices.

This new way of working will bring clear advantages to you, such as the possibility to boost sales through
catalogues, simpler operations, less errors, greater collaboration and visibility along the entire Order
lifecycle. Doing business with client through Ariba Network platform will be completely free of charge for
you.

This new way of working is not an option. Syngenta is progressively replacing its current technology,
and SAP Ariba will become the platform to sell goods and services to client.

This document is a Quick Start guide to help you start Registration, Qualification and Sourcing and who
to contact in case of need.

Looking forward to continuing doing business together.
_________________________________________________________________________________________________
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Supplier Registration and Qualification: High Level Process

MANDATORY FOR NEW SUPPLIERS

MANDATORY FOR ALL SUPPLIERS UPON BUYER DECISION FOR EXISTING ONES

Category / Geography

SUPPLIER
REGISTRATION

REGISTRATION
APPROVAL

[ ]
— ¥~
Supplier SUPPLIER QUALIFICATION  Supplier
“‘Registered” and QUALIFICATION APPROVAL  “Qualified” and
can be invited to for a specific can be awarded
a Sourcing Event Category/Region or transact with
client

4,

SUPPLIER

Register to Ariba (or
Login) and fill out
registration form

L 4

4,

SUPPLIER

Filling Client
Category/Region
Qualification Form
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Supplier Registration: “How To” Guide Access Log In (1/2)

You have received an Invitation to register, similar to
the one below. Clicking on the link, you will be
redirected to the Login page

syngenta.

Register as a supplier with SYNGENTA - TEST
Helo,
Dariel Lindemann from SYNGENTA - TEST has invited you t registar on the » ITA - TEST alectronicaly.

1 Demo Suppler Als ¥ tyoumre

SYNGENTA - TEST uses Ariba Network
ot on the Ariba Network han please register a new account

ik Hatgtoogter

Either Login in SAP Ariba with your existing Ariba
account or create your new account

Welcome, Daniel Lindemann

About Ariba Netwark

If you have already an Ariba Network account (because you
transacted with another company) you can click on Log-In
and enter your credentials (go to Slide 7)

Enter Your Account Information

If you create a new Ariba Network account you need to click on
Sign-up and will get forwarded to the Create Account screen

Create account
Company information

L

User account information

g e %
Ematorcs * | g -
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Supplier Registration: “How To” Guide- Access Log In (2/2)

Please fill your Company Information and the user
account information. Please don’t forget what you
entered for User Name and Password

e o e

User account information

Please also fill Tell us more about your business, accept
the Ariba Privacy Statement and click on Creata account
and continue

Tell us more about your business

A welcome email will be received by the Supplier upon

successful creation of an account in Ariba Network (AN). In
doing so, the Ariba Network ID (AN ID) is created for this
supplier and reflected back in Syngenta Supplier Management
module as well.

Wed 27/1
Arib

Welcome to the Ariba Commerce Cloud

172019 15:16

ommerce Cloud <ordersender-prod@ansmtp.ariba.com>

To M Lindemann Daniel {ext) GBMC

@ 1 there are problems with how this message is displayed. lick here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Welcome to the Ariba Commerce Cloud

Your registration process on the Ariba Commerce Cloud for Demo Supplier A is now complete.
Your organization's account ID: AN01478927093-T
Your username: demoa@syngenta.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 Sourcing 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 profile. 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.

syngenta




Supplier Registration: “How To” Guide - Supplier Registration

Questionnaire(1/2)

Immediately after signing up or logging in Ariba, you are directed
to Syngenta’s supplier registration questionnaire. To ensure
Syngenta business process is not being on hold, you have
fourteen days to complete the registration for Syngenta.

etk 1 SYNGENTA. TEST O prr
Console 4 Doc204578074 - Supplier registration questionnaire (© 15 days 33830
f—
Fvers Dedis. All Cantent m
e o
oot Toun N 1

1 Torms and Condiicas

» Event Conterts

[
W smcsnnage i sappliors b s s g

hs bt el o, o . s ok g ' 4l Cegais e wha oo 42
reghser 43 prospecthe sappbers wll e rsked v con

e okmaieg, amang ohe: Hirgs
-

1. Authoriraticn - Ths farm has been E g arganization whe i 1o sceest o
jurator.
]
Condicars 2 Authosticity o lformaticn  Tha inlommalion orovided n 1 FogE0n & S6caraks recessuntabon of Iha mgickom organicion. UsaeSugger i oaured
i bacp o contact basiion Lpdatod

2 Genoraliormation Sk Sp——

w a peeson edih
Ty o e e

Sugpbe Gt
3 i approvel doss nat conmote n prefeced suppies status x indic e rat your company = on a prfered bt

Covest-The Az uppis is e xlusive end e Compeny may s andior Senicen et
‘siar produc nd serices bum Sme s bre

5. Non Liechosmre Aaroement - Nether omaaniceSon bececo shall,wilhoet I o ween cxmased of he sther sary fwhich shal natbe unreascnably winveld]
[diedcatns & eivnd fald

Compase Message Excel Import

First, you need to agree to the Syngenta’s Terms and Conditions

stated in the questionnaire.

All Content

Name 1

v 1 Terms and Conditions
i
We encourage qualied suppers who provide he products and sanicas 1o make us aware of thei organizatin's capabilies. Organizations who
choose toregister as prospective suppiers wil be asked o confirm the folloming, among other hings:

1. Authorization - This form s bes 2 user of the regisiering ovganiz is authoized by the o 1o acceptthe
terms of registration
2 nformation - The i inthe regiyat of the registring organization

or/Supplar is required o k

3 Acoess - Suppler agrees 10 safaguard al passwords 1o ensure that no unautharized person will ave aceess 1 their account and hat o
persons autherized fo have access will make any unauthorized use.

4. Disclaimer - Regstration approval doss not connots a preferred suppler status or indicats that your company is on 3 preferred st

5, Caveat - The Agreameet withthe Suppber is non-exchusive and the Campany may engage any other parson o proide the Producls andior
Sevices orsimilarproducts and services from me 1o time

6. Non.Disclosure Agresment (NDA) - Neiher organization heceto shal, without the prior writen consent of the other pary (which shallnot ba
unreasonably withbeid) publicl announce or ohenvise dschose the existence of he 1ems of this Agreeanent o release any pubicly regarding this
Agresment This prvision shall survive the expiration.terminaton or cancafation oftis Agrzement Any knawiedge or information which the
supplier may dacose 1o the buyer shall o be deemned to be confidental or proprietry information and shal be acquired by the buyee free from
any restichons a5 0 use or disclosure hereol. T attached ND neads to be signed and provided back fo Syngenta for successtul regisraton.

7. Revision - Changes, modifications, wahvers, addtions or amendmeats %o the terms and condions of this order shall be binding on the buyer
only # they are in and i pes

12 1adnowledge & read and agree 10 the above T Condit
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Supplier Registration: “How To” Guide - Supplier Registration

Questionnaire(2/2)

After T&C’s are acknowledged, you might proceed to the General
information, where you need to enter your company nhame and
general address details. Please fill out all required fields.

In the Supplier Contact Information you should enter the general
contact details in your company and in the Financial Information
your finance and tax related data.

In the last section Bank Information you need to prepare your
general bank related data, like Country, Type or Account
Number

v 5 Bk information

¥ 51 Bank Details 1

On the bottom of the page you can always Save draft, when
you want to save your current entries or Submit response, if
you want to send the response to Syngenta. For content
related messages you can contact Syngenta via Compose
message

(*) indicates a required field

Submit Entire Respense: | Save draft | | Compose Message ‘ Excel Import

g
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You have logged out and start with Ariba again?

Login the Ariba Supplier Network, enter your credentials and Switch to Ariba Sourcing and ensure that you are linked to
click on Login. (https://service.ariba.com/Supplier.aw/) Syngenta (both red marked below). You will see all your

sourcing Events and Questionnaires with Syngenta here.

GAP' ArbaSourcing +  Standard Account [Iiipgradel]  TesTwoce

SYNGENTA- TEST

Tere e no matched postings.
SAP Ariba Wielcome 1o the Ariba Spend Management site, This site assists in identifying vorld class suppliers who are market .
leaders in quality, service, and cost. Ariba, Inc. administers this site in an effort to ensure market integrity. syngenta
Events

Supplier Login

Tite D EndTime 4 Event Type

demoa@syngenta.com
@syng: Registration Questionnaires

EndTime } Status

Tite D

‘ ¥  Status: Open (1)

Supplier registrati Doc322937238 121172019 1:49 PM Invited

Having trouble logging in?

If you have forgotten your username or password you can click
on Having trouble logging in? and finalize the form.

Having trouble logging in?

Please select one:

| forgot my username.

| forgot my password
I want to log in with a one-time password using the Ariba Supplier mobile app. Learn more

i ———————————————————————_—_,_,;».,
syngenta


https://service.ariba.com/Supplier.aw/

Invitation to a Sourcing Event

When Syngenta invites you to a Sourcing Event you will receive an
email stating the Project Name and the Event Start. You can respond
or deny participating by clicking on the links in this email.

syngenta.

Daniel Lindemann has invitsd you o partcipate in the following svent: Demo - Sourcing Project. The event s set o begin on Thursday, November 26, 2019 at 8:34 AM, Pacific Standard Time
Use the following ussmame 1 log n 1o SYNGENTA - TEST events: demosgisyngents.com

Click Here 10 acoess tis event

When yeu click his Wk, log n with your Usemanme and password. Yois wil Then have I cptie 1 register your buyer-specii: user 1D wih & new of existing Ariba Commerce Clol S2count and pers

1'you B0 nat want 1o respand o his event, Click Here, You misst register cn the Ariba Commerce Cloud o log in Lsing your existing Ariba Commerce Claud account Lsemame and password before
this evert,

"

NOTE: The forget

Wyou
Wa kook forward o working with youl
Thari You.

SYNGENTA- TEST

Login the Ariba Supplier Network, enter your credentials and
click on Login. (https://service.ariba.com/Supplier.aw/)

SAP Ariba

Supplier Login

demoa@syngenta.com

assnsd

Login

Having trouble logging in?

10

Switch to Ariba Sourcing and ensure that you are linked to
Syngenta (both red marked below). You will see all your
sourcing Events and Questionnaires with Syngenta here. If
you haven't finished the supplier registration please click on
Complete Registration. (Go to slide 7)

®

SAP Ariba Sourcing ~ Standard

Account
SYNGENTA - TEST

There are no matched postings.

Upgrade | TESTMODE & (oo

Welcome to the Ariba Spend Management site. This site assists
in identifying world class suppliers who are market leaders in ’
quality, service, and cost. Ariba, Inc. administers this site in an syngenta

effort to ensure market integrity.

Pending supplier action! You are required to complete SYNGENTA - TEST
registration before you can respand to any events. Go to Complete registration
ta submit your response.

Complete registration

If you have already filled the registration and it got approved
by Syngenta you can access all events

SAP  Ariba Sourcing ~ Standard Upgrade | TesTwmooe

Account

SYNGENTA - TEST

There are no matched postings.

Welcome to the Ariba Spend Management site. This site assists
in identifying world class suppliers who are market leaders in .
quality, service, and cost. Ariba, Inc. administers this site in an syngenta
effort to ensure market integrity

Events

Title ID End Time # Event Type

¥ Status: Open (1)
Demo - Sourcing Project Doc324281972 1211212019 4:34 PM RFP
Registration Questionnaires

Title o] End Time | Status

¥  Status: Open (1)

syngenta


https://service.ariba.com/Supplier.aw/

Responding to a Sourcing Event

When Syngenta invites you to a Sourcing Event you will receive an
email stating the Project Name and the Event Start. You can respond

or deny participating by clicking on the links in this email.
SAP  Ariba Sourcing ~ ilcarréﬂ;rtd Upgrade | TESTMooE & @ @
SYNGENTA - TEST

Welcome to the Ariba Spend Management site. This site assists
in identifying world class suppliers who are market leaders in ’
quality, service, and cast, Ariba, Inc. administars this site in an syngenta

effort to ensure market integrity.

Events

Title D End Time | Event Type

¥ Status: Open (1)

Doc324281972 12/12/2019 4:34 PM RFP

Registration Questionnaires

Title D End Time | Status

¥ Status: Open (1)

You will find the general details of the event, like Publish time
and Due Date. You will always find the Time remaining at the
top right corner of every event screen. If you don’t want to take
part in the event you click Decline to Respond. If you are
interested please click Review Prerequisites

Event Details = Doc324281972 - Demo - Sourcing Project (9 '1‘39‘;:::"2“3 10:19
Review and espone 10 T prerequisiles. Prerequiste ques! e answered beloxi You CAN Vi avenl COnLant o PAFTCIDAle i I evenl. SO prérequestes iy requre Iha Cwier of 116 event 1o review and

accept your responses before you can contiue wil the e ek the lerms of the prerequisiles, you cannat view the event content er parlicpale i this event

<ssponse Team

¥ Checklist
1 Review Event Datas Event Overview and Timing Rules

2 R waes Danel Lindemann Curency  US Dollar

ni Type: RFP Commeaty. ElRctical Wirs ang Cabie and Hamess [ENGCMCD1
NORTH AMERICA NORTH AMERICA

Subiret Response

111262019 434 PM

i dte 12122019 4:34 PM

11

Before every event you need to accept a general Ariba Bidder
Agreement to your acceptance on the general terms &
conditions

In consideration of e GPROTUTY 10 PAMCiEate I on-ing events (On-Line Events) hiekl and conducted by e company Sponsaring this On-Liné Event (Sponsar’) on the web ste (Inis Site’) hosted by Anba
Inc. ('Sitl wner), your company (Participant or "You') agrees 10 e following tarms and condibons (Bidder Agreement)

1. Bids. I You are invited 10 panicgate in the On-Lina Event, Sponsor resacves the ighl 1o amend. mody of wihdraw Ihis On-Ling Evenl. Sponsor reserves ||\anuhuo accepl of reject all of part of your
praposal Subimission of a bid does nal creala a conlract or any expectation by Paricipant of a fulure business relationshis. Rather, by submitling a bid, you are making a fitm offer which Sponsar may accept 1o
form a conlract, subject 1o secton 2 balow. Sponsar is ot hiabla for any costs incurred by Partcipant in the preparation, presantalion, of any olher aspact of Pas s bid

2. Price Quotes. Except o the extent Spansar allows a nan-binding bid, all Bids which Paricpant submits through the On-Line Events are legally valid quotaions without qualfication, except for data entry
arrors

3. Procedures and Rules. Partcipant further agrees in be bound by the procadures and rules established by the Site and Sponsor

. i keep all user names the On.Line Event content, ather confdential malerials provided by the Site andior Sponsor, and all bids provided by You or anather
partcipating nr\;amzanu'l in confidence and shall not disclose the foregaing to any third party

5. Bida through Site nly. Participant agrees to submit bids only through the on-line bidding mechanism supplied by the Site and not to submit bids via any ofher mechanism including, but not limited to, post
counes, fax, E-mail, or orally unless specifically requested by Sponsor

6. Ethical Conduct. Al parties wil pronibi unethical behavior and &1 expected 10 Nty the Site Cwner By COMACHING the SPRIOpriats PIOJECt 1AM If they Wilness Practices At are CoUNEr-proUCTIVE 1o the fair
aperaton of the Gn-Line Event If Paricipant expeniences any afculties during  live On-Line Event, Participant must nolify Sde Owner immediately

7. Survival, This terms and conditons of thss Bidder Agreement snal Survive complation of the On-Liné Event

BAV11 19AUg0S

@) | accept the terms of this agreement

180 nal acoept the aims of s agreanment

You get forwarded to the response screen. If pricing is
involved (like in an RFP or an Auction) you need to Select
Lots to start your RfP response.

. . . Time remaining
Event Details = Doc324281972 - Demo - Sourcing Project ® 13 days 22:06:54
Event Messages Download Content ‘ I Review Prerequisites | Print Event Information

Download Tutorials

Response Team .
General Information (Section 1 of 5) Next ® =

¥ Checklist Name 1

¥ 1 General Information
1. Review Event Datails
1.1 Do you agree to the Non-Disclosure Agreement (NDA) attached? (failure to accapt this NDA wil exclude you from participating in this
RFl) @ Referonces
2. Review and Accept
Preraquisties » Next Section: Supplier information

Event Overview and Timing Rules

3,_Select Lols

syngenta




Responding to a Sourcing Event

Before you can respond to the RfP you need to confirm the If you want to contact us or download the event content to
materials/services for which you want to give a proposal. Some Excel please select Compose Message and Excel Import
might be mandatory (like below “Laptop”), some can be optionally
chosen. After given your selection Confirm Selected Lots.

A dimmed check box indicates lots for which bidding is required, or for which you have already placed a bid. You cannot modify your intent to bid on
these lots.

Compose Message Excel Import

Lots Available for Bidding

v Name Reason for not bidding

5.1 Laptop 15"

Specification:

- Manufacturer DALL

- Operating System WINDOHS 10
- NVDEDA Graphic component

5.2 Printer

Specification:
- Manufacturer KANON
- Color Black

If you have submitted your response, the system will tell you, if
you have forgotten a mandatory question. If you have filled
all fields, Ariba will give you a confirmation that your response
has been sent to Syngenta. Your response can always be
revised and you will always see the Time remaining.

- 4800 x 1200 dpi
- Two Fine Cartridge

Confirm Selected Lots

= Doc324281972 - Demo - Sourcing

Time remaining
Console @ 13 days 21:36:14

If you have filled out all required (marked with an asterisk) fields of the Project

event you can Submit Entire Response. You can also Save draft, if you
don’t want to send your response to Syngenta

Event M,
vent Messages +/ Your response has been submitted. Thank you for participating in the event.

Response History
Response Team

=Y indi i i Checklist
(*) indicates a required field v Checklis
1. Review Event Details
All Content
Submit Entire Response Update Totals Save draft

g
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Login and Home Page

SAP Ariba Orders & INVOICES oty s Boow To access to the “Ariba Network Supplier”, click on
the following link and you will be sent to the Login

page:

Supplier Login Become a Pro: Go beyond the basics

https://service.ariba.com/Supplier.aw

WY
Sl 1. Insertthe credentials you've previously
created and then click on “Login”

Login
e ' 2. If you've forgotten the password you can click
on “Having trouble logging in?” and you will
be sent to a page where to reset and create
again your password

Ariba Network racerr H i SmhiEmneTmne (e In the Ariba Network Supplier Home Page you
Creata + can:

1. Upgrade your account

Orders, Invoices and Payments Customers 5 Now we're mobile

Check it out.

2. Access to the action menu

Pinned Documents 1"

3. Modify your Company Settings

Tasks

Update Profile Information

4. Modify your Personal Settings

5. Access to the Ariba Network Help Center

J
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https://service.ariba.com/Supplier.aw

Support

ARIBA HELP CENTER (fOI’ technical support) - Ariba Exchange User Community
If you click in “Help Center”, as showed in the previous link, it Q R
will be open a menu where you can navigate and open
differentpsection: g ° i e ener
*  You can find a solution by searching the FAQ (1): e
=  Click on “Documentation” (2) to go through the Ariba
Learning Center which has useful Video Tutorials;
= Click on “Support” (3) to go through the Ariba Support
Center, where you can find a solution to your problem or
raised a question in the Ariba Community;
= Click on the Hyperlink (4) to go through the Ariba Users
Community to see previous topic that could contain Ariba Exchange User Community 3
important information or where you can raise a question Q e Gz S

in the Ariba Community.

Support Center

Common Troubleshooting Tags

1 I need help with Start
Examples:
SAP Ariba Network ~ Standard
Account
Light accounts
Home Documents ~ Create -
a &
Trends Refresh < 7
Ariba Exchange User Community
Orders, Invoices and Payments All Customers Last 14 days Now we're mobile.
Q Home | Leaming | Support
0 Check it out.
) . User Community Home
Pinned Documents M
ore...
Popular Topics Sortby: | Relevance v Can you help answer these
questions?
Document & Document Type Customer Status Amount Community Moderator ‘
sararma A\
No items Tasks
Update Profile -
h 358
Information
= Training sessions with live Q8A Program Manager
o il

sofwas

My Manager asked me 1o add banking information Ic

J
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