The businesses of Merck KGaA, Darmstadt, Germany operate as EMD
Serono, MilliporeSigma and EMD Electronics in the U.S. and Canada.

GLOBRAL SUPPLIER
ONBORRDING GUIDE

Procurement Standards for efficient collaboration Supplier Creation & Update,
Purchase to Pay (P2P), Ariba Network P2P Supplier Enablement
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Global guidance for our suppliers
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Information Form (SIF):
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e What is Callback process?
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Classification: Public

STRART
Supplier creation & update

Through the ‘Supplier Information Form’ (SIF) (1/2)

To set up a Supplier Account, it is essential to gather information 0

using the Supplier Information Form (SIF) and submit the Below are the links to download the SIF
required supporting documents to our company representative. '

US & Canada
Steps:
1. Complete the Supplier Information Form (SIF). « Canada
2. Submit the required supporting documents. . US

3. Our Company Representative will call you to validate the
correctness of the data provided. Please respond to the
callback to confirm the provided information.

What is the ‘Supplier Information Form’ (SIF)?
« Form to gather critical data
« For the correct and complete creation or update of
the supplier record in our systems, needed for
Purchase Orders, Invoices, Payments etc.

What is Callback process?

« Our Company representative will reach out to your
company to confirm the legitimacy of the submitted
information.

« This is a fraud prevention measure designed to
protect our financial transactions.

For future master data updates, request can be sent to our
designated mailboxes =»_see section ‘General P2P
Contacts’



https://www.merckgroup.com/content/dam/web/corporate/non-images/company/contacts/supplier/en/guidance-for-suppliers/supplier-information-forms/americas/sif-canada.xlsx
https://www.merckgroup.com/content/dam/web/corporate/non-images/company/contacts/supplier/en/guidance-for-suppliers/supplier-information-forms/americas/sif-us.xlsx
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Purchase to Pay (P2P)
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Q General P2P Standards
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Please follow these guidelines! to ensure an efficient P2P Process with invoice processing on time:

. Wait for a formal new/changed Purchase Order (PO) and check its content: 0

Don't start any goods delivery or service/invoicing before receiving an official new/changed PO document
If needed, clarify any PO content aspects (e.g. payment terms, price, goods/service description) with the Purchasing contact
=»see section ‘General P2P Contacts’

. To ensure prompt payment, invoices should:

Be sent immediately after goods/service delivery2
Be tax-compliant =»see section Invoice & Payment Requirements
With valid references (PO number or contact3 from our company)

Match the PO in content, e.g. quantity, price, description, payment terms
Invoice should quote only one PO Number
Be issued to the accurate entity address

. Preffered channel of invoice intake is digital invoice

Physical invoice mailing is only accepatble if it is mandated by a country’s regulations. E-mail address for
Send invoice electronically: sending invoices @,

« In PDF format, or e-invoicing formats as mandated by the country’s regulations.

« A separate PDF file for each invoice with all invoice pages and any relevant attachments (e.g. performance, service

records) by one email.
« Invoice to be transmitted to the correct Accounts Payable channel:
= Go to our regional Entity Appendix Files 4: US/CAN

= See “"How to use” tab in Excel for detailed file usage guidance
=>» Select the applicable Merck entity and refer to column ‘E-mail address for sending invoices:

1 Please comply to potential country-specific invoice requirements, as applicable. =2 see section Invoice & Payment Requirements

2 Except negotiated payment in advance ) . _ _

3 Contact name only for valid non-PO-invoice cases (ex: Financial transactions, Legal & Governmental costs, HR costs, Healthcare Professional
costs, Travel & Expenses and Membership feesl)‘ i ) )

4 For optimal file utilization, please open the Excel File as Desktop Version or via Browser Chrome.



https://www.merckgroup.com/content/dam/web/corporate/non-images/company/contacts/supplier/en/guidance-for-suppliers/supplier-information-forms/other/us-canada-po-invoice-info-and-contacts-per-entity.xlsx

Classification: Public

Q P2P Invoice Return Policy

STRART

0 Not complying with policy will result in invoice rejection in the following cases:
D

Multiple invoices in one PDF, Zip files Not complying with legal requirements based on the country
(for ex. QR code for Switzerland, KID for Norway etc.),
follow the link Invoice Tax Requirements

Invoice format Invoice content

Invoice formats that do not adhere to the established Missing/invalid PO Number or contact person reference
standard (PDF) will be considered as non-compliant, unless

otherwise specified by the e-invoicing mandates of

individual country

Hyperlinks to invoices Incorrectly billed entity

Duplicate or physical mailings



https://www.merckgroup.com/content/dam/web/corporate/non-images/company/contacts/supplier/en/guidance-for-suppliers/supplier-information-forms/other/global-invoicing-tax-requirements.xlsx
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General P2P contacts

Whom to contact for your inquiry?

Please check out our regional Entity Appendix Files! US/CAN g
= see “How to use”-tab for file usage guidance

Check the example below:
1.Select the applicable entity
2.Go to the following columns to retrieve the right Email address and/or
hotline:

Excel File as Desktop

purchase order (PD) & invoite/payment

Information & Contacts per Entity

Hotline for payments. e
« |/invoices

1500 |Merck KGaA DE10 oo f o omooa! de.invoices@merckgroup.com ap.de roup.com +40-61-06-499-4020

Which references are key for a smooth inquiry processing?

* Regarding Purchase Order: Purchase Order number and/or Supplier Account Number

* Regarding Invoice/Payment: Invoice Number and/or Purchase Order Number, Billed to Address

10pen Excel File as Desktop Version or via Browser Chrome for optimal utilization

START



https://www.merckgroup.com/content/dam/web/corporate/non-images/company/contacts/supplier/en/guidance-for-suppliers/supplier-information-forms/other/us-canada-po-invoice-info-and-contacts-per-entity.xlsx
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STRRT
Q Purchase order transmission
Purchase Order (PO) Transmission method to you Country / Region Deviations to PO Transmission Standard
Standard
Electronical PO transmission from our ERP system via e-Mail/Ariba
Network
Exceptions
Country & Region Deviations A > 9
APAC

]
1

To ensure a proper PO Transmission to you, please:

1. Provide the right e-mail address for PO receipt / processing
via responsible Sales contact / team via our Supplier Information 9
Form (SIF) LATAM

= see Supplier Information Form (SIF), field ,Sales Email Address
for Purchase Orders’

2. Add to the whitelist of your IT system our e-mail domain(s) !
to prevent POs being routed to your spam folder

1. Contact our Purchasing team = see General P2P Contacts ¥ M;nual PO
for joint, exceptional failure case resolution handling, Electronical & manual transmission
in case of transmission failure despite 1. and 2. already ensured transmission with

Spanish content & for
Brazil with Portuguese

1 @merckgroup.com @milliporesigma.com content
@emdgroup.com @sial.com

@versummaterials.com @biocontrolsys.com

@emdsharedservices.com  @bioreliance.com

@emdmillipore.com @stupendo.ce
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STRART

& Order confirmation

Order Confirmations from you for our Purchase Orders

Standard
Once our PO is transmitted to you, please check the PO details.

If our Purchasing team =2»see General P2P Contacts
does not receive any e-mail with questions from you, it is assumed that the PO is
confirmed from your side.
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Invoice & payment requirements (1/2)

Invoice Payment Baselines

Payments to suppliers are affected in the payment runs

+ based on agreed terms & conditions on the Purchase Order or
Master Service Agreements,

« in compliance with the legal rules, according to the below
Payment Standards & Country / Region Deviations:s —»

Invoice Payment | Date, Frequency, Processing
for Bank Transfers for Third Party Suppliers (N/A for e.g. Cheque)

Standards
Baseline Date: Date invoice is received
Payment Frequency: Daily from Monday to Thursday

Exceptions
Country & Region Deviations: A

v

Processing Notes

+ Bank payment processing itself typically takes 1-2 working days
« A payment due on Friday can be expected

the Tuesday / Wednesday after
» Please adjust the related tolerance in your systems accordingly.

STRART

A Country / region deviations to payment

standards
France
Baseline Date: Invoice Date
Spain* Baseline Date: Nordics (DK, FI, NO, SE)
Goods'Receipt Date* _« Baseline Date: Invoice Date
. M India* Baseline Date:
A Goods Receipt Date/
A :

Invoice Date )
A China/HK,
A Japan,
LATAM Malaysia,
Weekly Payments v Philippines
A Thailand = 4 Singapore,
/A Payments | South
f every two | o
oy weeks Taiwan,
_ _ / Vietnam
Chile / Argentina / Baseline
Baseline Date: i Date: Invoice
Invoice Date A Bl

Australia / NZ
Baseline Date:
Invoice Date,
Daily Payments

*Specifics to Spain & India: If no Goods Receipt (GR) available, Baseline Date: Invoice Received Date (Spain) & Invoice Date (India); if multiple GRs, Baseline Date: Last GR
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Invoice & payment requirements (2/2)

To get your invoice processed efficiently and paid on time please consider for your Invoice Creation:

Payment Method

Standard
Please follow the Payment Method Standard ‘Electronic bank transfer/Wire'.

Exceptions

For any deviation, a justification is needed and requires approval, which overall may create delays in the invoice
payment. Please address your potential deviation to your responsible AP contact. =»see section ‘General P2P
Contacts’

Invoicing tax requirements

Review our global overview about invoicing tax requirements:

1. Filter on the relevant country where the invoice is issued

2. Go to the green section Requirements on the right and review the invoicing tax requirements with different
dimensions

‘Mandatory’, ‘One option must be selected’, ‘Only under certain conditions’ in 2 areas:
1. General (first section)

2. Below thresholds (on the right from purple column ‘Scope of Application’)

Requirements M = Mandatory, 0=0ne Dption must be selected, (M) = Only under centain conditions

LA hdl & - A

11 ’r\JM


https://www.merckgroup.com/content/dam/web/corporate/non-images/company/contacts/supplier/en/guidance-for-suppliers/supplier-information-forms/other/global-invoicing-tax-requirements.xlsx
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6-3 Ariba Network (AN) P2P supplier enablement

START

For which suppliers is this chapter applicable?

Merck KGaA, Darmstadt, Germany is using Ariba Network to electronically exchange P2P documents with enabled suppliers in

selected entities. This applies to indirect purchasing only. To be able to provide catalogs, suppliers need an Enterprise (Full) Account.

Supplier Supplier Catalog Useful Links
Support Information Creation
Portal
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AN P2P Supplier enablement Supplier Support

During Project Deployment Supplier Support Post Project Go-Live

Global Customer S ort
Ariba Network Registration or Configuration Support = r Suppor
» Use the Help Center directly from your individual

» Registration, Supplier Fees, Account configuration Ariba Network Account
« Contact our Enablement Team through this Contact Form

Supplier Support for Catalog
During Project Deployment & Post Project Go-Live

» Catalog connectivity
+ Consultancy for catalog-related questions
» Contact our Global Catalog Manager Team

Enablement Business Process Support Supplier Information Portal

. . . « How to find the Supplier Information Portal
Business Related Questions with documents provided by Merck KGaA,

« Contact our AN Team Darmstadt, Germany or one of its affiliates =»see
next slides in details


https://connectsupport.ariba.com/sites/Company?ANID=AN01025582151EMA&h=tZe086F8DbF703UQs6BcAw&Enablement-Inquiry
mailto:aribanetwork@merckgroup.com
mailto:Aribacatalogs@merckgroup.com

STRART

ma AN P2P Supplier enablement Supplier
Information Portal

Account Sefiings Supplier Information Portal

Create]
Customer Relationships Users Motifications Account Hierd ConshikE<-Co HETWDRI SETRNGS .
ANID: AND1456244393 1.Select the Company Settlngs
Premium Package Electronic Order Routing Al
Trends 1 1
Current Relationships Potential Relationships . . . Menu in the tOp rlght corner and then
Company Profile Electronic Invoice Routing | k th C t R | t h | k
| prefer to receive relationship requests as follows: clic € ustomer Relations IpS INK.
5 o Remittances
S Sub: l :
@& Automatically accept all relationship requests Manually revid B s G 2'Se|eCt the Buyer name tO View
Network Notifications .
ACCOUNT SETTINGS transactional rules: The Customer
Update ;
Audit L - 0
Customer Relationships a R Invoice Rules determine what you
Pendin - . .
g Users vl ccan enter when you create invoices.
Customer . .
| Notfications L 3. Select Supplier Information
, Portal
Account Hierarchy
s | Approve Reject s N ] to view documents provided by
Application Subscriptions Meer KGaA, Darmstadt,
Account Registration Germany.
Current
View All
Customer ! o
Ariba Inc. e o Supplier Information Portal
Pouliot Industries
L, Reject

14 W\Jl
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AN P2P Supplier enablement Catalog
creation (1/2)

Catalog Creation

Home Orders v Fulfillment v Invoices v Payments v Catalogs Reports v

1.Select the Catalogs Menu in the top menu bar,

Eetloes c then click on the Catalog Type you want to create (Standard or

Manage catalogs for your customers using the catalog dashboard. Catalog files must be CIF, cXML, or Excel files (. Pu n Ch Out)

2.Enter the Catalog name and description

Customer Name 1 Catalog Name Version File Name Type Size Visibility

3.Select Add to continue

No items
[ Create Punchout Only ] [ Refresh ] | Catalog Name .
and select from the results your Product or Service Category
. 5.Select Add and then OK to continue

Enter a catalog name and descriptive text, Customers can search using this information, Add commedity codes to your catalog.

‘ @) oeats - Q 6.Select Next and on the next page the customer for this catalog

4.Search or browse the categories,

Rohit W
(@) subscriptons Wednesday 23 Jun 2071 945 AM GHIT+02.00 7.Select Next
Lxscripgion This catalog s for test purpose only
@ Content
Product and Service Category Selection
Thi st e - ch bcko ek bt 1000, WA Fad) Create a New Catalog

Search Browse
Comm:

Description el : : o :
- : 2 Add customers and set the catalog visibility for customers. Click the customer's name to view validation rules on your customer’s site.
Enter a keyword or search phrase and click Search. Click the product and service category you want to add and click Add. Click OK| e ty y

Keyword: | office supplies ‘ Browse the Categories »
L Delete | Add ‘
(e.g. Cleaning Services, Cardboard, 15121502, etc.) o
a @ Subscriptions

Search Results

Office Equipment & Supplies > Office Supplies @ Content Customers

D Office Equipment & Supplies > Office Machines & Supplies l:‘

@ Details You can receive status updates on catalogs, including catalog errors from your customer through email. To receive emails, click Manage H

Visibility: rivate - Only the selected customers that have a trading relationship with you can view and receive the catalog

|__) Public - All customers can view the catalog. Customers that have a trading relationship with you can also receive the publi

Customers 1 Catalog Validation Rules

D Office Equipment & Supplies @
Merck KGaA - TEST View
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AN P2P Supplier enablement Catalog
creation (2/2)

Create a New Catalog Catalog Creation

UPLOAD YOUR CATALOG AND ATTACHMENT FILES
8.Select the format you want to

@ Details Catalog File Format: e EXCEL |w upload

Catalog File: 0110059633...06.2020.xlsx 9.S§arch Fhe file _and
o (optional) image files or attachment
files on your computer

@ S 10.Select Validate and Publish

! After you click, Validate and Publish, please wait for the catalog to finish uploading. Large cal ) )
11.Check the Supplier Information
Portal for further documentation

= How to Find the Supplier Information
Portal

Subscriptions .
@ " Images and Attachments File: Choose File | No file chosen

Validate and Publish

Download Templates/Guidelines

CIF, BMECat and Excel Templates/Guidelines

CIF 2.1 Catalog Example ¢
CIF 3.0 Catalog Example

CIF 3.0 Services Example
Excel Catalog Example
BMECat Guidelines

16
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0 AN P2P Supplier enablement useful Links

Additional useful links

Ariba Network Supplier Training Site
https://support.ariba.com/Adapt/Ariba Network Supplier Training/

* Ariba Network Portal for Suppliers
https://support.ariba.com/item/view/181629

* Billing Support Portal & Fee Explanation Video
Ariba Network Supplier Membership Program - Ariba Billing Information
Ariba Fees (screencast.com)

 Ariba Network FAQs
Ariba Network Frequently Asked Questions | SAP Ariba

* Ariba Cloud Statistics
Detailed information and latest notifications about product issues and planned downtime - if any - during a given
day http://trust.ariba.com

* Ariba Discovery
http://www.ariba.com/solutions/discovery-for-suppliers.cfm


https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/
https://support.ariba.com/item/view/181629
https://support.ariba.com/item/view/188528
https://www.screencast.com/t/zlzJC1Wr
https://www.ariba.com/ariba-network/ariba-network-for-suppliers/accounts-and-pricing/ariba-network-faq
http://trust.ariba.com/
http://www.ariba.com/solutions/discovery-for-suppliers.cfm

sTarT O

INTERESTED RBOUT FUTURE
POSSIBILE COOPERATION?

If you are interested in future
collaboration on additional projects,
potentially on a global scale, please reach
out to your business contact at our
company to obtain the relevant sourcing
manager's contact information. We conduct
our tender processes through

the Ariba Sourcing platform.

Please reach out for further details!
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