SAP Ariba /\\

This document is designed to give you an information on how to use the SAP Ariba platform for
registration, details maintenance & transactions with SES.

The use of SAP Ariba aims at strengthening our partnership and developing mutually beneficial
environment for us to do business.

The SAP Ariba Network supplier portal will give you the opportunity to:

- Create your vendor profile

- Download and acknowledge SES Purchase Orders (POs)

- Invoice our POs electronically

- Amend and update your company details in our system via the Registration questionnaire

- Provide us with your additional contact information which will facilitate correspondence between
us

- Classify your company by identifying the categories in which we can do business with you.

As a newly created vendor in our purchasing system, we kindly request that you access SAP Ariba Network
vendor portal. We aimed at making it easy-to-use & facilitate your registration via the completion of the
Supplier questionnaire. If you have any further questions regarding this process or require assistance,
please do not hesitate to contact us.

Yours sincerely,

The SES VMP Team

SES Vendor Management and Procurement Department

+352 710 725 302 — vendor.management@ses.com

SES S.A. Chateau de Betzdorf L-6815 Betzdorf, Grand Duchy of Luxembourg
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1. Invitation & registration onto Ariba Network
1.1 SES email invitation

In the event SES wants to do business with you, we will invite you to become one of our vendors.
You will receive the below email, inviting you to register on SAP Ariba Network. To do so, please follow
this document instructions. In case you are already in our vendor database, you will also receive the below
email, inviting you to register or sign into Ariba Network, as well as confirm/complete your own data.

Select “Click here” to be directed to SAP Ariba Network welcome page.

SES - TEST

Dear Vendor,
We are writing to notify you that SES is going to do or has already started doing business with your
company. In order for us to issue a Purchase Order and make a payment for your services/materials

as well as to maintain your vendor master data safe and secure, it is essential for you to register with
our SAP Ariba solution.

a) New account:

0 start the process
(If the link expired, do not hesitate to contact us at vendor. management@ses.com for support)
1. Fill in all fields with your company basic information

2. Submit the SES registration questionnaire

b) If you already have an account in SAP Ariba network: Log in with your
credentials at http://supplier.ariba.com, --> Go to the dashboard to see “Proposals” --
> SES questionnaire will be available under “Registration Questionnaire”

MAKE SURE YQU HAVE THE FOLLOWING INFORMATION REQUIRED FOR A REGISTRATION:
- Bank details and extract of the bank account

- VAT (for European vendors) or tax number

- W-8 or W-98 form in case you intend to do business with SES entity based in US

You can also use our Quick Guide for further clarification and guidance

In case of other questions related to the requirements of registration, please get in touch with our

Vendor Management & Procurement Team vendor.management@ses.com or +352 661 725 320

Sincerely,

SES Vendor Management & Procurement Team
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You then have 2 options:

1. You are new to the Ariba Network: Please sign up to register your business onto the platform
2. You already have an Ariba Network account: Please Log in to synchronize our collaboration with
your existing account (go to section #3 for next steps)

SAP Ariba Proposals & Questionnaires

Welcome, Bl &80

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

Sign up as a supplier with SES - on SAP Ariba.

SES uses SAP Ariba to manage procurement activities.

Create an SAP Ariba supplier account and manage your response to procurement activities required by SES m

Already have an account? m
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1.2 Sign up onto Ariba Network

Following information are required to create your Ariba Network company account :
Company information — Company name & address details.

User account information — Administrator name, credentials to Ariba account & email recipient of
Purchase Orders.

Business information — Product/Service categories, Service location(s)
Agreement to SAP Ariba Network Terms of Use & Privacy Statement are also required.

After completing the above, please select “Create account and continue”.

Erardieg of oo rameg o
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Ariba will look for similar names of the company and recommend you reviewing potential
duplicate, in the event your company might already have an account (If duplicate account found, we
recommend you contact the account’s administrator and gain access to the existing account). If there is

no match, please select ‘Continue Account Creation’.

SAP Ariba Proposals & Questionnaires

Review duplicate Account

We noticed that your company may already register an Ariba Network account, please review the match results below, then:
o You can log in the account you are associated with

* Or, you can view the profile and contact the account administrator from there

 Or, if there is no match, you can Continue Account Creation and we will progress your registration

« Or, you can Go back to previous page

Match Based On

Vendor legal Name S.A

20 search results found | Search More

THDU 20151014 TGO
THDU V2 NGN GBR
THDU TEST 20151009 FRA France

AN01025672203

ANO01025674893

AN01025632268

Rue Pierre Wemner
Betzdort
Luxembourg 6815

At this stage, you have completed your registration onto Ariba Network. An email will be sent to the
account administrator of your company, and you will be directed to “SES Registration Questionnaire”

(section 2).
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2. SES registration questionnaire

SES registration questionnaire is the repository of your company details (name, address, bank and tax
details, etc.). As a new supplier, you are requested to complete & submit these details for SES validation.
As an existing supplier, your details are already filled-in based on our existing records for your review &
validation.

On an ongoing basis, you are requested to keep these details updated and submit amended versions
to account for changes in your organization. Registration questionnaire is available for edits & submission
under “Ariba Proposals & Questionnaires” section.

2.1 Prerequisites

Section 1 requires the following :

o Acknowledgment of SES GDPR notice ;

e Acceptance of SES Terms & Conditions. Please read the entire text & complete the acceptance of
the SES T&Cs. You can either accept or decline the SES Terms and Conditions and provide us with
relevant comments in the text box below (e.g. standalone agreement prevailing, with reference
to the document ID and the date) ;

e Indication of Ariba account managing multiple legal entities (Y/N).

Name 1

¥ 1 Prerequisites

11 General Data Protection Regulation (GDPR) Notice

You have just logged into Ariba Network, either to register as a vendor, or to maintain your profile or retrieve a purchase order. As part of this process, SES S.A. and its affiliates will collect, use, process,
and store certain specific personal data (password, e-mail address, full name, telephone number, IP address) for the purpase of

- cresting your account in Ariba Network,

- granting you access to this platform,

- allowing you to use this platform,

- allowing for the exchange of information and sharing relevant content with you

Your personal data will not be transmitted to any third party (other than SES’s affiliates and the |IT support and maintenance contracters for Ariba Network). Your personal data will be processed in * Agree V
accordance with applicable data protection laws (notably the General Data Protection Regulation) and only be processed by personnel who have a need to do so in order to ensure the performance and .
your usage of the Ariba Network.
Regarding your personal data that is being processed, you have the following rights
- to know what personal data we store and process and can request this information,
- to request rectification of incorrect data
- to request delstion of such data
To exercise these rights, pleases contact vendor.management@ses.com
For any further data protection relsted guestions or complaints, please coniact our data protection officer at dataprotection-officer@ses.com
1.2 Do you accept SES terms and conditions?
https:/fwww ses com/t&es
(NOTE: If you have & different sgreement with SES, that agreement shall prevail (see clause 16.2 of the SES Terms and Conditions). In this case, please chaose “Yes™ and provide & comment below with * es —
the details of the agreement in place (date, name, etc. ).
1.3 Comments
. . . *
15 Are you managing multiple legal entities under the same Ariba Network ID? No ~
16 As a supplier you will be created as a Vendor to do business with SES
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2.2 Company & contact general details

Sections 2 to 4 require the entry of company & contact general details.

Note : (3.4) Are you willing to do business with SES US entities? Select “Yes” if you are intending to trade
with SES companies based in United States. This triggers the completion of appropriate tax forms in
sections 14/15 & 16/17 for non-US and US-based businesses respectively. This information is essential in
order to execute the payment from SES entity based in US.

Lumeenbseung (LU w {mo vale) + |

¥ 4 Your Contact Profile
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2.3 Bank information

Sections 5 to 9 require the entry of your company bank details.
Bank information :

(1) Select hyperlink to add relevant account details.

5 Bank Information

6 Bank Details Document
(Please upload a PDF of an official document confirming your bank details

9 Do you have intermediary bank details?

(2) “Add bank account details” to add a record.

All Content > 5 Bank Infermation

Bank Information (0)

Name 1

Add Bank Account Details 9

(*) indicates a required field

(3) Complete required bank details component.

Europe-based companies : Please fill-in <Country> & <IBAN> only (make sure countries are matching, e.g.

Luxembourg IBAN if based in Luxembourg).

o Add Bank Information (0)

No items

*Attach a file

Unspecified ~

US & Canada: Please fill-in <Country>, <Bank key/Routing number> & <Bank account> fields only.

Exceptions : For Swedish vendors using Bankgiro, please fill-in <Country>, <Bank account> with Bankgiro

number & <Bank key/Routing number> with “0000” value.
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e BankToPe | No Choica V| e Bank Type: | No Chaice v| : Bank Type: | No Choice v|
country: [ | permbiourg o ] Country: [Umm e o ] e Country: [Mden - ]
Name: [ | Name: [ ‘ Narme: [
Hank Branch: [ | Bank Branch [ ‘ Bark Branch: [
Streer: [ | Street [ ‘ Street: [
Ciy: [ | Ciy [ ‘ Chy: [
State/Frovince/Region: [ | State/Province/Region [ ‘ StatelProvince/Region: [
Postal Code: [ | Postal Code [ ‘ Postal Code: [
Account Holder Name: [ | Arcount Holder Name [ ‘ Account Holder Name: [
Bank Key/ABA Routing Number: [ | Bank Key/ARA Routing Number: [ JOSR— ] Bank Key/ABA Routing Number: [ 0000
Account Number: [ | P [9999999999 ] Account Number: [ggggggg
IBAN Number: [ it l BN Number [ ‘ 1BAN Number: [
SWIFT Code: [ | SWIFT Cade: [ ‘ SWIFT Code: [
Bank Account Type: | No Chaice v| Bank Aczount Type: [m| Bank Account Type: | N Cheice V|



(4) Click “save” to go back to questionnaire page. You may as well select “Add Bank account details”
to add additional bank account(s) to your profile.

Ariba Sourcing Help Center

Go back to SES - TEST Dashboard Desktop File Sync

e s N
Clicking Save will anly save your Repeatable Section answers. To submit your response, you will need 1o click Save and then click Submit Entire Response on the main screen.

Bank Information (2)

¥ Bank Account Details #1 Delete

No Choice

Bank Detalls

Bank Contral Key

Ne Chaiee

Add an additional Bank Account Details

(#) indicates a required field

Bank details document : Please attach an official document confirming your account’s details.

Intermediary bank (Y/N) or Alternative Payee : Inform us whether you are working via an intermediary
bank. Our team will come back to you for proper validation of your details.

10
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2.4 Classification

Browse SES materials & services classification to select appropriate commodity code(s) you are in position

to supply.

Choose Values for Commodity

Add to Currently Selected

Mame vl ’ | l [ Search
D Mame 1 [n}
[:] ¥ All Commodities All
D ¥ Antenna o1
D P Antenna accessories 01.02
D ¥ Antenna services. 01.02
Antenna consulting
C] senvices (incl 01.03.07
development)
Antenna customs
D clearance (by supplier) 01.02.00
Antenna equipment
leasing services il
::;::: Lt i 01.03.01
Antenna maintenance
senvices (incl. RMAs) EELE
C] ﬁnngnna operation'support 01.02.02
Senices
Antenna services TEE
[:] ( nal) 01.03.10
[:] Anhen_na shipping (by 01.0%.08
supplier)
E] Antenna nalnlrl_g (for 01.0%.05
customer) services
D Anhe.nna training (for SES) 01.03.04
senices
D P Antenna systems 01.01
D ¥ Broadcast & Encryption oz
C] P Infrastructure 02
(] » IP Platform 04
[:] L1y 05
[:] » Marketing, Communication & PR 06
E] P Measure & Test o7
[:] Out of YMP scope 18
D » Professional Services oa
D > RF 10
4

Currently Selected
MName 1 D

Mo items

111
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v

2.5 Tax identification

Complete your company registration number (optional) and Tax/VAT identification (mandatory).

L=
couriy: [ Lumemborg (10 Ve
X NUMbes in the exact format as received by your tax authorities including letters if they are any, e.g. for France FR25572142735", for US 52-1219029°). Tax Name TaxType Tax Number

Luembourg: VAT Registration Number  Orgarization | LUZ0200000

2.6 Withholding tax

If you indicated your willingness to trade with United States based SES entities, you are required to
complete withholding tax forms in compliance with IRS guidelines. Please follow instructions in section
2.6.1if you are based in the United States (W-9) or section 2.6.2 if you are based outside the United States.

2.6.1. US-based companies (W-9)

Section 16 requires the upload of adequate withholding tax forms.
(16.1.1) Download W-9 & attach completed document.
(16.1.2) Complete & upload the “SES US vendor self-classification” form.

(16.2) Specify your Federal tax classification type (e.g. C Corporation, LLP, etc.)

16 ing tax forms i ion (W3)
¥ 16.1 Tax Forms

16.1.1 Download & complete W form via wwwirs. gowlpubfirs-pdfifwd.pdf httach a file

16.1.2 Download, complete and upload SES U.S. Vendor Self Classification Form attached +Attach a file
(htips: vw.ses.comisites/default/files/2020-05/SES_U.S._Vendor_Self-Classification_Form_0.pdf)

*

16.2 Vendor Federal Tax Classification [02] - C Corporation

Section 17 requires the entry of your tax form details. Follow below steps to complete the section :

(1) Select “Add withholding tax details information (W9)”

17 Withholding tax details information (W9) 0 Add Withholding tax details information (W3) (0)

12
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(2) to (4) Select “Add Company Code Data”, “Add Withholding taxes (0)” & “Add Withholding tax
data”

All Content = 17 Withholding tax details information (W9)

Withholding tax details information (W9) (0)

Name 1

(*) indicates a required field
Add Company Code Data 9
All Content = 17 Withholding tax details information (W)
Withholding tax details information (W9) (1)
Name t

¥  Company Code Data #1

Company Code ID

Delete
Withholding taxes

e,
[E110] - SES Americom Inc.

e Add Withholding taxes (0)
(*) indicates a required field

Add Company Code Data

All Content > 17 Withholding tax details information (Wg) = 17.1.2 Withholding taxes

Withholding taxes (0)

Name 1

(*) indicates a required field

Add Withholding tax data e

(5) Complete Withholding tax data #1 Income code & Signature date with your withholding tax

details (as per the forms previously uploaded) & click “save” twice to come back to registration
questionnaire (6)

~ r 1
Cancel

Clicking Save wil only save your Repeatable Section answers. To submit your response, you will need to click Save and then click Submit Entire Response on the main screen.

Al Content > 17 Withholding tax detais information (W) > 17.1.2 Withholding taxes

Withholding taxes (1) -]

Name 1

v Withholding tax data #1 Delete
) Withholding Tax Type Code [FE] - 1099MISC Reporting Federal Tax
Income Code

*| Unspecified v
Recipient Type Code 6\ [1- Novalue
W9 Signature Date i

Thu, 31 Dec, 2099
Exemption number

U]

Add an additional Withholding tax data

(#) indicates a required field

You have successfully submitted your withholding tax forms and details.

13
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2.6.2. Non-US companies (W-8)

Section 14 requires the upload of adequate withholding tax forms.
(14.1.1) Retrieve your applicable W-8 form from IRS website & upload completed document.
(14.1.2) Complete & upload the “SES non-US vendor self-classification” form.

(14.1.3) Specify whether the country your company is based in holds a tax treaty with the US. Latest list
of countries can be retrieved here.

¥ 14 tax forms i ion (W8}

¥ 141 Tax Forms

14.1.1 Please complete and upload only one of the applicable forms identified below so that the registration can be finalized to expedite future PO's and payments
http: wwive.irs.gov/businesses /corporstions/fatca-relzted-forms

W-BBEN-E

“Certificate of Status of Beneficial Owner for United States Tax Withholding and Reporting (Entities)” is for foreign entities residing in countries that have tax treaties with the United States and claiming
reduced Withholding Tax Rate under the treaty benefits (Chapter 3) and for the proper documentation under (Chapter 4) for the Foreign Tax Compliance Act (FATCA). This form expires three years from
the signature date, at which time a new form must be submitted to SES.

W-BBEN

"Certificate of Foreign Status of Beneficial Ovwner for United States Tax Withholding and Reporting (Individuals)" is for foreign individual vendors whe reside in a country that has a tax treaty
with the United States and claiming an exempt or reduced Withholding Tax Rate under the tax treaty benefits of which the vendor must provide a U.S. or Foreign tax identification number. This
form expires three years from the signature date, at which time a new form must be submitted to SES.

W-2ECT *Atach & file
"Certificate of Fereign Person's Claim that Income is Effectively Connected with the Conduct of 5 Trade or Business in the U.5." This form certifies that the foreign entity files an annusl U.S.

Tax Return ta repert its incame, which is described 35 being effectively connected to the US. trade ar business. The farm must include 3 U5, Taxpayer Identificstion Number. This farm sxpires

three years from the signature date, at which time a new form must be submitted to SES.

W-BEXP

"Cartificate of Foreign Government or Other Forsign Organization for United States Tax Withholding” is used by forsign tax-exempt organizations, including Foreign Governments and
International Organizations to claim the tax-exempt status under Chapter 3 of the U.S. Tax Law. This form also documents the exempt organization status under Chapter 4, Foreign Account Tax
Compliance Act (FATCA). This form expires three years from the signature date, at which time a new form must be submitted to SES,

W-8IMY

“Certificate of Foreign Intermediary, Foreign Flow-Through Entity, or Certain

U.S. Branches for United States Tax Withholding and Reporting” is used by payment recipients with non-beneficial swner status (intermediaries such 35 a U.S. branch, s quslified intermedisry, a
nen-qualified intermediary, foreign partnership, farsign grantor ar 3 fareign simple trust. This form must include 3 Taxpayer Identification Number.

14.1.2 Download, complete and upload SES Non-U.S. Vendor Self Classification Form attached

(https://www ses_ com/sites/default/files/2020-05/5E5_Non-U S._Vendor_Self-Classification_Form pdf)

14.1.3 Do you have income tax treaty with US?

(Select Yes if your counlry has an income tax trealy with United States, Select No otherwise)

*Attach a file

*| Unspecified +

(14.1.4) Select the correct LOB code, if your country has an Income tax treaty with US

1413 Do
(Select Yes i h United States, Select No otherwise) A
Yes v
14.1.4 Withholding Tax Data Chapter 3 Limitation On Benefits (LOB) Code *| Unspecified v

Section 15 requires the entry of your tax form details. Follow below steps to complete the section :

(1) Select “Add withholding tax details information (W8)”

15 Wit ing tax details i jon (W8) . Add Withholding tax details information (W8) (0)

(2) to (4) Select “Add Company Code Data”, “Add Withholding taxes (0)” & “Add Withholding tax
data”

14
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All Content > 15 Withholding tax details information (W)

Withholding tax details information (W8) (0)
Name t

(*) indicates a required field

Add Company Code Data 9

All Content > 15 Withholding tax details information (W8)
Withholding tax details information (W8) (1)
Name 1
¥  Company Code Data #1 Delete

Company Code ID

Withholding taxes 9 Add Withholding taxes (0)
(¥) indiicates a required field
Add Company Code Data

All Content > 15 Withholding tax details information (W8] > 15.1.2 Withholding taxes

Withholding taxes (0)
Name

(*) indicates a required field

Add withholding tax data e

*
[E110] - SES Americom Inc.

(5) Complete Withholding tax data #1 with Chapter 3 withholding tax details (as per the forms

previously uploaded).

e Withholding Tax Type Code — please select [03] — Chapter 3 1042SReporting
e Complete - Income Code, Status Code, Exemption Code and add W8 Signature Date (as per

the forms previously uploaded)

(6) Once data is complete, select “Add Withholding tax data” to add Chapter 4 details.

All Content > 15 Withholding tax details information (WE) > 15.1.2 Withholding taxes
Withholding taxes (1)
Name t
¥ Withholding tax data #1 Delete Less.. -

(For Withholding Tax Data #1, select ONLY Chapter 3 Codes
For Withholding Tax Data #2 - select ONLY Chapter 4 Codes)

Withholding Tax Type Code B [03] - Chapter 3 1042SReporting \/

Income Code *| Unspecified
6 Status Code ‘| Unspecified
Withholding Tax Indicator Yes
Exemption Code ‘| Unspecified v
WE Signature Date " B
Mg }’;‘,‘}’;}é’fﬁii Tue, 31 Mar, 2099
Exemption Number [0

Add an additional Withholding tax data @

SES | SAP Ariba Supplier Registration Handbook (July, 2021)
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Example:
Only for Chapter 3

All Content > 15 Withholding tax details information (W8) > 15.1.2 Withholding taxes

Withholding taxes (2)

Name 1

¥  Withholding tax data #1

Delete Less...

(For Withholding Tax Data #1, select ONLY Chapter 3 Codes
For Withholding Tax Data #2 - select ONLY Chapter 4 Codes)

Withholding Tax Type Code

Income Code

Status Code

Withholding Tax Indicator

Exemption Code

W8 Signature Date

W8 Validity End Date
(Valid ONLY for 3 years)

Exemption Number

|

[03] - Chapter 3 1042SReporting ~

*‘ [23] - Other income

*‘ Chap 3 [09 ] - Withholding Foreign Partnership

Yes

* ‘ Chap 3 [03 ] - Income is not from U.S. sources

*‘ Tue, 19 May, 2020 |
Tue, 31 Mar, 2099

0]

(7) Complete Withholding tax data #2 with Chapter 4 withholding tax details (as per the forms

previously uploaded)

e Withholding Tax Type Code — please select [04] — Chapter 4 1042SReporting

e Complete - Income Code, Status Code, Exemption Code and add W8 Signature Date (as
per the forms previously uploaded)

¥ Withholding tax data #2

Delete Less...

(For Withholding Tax Data #1, select ONLY Chapter 3 Codes
For Withholding Tax Data #2 - select ONLY Chapter 4 Codes)

Withholding Tax Type Code
Income Code
Status Code

e Withholding Tax Indicator
Exemption Code

WS Signature Date

‘W8 Validity End Date
(Valicd ONLY for 3 years)

Exemption Number

Add an additional Withholding tax data

*[ [04] - Chapter 4 10425Reporting v]

* [ Unspecified

x| i
| Unspecified

Yes

) |

0]

v
. =
[ Unspecified W
Tue, 31 Mar, 2099
*) indic1
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Example:
Only for Chapter 4

¥  Withholding tax data #2 Delete Less... | —

(For Withholding Tax Data #1, select ONLY Chapter 3 Codes
For Withholding Tax Data #2 - select ONLY Chapter 4 Codes)

Withholding Tax Type Code
Income Code

Status Code

Withholding Tax Indicator
Exemption Code

W8 Signature Date

W8 Validity End Date
(Valid ONLY for 3 years)

Exemption Number

* { [04] - Chapter 4 1042SReporting ~

* [23] - Other income

* { Chap 4 [34 ] - Nonconsenting U.S. account

Yes

* { Chap 4 [21 ] - Other — payment not subject to chapter 4 withholding

*

Tue, 19 May, 2020

Tue, 31 Mar, 2099

[0]

Click “Save” twice to come back to registration questionnaire (8).

Clicking Save will anly save your Repeatable Section answers. To submit your respanse, you will need 1o click Save and then click Submit Entire Response on the main screen

All Content = 15 Withhelding tax detadls infarmation (WE) > 15.1.2 Wihholding taxes

Withholding taxes (2)

Name 1
income Code * | Unspecified
Status Code *| Unspecified
Withholding Tax Indicator ves.
Exemption Code * | Unspecitied
W Signsture Date -
W8 Valdiy End Date T, 31 Mar, 2038

(Viabid ONLY Jor 3 years)
Exemption Number [0}
¥ Withholding tax data #2 Delete Less..| -

(For Withholding Tax Data i1, select ONLY Chapter 3 Codes
For Withholding Tax Data #Z - select ONLY Chapter 4 Codes]

Withholding Tax Type Code * [ t04)- Chapter 4 10825Reporting

Income Code * | unspecinied

‘Status Code * | Unspecified

Withholcing Tax Indicator Yes

Exemption Code *| Unspecified

W Signature Date -
e ey Tue, 31 Mar, 2099

Exemption Number o

Add an additional Withholding tax data

(%) Incicates a required field

You have successfully submitted your withholding tax forms and details.
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2.7 Submit questionnaire

At this point, you have successfully completed/reviewed the SES registration questionnaire. You may :

e Submit Entire Response to send questionnaire for SES validation, or
e Save draft to hold submission yet save your entries for later processing;

Submit Entire Response [ Save draft ] [ Compose Message l [ Excel Import

Thank you for your efforts in completing the SES registration questionnaire. You will be notified once SES
team has validated your entries.

3. Regaining access to your account

3.1 Forgotten password or username

If you have forgotten your password / username, there is a simple procedure to reset it. From the login
page at https://service.ariba.com/Supplier.aw/ select “Forgot Username” to receive your username via
email or “Password” to be sent a password reset email, as shown below:

Supplier Login SAP Business Metwork and New Supplier

L
R § S |

Mew 1o SAP Business Network?

18
SES | SAP Ariba Supplier Registration Handbook (July, 2021)


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

Within minutes, you will receive the expected email from Ariba system to help you regain access to your
account.

3.2 Get live support

If you do not manage to regain access to your Ariba account via “Forgot password or username” feature,
you may contact Ariba to get live support within minutes (e.g. previous administrator left the company,
Trading Relationship incorrectly established, outstanding Purchase Orders are not visible, etc.).

Note: Before contacting Ariba live support you can also choose to change the language of your account
and, when asking for live support, you might also be contacted by a person who speaks your language.

To change your account language please click on the help icon in the upper-right corner of the
application

[ SAPg

And then click Support in the bottom-right corner next to the headset icon

v E——

@
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A new window will be opened. You can click on the top right side if the screen under your “Profile”, click
Settings.

Helg Centar Hame - Google Chrome - u] X

@ helpcenter.ariba.com/index htmi?sap-language=en

w Halp Canter Homa

How can we help you?

Try “cancel order”, “email notifications”, "user authorization”

Topics we recommend for you

Error: The username and passwerd pair you entered was not found

Question Why do | get the below message on the SAP Ariba Login page:? The username and password pair you entered was not
T Yiou entered an incormect username or password. You might also receive this message in the following scenarios e
d contains part of your username. Your.

Error: The username and password entered has already merged to another Ariba Sourcing user account

Then click on the “Language” tab and select your language from the drop down list on the right side.

@ helpcenter.ariba.com/index.html?sap-language=en

Settings

& User Account
Guest User Language

&3 Language
en Language: English

Cestina
Dansk

After you save your settings, the browser willq  Deutsch

| English

Espafiol
Francais (France)
Hrvatski

Italiano

Magyar

Nederlands
Norsk

Polski

Portugués (Brasil)
Romana

Suomi

Swenska

Turkge

EMAnwviké

Buarapckn

Pureianii

After this step all the details in your account will be displayed in your language of choice.
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Follow the below guidelines for access to customer-specific data, guided assistance, support options,
and additional help topics:

Go to Ariba supplier login https://service.ariba.com/Supplier.aw

Click the help icon in the upper-right corner of the application.
Click Support in the bottom-right corner next to the headset icon.
Click the Contact us tab.

PWwN P

Helg Center Home - Google Chrome

@ helpcenter.ariba.com/indexhtmi?zap-language=en

How can we help you?

Try "cancel order”, "email notifications”, "user authorization”

Topics we recommend for you

Error: The username and password pair you entered was not found

5. Click a topic to get step-by-step instructions or additional buttons to narrow down your
question/issue.

Standard account users are not entitled to live end user support. If you have an enterprise account and
you need additional live help from SAP Ariba Customer Support, you can follow the below steps:

1. Click the Something else or | am experiencing a different issue button.
e 8

et us

Need something else? Log in.

Need something else? Log in.

By logging in to your account, you get access to personalized content and topics to get the right support, from the right team, at the
) it e
By logging in to your account, you get access to personalized content and topics 1o get the right support, from the right team, at the ¢
et [Leein]
If you're unable to log in, tell us what you need help with.
If you're unable to log in, tell us what you need help with %
Register on Ariba Network Reset my password Forgot usermame Unsubscribe
Choose from the options below to continue.
Choose from the options below to continue. o ised e
What do you need help with?
Register Resel password [l Find outif my company has an account. ||| Something eise :
| am not sure if my company alieady has an account | am experiencing a different issue
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2. Click Contact us in the bottom-right.

g Contact us

DY WEENE 11 W yUUTETCOOT, YUU gET dUCESS U PETSUTIEUZEU COTEENL S0 TUPICS 10 BET U TN SUPpUTL, TTONT Ui gL W, 8L

right time

If you're unable to log in, tell us what you need help with.

&3 SN @ =

Register on Ariba Network Reset my password Forgot username Unsubscribe

Choose from the options below to continue.
To retrieve your username, reset your password, or unlock your account:

On the Supplier Login page, click either Forgot Username or Passwaord.

. Enter the email address that is registered to the account in the Email Address field and click Submit.
SAP Ariba sends an email natification that contains your username or instructions on how to reset your password to the email address you used to
register your SAP Ariba account. If you didn't receive these instructions, click here to troubleshoot.

. Click the link in the Password Reset notification email

Enter and confirm your new password

Click Submit.

SAP Ariba displays a confirmation page, indicating that your password has been updated.

I .am not sure if my company already has an account

pE

maw

Can't find what you're looking for?

3. Fillin the form with as much detail as possible and click One last step.

SGAP  Help Center Contact us

Home  Learning  Contactus
Recommendations”
Requested language of support:  English | Change? | [ Search Q]
Note: If agents are unavailable to support in the language you've chosen, support will be provided with the
assistance of a translation service (D How do | reset my Business Network password?
1. Tell us what you need help with. @ Where is my password reset email?
o
Sublect:* ‘ e P (@ Why is my account locked and how do I unlock it
i * c n i
Full description:* | Affected items, expected resuits, etc. O e
(@ How do | reset my password as a buyer user?
(@ Connect Support: How do | reset my password for

Connect?

Top Recommendations:

@

Can't log in? Let us help you!
(@) How do | reset my Business Network password?

@ Error: "We are sorry, but you cannot reset your

(@ Where is my password reset email? password because your account has expired”
) . . (@ How do | reset my password for SAP Ariba
2. Please review your contact information for correctness: Connect? How do | log into SAP Ariba Connect?

Why did the link in the password reset email
y P
expire?

First name:*

Last name:*

Usemame: | | {0 What advice to give suppliers whose Admin user
| ‘ has left without setting up another user as Admin?
Company:*
Emait:* | | @ How do | reset passwords for multiple users at the
same time?
Phone: | @]
Extension: || @ Where dol find my Ariba Network ID (ANID)
number?

c=m
4. Select the contact method and click Submit.

Ariba team will walk you through a process to validate and reset your ownership of the lost account. SES
team also remains available for support via vendor.management@ses.com.
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! Note: As an example, if you have issues accessing the Supplier Registration Questionnaire that SES sent
you via Ariba Network, you can click on the “Register to Ariba Network” tab, then click on “Something
else” button, click “Contact us”:

GAP  Help Center Contact us a8

Home Learning Contact us

Need something else? Log in.

By logging in to your account, you get access to personalized content and topics to get the right support, from the right team, at the right time

If you're unable to log in, tell us what you need help with.

&3 SN @ 4

Rt*gi:-ler on Ariba Network Reset my password Forgot username Unsubscribe

Choose from the options below to continue.

What do you need help with?

Reset password Find out if my company has an account

For best search results, we recommend using key words to describe your question, like "confirm order™ or “create invoice”. You can find additional FAQs, tutorials,
documentation, and guided help by logging in to your account

And then fill in the form with the relevant details (or click on one of the suggested links/topics):
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Home Learning Contact us

Recommendations*

Requested language of support:  English Change? | Search Q

Note: If agents are unavailable to support in the language you've chosen, support will be provided with the assistance

of a translation service. [£] ERROR: "We're sorry - a system error has occurred.
Error reference number **#****&ikds | Cayused by:
ariba.util.core.FatalAssertionException: tax metadata

1. Tell us what you need help with. cannot be null"

@ How to submit / update my supplier registration

Subject:* | Register on Ariba Network questionnaire?

Full description:* | | cannot seefaccess the supplier registration questionnaire

that SES has sent us to fill in and submit | ] ERROR: The item 'Supplier Registration for [SUPPLIER
NAME] was deleted and is no longer available.

(3 In New Supplier 360 Profile page, where can | see the
supplier internal registration questionnaires?

Top Recommendations: (3 How do | remind a supplier to fill out a registration or a
modular supplier management questionnaire?
Q ERROR: "We're sorry - a system error has occurred. Error reference number
rsssrssers .. Caused by: ariba.util.core.FatalAssertionException: tax
metadata cannot be null” () Why is supplier registration questionnaire not visible for
supplier users?

® How to submit / update my supplier registration questionnaire?
@ Notification emails reminding suppliers to submit the
Supplier Registration Questionnaire are being sent,
. . . even though the supplier has already submitted the
2. Please review your contact information for correctness: document. Why is this?

First name:* | ‘ Q SLP synchronization is not pulling values to ERP profile

4. Accessing your Purchase Order

4.1 From SES emailed order notification

You will receive below email when SES places a Purchase Order with your company:

SES - TEST sent a new Purchase Order 4600010481 - Message (HTML)

[IISSSRTl Help ) Tell me what

- P b ¢ o 1 les = Fi ) o Files and Communities
Bxignore x ,_ & [2Meeting |28 Ariba OPS &3 To Manage ¥ TiRues = > ek Ofind e. @
. Setete Aren Rz(" RE(" B "d (=" Team Email + Done P T OneNote = = Follow | Trnsate EIRElBtEd™ | D8 o 5 & Activities el e 9N
2 junkc- Delete Archive  Reply Reply Forward T yore - Lt » | Mowe ) sign Mark Categorize Follow Translate ad  Zoom insights ~ Reply wi
= All 4 Reply 8 Delete ¥ Create New - [EPAcionss policy- Unread - Up~ - [y selects  Ajoug Sidebar & Wikis Meeting Poll
Delete Respond Quick Steps Move Tags 1 Editing Speech  Zoom Save to SES Connector 5 FindTime ~

Tue 2/4/20

R "SES - TEST" <ordersender-prod@ansmtp.ariba.com>

SES - TEST sent a new Purchase Order 4600010481

1049 M

(@ ¥ there are problems with how this message is displayed, dick here to view it in a web browser,
click here to download pictures. To help protect your privacy, Outlook prevented autamtic download of some pictures in this message

. 4600010481.htm
21K8

You can reply to th
https:/fser

s message. Ariba Netwark or other Ariba ¢ vices will send your reply to the a

a.comyw/collab-platfon y.html By re

SES - TEST sent a new order

Your customer sent you this order through Ariba Network.

Process order

Select Process Order to open Ariba Network login page.
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(a) Your company is already registered as an SES supplier on Ariba Network. Enter your credentials
to access outstanding purchase order.

SAP Ariba

Supplier Login

Your company is already registered.
If you dorit have a user account, request one now

‘ \ ser Name ‘

Having trouble logging in?

Is your company registered?
Search

(b) Your company is new to Ariba or not yet actively trading with SES on Ariba Network. Select Sign
up to register on Ariba Network or Log in to synchronize your existing account with SES.

O Artia Network Supphe x +
. C & senviceariba.com/Sug,

SAP” Arba Network

Join your customer on Ariba Network!

m b

Already have an account? Log in

Ariba Network standard account is Free
Learn more
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Once you have connected signed-in your Ariba account, Purchase Order view will open for your review,
acknowledgement or invoicing.

SAP  Ariba Network  Standard Account | Upgrade | TEST MODE @
Purchase Order: 4600010481
‘ ¥ Create Order Confirmation ‘ W Create Ship Notice ‘ & Create Invoice v Print -+ | Download PDF | Download CSV | Resend
Order Detail | Order History
From: To: Purchase Order
SES Astra S.A. (Invoiced)
Chateau de Betzdorf 4600010481
6815 Betzdorf Amount: 800.00 EUR
Luxembourg Version: 1

4.2 From Ariba Network login page

If you lost the SES Purchase Order email, you may access the order directly from Ariba Network.

Note: This procedure is only applicable for companies already trading with SES on Ariba Network. If you
do not have an account or your account is not yet actively trading with SES (first Ariba order from SES),
please follow instructions on how to get Ariba live support to regain access to the order.

Go to Ariba supplier login https://service.ariba.com/Supplier.aw and enter your credentials to access your
Ariba account.

Ariba Standard account

AP Ariba Network v Standard Account | Upgrade|  TesTMone

Home Messages Documents v Create v

ervices. Leam More o &

Purchase Order by Amount Last 12 months

Purchase Order by Volume
Purchase Order by Amount

Outstanding Invoices

E e 3000 0 o 4020 3 T
£s-TEST
Orders, Invoices and Payments AR Customers Leet 14 deys Now we're mobile.
Check It out
0 0
N Orders thai Need  Involces Rejected Peyments Purchase Orders
2600002633 3 SES - TEST New 1000EUR 13 May 2020 000 EUR Setect Tasks

Upciate Proie informason =

On the “Home” page, go to New Purchase Orders or Purchase Orders to locate outstanding order & click
“select > send me a copy to take action” to receive the Purchase Order in your Inbox. “Process order” link
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on the email text will allow you to open the order in Ariba Network & send acknowledgement / invoice
documents.

Ariba Enterprise account

SAP” Ariba Network ~  Enterprise Account  TESTMODE

Home  Inbox v  Outbox v  Catalogs  Repors  Messages Documents v Create v

Orders snd Releases | All Customers v | Order Number Q o T.u! <

Orders, Invoices and Payments All Customers Lest 14 days Now we're mobile.

Check it out.

5
New Purchase  Orders to Confirm  Orders that Need Coliaboration Invoices

Custo Date 4 mou Action
4600002639 « ! SES - TEST New 6900EUR 14 May 2020 000 EUR Select Tasks
4600002638 8 SES - TEST New SODEUR 14 May 2020 000 EUR Select
Update Profile Information E3
4600002637 3 SES - TEST New 3000EUR 14 May 2020 000 EUR Select
4600002631 8 SES - TEST New 40000EUR 11 May 2020 000 EUR Select
4600002630 8 SES - TEST New 3000EUR 11 May 2020 000 EUR Select

You may select the Purchase Order ID directly from the Homepage (New Purchase Orders or Purchase
Orders sections) to process relative document. Inbox also allows you to run advanced searches on
purchase order documents.

5. Maintaining Your Profile

On an ongoing basis, you are expected to keep your company profiles up-to-date (Address details, Legal
name, Bank and tax details, etc.).

To update your company data, a revised version of SES registration questionnaire must be submitted.

To revise your questionnaire, connect to your Ariba Network account and go to “Ariba Proposals &
Questionnaires” :

w Arniba Network -~ Enterprise Account  TEST MODE
.

Hon Ariba Discovery logs Reports Messages
Ariba Proposals & Questionnaires
Orders » | Order Numbe
Ariba Contract Management
Order
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On the SES client page, open « SES registration questionnaire » :

SAP™ Aviba Proposals & Questionnaires - Standard Accoun: [iipgrade |  TESTMooe

Welcome ta the Ariba Spend Management site. This Site assists in identilying world class suppliers who sre market Leaders in quality, senvice, snd cost, Afibe, Inc. administers this 1€ in 6n effart 1o ensure Market integrity s E s

beyond frontiers

Events
e D EnaTime |

Noitems
Registration Questionnaires

Tite Ena Time §

Docs01013133 21/5/6103 1819 Registered

Select “Revise response” to update your details & submit these changes for SES review.
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