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Supplier self-registration

(for new supplier only)




Supplier self-registration — Supplier instructions

Note! VAT or Tax ID Number have strick format

i i i i _ i i i rule, a mistake can trigger integration error in M3
Once you have recelvgd thfa email with link to self reglstra.tlon, you will Hﬁm T e e el
have to access the registration page. Here, the mandatory fields marked

with red asterisk (*) need to be filled out. — —

1 Th . I d Adidues VAT or Tax ID? Should | put a VAT number or Tax ID?
) ese InC u e ' Aty Lina 1 1% Rule: Expected format (tooltip)
Supplier Name * The supplier name in English aip s cits
Country * The supplier address country Casrery Tt Prondner
_ _ . Note! You will use this login
VAT Number or National TAX ID Number * VAT Numbe.r (mandatory for’ VAT countries) OR National TAX ID Number P————— T information at a later stage of
(mandatory if country doesn’t have VAT number) -

registration. Please memorize

Ay

Elkem Contact * Contact suggested in the email invitation e the password you set up
Fist Name * Name of the person registrering as a supplier contact o N
Last Name * Last name of the person registering as a supplier contact + ,Lj:"h R
Email * Email address to the person registering as a supplier contact o gt - -_._ S
Password * Chosen password, will be used to log into lvalua R - o
* Mandatory . L
2. You will also need to fill in the code to confirm you are not a robot et T Pt
3. After providing all the mandatory information, you submit it by clicking R
on the blue “Register” button at the top of the registration page. — :

4. You will be notified by email when your registration has been
approved and will be asked to provide more information

@ Elkem
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https://elkem.sharepoint.com/:x:/r/sites/T.GLO-IVALUA-support-license-users/Shared%20Documents/General/User%20Guides/VAT%20Numbers%20-%20guideline.xlsx?d=waad3d5cf481543baa57a20f527130154&csf=1&web=1&e=I5Mba3

lvalua overview




lvalua Overview — Supplier | Login

To access the platform, you will have to click on the following link: Login: Buyer elkem (ivalua.app)

You will then have to log in the platform with your login and password.

IDENTIFICATION

Note! This chapter gives you an overview of

Ivalua solution and explains different Login'
functionalities. You will first have to perform self- =
registration to get access to the Supplier Portal. Password *
This is described step by step in this user P

manual. Login

Lost your password?

< Elkem



https://elkem.ivalua.app/page.aspx/en/usr/login?ReturnUrl=%2fpage.aspx%2fen%2fbuy%2fhomepage

lvalua Overview — Supplier | Supplier Portal, Homepage

Once logged in, the user will be automatically redirected to the Supplier Portal Homepage. In the Homepage, the user will find:

« Validations: table in which it's possible to see all the pending validations/ approvals/ tasks that the user/supplier is in
charge of

Onboarding process: table in which it's possible to see the current step of user’s/supplier’s onboarding, as well as alerts
regarding pending actions

« Announcement: table in which it's possible to see internal announcements

General 1o, Performerce Py J':'. e festhA . 9

Supplier Portal

Validations

< Elkem




lvalua Overview — Supplier | supplier Portal, Menus

At the top of the Supplier Portal’s Homepage, the user will find 2 menus — General Info. and Performance
« General Info. menu, from which the user can access:

Company Profile that includes company information, contacts, payment & banking information and change log
Information Requests that includes overview and status of RFI campaigns

» Overview of your sub-suppliers (if you’re a Trader)
- Performance menu, from which the user can access: |3}

Performance Evaluations that includes overview and status of all performance evaluations

“Gcn eral Info. Performance

. H General Info. Performance
kg Supplier Portal
General I Performance
Company Profile

Information Requests

Validations Go to page Performance Evaluations

Supplier Pc

] Manage Sub-Tiers
=] [ [S——

< Elkem




lvalua Overview — Supplier | my profile

Clicking on the arrow next to the User name, a drop-down menu is shown.

* In My Settings section, the User can set parameters related to its profile, like for example: n
* Name, Surname, E-mail address;
« Other Contact information (e.g. phone, etc.);
» Platform preferences (e.g. default language, time zone etc.)

» The user can also set up a platform language there and logout

s} R —

My settings @ Teet APRIL
A O O Testa - | @

My settings —

Contact Detals

Thr Firet b m Lyt hama

. - . .
English w Svpedn

Logout

oy

Phore Phate
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First login of existing
suppliers




lvalua Overview — Supplier | Login

To access the platform, you will have to click on the following link: Login: Buyer elkem (ivalua.app)

You will then have to log in the platform with your login and password.

IDENTIFICATION

Note! This chapter gives you an overview of

Ivalua solution and explains different Login'
functionalities. You will first have to perform self- =
registration to get access to the Supplier Portal. Password *
This is described step by step in this user P

manual. Login

Lost your password?

< Elkem



https://elkem.ivalua.app/page.aspx/en/usr/login?ReturnUrl=%2fpage.aspx%2fen%2fbuy%2fhomepage

Priority #1 — Complete mandatory document (Code of Conduct)

Supplier data completion — Mandatory document

Elkem’s suppliers must either accept Elkem’s Business Partner Code of Conduct or provide their company’s own CoC.

1. Click on the alert “Missing Mandatory Documents” or go directly to the Documents & Certs tab
2. Click on the button Accept/Upload Code of Conduct

3. From the mandatory dropdown menu “Do you confirm that you have reviewed and accept Elkem's Business Partner Code
of Conduct”, choose one of 2 available options

4. |If you choose to upload your own CoC, upload the document. This will be sent for approval by Elkem.
5. Click on Save & Close

Company Info Supplier Test Aprl [NORWAY [ OSLO [ Osla)

[asee | e I st | - | ¢
rrarrnis (] Wi Srrpiei -\—'rm - . ook : Codder of Condict 5 8=
- B - =

hoeots Ugload Conte of Covdlot.

< Elkem

Note! For the existing
suppliers, the alert
might not appear




Priority #2 — Check the information

Supplier data completion — Company information

1. In the pop-up window Company Info, fill out the fields below.
Mandatory fields are marked with a red star:

T .

Supplier name

Legal nama

Website

Email to Recelve Purchase Orders*
Suppler phone
Address Line 1
Address Line 2

Zip Code*

City

Digtrict

Country*
State/Province
Idenlificalion number 1
IdentificaBion number 2
DUNS

2. Click on Save

3. Click on the “Note that at least one blocking alert exists on this object.

Suppler name in English

Suppler kegal nama (in local languaga)
The supplier wabsite

The emall to which POs will be sent

The main phane number
The principal supplier address line (e.g. street and

Additional supplier address (if needed)

The supplier address ZiP Code

The supplier address City

The supplier address District (f needed)

The supplier address Country

The supplier address State/Provnce (if neadad)
Oiher suppher 1D nUmber of business nmber
Oiher suppher 1D nUMbes or BUSINESS number
The supplier DUNS

Comasny i Sapplies Test April INCHIWAT)

Click here to review it" message to open the Alerts list. These alerts
will guide you to provide the required information

2 Elkem

< Elkem

See next slide for more details

Note! For the existing
suppliers, the alerts
might not appear

Supplier data completion — Banking information

You will also have to provide banking information

1. Click on the “Please fill in at least one banking information”
alert or go directly to the Payment & Banking information tab

2. Click on the “+Add Banking information” button

3. In the “Banking information” window, fill out the fields below
information. Mandatory fields are marked with a red star:

aring Wservation foe Suppher st At «ex |

4. Click on Save

5. Click on the green button Submit for Approval and close the
window

2 Elkem

Baskig IVemanen o S Test Al

Company Info Suooher Test April INORWAY / OSLO / Oslol 8 & x

The supplier bank country
The bank account currency

The supplier bank name

The supplier bank SVAFT/BIC code  This field becomes mandatory once
choosing Bank Account Type IBAN

The supplier bank city

The supplier bank postal code

The supplier bank sddress

Line 2 for the supplier bank address (if needed)
Line 3 for the supplier bank address (if needed)
Eventual banking information attachments

The supplier bank account owner

Dropdown menu - 1s the suppier bank account in IBAN formal or account
number? If Account Number is chosen, BIC/SWIFT and Account Number is
mandatory, if IBAN — IBAN and BIC/SWIFT is mandatory

The supplier IBAN number

The supplier bank account number
Bank routing ns part of ABAN accounts



Supplier Data
Completion




Supplier data completion — Getting started

You will receive an e-mail about the mandatory data
completion

1. Log in to Ivalua with the e-mail and password you set up
during self registration. You will need to accept the
General Terms of Use during their first log-in

You will see pending actions and overview over tasks that

require its attention. You will then: DT o A =3
2. Click on the blue hyperlink next to action: Supplier Data R S KR R
Completion
Supplier Portal
Annowncement Yalldations Sep L resalt Cinboarding Progress
hez corent is mot 5 i a .|:.L |:,:.;: e
EE ® L

< Elkem




Supplier data completion — Company information

1. Inthe pop-up window Company Info, fill out the fields below.
Mandatory fields are marked with a red star:

ompany Info Supplies Test April IRMCEWAT

Supplier name

L e -
Legal name Supplier legal name (in local language) -
Company Eeddress Legal Information
Website The supplier website Soppar K sddmirLivn 100 o, p—
-
Email to Receive Purchase Orders* The email to which POs will be sent aplrave febdrmirLiva 1 Mereitesrhor, b mber L

Supplier phone

Supplier name in English

The main phone number

ek Tip Coe Cirs Oaric Hanriforion barker 2

Address Line 1* The principal supplier address line (e.g. street and Trasl 13 Facn v Purchans Dudere Loy .. PR S— cuns
number)
SpphrFrow
Address Line 2 Additional supplier address (if needed) - g it

Zip Code* The supplier address ZIP Code

City* The supplier address City

District The supplier address District (if needed)
Country* The supplier address Country

State/Province
Identification number 1
Identification number 2

DUNS

2. Click on Save

The supplier address State/Province (if needed)
Other supplier ID number or business number
Other supplier ID number or business number

The supplier DUNS

See next slide for more details

3. Click on the “Note that at least one blocking alert exists on this object.
Click here to review it” message to open the Alerts list. These alerts
will guide you to provide the required information

< Elkem




Supplier data completion — Identification number

Based on the country, VAT number or TAX ID is required as a unique identifier (mandatory for all suppliers)

Nota: “Identification Number 1”7 and “Identification Number 2” are not mandatory and only used to populate additional unique

identification number, when required like in:

» Brazil: These fields are mandatory for suppliers in Brazil where it is required to maintain more than one tax ID number

* France: Fields used to populate SIREN/SIRET number for French suppliers

« UK: National insurance number and company registration number can be populated into these two fields

Note! If the VAT Number or National Tax ID
Number is wrong, please contact immediately

your supplier owner in Elkem.

< Elkem

Legal Information

VAT Number National TAX 1D Mumber

ldentification Number 1 Identification Number 2

DUNS




Supplier data completion — Mandatory document

Elkem’s suppliers must either accept Elkem’s Business Partner Code of Conduct or provide their company’s own CoC.

1. Click on the alert “Missing Mandatory Documents” or go directly to the Documents & Certs tab
2. Click on the button Accept/Upload Code of Conduct

3. From the mandatory dropdown menu “Do you confirm that you have reviewed and accept Elkem's Business Partner Code
of Conduct”, choose one of 2 available options

4. If you choose to upload your own CoC, upload the document. This will be sent for approval by Elkem.
5. Click on Save & Close

Campany Info Supplicr Test Apnl {MORMWAY § OSLO § Osdo) =

el C]
i Compassir wh
i il i g Blasatary e =He, ~
1 Hesreonts Branis
St uTET i B, "

frrthies Tnemerke | Mising Sequines fenimests m [— i
° = Mlin at . | Edit document : Code of Conduct 5 = M X
Code of Conduct s DE=2 ST =
Description Follow up
Agoeets Uploed Code af Condict o
Document Type” Status Notification Date
Code of Conduct / Code of Conduct o - Draft
Al Cucamal Type [ETSTI TS Mame “alid From Exptrabion Dale Crmar Swtan Instructions Date Archived
Please click the link to review Elkem's Business Partner Code of Conduct
Y — a : + Elkern’s Business Partner Code of Conduct 3/15/2024 Request Date
r———
Do you confirm that you have reviewed and accept EIRem's BUSIness partner Code of Conauct:
Finance

@ Click or Drag to add a file

Document's owner
SUP Emilie

Comments

< Elkem




Supplier data completion — Banking information

Company Info Supplier Test April (MORWAY / QS5LO £ Cslol a8 5 x

You will also have to provide banking information e | o TR

i Comgs otz
P " o -y
IE Comiacts Purchasing Information n L1 ,-'.J'-', -I 0 beast o Lanking
f ATl 0 el ) 3,

Inzedrrm

1. Click on the “Please fill in at least one banking information”
alert or go directly to the Payment & Banking information tab e —

2. Click on the “+Add Banking information” button

Poymens & Hanking W - Lwireered at Mace
T Informtio

® . c . o . 2 . R
3. In the “Banking information” window, fill out the fields below ey
information. Mandatory fields are marked with a red star: .
Bariing Infarmatice Toe Supiplier Teet Apil - X Country The supplier bank Country
e Currency The bank account currency
3 | Blank Irfarmation MBrrorrt Information . )
- — _— T Bank Name The supplier bank name
G- m 8- @ @ kbur Do ila b Ml BIC/SWIET The supplier bank SWIFT/BIC code. This field becomes mandatory once
ok orea mezwer pm choosing Bank Account Type IBAN.
Rk iy Rk Borits e Rk Aecoure Tazs Bank City The supplier bank city
- |
—— an Bank Postal Code The supplier bank postal code

Bank Address Line 1 * The supplier bank address

Rk Adiirees Lira 3 Avcvand Mashce Fumding Kawiday
Bank Address Line 2 Line 2 for the supplier bank address (if needed)

Bk, A Live
Bank Address Line 3 Line 3 for the supplier bank address (if needed)
Account Information Details Eventual banking information attachments

4 CI|Ck on Save Account Owner * The supplier bank account owner
. . Dropdown menu - Is the supplier bank account in IBAN format or account
ank Account Type number? ccount Number is chosen, and Account Number is
. Bank A T * ber? If A Number is ch BIC/SWIFT and A Number i
. d Hanking Ineermarion o Sappiler 15t Aprll mandatory, if IBAN — IBAN and BIC/SWIFT is mandatory
winaow IBAN The supplier IBAN number
" 5 ubni |z Approanl
_ Account Number The supplier bank account number

Dy Damany acvanl biversdthn D Routing Number Bank routing nr part of ABAN accounts
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Respond to gquestionnaire in the platform

In order to respond to a questionnaire/assessment initiated -
b El ke m . walidabons S L, Cinzarding Frogress
1. Log into the Ivalua platform
2. Inthe Validations section, click on the blue hyperlink with
an assessment that has been sent to you
3. Click on the green button Access Questionnaire (you can Ansuver Questonmaie : BiCaruon Supslie Assessient
also download it in Excel format and upload the filled-out | e = 3
file — check next slide for instructions) o | Ovente
4. Navigate through the questionnaire and answer all ——
qguestions. For some questions you may also be asked to nswer Questonaiie
attach certain documents 3 o SERSTRIY
5. After all the questions are answered, click on the green P —————— S — :.En
button “Submit” to submit the questionnaire for review = 5 r
s ln:ﬁ - AETCptaD C saaTe s ob wond; Chaass ang or sl
6. In the pop-up window “Are you sure you want to validate o
this activity?”, click OK

7. Close the window

The questionnaire is now submitted for Elkem to review.

< Elkem

2 B X




Respond to guestionnaire via Excel file

Answer Questionnaire : BioCarbon Supplier Assessment = = X
You can do_vvn!oad the Excel file and answer the | o 2 3
guestionnaire in there. Note that you will still need to T
upload any required attachments in the lvalua e
guestionnaire after uploading the excel answers. : vy
Answer Questionnaine

1. Click on one of the hyperlinks “Download in Excel” [T r——
2. Open the file and review the Instructions g \n
3. Access the tabs to answer the questionnaire (“Answer”

and “Upload attachments?” are dropdown menus from 11 engiish

. . . 12 |Please find in this file the data necessary to complete the questionnaire.
which you will have to respond with a Yes/No, 13 please fill i blank cell. e
Comment |S a free text f|e|d for your Comments) :: Please not to change other parts of the file or structure of the answer grids, other\n\useyouransw -
16 |Once the file is completed, please attach it by clicking on "upload guestionnaire" '_
. . . T . 17 |Please check the data for your reply. =
4. Save the flle and upload |t to Ivalua In the CIle Or 18 |You may need to completzcertaii\i{nformationdirecﬂyintothe application (eg attachm
PRI 19
Drag tO add a flle fleld Instructions Acceptable source(s) of wood ch All Sources of wood v
Mo

5. In the “Review and Confirm Excel Import” pop-up, click " |

on COI’]fII'm Review and Confirm Excel Import

: 5

6. If asked to, upload the required attachments -mm
7. Submit the questionnaire for review fbem Summary -

Acceptablk: sournes] of woad: chacse oo or
wevaral alternatives

a E I ke m All Saurces al wod




Data change request




Data change request — Submit a request

In order to change information on the supplier record, you must
submit an Information Change Request.

1. Log into Ivalua

2. In the menu bar at the top of the page, click on the General
Info menu and then on Company Profile

3. Click on the blue button “Request Information Change”

The previously “frozen” fields will become editable now

4. In the mandatory text field “Reason for change request”, type
in the reason for requesting a change

5. Edit the fields you need to change (e.g. Address Line 1)

6. Once done with, click on the green button “Submit for
Approval”

< Elkem

Company Prohie

e Ham

Lot

Note!

VAT Number / Tax ID are not editable through a
change request. If your company has a new
VAT/Tax number, reach out to your Elkem contact
To change Bank information see next chapter

------------
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¥ o
LAIE ot =
| BRI -\.q
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Conigzarry Chamnge Ruguasd Suzpdier Tesb Szl | CRANAY £ OELD S Cubal
mmem IzrCharge g,
L L T S —
£ e e Ty e -
e par Eeddr Ll e
y K ] R S e
= . - —
e Prr—T=— e e e T
riiim I in bras drrerki bl
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L ey it £
PR e a- o-
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Bank change request




Bank change request — Submit a change request

If you need to change your current banking information

1. Log into Ivalua o e r—
2. Inthe menu bar at the top of the page, click on the General p : | e
Info menu and then on Company Profile '
3. Click on the Payment & Banking Information tab R
4. In the Banking Information section, click on the pencil icon -l
next to the current bank
5. Click on the button Edit
6. Edit the mandatory fields according to your needs
7. Once done, click on the green button Submit for Approval JE— = o
8. Close the window e — e
— ‘it Banbing Information for Sapplcr Ic:.t-:Df“ 7
The change has now been sent for approval —| — =3
- B | ottt

< Elkem




Bank change request — Add banking information

If you need to add banking information

T I Conmprariy bila Supplicr Tost Apddl (MOEWAIAY £ OELD # Osko)

1. Loginto Ivalua

2. Inthe menu bar at the top of the page, click on the General
Info menu and then on Company Profile

3. Click on Payment & Banking Information tab

4. In the Banking Information section, click on the blue button
“+Add Banking Information”
5. In the pop-up window “Banking Information”, fill out the Barkia p it fe 5 gles T A ﬂ &=
mandatory fields marked with red asterisk* .. —
6. Click on Save | lllll T . L' '
7. Click on the green button “Submit for approval”
The change has now been sent for approval — S o= | —

BRIV . “
? EI k I I . Bank hre: BECTWIFT Bank dwzzunl Type
H e e I:\, 1H .I\:n En BAY




Bank change request — Delete banking information

If you need to delete banking information

T I Conmprariy bila Supplicr Tost Apddl (MOEWAIAY £ OELD # Osko)

Walluwwrwan "

1. Loginto Ivalua e L —
2. Inthe menu bar at the top of the page, click on the General : | ==

Info menu and then on Company Profile '
3. Click on Payment & Banking Information tab e P
4. In the Banking Information section, click on the pencil icon ol

next to the current bank
5. Click on the button “Edit”
6. Click on the slider button “| want to delete this bank”

. T . & Ransing Iefarmeinn fnr Sameline Test Apri 8 ==
7. Click on the green button “Submit for approval =
8. Close the window e
— "--;r.'- = L o 7
Banking Informetion for Supplier Test Aprl
The change has now been sent for approval —| — = (=
I) | ' Want to Delete this Bank " ""'::T:::b_': e

& Elkem




Sub-tier suppliers

(raw materials
supplies only)




Sub-tier network — Supplier instructions

If you’re a vendor that supplies Raw Materials and that is also a trader, Elkem will be able to register your sub-suppliers in the
system and connect them to you in a Sub-Tier Network. To see your Sub-Tiers:

1. Inthe menu bar at the top of the page, click on General Info, then Manage Sub-Tiers
2. You will see an overview of Sub-suppliers that are linked to you

General Info. Performance
General Info. Perfarman HE Elkem
4 0 I Manage Sub-Tiers
Company Profile
Keywords Relationship Status Commuodity Country
Information Requests - - - m Rieset
H Manage Sub-Tiers
= || P Sub-Tier Supplier Relationship Status Contract Mame
#  5ub ter apri Remowed
& Subs lier apr Arlive
2 Recordis)

< Elkem
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