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A. Preface

The globalDoc administrator manual describes the two program items of the globalDoc
main menu which are exclusively relevant for users with administrative privileges:

A Task Administration und

[E] Settings.

Moreover, functions under the program item

[E] Documentation Content

will be elaborated to the extent relevant to users with administrative privileges.

The illustration below (Fig. 1) shows the globalDoc main menu as displayed to
administrators.

ohalAdm
globalDoc Solution 6.6 nn..m..ﬂm nu.
vI|“ e

Selection: * Uot - DE-Demo Headquar... for period: * 1/1/2015 - 12/33/2015

4 (] (81 0 =) F £

Fig. 1: Main menu in globalDoc (administrator screen)

i3

Only users with administrative privileges may access the program items Task
administration F] and Settings . They will not appear for other classes of globalDoc
users.

For a general introduction to globalDoc as well as for detailed instructions as to its
functioning, including the icons,

My tasks,

Data collection,

[§] Documentation content,
] Attachment overview, and
[Z] Create report

please refer to the globalDoc user manual. Those items may be relevant for both, regular
users and users with administrative privileges.
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B. Program item Settings

The Settings [&] program item enables users with administrative privileges! to manage all
settings in globalDoc. The figure (Fig. 2) below provides an overview of navigation items

available under this category:

¢ Administration,

e Customizing,

¢ Email and Escalation,

as well as their respective sub-navigation items.

‘Welcome, global Admin

DAMEARDEAER 207

_l globalDoc Solution 6.6

pwe

g§ Administration Customizing Email & escalation
REM@ ,Ods . Roles Emailing setup
Reporting period settings | vaviantion o ]
Group entities Reporting templates ——
Divisions Analysis templates Notifications
Users Licensing |

Central transaction group:
Module cluster

Legal entities tree

Legal entities list

Import legal-management
Action log

Document types

Fig. 2: Program item Settings: Overview of functions

globalDoc administrative privileges may be assigned to any user via Settings > Administration > Users. As
a safety measure those privileges should be reserved to a small group of users.
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l. Short description

Tables below provide a concise overview of the respective items contained in program item
Settings [=].

1. Settings: Navigation item Administration

Navigation item: Administration

Sub-Navigation item Short description?

Reporting periods This item enables System-Administrators to manage
reporting periods as well as to import and export data via
Excel interfaces.

For details, please refer to Reporting periods

Reporting period This item enables System-Administrators to determine
settings whether special functions of globalDoc should be used
for selected reporting periods. These system settings can
differ for each reporting period.

For details, please refer to Reporting period settings

Group entities This item enables users to manage group entities and
their master data, denote them as reporting company
and allocate modules relevant for their documentation.3
Moreover, it allows for allocation of specific globalDoc
users to specific reporting entities.*

Additionally, the item allows for creation of notifications
for open tasks.

For details, please refer to Group entities

Divisions This navigation item allows users to set up and manage
Divisions in globalDoc. Moreover, they can allocate
modules containing relevant documentation to those
specific globalDoc divisions.

Additionally, reminders for open tasks may be created.

For details, please refer to Divisions

A description of the terminology used in globalDoc is provided in Chapter E. of the user’s manual.

In turn, does the sub-navigation item “Modules” enable users to create modules which then can be allocated to
already existing reporting entities.

In turn, does the sub-navigation item ,,Users” allow to create users, and subsequently allocate them roles in
specific, already existing reporting entities.
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5

Users

Central transaction
groups

Module cluster

Legal entities tree

Legal entities list

Import legal
management

Action log

Document types

This item allows for the creation of new users in
globalDoc as well as for allocation of relevant user roles
(access rights) as well as whether the user shall be
system administrator.

For details, please refer to Users

This item allows to create and manage transaction
groups centrally.

For details, please refer to Central transaction groups

This items allows for grouping of certain modules into
module clusters. Also, users will be able to distribute
these clusters to reporting companies with comparable
business activities (e.g. contract manufacturers or low-
risk distributers)

For details, please refer to Module cluster

This item supports input of transaction volumes on a
business division level in a matrix organization,
provided the extra feature TP matrix is used>.

For more information as to functioning and applications
please contact the globalDoc team.

This item supports input of transaction volumes on a
business division level in a matrix organization,
provided the extra feature TP matrix is used.

For more information as to functioning and applications
please contact the globalDoc team.

This item supports input of transaction volumes on a
business division level in a matrix organization,
provided the extra feature TP matrix is used.

For more information as to functioning and applications
please contact the globalDoc team.

This item allows for monitoring of user activity. System-
Administrators will be able to export this data into an
Excel sheet.

For details, please refer to Action log

This items allows to create and manage document types
in order to classify attachments (to be attached to

Not contained in the basic version of globalDoc.
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modules, transactions, transfer pricing analyses or
tasks). Each attachment can, then, be qualified as one of
the created document types.

For details, please refer to Document types

2. Settings: Navigation item Customizing

Navigation item: Customizing

Sub-Navigation Item

Roles

Navigation

Reporting templates

Analysis templates

Licensing

Short description

This item allows for an overview of available roles.
Moreover, administrators may create and manage
individualized roles for users.

For details, please refer to Roles

This item allows System-Administrators to customize
names of program and menu items for different
language settings.

For details, please refer to Navigation

This item allows System-Administrators to create and
edit documentation templates (i.e. own logos, font and
formats).

For details, please refer to Reporting templates

Within this sub-navigation item, administrators may
create text blocks (as placeholders) which serve as
means to include transfer price analyses. This item is
only relevant if no Word modules should be used to do
S0.

For details, please refer to Analysis templates

Information concerning the licensing of globalDoc may
be accessed here.

For details, please refer to Licensing
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3. Settings: Navigation item Email & escalation

Navigation Item: Email & escalation

Sub-Navigation Item Short description

Emailing setup This item allows System-Administrators adapt the
emailing function contained in globalDoc as well as
intervals in which automated reminders and status
reports will be updated.

For details, please refer to Emailing setup

Compose email This item allows for creation of new emails which may
then be send to individual users or individualized groups
of users.

For details, please refer to Compose email

Notifications This item gives an overview of automatically and
individually created emails and their delivery status.

For details, please refer to Notifications

Il.  Navigation item Administration

1. Reporting periods

Managing of reporting periods

The selection Settings > Administration > Reporting periods will open an overview
as displayed in the graphic below. It contains all reporting periods existing in the system.

Settings * Reporting periods

Locked

Fig. 3: Reporting period details
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Creating a new reporting period:
Initial creation of a reporting period in globalDoc

Under Settings > Administration > Reporting periods and then clicking + (in the
lower area of the screen), administrators may add new reporting periods. Please note: If
you want to continuously employ data from a pre-existing reporting period in a new
reporting period (i.e. reporting companies, users, modules, module contents etc.), you
should employ the create copy function (see next section).

The detailed overview of any reporting period is composed by 3 tabs Reporting Period
Details, Import and Export, and Access rights (see Fig. 4).

Settings » Reporting periods » Create reporting period

Save and continue

Reporting period details Import and Export Aceess rights Save and close
New

Start date”
Cancel

End date*

Locked D

Document output format Office2007 ﬂ

Fig. 4: Creating a new reporting period: Reporting period details

The creation of a new reporting period requires the input of following data under the tab
Reporting period details:

e Starting and end date: Definition of starting and end date of new reporting period

e Locked: By activating the Locked-Function, selected reporting period will become
unmodifiable for local users. When creating a new reporting period, this function will
remain de-activated.

e Document output format: Selection of available office formats

Under the second tab, Import and Export, data (i.e. group entity data, user,
transactions etc.) may be imported (Fig. 5).

Settings + Reportingperiods * Create reporting period

Save and continue

Reporting period details Import and Export Accass rights Save and close
» New
1. Group entities
Cancel
Import/Export (*:xs, *.xlsx) Browse... m Download template
2. Users
Import/Export (*xls, *xsx) Browse... m Download template
3. Transactions
Import/Export (*.ZIP with *xls or *.xlsx, no subfolders): Browse... Download template
Tmport/Export (*ds, *.xlsx) Browse.. Download template
4. Action logs
Follow link to open corresponding view:

Fig. 5: Creating of new reporting periods: Import and Export

To import data into globalDoc, as a first step, administrators must use e iakee s to
save Excel-template on their local drive. Subsequently, this templated should be completed
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with relevant data by a System-Administrator, and saved on the local drive. As a final step,
administrators must use to re-upload it®.

The command Save and continue or Save and close (in the command panel on the
right) will finalize the creation of the new reporting period.

Creating a new reporting period:
Creating a copy of an existing reporting period in globalDoc

When selecting Settings > Administration > Reporting periods, and clicking # the
reporting period details of the reporting period to copy from will open (Fig. 6). Via Create
Copy (in the command panel on the right) System-Administrators may duplicate reports.
An option enabling users to, either entirely or in part, employ data such as existing reporting
companies or globalDoc divisions to build up on them when creating new reporting periods.

Please note: After a reporting company or globalDoc division was exported into a new
reporting period, subsequent changes in prior reporting period will have no effect on new
reporting period and vice versa’.

At the bottom of the Reporting period details window administrators may view a table
providing an overview of reporting companies and divisions of the previous period which
were not allocated, yet, to the respective reporting period. That way, administrators are
enabled to selectively copy specific local modules of respective reporting companies or
divisional modules of respective globalDoc divisions into a reporting period. After selecting
desired reporting companies or divisions, administrators may copy them into the new
reporting period (table to the right) by clicking this symbol (). Any module of the level
Global is transferred automatically in the new reporting period.

The command Save continue or Save and close will finalize the creation of the new
reporting period.

Editing of an existing reporting period in globalDoc

Under Settings > Administration > Reporting periods and clicking # , an overview of
selected reporting period will open (Fig 6.). There, administrators may access three tabs:
Reporting period details, Import and Export, and Access rights.

Explanations to other buttons and for the tab “Access Rights and Module Distributions” are available at a later
stage of this manual, in section “Edit existing reporting period”.

The same is true for modules in the “global” level which as a result of a copy of a reporting company will be
copied into the new reporting period too.
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Seitings » Reporting periods » Edit reporting period "1/1/2016 - 12/31/2016"

Save and continue

Save and close
Reporting period details Import and Export Access rights Create copy
New

Meodified by: globalAdmin, 4/5/2017 5:28:12 PM Created by: globalAdmin, 4/5/2017 5:28:12 PM Delete

Start date® 01/01/2016 Send link by email
End date® 12/31/2016 Cancel
Locked I:‘
Document output format ~ Officezoo7
Predecessor period of Copied reporting
reporting company company
1/1/2015 - 12/31/2015 1/1/2016 - 12/31/2016
[] Copy Data Name l Code i . O Name i Code I
) I
[0 &  |BR-Demo Sales U |
i M |Businessunit1 DIV1
O VI Business unit 2 DIV2
[0 W  |CH-Demo Finance AG U6
O ~l CN-Demo Agent U4
O =] CZ-Demo s5.r.0. Uoz
0] & |DE-Demo Factory GmbH U8
O] & |DE-Demo Headquarters AG Uot
[ ¥} DE-Demo Parts Europe GmbH TUig
O ¥ |FRDemosA Uoz i
< >
a2 ® Page[t |ofo = #[15 [¥] View a3 0f a8 8 @ Page[t  |oft 15 [¥] Ho recards to view

Fig. 6: Navigation item Reporting Periods — Detailed view: Details reporting period

Under Settings > Administration > Reporting periods and clicking # , an overview of
selected reporting period will open (Fig 6.). In the tab Reporting period details,
globalDoc displays reporting companies and divisions which were allocated to selected
reporting period already. Reporting companies and divisions from the prior period may be
selected by clicking this symbol (), and then, subsequently, be imported into the selected
reporting period. Alike, they may be removed by using this symbol (Jl). The level Global
are transferred automatically into selected reporting period.

Predecessor period of Copied reporting
reporting company company
1/1/2015 - 12/31/2015 1/1/2016 - 12/31/2016
[] Copy Data Name I Code I | Name I Code
O i |Business unit 1 |DIV 1 - | D_ BR-Demo Sales |Uu
O Wl Business unit 2 DIV 2 [1|CH-Demo Finance AG U16
O Wl .CZ-DemU S.I.0. .L'03 | O :CN—Demo Agent .U14
O ¥ |DE-Demo Factory GmbH s [ '
] ¥  |DE-Demo Headquarters AG Uo1
] W |DE-Demo Parts Europe GmbH U1g
O & |FRDemosa U0z
O Wl ;FR-Demo Services Informatique S.A. [U20
O ¥  |Functioni DIVs5
0 & |Functionz |prve ed
< ' >
Poli-) Pagel:lof2 » 115 [v] View1-150f25 P PageDofl [15 7] View1-gofg

Fig. 7: Navigation item Reporting Periods — Detailed view: Allocating of reporting companies and divisions

Under Settings > Administration > Reporting Periods and clicking #, an overview
of selected reporting period will open (Fig 6.). The functions under the tab Import and
Export allow to import/export data concerning group entities, users, transactions and
action logs

(Fig. 8).
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Settings » Reportingperiods » Edit reporting period "1/1/2016 - 12/31/2016"

Save and continue

PETICE ESIBRYERNOH globalDoc Solution 6.6 - TP matrix - 1/1/2016 - 12/31/2016 | globalDoc Solution 6.6 - TP questionnaire - 1/1/2016 - 12/31/2016
- } A R R Save and close

Reporting period details Import and Export | Access rights Create copy
New
1. Group entities vy

Import/Export (*.xls, *.xlsx) Browse... Send link by email
2. Users Cancel

3. Transactions

Import/Export (*.ZIP with *.xls or *.xdsx, no subfolders): Browse. ..

4. Action logs

Follow link to open corresponding view:

Fig. 8: Navigation item reporting periods — Detailed overview: Import and Export

To import data into globalDoc, as a first step, administrators must use i to
save Excel-template on their local drive. Subsequently, this templated should be completed
with relevant data by a System-Administrator, and saved on the local drive. As a final step,
administrators must use to re-upload it.

To export data into Excel, administrators must use By

Under Settings > Administration > Reporting periods and clicking # , an overview of
selected reporting period will open (Fig 6.). The functions under the tab Access rights
allow to export Excel-overviews of module distribution, user functions and access rights
(Fig. 9)

Seitings » Reporting periods *» Edit reporting period "1/1/2016 - 12/31

Save and close
Reporting period details Import and Export Access rights Create copy
New

Generate reports about user roles and access rights Tk

Export all module distribution: ‘Seind Lk by el
Export access rights for modules: Cancel

Export access rights for navigation:

Export all roles and access rights: Export

Fig. 9: Navigation item Reporting Periods — Detailed view: Access rights and module distribution

Locking of an reporting period

Under Settings > Administration > Reporting periods and clicking # , administrators
are provided details (Fig. 6) of reporting period to lock. Ticking off Locked, will lock
selected reporting period, implying that concerned data can no longer be edited. Un-ticking
it will reverse the process and open the reporting period for editing again.

Deleting of a reporting period

Under Settings > Administration > Reporting periods and clicking i ,
administrators may delete selected reporting periods.
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2.

Reporting period settings

Changing of an reporting period’s settings

Under Settings > Administration > Reporting period settings, users may adopt
changes to respective reporting period settings.

Activation/Deactivation of Enable navigation to data collections

Activation/Deactivation of Enable management area in legal-management
import

Specify Max. functional or risk analysis value. Thereby, administrators may elect
max. functional or risk analysis value (of reporting company) by typing a value between
landb5.

Activation/Deactivation of Enable local currency values for transactions®

Company name: name of company to which reporting company belongs (this
information may be used as variable in reports).

» Reportis eriod settin

Reports

ren
values for transactions

o
o

Company name -

Fig. 10: Reporting period settings

3.

Group entities

Managing of group entities

Under Settings > Administration > Group entities, system administrators will be
directed to the following view, containing all pre-existing group entities (Fig. 11):

For details, please refer to user manual.
For details, please refer to user manual.
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Settings * Greus entities

Tisme pariod: [1];

Search
[i*
Approved ™loqual [ =[]
" Resst Find &2
) Approved | Cods | ERP nun| Short naf Creates repon? | Full names | Mamse of taf Address of | Tax numbe) Short busie] Legal reprl  Country |Local carrel  Modified by | Modified date |
1| & |~ ¥ U6 W CH-Dumo Finance AG Switos CHF - Fran TPm-Admin
RV ¥ g - CH-Demo Agenit ™ - China [CNY - Yuan TPm-Admin
rd ¥ Uog - CZDemo s.r.0. K. - Koru TPm- Admin
rd o LR W DE-Damo Factory GmbH R - Euro TPm-Admin
” ¥ Uos o DE-Demo Headqua TR - Euro TPm-Admin
LB, e Uag W DE-Demo Parts Eun TR - Eure TPm-Admin
e 4 Vo = FR-Dema 8.4 FIt - France EUR - Euro TPm-Admin
” ~ Uaa o~ FR-Damao Services Informark FR - Francs EUR - Euro TPm-Admin
NV ¥ Uog 4 13- Demo Global Technology I - India |INR - Rupe TPm-Admin
” |y « IR-Demo Int, Prop, Holding IR, - Iran, Is EVR - Euro TPm-Admin
Ol w | + Uss o JP-Demo Agent 1 TPm-Admin
s ¥ U e MEX-Demo Sales Ltd < TPm-Admin
” Ll Vo W PL-Damo Sales Hob EE s.r.o, TPm-Admin
- ol Uag g RU-Dumo Sales a.r.0. R - Russia RUB - Russ TPm-Admin
<
+ @ @ Page[1  |ofa = =[15 [~] Virwr s - agyutas

Export all module distribation [l Uxport module distribution [l Create reporting entities from selected group entities [l Create notification for open tasks
LT {mport module distribution

Fig.11: Overview of group entities
Creating/Editing of group entities

By selecting Settings > Administration > Group entities and clicking + (in lower area
of screen), globalDoc will open a detailed view to create or edit Group entities.

This detailed overview is composed by two tabs: Group entity details and Optional
information (Fig. 12).

Settings * Group entitles » Create group entliy

Time peried: 1/1/2015 - 12/g1/a015 +

Groupentity detafls | Optianal information Hew
ancel

Full name® Company type

Short nama Country Select an Option

Code Address

ERP number

Previous name

Dolault business relation
ype | Local curroncy Select an Option

Approved ]

[<]

Creates report? | |

Fig. 12: Creating of new group entities

To create a new group entity, following information must be entered in tab Group entity
detailsto:

e Full name: Complete name of group entity including its legal form
e Short name: Optional name to be used in report

e Code: Optional reference to company code

e ERP number: Optional reference to ERP number

e Previous name: Optional reference to companies full previous hame (if applicable)

10 In case various group entities should be imported at once, users may use Excel-import-function (Settings >
Administration > Reporting periods) (see above).

Page 16



e Default business relation type: i.e. direct shareholdings
e Approved: No selection necessary

e Creates report: To be selected if globalDoc is used to create transfer pricing
documentation for company

e Company type

e Country: Country in which group entity is incorporated

e Address: Address of group entity

e Local currency: Local currency of country in which group entity is incorporated

The tab Optional information may be used to attach additional information about new
group entity (Fig. 13).

Settings » Group entities » Create group entity

Time period: [1/3/2015 - 13/31/5015 ¥ R Save and continue

Save and close

Group entity details Optional information New
Cancel

Name of tax office Formation date
Acquisition date
Alternative business year

Address of tax office Short business year

Tax number Optional information

Number of trade register

Name of trade register

Address of trade register

Legal representative (with
address)

Business objective of the
company

Immediate Shareholder
inkl. (% of share)

Fig.13: Attaching of additional information about group entity

In case globalDoc should create transfer pricing documentation for this group entity,
administrators must tick off Creates report in tab Group entity details. That way, the
new group entity will become a reporting entity.

By clicking either Save and continue, or Save and close, changes will be applied and/or
group entity created. If Creates report was selected, two additional tabs will be created by
system: Module distribution and User default roles.

Editing of an existing group entity

Under Settings > Administration > Group entities and clicking # , detailed overview
of selected group entity will open. In case it is a reporting entity, all four tabs (Group entity
details, Optional information, Module distribution and User default roles) will
be shown (Fig. 14)
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Settings » Group entities » Edit group entity "Usi - BR-Demo Sales”

Time period: |1/1/2015 - 12/31/2015 ¥ Modified by: TPm-Admin, 6/20/2016 11:56:59 AM Created by: TPm-Admin, 6/20/2016 11:56:59 AM Save and continue

Save and close

This is a reporting company, it is used as related party and is involved in business transactions. =

Send link by email
Group entity details | Optional information ~ Module distribution = User default roles Gancel

Full name™ BR-Demo Sales Company type Sales Entity fully fladched (FF)

Short name Country BR - Brazil Xy
Code U1l Address BR

ERP number

Previous name

Default business relation ﬂ
type Local currency BRL- Reais X v

Approved
¥

Creates report?

Fig. 14: Editing of existing group entities

Under Settings > Administration > Group entities > Group entity details and
Settings > Administration > Group entities > Optional information company
information may be changed (see Creating/Editing of group entities).

For group entities which are characterized as reporting entities, administrators may, under
Settings > Administration > Group entities > Module distribution, allocate
modules and module clusters (Fig. 15).

Setings + Group enfilies » Edil group entity "Usg - UN-Demo Agent”

Time period: 1/1/2015 - 1231205 v Modified by: TPm-Admin, &/20/2016 11:56:50 AM Created by: TPm-Admin, 6202016 11:58:59 AM

Group entity details Optional information Module distribution Usar default roles

Assigned module clusters: Assigned modules:
Name | S| Module name | Modulecass |
Pagal_ofs [s ¥ Mo tacords teview | g1 Paga1_ |ofa 15 [¥] o racardi te v
# Drop selected module chasters + Add modula chusters # Drop selected modules + Add modules
Copy module distribation from COI!I])&B_\‘.:’ Em

Fig. 15: Detailed overview reporting entity — Module distribution

By clicking + Addmodules Qr + Addmodulecsters | uSers may allocate previously created Global,
Divisional and Local modules or module clusters to selected reporting company.
Additionally, module distributions may be imported from other entities.

After allocation to a module group, involved modules will be shown in and highlighted in
yellow, in the table Assigned modules (Fig. 15).

By clicking or = Dropselectedmodules | & Dropselecied modulecusters {JSEF'S MMy remove those assignments.

Under Settings > Administration > Group entities > User default roles,
administrators may assign default roles for selected entity to specific users (Fig. 16). By
employing the functions + Assigndefaultrolestousers gn( & Unassign default roles from seleceted wsers - thoSe roles may
be assigned or removed.
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Seitings * Groupentities + Edit group entity "Usg - CN-Deme Ageol”

Time period: | 1f1/200g - 12f3130g +

Modified by: TPm-Admin, 6/20/2016 11:56:50 AM Croated by: TPm-Admin, &/20/2016 11:56:50 AM

Save and eontinus

Swvw and cless

Group sntity details Optional information Module distribution Usar defanit roles

Default user roles Edit data collection, edit local contant, mannga
attachments, print roport, read divisional content, read

ghobal cantent

Assigned default roles 10 users

Cl Username | Kame ]

o racsrds 10 view

Page[1  of2 15 %]

& Unnssign default roles from sebeceted nsers + Assign defaull roles to users

Abb. 16: Detailed overview reporting entity — User default roles

Adding of a suggested group entity

Nom
Diabetn complutedy
Sand Hnk by small

Cancal

Local-Users may suggest incorporation of new transaction partners into globalDoc (under
Data collection > Transaction management > Synchronize from group entities;
for details, please refer to the user manual). Those will be highlighted in red, under
Settings > Administration > Group entities, until approved by an administrator (Fig.

17).

sk

v Group entities

+ "Groap entitias” Open Tasks (1)

Time period: | 1/3/201;

[an/20m5 v

4 Note: Some of your tasks are not finished yet.

Search
=
[appraved T foquat (] vl [ - |
= Reset Find &
Approved | Code | Name |  Createsreport?  [Taxofficeinchar] Taxnumber |Legalrepresentad|Shortbusinessysl Country |  Modifiedby | Modified date
7 =] o007 CH-Demo Finance AG Joachim Soha 10173015 wizalzan AM
LK ~ ooz CZ-Demas.r.o. + Joachim Sohn
LR 4 o0 DE-Demo GmbH L4 ghobalAdmin
’ v 004 FR-Demo S0 v Joachim Soha
7 = 006 FRt-RlealEstate Sirl Toachim Sohn o p—— Y
” ~ oo UK-Dema Lid. o Joachim Soha 1017 2005 12g006 AM
L ~ ocy Us-Deme Ine. W Jeachim Soha ue/17/2015 1aing AM
+ 8§ 8 Paga[1  |of 15 [+ Vi o - Bl

Lmport module distribution

Fig. 27: Overview group entities

Administrator may approve those companies by opening detailed overview of selected
group entity (clicking #) and clicking the command Approve in the box on the right (Fig.
18). Prior to approval administrator may edit or complement core data of the company he
is to approve. After the approval, the group entity will no longer by highlighted in the

system.
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Einstellung: L < nehmen + K nehimen brarbeilen "EBels - Erste Beteiligungs GmbH"

Berichtszeitraum: | 0L0L2047 - 3012.2017 Y Gadnden von: Local User 1, 15052017 searrias Ersbelll vons Local User 1, 15052017 atsa7iag

Details des Optionale

Vollatindiger Nama® Drste Deteiligungs GmbH Gasallschnaryp

Land Eige Ausvahl treffen

EBat4 Anschrift Kurfurstendamm 99
Berfin

Lokake Wihrang Eise Auswahl treffen

Fig. 38: Detailed overview reporting company — Approval of locally requested transaction partners

Deleting of a group entity

Under Settings > Administration > Group entities and clicking & , administrators
may delete selected Group entity.

Import and Export of the module distribution of a group entity

Under Settings > Administration > Group entities, administrators may export
module distribution of selected/all group entities into an Excel file by clicking

or By, Alike, module distribution may be uploaded as
Excel file and thereby allocated to specific group entity by clicking I e .

Conversion of a group entity into a reporting company

Under Settings > Administration > Group entities, single or multiple group entities
may be selected, and subsequently converted into reporting companies by clicking

Create reporting entities from selected group entities

Open tasks for Reporting companies

Under Settings > Administration > Group entities, administrators may send
notifications concerning open tasks to selected Group entities by clicking

Create notification for open tasks

4. Divisions

Managing of divisions

Under Settings > Administration > Divisions, System-Administrators will be
forwarded to the following overview containing all, in globalDoc, existing divisions:
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Settings » Divisions

Time period: [1/3/2015 - 12/31/2015 ~

Search
[Name [¥] [contains ~ =
© Reset Find 2
(] Name | Code 1 Type | Country | Modified by | Modified date
1 & | »# |Businessunit1 DIV Divisional | Joachim Sohn |10/17/2015 11:25:38 AM
O @ |~ |Businessunita DIVa Divisional Joachim Sohn 10/17/2015 1125119 AM
O @ | »# |Funetions DIVs Divisional Joachim Sohn 10/17/2015 11:09:50 AM
]| & | # |Functiona DIVeE Divisional Joachim Sohn 10/17/2015 11:09:50 AM
7/ |GLOBAL GLOBAL Global Joachim Sohn 2015 11:09:34 AM
O & |/ [nens: Divisional globaladmin 5/ 424348 PM
O] & | # |Region1 DIV 3 Divisional Joachim Sohn 10/17/2045 11:25:28 AM
O] & | # |Regions DIV 4 Divisional Joachim Sohn 10/17/20645 11:00:49 AM
T T P = T

Fig. 19: Overview of globalDoc divisions
Creating a new division

Under Settings > Administration > Divisions and clicking * (in lower area of screen),
administrators may create new globalDoc divisions (Fig. 20).

Settings » Divisions » Create division

Time period: 1.‘/‘ 1,"20?5 = 12!{ 31/' 2015 Save and continue

Save and close

Division details New
Type* Divisional Cancel
Name*

Code

Fig.20: Creating of new globalDoc divisions

To create a new globalDoc division, administrators must provide the following information
in the tab Division details:

e Type: no entry of information necessary
¢ Name: name of division
e Code: optional code for division

By clicking Save and continue or Save and close in the command panel on the right,

new globalDoc division will be created. Subsequently, modules may be created and
allocated to newly created globalDoc division.

Editing of an existing division

Under Settings > Administration > Divisions and clicking #, the detailed overview of

selected group entity will open. That way, administrators may access the tabs Division
details and User default roles (Fig. 21).
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Seltings » Divisions » Creale division

Time period: [1/1/2015 - 12/31/2005 ~

Divisicn details | Orptional information

Type* Divisional Fnabdo bost mathod rule ||
Nama* Country )
Code Address

Fig.21: Editing of existing group entities

Saveand close
K

Cancel

Within those tabs, information provided when division was created, may be edited (see

Creating a new division).

5. User

Managing of users

Under Settings > Administration > Users, administrator will be directed to following

view, containing an overview of all existing users (Fig. 22):

Settings * Users

bt
[Coegins niaemes '] [contains ~ =]

' Reset Find »
=] Topintame ] Lastneme | Firstname | BemutzerID] Email |Mobilephoy  Employer | Department | Lastactivitydate |  Creationdste | Modifiedby | Modifieddare |
O & |7 |pGI Gimmler Florian florian gimmler@de.py 5/18/2017 3/17f2017 glebalAdmin 5/18/2017 12540031,
Ll @ | # |gd 6162009 616/ 2009 system G/ 16/2009 1052129 .
On '/ pelsdandit ghobal Doe Audit 2o fmmb ghobalAdenin B zofzonh e

# | globalAdmin 6/16/2000 globalddmin 28/ 2006 10230150 .
Cla |2 W ‘Weidlich Immanuel immanoel weidlich@de Pl TP 2/1fa017 3/ 17/200 ghobalAdmin 2:25:41 F
O @ | # laHa Hanken Jairy, Pu TP Munich  1#/10/2m5 S — Immanse Wesdlich ——
O & | # |95 Sohn Joachim joachim sohn@de. pwe. PwC TP Stuttgart  3/24/3017 3/27/2015 globalAdmin a7 12224745 1
Ll @ | # |Local DE User Local Demo Gmbl  Controlling 9/2a/amg globalAdmin AT G442 A
O| & | # |Local User /o8 mony ghobalAdmmin g/ wovs gy W
| @ | # |Local User DE 4/20/2017 globalAdmin o/ 2047 4:15:47
Il & ./ Local User DE4 local user@de.pwe.com 4f20f2017 globalAdmin 4f20/a0a7 13007 P
O & | # |teste /182007 olslAdmin IR ae—
O @ | # TPm-Admin &/20/2016 TPm-Admin 6202016 11119:58 ¢

|| @ | # TPm-Edit 6f20/2016 ghobalAdmin 6 20/2016 10:09i54 ¥

= = - z = =

"+ @D w Page[lg'uu w wi |15 zl View - agolay

Fig.22: Overview of users

Creating of a new user

Under Settings > Administration > Users, and clicking + (in lower area of screen), a

detailed overview, in which new users may be created, will open (Fig. 23).
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Settings » Createuser

Time period: [1/1/2015 - 12/31/2015

Log - Must change password vy

Fir: Is locked out 1

Las System administrator ||

Be:

Em Copy roles from user: | < m

phone number
Language [~]
Employer
Department
Last password changed
All reporting periods
Apps Levels Roles Units
globalDoc Solution 6.6 Global [ Default

Divisional + |CIDefault Can
Local + | Default e [An s
globalDoc Solution 6.6 - TP matrix Local + |[Default E AL sele

globalDoc Solution 6.6 - TP questionnaire Local C]an
Fig.23: Creating of new users

To create a new user, following information is required:

e Login name: Definition of a login name

e First name: Optional

e Last name: Optional

e User-ID: Optional assignment of User ID

e Email: Optional

e Mobile phone number: Optional

e Language: Optional definition of users preferred language
e Employer: Optional

e Department: Optional

e Must change password: Ticking it off will oblige user to change password upon first
login

e Is locked out: Will disable user from accessing globalDoc. This function will remain
locked when creating new users.

e System administrator: The user is granted access to program item Settings [5] and is
able to view automatically generated tasks which may only be edited by a System-
Administrator. These tasks include in particular user inquiries concerning setting up
local transaction groups or transaction partners, which are to be requested in program
item Data collection [£].

After successful user setup, relevant user privileges and roles should be assigned (for
different reporting companies). To create those, a System-Administrator may use
following functions:

) elect rols : System-Administrator may assign roles to new
user.
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o s : System-Administrator may assign those roles
for specific units only.u

e A selection of Default, will allocate the user standard roles defined for corresponding

reporting company.

o cpmmmmuwe[ V. A System-Administrator may assign all roles and companies
already assigned to a specific user to a different new user by copying the entire role
distribution of an existing user.

e After clicking |s¢'ect ok or [Select units , a drop-down menu for the allocation of user
privileges will open (Fig. 24).

Llan| |
DIV 2 - Business unit 2
DIV 5 - Region 1

DIV 4 - Region 2

DIV 5 - Function 1

DIV 6 - Function 2

neui

Fig. 24: Assigning of user privileges

The roles Edit local content, Edit divisional content or Edit global content allow
users to view and edit contents of Local, Divisional or Global modules. In turn, a
selection of Read global content will only allow to view those contents, but not to edit
them.

On all, Local, Divisional and Global levels more roles may be assigned to users:

e Allocation of Define content structure allows users to create Local modules for
his/her reporting company (Status of a local System-Administrator). This option may
be considered in case Local modules should not be created centrally. Alike, Define
content structure may be allocated for Divisional or Global modules (Status of
divisional or global System-Administrator).

e The role Manage attachments allows respective users in program item [[J
Attachment overview to attach or delete data to respective modules.

e The role Task-Administrator will allow respective users to access program item Task
Administration. That way, they may create tasks and allocate them to local users.
Alike, Task-Administrators may view status of tasks on a Local, Divisional or Global
level.

1 A selection of ,,All“ will allocate respective role for all reporting companies or globalDoc Divisions, including
ones created in the future, to user.
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e Additionally, users may receive role of a Task-Approver. That way, users may, in
process of their workflow management verify tasks.

On a Local level, more privileges exist:

e The role Edit data collection or Read data collection allows users possessing those
privileges to edit and view program item [E] Data collection.12

For the majority of cases an allocation of default roles should be sufficient.

By clicking Save and continue or Save and close, in the command panel on the right,
the new user will be created.

The allocation of a password for new users depends on whether the emailing function is
activated (under Settings > Email & Escalation > Emailing Setup)

Option 1: Allocation of new password (emailing function active)

After creating new user by clicking Save and continue or Save and close, new user will
receive an email with his/her new password. This password will be valid for the first login
into globalDoc.

Option 2: Allocation of new password (emailing function not active)

After creating a new user by clicking Save and continue or Save and close (in command
panel on the right), a notification containing user’s password will pop up (Fig. 25)2. This
password must then be communicated to new user prior to his first log in. Please note:
New user will only be able to login after that pop up window was closed by clicking [0x].

Alert

UUser password has been suceessfully changed.
This is new password for that user: .GgvWPr

Fig. 25: Password of new user
Editing of existing users

Under Settings > Administration > User, administrators will be able to open detailed
overview of selected users by clicking # (Fig. 26).

Within this overview, administrators may edit user information and allocated modules (see
Creating of a new user).

Only possible, if function Data collection was activated under Settings > Reporting period settings (see

above, Chapter B.11.2.).
After email contact data of new user was filled in, and globalDoc’s emailing function is active, new

user will receive his/her password automatically (via mail), without any necessary action by
administrator.
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Settings » Users » Edit user "FGI”

Time period: | 1/1/2015 - 12/31/2015 Modified by: globalAdmin, 3/17/2017 12:30:39 PM Created by: globalAdmin, 3/17/2017 12:26:56 PM Save and continue

Save and close

Login name" FGI e
First name Florian Reset password
Last name Gimmler oo

Benutzer-1D Delete

B Send link by email
Email florian.gimmler@de.pwe.com

Cancel
Mobile phone number

Language I~

Employer

Department

Additional information

Last password changed 3/17/2017 12:30:32 PM
Must change password Copy roles from user: m

Is locked out

]
]
System administrator

All reporting periods
Apps Levels Roles Units
|globalDoc Global [] Defanlt | Approve tasks x
| Solution 6.6 Define content structure x
Edit global content x

Fig. 26: Edit existing user
Changing of password of an existing user

Under Settings > Administration > User, administrators will be able to open detailed
overview of selected users by clicking # (Fig. 27).

Settings + Users »+ Edituser "FGI"
Time period: | 1/1/2015 - 12/31/2015 ~ Modified by: globalAdmin, 5/18/2017 12:41:35 PM Created by: globalAdmin, 3/17/2017 12:26:56 PM Save and continue
....................................................................... 5 e
Login name® FGI

S pesword
EHSt s DI‘EK
Last name Gimmler e
Benutzer-1D o

Send link by email
Email florian. gimmler@de. pwe.com s

Mobile phone number

Language [~]
Employer

Department

Additional information

Last password changed 3/17/2017 12:30:32 PM
Must change password Copy roles from user:
Is locked out I
System administrator
All reporting periods

e e | Roles I Umits 1
|slobalDoc Global I Default | Select roles
|Solution 6.6 | pivisional [ Default | Select rotes Al | Sele

I Default | Select roles []all| | DIV 2 - Business unit = x
—+ w

Fig. 27: Resetting of passwords of existing users

By selecting command Reset password, user will be allocated a new password. The
allocation of a password depends on whether emailing function is active or not (Under
Settings > Email & Escalation > Emailing Setup).

Option 1: Changing of password (active emailing function)

After creating new user by clicking Save and continue or Save and close, new user will
receive an email with new password. This password will be valid for first login into
globalDoc. A notification with user’s email address will be shown on screen after email was
sent.
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Alert

User password has been successfully changed and
@ new password has been sent to user via email [local.user@de.pwe.com].

Fig.28: Emailing of new passwords to users
Option 2: Changing of password (deactivated emailing function)

A notification with user’s new password will pop up (Fig. 29)4. This password must then be
communicated to new user prior to his first log in. Please note: New user will only be able
to login after that pop up window was closed by clicking [0K].

Alert

UUser password has been successfully changed.
This 1s new password for that user: .GgvWPr

Fig.29: Emailing of new passwords to users

Locking out of an user

Under Settings > Administration > User, administrators will be able to open detailed
overview of selected users by clicking # (Fig. 30).

Settings » Users » Edituser "FGI"

Time period: | 1/1/2015 - 12/31/2015 ~ Modified by: globalAdmin, 5/18/'2017 12:41:35 PM Created by: globalAdmin, 3/17/2017 12:26:56 PM Save and continue
.......................................... FGI Save and close
Logi *

ogin name’ Change password
First name Florian Reset password
Last name Gimmler New
Benutzer-ID i

Send link by email

Email florian.gimmler@de. pwe.com

Cancel
Mobile phone number

Language [~
Employer
Department

Additional information

Last password changed 3/17/2017 12:30:32 PM

Must chango password Copy roles from user:

Is locked out | ™

System administrator

All reporting periods

Apps | Levels | Roles Units 1
|globalDoe  |Global |Opetantt s | ﬂ
Solution 6.6 |Divisional | Defaslt |Dan [ setect units | ﬂ

—_— e ee—— = ’ |
|

14 After email contact data of new user was filled in, and globalDoc’s emailing function is active, new user will
receive his/her password automatically (via mail), without any necessary action by administrator.
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Fig.30: Locking out of users

By ticking off Is locked out, user will lose privilege to enter globalDoc.

6. Central transaction groups

Managing of central transaction groups

Via Settings > Administration > Central transaction groups, users will be directed
to screen as displayed in Fig. 31. It contains all existing Central transaction groups.

In that screen, a System-Administrator may administer the Central transaction groups
he/she wants to provide to Local-Users. The aim of this function is to ensure uniform
application and display of transaction groups within the Group.

Settings » Central transaction groups

Time period: [1/1/2015 - 12/31/2015_“)

Search
]
[Number [~] [cantains ~ &
+ Reset Find o
O Number | Transaction type] Name | Approved | Analysisflag | Modified by | Modified date |
7| mla | o Delivery Trans Delivery of finished products = | TPm-Admin 6/20/2016 11:57:00 AM
# | B B © Delivery Trans Delivery of components and material & TPm-Admin 6/20/2016 11:57:09 AM
# | B C ~ Service Transa Services o TPm-Admin 6/20/2016 11:57:10 AM
Olm |7 C.C1 © Service Tral Sales commission & TPm-Admin 6/20/2016 11:57:10 AM
Olm |7 c.Co © Service Tra| Contract R&D & TPm-Admin 6/20/2016 11:57:10 AM
7 c.C3 © Service Tra| Management Services v TPm-Admin 6/20/2016 11:57:10 AM
O|m |-~ |cca | o Service Tra| Sales and marketing support services & TPm-Admin 6/20/2016 11:57:10 AM |
Ol a |-~ c.Cs © Service Tra| Technical support services ~ TPm-Admin 6/20/2016 13:57:10 AM
O|ls |~ |m D o Financial Tran|Loans, Supplier Credits ete. < TPm-Admin 6/20/2016 1157110 AM
7 |mE | o Delivery Trans License F TPm-Admin 6/20/2016 11:57:10 AM |
7 |mF |~ Other Transac{ Reallocation of costs ~ TPm-Admin 6/20/2016 1570 AM |
Ola |-r| [Fr | o Other Tran!Direct reallocation of costs (without mark-up) - TPm-Admin 6/20/2016 11570 AM. |
O| & | F.F2 © Other Trani Indirect reallocation of costs (without mark-up) i TPm-Admin 6/20,/2016 11:57:10 AM
Ol®e || @ |c o Other Transaci Other transactions v, TPm-Admin 6/20/2016 11:57:10 AM
§ o+ W

View1-1q0f1q

Fig.31: Overview of central transaction groups

Defining of new central transaction group

Under Settings > Administration > Central transaction groups and clicking + (in

lower area of screen), users may open detailed overview of the screen to create new Central
transaction groups (Fig. 32).

Settings » Ceniral transaction groups *» Create transaction group

Save and continue

Save and close

New
Transaction type* ﬂ Cancel
Code*
Name*
Analysis flag |:|
Description

Fig.32: Creating new central transaction groups

To create a new a Central transaction group, following data has to be provided:
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e Transaction type: Selection of a transaction type to which new transaction group should
be allocated (e.g. Distribution Transactions, Service Transactions, License Transaction)

e Code: Optional allocation of a code to identify new transaction group
e Description: Optional description of new transaction group
¢ Name: Name of new transaction group

e Analysis flag’s

By selecting Save and continue or Save and close in command panel on the right, new
Central transaction group will be created.

Editing of an existing transaction group

Under Settings > Administration > Central transaction groups and clicking #,
users may open detailed overview of selected Central transaction group (Fig. 33).

Settings » Central transaction groups » Edit transaction group "A Delivery of finished produets”

Time period: [1/1/2015 - 12/31/2015 R ST i . Save and continue
Save and close

Details =
Modified by: TPm-Admin, 6/20/2016 11:57:09 AM Created by: TPm-Admin, 6,/20/2016 11:57:09 AM = ]_I““‘ by email
Transaction type” Delivery Transactions ~] i
Code" ¥

Name® Delivery of finished products

Analysis flag ]

Description

Fig.33: Editing of central transaction groups

In detailed overview of selected transaction group, originally placed information may be
edited (see Defining of new central transaction group)

Adding of a suggested transaction group

Local-Users may suggest the adding of new transaction groups into globalDoc (under
Data collection > Transaction management; see user manual). Transaction groups
suggested by Local-Users, will remain highlighted in red (under Settings >
Administration > Central transaction groups), until approved by an administrator
(Fig. 34).

Only relevant, if, for appropriateness analysis, respective function should be employed (see below, Chapter
B.111.4.). In this case, box is to be ticked off, if analysis should not be conducted individually, but for the entire
transaction group.
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Settings + Central transaction groups

Tire period: [1/1/3015 - 1231/ 2015w
Search
[Rumber ] [containg |
% Resst Find &
Namber |  Transaction type Nama Approved | Analysis flag | Modified by | Modified date
ranr: o Delivery Transactions | Delivery of finished product v TPm-Admin /202016 157700 AM
|/ B abs o Cost Sharing Transactid Tests < globalAdmin 5962007 3105200 PM
/ BB o Delivery Transactions | Delivery of eompanents and material ¥ TPm-Admin 6 -
/Z mc = Service Transactions | Senvices < TPm-Admin /202006 115710 AM
Y o Service Transsctions Seles commission = TPur-Adusin 6202016 1125710 AM
V4 & Service Transsctions Contract R&D < TPm-Admin 202016 1557110 AM
i o Senice Transactions Management Services e TPm-Admin 620/ 2016 11570 AM
e o TPm-Admin B
’ ¥ i
< TPm-Admin 5
< TPm-Admin r 110 AM
o TPm-Admin L1 oak 157 AM
= TPm-Adusin 8 vagian AM
> — : g >
S+ B8 View o - o of o

Approve selected central groups

Fig.34: Central transaction groups — approving of transaction groups (1)

Administrators may approve suggested transaction groups by opening the detailed overview
of them by clicking # and then selecting Approve in command panel on the right (Fig.
35). Only after this approval, transaction group will be available in list of group entities
(without being highlighted in red).

Seftings + Contral transaction groups + EAit transaction gronp "C.IT IT Support Services”

Time pariod:  1/s/2085 - 1a/31/2015

Details
Maodified by: Local User DEx, 6162017 321250 FM Created by: Local User DE2, /162007 3:21:40 PM
Parent element € Services Hame® IT Suppart Services
Transaction type" Serviee Transactians Analysis flag
Code® m
Description

Fig. 35: Central transaction groups — approving of transaction groups (2)
Deleting of a transaction group
Under Settings > Administration > Central transaction groups and clicking & ,

selected transaction groups will be deleted.

7. Module clusters

Managing of module clusters

Under Settings > Administration > Module cluster, administrators will be forwarded
screen as in Fig. 36. That view contains all existing module clusters.

Many multinationals may include various reporting companies which have similar business
activities (e.g. contract manufacturers, commission agents). Therefore, under navigation
item Module cluster, globalDoc enables administrators to allocate specific standard
modules to selected local entities. This function simplifies allocation of local entities and
modules in globalDoc during the distribution process. Herby, all reporting companies
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possessing identical business activities (e.g. contract manufacturers, commission agents)

may be allocated a specific set of standard modules (explicitly created for that entity) by a
System-Administrator.

Settings » Module cluster

Time period: | 1/1/2015 - 12/91/2015 v

Search

[name [v][contains v l:l

+ Reset Find o
[ Name | Deseription | Modified by | Modified date |
[l & # |LRD Grouping of modules which are relevant for all limited risk distriby globalAdmin 6/9/2016 5:25:29 PM
[J| & | # |Contract manufacturing |Grouping of modules which are relevant for all contract manufaetu Joachim Sohn 10/17/2015 12:20:31 PM
[J| & | # Region1 Grouping of all modules which are relevant for all group companie Joachim Schn

10/17/2015 12:21:21 PM
Fig. 36: Overview of existing module clusters

Modules are managed via program item Documentation content (see below, Chapter C.)

Creating of a new module cluster

Under Settings > Administration > Module cluster and clicking + (in lower area of
screen), users may open detailed overview of the screen to create new Module clusters

(Fig. 37). The detailed overview displayed is composed by three tabs: Module details,
Assigned reporting entities, Assigned modules.

Seitings * Module cluster *» Create module cluster

s A S O VR Y T o P UL UL L e oo A58 SR SO TR LT o Y Y R R G v i . Save and continue

Save and close
Module details Assigned reporting entities Assigned modules New
1
Mariic* Cancel

Description

Fig. 37: Creating of module clusters

To create a new a Module cluster, following data has to be provided:
¢ Name: Name of new Module cluster

e Description: Optional description of new Module cluster

In tab Assigned reporting entities, new module clusters may be assigned to
corresponding reporting companies via box + assigreportingentiy  (Fig. 38)
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Settings » Module eluster + Create module cluster

Time period: | 1/1/2015 - 12/31/2015 v Save and continue

Save and close
Module details Assigned reporting entities Assigned modules New
Cancel

Assigned reporting entities

im| Name |
8@ Page[1t  |ofs 15 (v o records to view

i Drop selected reporting entity + Assign reporting entity

Fig. 38: Creating of module clusters — assigning of reporting companies

Relevant reporting companies may be selected in window which pops up (Fig. 39) after
clicking «+ assimreporingensity . Clicking = ox | finalizes the selection.

Select reporting entities *

O Name % I
\ x
[ |BR-Demo Sales
[ |CH-Demo Finance AG
O :CN-Demo Agent
O |cz-Demo s.r.c.
[ |DE-Demo Factory GmbH
O |DE-Demo Headquarters AG
[ |DE-Demo Parts Europe GmbH
O .P;l.l-Damo é.A . .
O | FR-Demo Services Informatique 5.A.
[[] |m¥-Demo Global Technology Center Ltd.
< >
& pageDgfg w wi[15 [¥] View - 150f21

OK Cancel

Fig. 39: Creation of module clusters — selection of reporting companies

In tab Assigned modules, new module clusters may be assigned to corresponding
modules via box  + ssimmte  (Fig. 40)

Settings * Module cluster + Create module eluster

T om0t 11 a0as - a2 3 01y | Save and continue

Save and close
Module details Assigned reporting entities Assigned modules

New
Cancel
Assigned modules
| Module name | Module class I
o @ Pa,gel:lu‘h 15 [¥ No records to view

@ Drop selected modules + Assign module

Fig. 40: Creating of module clusters — allocation of modules
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Relevant modules may be selected in the window which pops up (Fig. 41) after clicking

+ssmmode . Clicking  ox | finalizes the selection.

Select modules ®
O Module name l Module class I
[ X
O ;L\iarket situation Demo Group .Global s
[] |General information about local company Local
[ |General information about Demo Group |Global
'[| |Guidance on documentation strategy for section 1.0 |Global
O :Corporate History |Local
| VLegal structure relevant for local company Loecal
[ :Lega] structure of the Demo Group |Global
(O :Organisational structure of the Group |Global
| T |Business description of loeal oompaﬁy |Local
| :Group Aecounting Principles |Global 2
< ' >
& Pa,gelZlcrfg »> w1 (15 [W Viewd - 15 of 33
OK Cancel

Fig. 41: Creating of module clusters — selection of additional modules

Clicking Save and continue or Save and quit in command panel to the right will create

the new Module cluster.

Editing of existing module clusters

Under Settings > Administration > Module cluster and clicking #, users may open

detailed overview of selected Module cluster (Fig. 42).

In that overview, administrators may edit information provided when Module cluster was

created (see Creating of a new module cluster).

Settings + Module cluster » Edit module cluster "LRD"

Module details Assigned reporting entities Assigned modules

Name* LRD

Description Grouping of modules which are relevant for all
limited risk distributors of the Demo Group

Fig. 42: Editing of module clusters

Deletion of a module cluster

Save and confinue
Save and close
New

Delete

Send link by email
Caneel

Under Settings > Administration > Module cluster and clicking i , selected module

cluster will be deleted.
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8. Legal entities tree

The navigation item Settings > Administration > Legal entities tree supports
collection of transaction volumes on business unit level in matrix organizations. Additional
information as to functioning and application possibilities of this navigations items may be
provided on request.

9. Legal entities list

The navigation item Settings > Administration > Legal entities list supports
collection of transaction volumes on business unit level in matrix organizations. Additional

information as to functioning and application possibilities of this navigations items may be
provided on request.

10. Import legal-management

The navigation item Settings > Administration > Import legal-management
supports collection of transaction volumes on business unit level in matrix organizations.
Additional information as to functioning and application possibilities of this navigations
items may be provided on request.

11. Action log

An administrator may review changes applied in globalDoc under Settings >
Administration > Action log (Fig. 43).

Additionally, globalDoc automatically historicizes data of all modules (Saving of former
versions). The Action log allows administrators to trace which users applied which and what
kind of changes on respective objects (module, reporting company, and reporting period).

Settings + Actionlog

Start date* 4/18/2017 Refresh list
End date™ 5/18/2017 Export log
. . — - Empty |
Reporting period All reporting periods ﬂ amply \ng
Only reporting actions l:‘
Action date Action | Level Message | User
update INFO |Module|ID:146| Name:General in; globalAdmin
insert INFO ModuleTextOrDocument | 145|Na: globalAdmin
insert INFO ModuleTextOr Document | 144|Na: globalAdmin
insert|rolechange INFO Module|ID:493|Name:test 3|Clas globalAdmin
[ {s/17/2017 insert INFO ModuleTextOrDocument | 1.43|Na: globalAdmin
[ |s/17/2017 update INFO Module |ID:174| Name:General in{globalAdmin
[ |s/17/2017 insert INFO ModuleTextOrDocument | 141 Nai globalAdmin
[ |5/16/2017 insert INFO ModuleTextOrDocument|142[NaiglobalAdmin
[ {5/16/2017 insert INFO |ModuleTextOrDocument | 141|Nai globalAdmin
[ |5/16/2017 update INFO Module|ID:174| Name:General iniglobalAdmin
O |s/1s, 7 insert INFO DocumentationPeriodUnit|ID:10/globalAdmin
[ |5/15/2017 insert INFO DocumentationPeriodUnit|ID:101globalAdmin

Fig. 43: Action log
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This view may be narrowed down by e.g. selecting a specific start and end date for which
Action log should be displayed. Similarly, specific reporting periods may be chosen by
opening the drop-down menu of Reporting period. To be displayed only reports which
are immediately related to program item [E] Create report, administrators may tick off
box Only reporting actions.

Exportation of the action log

Under Settings > Administration > Action log and clicking Export log (in command
panel on the right), administrators may export Action log into an Excel-file (Fig. 44)

A B ) & D E

1 |Export date i 18.05 2017
2 |Exported by globalAdmin
3 |Start date 18.04.2017
4 |End date 16.05.2017
5
6 Action date |~ Date |+ Action ¥ User bal Message A
1§ 15.05.2017 14.33:52 15.05.2017 insert globalAdmin DocumentationPeriodUnit]iD:100|Name Test 1|Code:|DP:1/1/2015 - 12/31/2015/DPU Test 1
8 15.05.2017 16:43:48 15.05.2017 insert globalAdmin DocumentationPeriodUnit|ID:101|Name:neu 1|Code:|DP-1/1/2015 - 12/31/2015|DPU.neu 1

16.05.2017 11:24:20 16.05.2017 update globalAdmin Module[ID:174|Name:General information about local company|Class:Local|DP:1/1/2015 - 12/31/2015|DPU:DE-
9 Demo Headguarters AG
10 16.05.2017 11:24:20 16.05.2017 insert globalAdmin ModuleTextOrDocument|141|Name DB Group Transfer Pricing Documentation in word.docx
11 16.05.2017 11:24:20 16.05.2017 insert globalAdmin ModuleTextOrDocument|142|Name:DB Group Transfer Pricing Documentation in word.docx

17.05.2017 13:48:44 17.05.2017 update globalAdmin ModulellD:174|Name:General information about local company|Class:LocallDP-1/1/2015 - 12/31/2015|DPU.DE-
12 Demo Headquarters AG
13 17.05.2017 13:48:44 17.05.2017 insert globalAdmin ModuleTextOrDocument|143|Name:Comapany details docx
14 17.05.2017 13:48:44 17.05.2017 insert globalAdmin ModuleTextOrDocument|141|Name:Comapany details docx
15 17.05.2017 14:01:43 17.05.2017 insert/rolechange globalAdmin Module|ID:493|Name:test 3|Class:LocallDP:1/1/2015 - 12/31/2015|DPU-GLOBAL
16 17.05.2017 14:27:03 17.05.2017 insert globalAdmin ModuleTextOrDocument|144|Name-Comapany details.docx

17.05.2017 14:27:03 17.05.2017 update globalAdmin Module[ID-146|Name:General information about local company|Class-Local[DP-1/1/2015 -
17 12/31/2015/DPU-GLOBAL
18 17.05.2017 14:27:03 17.05.2017 insert globalAdmin ModuleTextOrDocument|145|Name:Comapany details docx
19
20
21
22
23
24
25
26
27
28

Fig. 44: Excel-export of Action log

Exported Excel-file will display point in time (date and time) of respective actions in column
Action date. The column Actions allows to view executed function, as well as to order
Excel file according to functions performed. In the column User globalDoc will portrait
user who is responsible for the action which was taken. Lastly, the column Message shows
additional information (e.g. for reporting company or for reporting period).

12. Document types

Managing of Document types

In globalDoc uploaded attachments may be characterized as possessing different file types.
Under Settings > Administration > Document types, administrators may access an
overview as displayed in Fig. 45. That overview contains all Document types already
available.

Settings + Document hpes

Search
—
Hamu T [camtains T~
Rese Find
Tarm ] T aetie? I Modihed by [ Moied dale
§ |/ |Dienstleistungsvertrag = Potalrdavin
& / Morktanal %4 globalAdmin
@ # Deisplelrechnung o globalAdmin

Fig. 45: Document types — overview
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Creating of a document type

Under Settings > Administration > Document types and clicking + (in lower area of

screen), a detailed overview, in which new Document types may be created, opens (Fig.
46).

Settings + Documenttypes » Create document type Save and continue
........................................................................................................................................................................... . Save and close

Link type b

Name* Cancel

Sort order* o

Is active?

Fig. 46: Creating of document types
To create a new group entity, following data has to be provided:

e Optional: Link type (not relevant for globalDoc at the moment)
e Name: Name of Document type

e Sortorder (to determine order within selection list box)

e Isactive? (to deactivate a Document type in list box)

Clicking Save and continue or Save and quit in command panel to the right will create
the new Document type.

Editing of an existing document type

Under Settings > Administration > Document types and clicking # a detailed

overview of selected Document type will open. There, changes to the name of Document
type may be applied (Fig. 46).

Settings + Documenttypes *+ Edit document type S oquime
Save and close

T e e O e R i et A s o L S L ok New
Link type Delete
= . : Send link by email
Name Dienstleistungsvertrag : -
ancel
Sort order™ o
Is active?

Fig. 47: Editing of document types
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Navigation item Customizing

1. Roles

Managing of roles

By clicking Settings > Customizing > Roles, administrators will be forwarded to an
overview as displayed in Fig. 48. That overview contains all roles pre-existing in the system

at that point in time. Further,

Reporting period roles.

it is subdivided into two tabs: Application roles and

Settings » Roles
Application roles Reporting period roles
Search
|R.D|E name ﬂlcontains ﬂ l:l
+ Reset Find o
| Role name Role name = | Roletype Description Is default ry Modified by Modified date
# |Manage attachments DocumentManagement Navigation Manage attachments L' system 7/18/2014 6:54:06 PM
. # |Define content structure ModuleDefinition .?-'a\igation Define content structure .s_\'stem .j;"LEJ-"zou 6:54:06 PM
. # |Read divisional content ModuleDivisional Read .Module Read divisional content .s_\'stem 7/18/2014 6:54:06 PM
. # |Edit divisional eontent ModuleDivisional Write Module Edit divisional content .system 7/18/2014 6:54:06 PM
# |Read global content ModuleGlobalRead Module Read global content system 7/18/2014 6:54:06 PM
# |Edit global content ModuleGlobalWrite Module Edit global content system 7/18/2014 6:54:06 PM
. # |Read local content ModuleLocalRead Module Read local content .sy'stem 7/18/2014 6:54:06 PM]
. # |Edit local content ModuleLocalWrite ._\Iodule Edit local content .system .7.4'18_-’2014 6:54:06 PM
. # |Edit data collection NavigationEditAll .Na\igation Edit data collection .system .7‘.-"18;"2014 6:54:06 PM
# |Print report NavigationPrint Navigation Print report system 7/18/2014 6:54:06 PM
# |Read data collection NavigationReadAll Navigation Read data collection system 7/18/2014 6:54:06 PM

Fig. 48: Managing of roles — overview

The tab Application roles enables administrators to view existing access privileges as well
as to further customize them. Roles, within globalDoc, are mainly used under Settings >
Administration > Users and describe different user privileges which may be assigned to
specific users.

In most cases, default roles, provided by globalDoc, will be sufficient. However, in case
administrators deem necessary, new roles may be created within this navigation item
(Roles). Subsequently, they may be assigned to specific users under Settings >
Administration > Users.

Creation of a new role

Under Settings > Customizing > Roles and clicking + (in lower area of screen), users
may open detailed overview of the screen to create new Roles (Fig. 49).
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Seitings » Roles » Createrole

Save and continue

Role name™ Role type® Navigation ﬂ
) Save and close
Description Default permission* None ﬂ s

Cancel

Fig. 49: Creation of a new role
To create a new role, following data has to be provided:

¢ Role name: name of new role

e Description: Optional description of the new role

e Role type: Specification whether role is navigation or module related.

¢ Role permission: Specification of role related privileges which are assigned to that role
by default (i.e. edit, read only and so on).

Viewing and editing of an existing role

Under Settings > Customizing > Roles and clicking #, users may open detailed
overview of selected Role (Fig. 50). Default roles, provided by globalDoc, cannot be edited.

Settings » Roles » Editrole "Manage attachments”

Modified by: system, 7/18/2014 6:54:06 PM Created by: system, 7/18/2014 6:54:06 PM Save and continue
L P TP PP TP R P P Save and close
Role name* DocumentManagement Role type* Navigation prec
Description Manage attachments Is default role? Send link by email
Default permission* Create, edit and delete Cancel

Fig. 50: Viewing of roles
Deleting of a role
Under Settings > Customizing > Roles, administrators may delete selected roles by

clicking & . Default roles, provided by globalDoc, cannot be deleted.

2. Navigation

Management of navigation items

Under Settings > Customizing > Navigation, administrators will be forwarded to a view
as displayed in Fig. 53. That view contains all navigation items existing in globalDoc.
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Settings » Navigation

Time period: [1/1/2015 - 12/31/2015 v

Edit Name Modified by Modified Date
7 My tasks Joachim Sohn 10/5/2015 5:48:42 PM
P Home system 7/18/2014 6:54:10 PM
# T~ Datacollection system 4/26/2016 2:32:26 AM
p Reporting company details system 4/26/2016 2:32:26 AM
# v Transaction management system 4/26/2016 2:32:26 AM
7 Transaction partners system 4/26/2016 2:52:26 AM
7/ Transaction groups system 4/26/2016 2:32:26 AM
P Transaction matrix system 4/26/2016 2:32:26 AM
#  ~Analysis system 4/26/2016 2:32:26 AM
P Functional analysis system 4/26/2016 2:32:26 AM
P4 Risk analysis system 4/26/2016 2:32:26 AM
ys Transfer pricing analysis system 4/26/2016 2:32:26 AM
/# - Documentation content system 7/18/2014 6:54:18 PM

Fig. 51: Managing of globalDoc’s navigation items
Renaming of navigation items

Under Settings > Customizing > Navigation and by clicking » , administrators may
rename selected navigation items from menu item [§] Documentation content (Fig. 52).

Settings * Navigation » Editnavigation item "My tasks”

Time period: | 1/1/2015 - 12/31/2015 ¥ Modified by: Joachim Sohn, 10/5/2015 5:48:42 PM Created by: system, 7/18/2014 6:54:10 PM Save and continue
B P e P PP TR R R PP PP TP TR ARRRPTITY s, i B e Save and close
Navigation element My tasks Please enter the translations for the navigation elements. : i

h e Send link by email
Assigned Roles: Language Navigation element e
de Meine Aufgaben
NavigationEditall Edit en My tasks
NavigationReadAll Read

Fig. 52: Detailed overview of a navigation item from program item Documentation content
Allocating of a roles to a specific navigation item

Under Settings > Customizing > Navigation, administrators may view/assign specific
roles allocated to program items My tasks and Data collection (Fig. 53).

Settings » Navigation » Edit navigation item "My tasks"

Time period: |1/1/2015 - 12/:

1/2015 Vv Modified by: Joachim Schn, 10/5, :48: = [ :54:10 PM Save and continue

i Save and close
Navigation element My Please

Send link by email
Assigned Roles: Language Navigation element —
£ H ancel
de Meine Aufgaben
NavigationEditAll Edit en My tasks

’ NavigationReadAll Read
Fig. 53: Detailed overview of a navigation item from program item Documentation collection

By clicking E === wijthin this navigation item, a window enabling administrators to add
(click to add) or remove (click to remove) roles to/from globalDoc.
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Add Roles

Unassigned Roles: Assigned Roles:
click to add click to remove
* TaskAdministrator
~ * Navigation customized Edit v

* TaskApprover L . B

* NavigationEditall Edit
* NavigationPrint L.

* NavigationReadAll Read

* MeduleLocalRead

* ModuleLocalWrite

* MeduleDivisionalRead
* ModuleDivisionalWrite
* ModuleGlobalRead

* ModuleGlobalWrite

* ModuleDefinition

* DocumentManagement

Copy rights from: | ﬂ m

+ Assignall @ Unassignall

0K

Fig. 54: Adding of new roles to a navigation item (including newly added role navigation customized)

For newly created roles (as in the example of “navigation customized”), administrators may
assign specific privileges for those navigations items which will be available for that role
(Fig. 54).

Pre-existing configurations from a different navigation item may be transferred by

employing the copy function (e " viEm).

3. Reporting templates

Adjusting of reporting templates

Under Settings > Customizing > Reporting templates, administrators may copy and
adjust existing reporting templates. Any given reporting template is composed by seven
Word templates which are each related to a different part of documentation report (Fig. 55).

Settings + Reporting

Attachment header Please find attached the following additional informati @ Template_Module_Overview_Transaction_group.doc Copy template

Reporting templates DefaultTemplate v ¥ Template_Overview_Transaction_groups.doe Dovmload variables

& - . = Change header
® Template Overview_Transaction matrix.doc &

& Template_Overview_Transaction_partners.doc
@) Template_Report.doe
¥ Template_TextModule.doc

(& Template_Transfer_pricing_analysis.doc

Fig. 55: Components of a reporting templates

Reporting templates displayed under Reporting templates constitute the base for
reports created under menu item Create report. That way, globalDoc ensures a
uniform corporate design. Alike, those templates open up the possibility to incorporate own
components into reporting templates (e.g. own logo, different font, or other format related
issues). Those may then be uploaded into globalDoc and subsequently be selected under
Create report prior to report creation.

First, administrators must copy an existing reporting template (Fig. 56), in this example
“Default template”, via Copy template.
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gg Administration Customizing Email & escalation
Settings *» Reporting templates

Attachment header Please find attached the following additional informati &) Template_Module_Overview_Transaction_group.doe

Reporting templates DefanltTemplate [v] & Template_Overview_Transaction_groups.doc Download variables
() Template Overview_Transaction_matrix.doc Chdney Baaiker
&) Template_Overview_Transaction_partners.doe
& Template Report.doc
(& Template_TextModule.doc
(#) Template_Transfer_pricing analysis.doc
Fig. 56: Creating of new templates — copying of template
Subsequently, duplicated reporting template must be renamed (Fig. 57).
Settings * Reporting templates
Attachment header Please find attached the following additional informati ® Template_Module_Overview_Transaction_group.doc Delete template
Reporting templates copy-2-Of-DefaultTemplate [v] & Template Overview_Transaction_groups.doc Copy template

P . : : Rename template
New template name [ | ® Template_Overview_Transaction_matrix.doe i

Download variables

@ Template_Overview_Transaction_partners.doc g Boater

® Template_Report.doc
@& Template_TextModule.doc

# Template Transfer_pricing_analysis.doc

ju
Browse... .

Fig. 57: Creating of new templates — Renaming of template (1)

By entering new name (e.g. “User manual template” as above) in box New template
name, and clicking Rename template in the command panel on the right, template will
be renamed (Fig. 58).

Settings » Reporting templates

Attachment header Please find attached the following additional informati @) Template_Module_Overview_Transaction_group.doc Delete template

Reporting templates copy-2-Of-DefaultTemplate [v] @& Template_Overview_Transaction_groups.doc Copy template

Download variables

New template name User manual template | & Template_Overview_Transaction matrix.doc

& Template Overview_Transaction_partners.doc Changs header

@) Template_Report.doc
& Template_TextModule.doc

&) Template_Transfer pricing_analysis.doc

Browse...

Fig. 58: Creating of new templates — Renaming of template (2)

The newly created template will now be available and all seven Word-files may be
customized. To do so, administrators have to select corresponding reporting template from
box Reporting templates. A subsequent clicking on @ will download template (e.g.
“Template_Overview_Transaction_Partners”) belonging to “User manual template”. That
way, administrators will be able to locally save and edit it.
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Settings » Reporting templates

Attachment header Please find attached the following additional informati & Template_Module_Overview_Transaction_group.doc Delete teraplate
Reporting templates User manual template [v] &) Template_Overview_Transaction_groups.doc Copy template
New template name @& Template Overview_Transaction_matrix.doc Reqoime teriplate

Download variables

&) Template_Overview_Transaction_partmers.doe P

@ Template Report.doc
® Template TextModule.doc

) Template_Transfer_pricing_analysis.doc

Browse...

Fig. 59: Creating of new templates — download template

After editing word template locally, it may be re-uploaded (provided it has the exact same
name) via Browse.. | and clicking [El. A completion of that process will make edited reporting
template (here “User manual template”) available in globalDoc. Templates may then be
selected under [=) Create report and be used for reports.

Changing of references to annex (Reporting templates)

Under Settings > Customizing > Reporting templates, administrators may, in the box
Attachment header, decide on a heading for annexes to the report (Fig. 60). That heading
will be displayed above annexes in the documentation report.

Settings * Reporting templates

Attachment header Please find attached the following additional informati (# Template Module Overview_Transaction_group.doc Delete template
Reporting templates User mannal template [v] & Template_Overview Transaction_groups.doc Copy template

A 3 r . Rename template
New template name # Template_Overview_Transaction_matrix.doc v

Download variables

® Template Overview Transaction_partners.doc EpE

@ Template_Report.doc
¥ Template_TextModule.doc

&) Template_Transfer_pricing_analysis.doc

Browse...

Fig. 60: Heading reference for attachments
Downloading of variables

Apart from other functions, administrators may, like in Local, Divisional or Global
modules within program item [§] Documentation content, download variables in this
navigation item. Variables are specific parts of the documentation report which are
employed frequently across reports of the Group (e.g. Master data of reporting company).
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Address of trade register Rep gCompany TradeRegstarAddress
Formation date P pCompany 1onDates
= A ihon date p “ompany A itionDaten
Information about bt o BT | RoingCom s e
Optional text 1 «ReportingCompany Optional Textls
Optional text 2 «ReportingCompanyOptional Text2s
- - Optional text 3 «ReportingCompanyOptional Text3»
varia b Ie s in tem Iate S Gptional text 4 “ReportingCompanyOptionalTextéy
p Optional text 5 «ReportingCompanyOptional TextSy
User display name wSessionUserPrattyNamen
License company limit (optional) «SeszionKeyReportingCompanyLimits
Report creation date «ReportCreationDates
Country code wReportingCompany Country Codes
Country name «ReportingCompany CountryNames
Currency wReportingCompanyCurrancy Codes
Name of enterprise «ReportingEnterpriseNames

General variables to be used in all other

templates - . .
P i Specific variables/templates to be used in all
Reporting Company Rep ompanyNames
Company Address wReportingCompany Addresss other templates
Tax Office wReportingCompany TaxOffices
Tax Number ReportingCompan y TaxNumbers Contract list template
Reparting Period «PeriodStartDates -« Period End Dater
Reporting Period Years «PertodStart Years-«PeriodEnd Years This tabl pl ins inf ion about files in contract-list
Short business year Rep P s Years
Alternative business year Rep g P Alea | 25 Years Description Document type File
Lagal representative portingCompanyLepalRep X
Core business description «ReportingCompanyCoreBusinessDescn «TableStart:ContractListeeDisplay | «DocumentTypeDisplayS | aPatheaTableEnd: Contrac
Enable best method rule Reporting vEnabl lethodRul Srings trings tListw
Optional 1 ReportingCompany O IInformations
Short name wReportingCompany ShorfNamew
ERP number “ReportingCompanyEprNumbers Additional fields useable in the table-template:
Previous name «ReportingCompanyFormerNames
Address of tax office RaporingCompan yTaxOfficeAdd Short name s«ShortNames
Number of trade register portingCompany TradeRegisterNumbers Raport a(qﬂlmal_j»
Name of trade register Rep gCompany TradeRe; Namew Reference “Optionalis

Fig. 61: Information about variables in templates

To ensure an efficient working with globalDoc, variables in Local, Divisional and Global
modules allow that data in documentation reports for corresponding reporting companies
may be adjusted automatically. To do so, links highlighted in grey (and in quotation marks),
e.g. «ReportingCompanyName», must be copied into running text, instead of the name of
reporting company. globalDoc will replace those links with relevant data of selected data
automatically.

4. Analysis templates

Managing of Analysis templates

Under Settings > Customizing > Analysis templates, administrators may add free text
boxes for the purpose of documenting the appropriateness of transfer prices. The overview

pages contains all pre-existing analysis templates (Fig. 62).
Settings » 2 it 1
Search
|Type of analysis ﬂ ‘runtains v l:l
© Reset Find 2
m Type of analysis I Option name lIntemal comment on I Mod'_lﬁed by l Modified date
[0| & | # Comparable uncontrolled price method CUP globalAdmin 5/22/2017 3:22:48 PM
| & | # Cost-plus method C+ globalAdmin 5/22/2017 3:23:01 PM
[1| & | # Resale price method RPM globalAdmin 5/22/2017 3:23:16 PM

Fig. 62 Analysis templates — Overview

Creating of an analysis template

Under Settings > Customizing > Analysis templates and clicking # , detailed
overview for creation of new analysis templates will open. In that overview, in different tabs
(Description of applied method, Description of the cost base, Appropriateness
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of applied method, Appropriateness of transfer pricing), administrators may add
detailed descriptions. Those will then be available to Local-Users under Documentation
content > Transfer pricing analysis.

Settings » Analysis templates » Edit analysis template "CUP"

Save and close
Option name®

New

Type of analysis Comparable uncontrolled price method v Delete

Internal comment on text

Send link by email
option

Cancel

Description of applied method Deseription of the cost base Appropriatness of applied method Appropriatness of transfer pricing

Fig. 63: Creating of analysis templates
Editing of an analysis template

Under Settings > Customizing > Analysis templates and clicking # , detailed

overview of selected analysis template will open. In that overview, information added when
template was created may be edited (see Creating of an analysis template).

5. Licensing

Displaying of license expiration date

Under Settings > Customizing > Licensing, the expiration date of the license will be
displayed (Fig. 64).

Settings + Licensing

7 3:22:48 PM Save and continue

Expiration date 12/30/209g 11:00:00 PM

Is activation timespan Cancel
valid?

Is historization active? D
Is expired? D
Fig. 64: Licensing
Activation of historization function

Under Settings > Customizing > Licensing, administrators may activate historization
function by ticking off Is historization active?
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IV. Navigation item Email and escalation

1. Email settings

Managing of email settings

Under Settings > Email and escalation > Emailing setup, administrators may
manage globalDoc’s emailing function (Fig. 65).

Within this navigation item, administrators may, under Reminders for upcoming
deadline, send email reminders to persons responsible for task completion. Thereby, a
time interval for those emails automatically created by the system may be set up. As an
example, an input of “1” will send a reminder email to person responsible one day prior to
task deadline. Moreover, this email may be send directly by clicking [iitaa. Furthermore,
Task-Approvers and/or Task-Administrators may automatically receive an overview of
uncompleted tasks via email (in a certain interval, e.g. daily or monthly). Also this report
may be send manually by clickingElEad.

Seltings + Emailing setup

Email & Escalation o Status report for task admini. s (global dasht
Generate emalls? ? Last escalation date

Send emails directly? Wi 2 Escalation Interval* Manually v

Reminder for open system administrator tasks Status report tor task approvers (company dashboard)
e n date

Manually b Manually

3

Reminder for upeoming deadline
Last escalation date

Option 1: Notify before
[dsy)

Option 2: Notily before
[y}

Option J; Notify before
[day)

Fig. 65: Managing email settings

Within Emailing setup, following status reports as well as planning of emailing may be
pre-defined:

Reminder for open system Users with the role of a System-Administrator will

administrator tasks receive an Excel overview with the status of tasks
generated by the system on chosen dates or in chosen
intervals

Reminder for upcoming Users with open tasks will receive an email reminder x

deadline days prior to the task’s deadline

Status  report for  task Users with the role of a Task-Administrator will receive

administrators (global an Excel overview with the status of all entities similar

dashboard) to status overview (“Global dashboard) in Task
administration (see Chapter D. I11l. Workflow
management) on chosen dates or in chosen intervals
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Status report for task approvers
(company dashboard)

2. Creating of new emails

Managing of email notifications

Users with the role of a Task-Approver will receive an
Excel overview with the status of an entity similar to
status overview (“Company dashboard) in Task

administration (see Chapter D.

111.  Workflow

management) on chosen dates or in chosen intervals

Under Settings > Email & Escalation > Compose email, administrators may manually
compose and

Settings

+ Compose email

send

emails.

From |tpmatrix@datenwerk-it.de v

To (comma separated)

CC (comma separated) E

Subject

Message text

Fig. 66: Manual composing of emails

3. Notifications

Under Settings > Email & Escalation > Notifications, administrator will be displayed

an overview as in Fig. 67. It contains pre-existing emails
R

in the system.

[+
[Fa {comma separated)[~] [contains ~| =]
% Reset Find 2
To (comma separated) | Subject | Status J Template-Code | Template-Name |  Trycount | Is hitmi] Modified by | Modifieddate |

# |/ |annaafanasieva@de.pwe.com, TP d ion for DE-De b Subi Waiting TASKoo2 Submission for ap: o Joachim Schn 2/ 3/2016 Budioo AM

O & | # nootinitialized TP doeumentation fior DE-Dermo GmbH: New Waiting TASKoot Neew task o Joachim Sohn w016 121140 M

O & | # notinitialired TP documentation for CZ-Demo 5.7.0.: Mew o Waiting TASKoot New task o Joachim Sohn 016 12:14113 PM
# | # |notinitialized TP documentation for DE-Demo Gmbli: Noti Waiting TASKoog Re-opened task @ |doachim Sohn 016 10:30:41 PM

O 8 # sonaafanasievai@de pwe.com! TP dovmentation for DE-Desmo GralH: Suls) Waiting TASKoo: Submission for ap o Juachim Sohn 1/ w006 vosgozeg BM

O &  # joachim schn@®de pwe.com,m: TP documentation for DE-Demo GmbH: Suby Waiting TASKooz Submission for ap L) Local User 10/18/2045 6232104 PM
§  / joachim.cohn@de.pwe.com.mi TP documentation for DE-Demo GrbH: Subi Waiting TASKoo2 Submission for ap ol |Joachim Sohn 1018/ 30:00 PN

O &  # joachimsohn@depwe.comm: TP documentation for DE-Demo GmbH: Subi Waiting TASKooz Submission for ap o Local User 10182045 627118 PM
W  # |notinftislized TP decumentation for DE-Demo GmblH: New Waiting TASKoou New tagk o Joachim Sohn 10/17/2015 3ia6:2g PM

O| & | / [elusr@damomon P documentation for Business unit 5= New o Wailing ITAsKoo: [ Niew task o |4nackim Sahn [ ——

O & | # |joachim sohn®de pwe com m: TP documentation for DE-Demo GmbH: Subj Waiting TASKooz Submission for ap s Joachim Sohn 10/0/2015 4100144 M)
s .|0c.12.user:§ demo.com TP documentation for Region : New assigned Waiting TASKoo New task @ | soackim Sobn g 2af2015 1114234 AN

Fig. 67: Managing of email settings
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Cancelling of email notifications

Under Settings > Email & Escalation > Notifications, and clicking
ErEErETmrEnE, the sending process of selected notifications may be cancelled.
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C. Program item Documentation content

The program item [E] Documentation content is relevant to both, administrators as well
as Local-Users. In the following, the functioning of Define chapters and Define
modules will be laid out. The other two functions (Edit content and Variables) may be
used by Local-Users as well and are therefore laid out, in detail, in the user manual.

Normally, there are four steps to create documentation content:
e Step 1: Define chapter

e Step 2: Define module

e Step 3: Edit content

e Step 4: Variables

These are displayed in the upper area of the screen when opening [E] Documentation
content (Fig. 68).

Steps to complete () Define chapters (O Define modules ® Edit content O Variables

Indexes

¥ 1. General Meodules: 13 Attachments: 5 Tasks: 2 Status: In progress

¥ 1.0 General information Modules: 6 Attachments: 5 Tasks: 1 Status: In progress

# Guidance on documentation strategy for section 1.0 [Global, Text] B

# General information about Demo Group [Global,Word document] B Attachments: 4
# General information about business unit 1 [Divisional:Business unit 1,Text] Attachments: 1
# General information about local company [Local,Word document] B Tasks: 1 Status: In progress
# Market situation Demo Group [Global, Text]
# Market situation in region 1 [Divisional:Region 1,Word document]

¥ 1.1 Legal structure Modules: o Tasks: 1 Status: Waiting for approval

Fig. 68: Steps to complete to create new documentation content — Define chapter
Step 1: Defining of chapter

Under [§] Documentation content > Define chapter, System-Administrators may
define overall chapter structure of documentation of the reporting company. Moreover, the
order of pre-existing chapters may be edited. The overview (Fig. 68) provides following
functions:

e By clicking on corresponding headings, respective chapter names may be edited.
e By clicking + , new chapters may be added.

e By clicking & , corresponding chapter will be deleted. To avoid unintentional erasure,
deletion will only be possible if chapter contains no modules.

e By employing the drag & drop function (click and hold right side of chapter), the order
of chapter may be changed. Chapters may be allocated freely.

A click on Save and continue or Save and close will save current structure and content.
Step 2: Creating of a new module
Under Documentation content > Define module, administrators may create an

indefinite number of modules for each chapter defined under Define chapters (Fig. 69).
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On the right side of the screen, globalDoc displays an overview of how many modules,
attachments or tasks are allocated to specific chapter at that point in time. Moreover, it
indicates their status (e.g. In progress, Waiting for approval etc.) or displays number of
reporting companies to which specific module (or modules of a chapter) was allocated to.

Steps to complete Edit content O Variables Save
Drag and drop to modify the order. Modules are freely distributeable. Note that changes are not persisted directly and are to be submitted via ‘save’ button
Indexes +
* 1 General Modules: 20 Distributed: 14 Attachments: 2 Tasks: 2 Status: In progress 4
* 1.0 General information Modules: 11 Distributed: 6 Attachments: o Tasks: 1 Status: In progress  +

# Guidance on documentation strategy for section 1.0 [Global, Text) B
# General information about Demo Group [Global Word document] B
# i General information about business unit 1 [Divisional: Business unit 1, Text]
# W General information about business unit 2 [Divisional: Business unit 2, Text]
# General information about local company [Local Word document] B Distributed: 4 Tasks: 1 Status: In progress Attachments: 2
# i Market si

atiom Demo Group [Global, Text]

# @ Market situation in region 1 [Divisional:Region 1, Word document]

# W Market situation in region 2 [Divisional: Region 2,Word document] ¢
# Unternehmenshistorie [Local, Text) Distributed: «
# Corporate History [Local, Text] Distributed: 1

# W testj[Local,Text]

T 1.1 Legal structure Modules: 2 Distributed: 4 Tasks: 1 Status: Waiting for approval -
# W Legal structure of the Demo Group [Global, Text]
# i Legal structure relevant for local company [Local Word document] <+ Distributed: 4 Tasks: 1 Status: Waiting for approval

¥ 1.2 Organisational structure Modules: 3 +
Fig. 69: Steps to complete to create new documentation content — Define module

Creating of new modules

Under [§] Documentation content > Define module and clicking +, detailed overview
for creation of new module will open (Fig. 70).

To create a new module, following data has to be provided in tab Module details:
e Chapter: Selection of chapter to which a module is to be allocated to

e Module name: Name of module to create

e Input format: Input format of data (i.e. Word-file or running text)

e Module class: Selection whether it is a Global, Divisional, or Local module

e Print option: Selection whether new module should be Option, Always, or Never
when creating report

e Master/local file: Optional allocation to either Master file or Local file

e Transaction group: Optional allocation to pre-existing transaction group

Documentation content + Create module

Time period: | 1/1/2015 - 12/31/20u5 ~

Mocdule detals Module assagnments

Chapter 1.0 Genaral Information b Transaction group w

Maodule name™

Ivpuat fesrmeat” word document e
Mosduler clss™ Local i
Print option” optional [
Masterflocal file el

Fig. 70: Creating of new modules — Module details
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In tab Module assignments (Fig. 71), newly created module may be assigned to specific
reporting company via the option + asignreporingensities . This assignment may be withdrawn by
C“Cking @ Drop selected reporting entities

Doenmentation content ¢ Create module

Time pericd: 1/1/2015 - 12/38/2015 |

Module details Module assignments

Assigned clusters:

Reporting entities nsing eurrent module:

O Name | Code | Type ]

Fage|! _-_:Ol-l 15 [ Bo wmeds to v

& Drop selected reporting entities + Assign reporting entities

Fig. 71: Creating of new modules — Assignment of modules
Editing of modules

Under [§] Documentation content > Create module and clicking #, the detailed
overview in which modules may be edited will open (Fig. 70). In latter, information which
was entered into Module details and Module assignments when module was created
may be edited.

Moreover, administrators may add a Module name under the tab Module details. For
modules for which standard input format is “running text”, the standard text may be edited
here (Fig. 72).

D jon content + Edit module "Guid. on d jon strategy for section 1.0 [Text]"

Time pericd: | 11/2045 - 1231/ 2005 ~ Muocdified by: Joachim Sohn, 1017203 1503 AM - Creatied by: Joachim Sohn, gz /zo15 msyge AM Save and continge

Module details Module assignments

Chapter* 1.0 General Information |

Module nama* Guidance on documentation strategy for section

Input format* Text hd|

Madule class* Global

Brint option” Naver |

Masterflocal file |

Tithe Internal guidance on doc ion strategy for navigation item 1.0

Detault text The guidance on the the internal doo ategy fo m 1.0 has baen developed by the group tax

r
department in 2015. This guldance Is enclosed to chls module as an a(tachm!nt {please see tab "Attachments” above].

Transaction group o

Fig. 72: Editing of modules (Running text)

For modules with input format “Word-document”, administrators may upload word files
via the option _erowse... | and clicking 1. Local-Users may use those templates as guidance
for exemplary module content.
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Decumentation content  » Edit module “Markel situation in region 1 [Word docwment [

Time peried: 1f1/2045 - 12/31/2015 ~

Madified by: Joackim Sohn, 10/r7/2m5 11209209 AM  Crsated by: Joachim Soha, ofv/205 12255 AM “saveand coatinge

Save ansl closn
Modisls datsil Module Copy module
Download variables
Chapter* 1.0 General information =] ;!li!l:': I (L New
Module name* Market situation In region 1 Step 2: Upload new content Dt
Inpust lonmat® Ward docurnent ¥|  Information about help variables here Send link by email
. Cancél
Module class® Diivisional il Template docsmont
Division’ Reglen L ~| |7 Browag | rT-l
Print option” Optional =
perai Uploaded document acts a3 a template for content
Masterlocal flle 1]
Transaction group |

Fig. 73: Editing of modules (Word-file)

In tab Module assignments, administrators may edit assigned roles and module clusters
by clicking .

Decumentation content »

Tieme period: | 1f1fzmg - 12fq1femg v Save il condinon

Modified by: Joachim Sohn, 10/17/2015 11:05:49 AM Created by Joachim Schn, 622/ 2015 11:24:33 AM

Seve and close
Moduledetsils | Moduleassipnments Copy modale
Durwrload variables
Haw
Assigned roles: Assigned clusters:
o o o
- Sen Hirak by el
Fbit divisiamal eantent Fdit e brcnce
= Cameel
Head divisional content Baad

Reporting entities nsing current module:

0 Name = | Code | Type
1oz Demo s.ro. Uog Local
DE-Demn Headgquarters AG [t Laeal
FR-Demo S.4. [t | Laeal
A ¢ Page[1  |afs 15 ] Views- 3 0f3
8 p selnctod neporti i + Assign reparti

Fig. 74: Editing of modules — Module assignments
Step 3: Editing of the content

See user manual, Chapter C. I11.

Step 4: Variables

See user manual, Chapter C. I11.
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D. Program item Task administration

l. Overview

A central function of globalDoc is the workflow management. To fully benefit from this
functionality, however, administrators should ensure that the following roles are
appropriately assigned to users responsible for workflow management, namely: Task
Administrator and Task Approver (see Chapter. D.111.3.)

e A Task Administrator may assign central targets and tasks as well as he/she may
monitor their status.

e In globalDoc Local-Users may be assigned the role of a Task-Approver. Those may
not only verify and approve tasks assigned to Local-Users, but also assign local (local
business related) tasks themselves.

The flowcharts below illustrates different possible example constellations in the context of
the workflow management functions offered by globalDoc:

1. Allocation of task and

monitoring of the status of task 3. Review of processed task
processed by the local entity
Task Administrator Task Approver
Local Entity

2. Processing of the centrally
allocated task (visualised by

traffic light approach)
2. Monitoring of the status of
task processed by the local 3. Review of processed task
entity
_"‘H-.,“'-\
Task Administrator Task Approver
Local Entity

1. Creation and processing of
local task and (visualised by
traffic light approach)

Fig. 75: Workflow management possibilities

As mentioned above, access to workflow management functions depends on the actual
attribution of system roles / user privileges. In any occasion, a Task-Administrator may
monitor the status of all tasks set up in globalDoc.

Depending on the assignment of user privileges, the task overview of any Task-Approver
may contain a maximum of the following sub-items:
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—l globalDoc Solution 6.0

pwc
g Taskadministration FeREGEGEE Task management Company dashboard System administrator tasks

Fig. 76: Task management
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Il.  Short description of workflow management menu

As concise overview of workflow management functionalities, please refer to the table
below. It contains a short description of all navigation items under program item Task
administration.

Navigation item Description

[ Global dashboard This navigation item provides a general, global (system wide)
overview, of all tasks assigned to corresponding entities, to Task-
Administrators

For details, please refer to Task Administration: Global
dashboard

[ Task management This navigation item not only provides an overview of tasks to
Task-Administrators, but also allows their management.

For details, please refer to Task Administration: Task
management

F1 Company dashboard This menu item provides Task-Approvers with an overview of all
tasks allocated to a local entity.

For details, please refer to Task Administration: Company

dashboard
1 System administrator Under this navigation item, Task-Administrators may view tasks
tasks which are automatically generated by globalDoc.

For details, please refer to Task Administration: Responsibilities
of a System-Administrator

2 My tasks Under My tasks, Local-Users may manage tasks for
corresponding local entity.

For details, please refer to user manual
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I11.  Workflow management in detail

The program item Task administration allows administrators to distribute various tasks
to Local-Users as well as to supervise their completion, the so called workflow management.
Local-Users communicate the status of their tasks via a traffic light system. Task-
Administrators may then verify the completion of the tasks. Alike, Local-Users may create
their own tasks and manage their completion with the traffic light system in a coordinated
manner.

Via respective overviews, Task-Approvers and Task-Administrators may access an overview
of created tasks and their status. However, navigation items Global dashboard and Task
management are only available to Task-Administrators. Moreover, Task-Administrators
may access on overview of all entities which tasks were allocated to under Global
dashboard.

1. Task administration: Global dashboard

Managing tasks (Global dashboard)

Under Task administration > Global dashboard, users with sufficient access
privileges may receive an overview of all tasks created as well as their respective status (Fig.
77). The overview is composed by three tabs: Status/Company summary, Status/Task
summary and Task/Company summary.

In tab Status/Company summary, users with sufficient access privileges may receive an
overview of the status of single local units. Administrators will furthermore receive an
overview of how many tasks are pending plus their status (i.e. Open, In progress, Waiting
for approval, Reopened, Finished). This overview, may, additionally, be exported to an
Excel-file.

Task administrat + Global dashboard

Open In progress I Waiting for approval | Reapened | Finished

L <] [

Fig. 77: Task administration: Global dashboard — Status/Company summary

In tab Status/Task summary (Fig. 78), users with sufficient access privileges may receive
an overview of the working progress of the single tasks, including in which navigation item
task was created and e.g. how many Local-Users opened or finished respective task. In each
detailed overview, respectively, inputs and/or distributions may be edited.
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Task administration + Global

+ Short summary

+ Reparts

Stabus/Company summary () | Status/Task summary (8) | Task/Company summary (13)

Name | ‘Navigation item | Module ] Deadlive (] Open | Inprogress | Wating for approval | Reopesed | Finished |
Upds | informatis 1.0 General i i General i o abs EEYE a 1 o o o
Update general infarmatii 1o General i i General o abow 334/ o ' o o of
Update legalstructuze |14 Legal stnactuze Legal stroctue referant £/ 15/2016 [ ] a o : o of
CheckFiRAnalisis 3.0 Functional and rish analysis — o o o o 3
Updats i iption of ruasact [ ] : : o 1 1
Upedate ol o : o o o
Check G details [ ] B o o o :
Bk Beporting sompany detalls [ ] . o o o of
p ¢ o Page[1  |ofs 15 [ Vi a- B ald

Fig. 78: Task administration: Global dashboard — Status/task summary

In tab Status/Company summary (Fig. 79), Task-Administrators may access an
overview tasks assigned to Local-Users.

Task administration + Global dashboard

Tima pariod
v Shart summary

= Reports

‘Status/Company summary (5) | Status)Task summary (8) | Task/Company summary (1)

Company | Tame T tavigtioniem | Modale | Deadime | Reponsble ]| | Suts | Modiied by ] ‘Modified dute i
Business unit 1 Update general informat 10 Gensral i ion, G i i fqaf In progress Anna Afanasieva 321 w0k vazgagy AM
CZ-Demo s.ro. Update Transactions  Tramsaction matex &/g0/2mb . Open Woachim Sohn 72005 11:09:53 AM
CZ-Demo s.r.0. C i i deta 2/15/2016 . Upen Joachim Schn ‘2015 3624 FM
C2-Dama e kkk Reporting compazy deta EYETTERATS . Opan Jnachimm Sehn ek gy PM
DE-Doma Gabll Update ; I ion matris 6/30/2016 Local DE Ro-opaned glotalAdmin 16 3015754 PRI
DE-Dema GaibH Update local | [ofrofest {Loesl DE Tn progress globalAdmin
DE ok T T ot Geoaral information sbelafonjsoné s o progress | obaladmin 6,006 i P
DE-Doma GenbH Upate logalstructure |11 Legalstracmuse. Legal trusture relant 13/13/ 216 [Loeal DE B vairiog forapprowal |gobaladmin 6/1/2046 63744 PM
DEDwmoGubH  CheckEARAmabais s Fundionidlandiskd P [Loeal DE Finished gobaldeia EPp—"
Fit-Demo 5.4 Update Transactions | Trumsaction malsx &/30/20b Finished [immanel WesdBeh 3/ 2008 1000340 AM
FR-Damo 5.4 (s i i deta /152016 Finished Immanusl Weidlich a/3/2016 10t03:31 AM
UrS-Dema Ine. Update Transactions | Tramsaction matrix In progress globaladmin /B/2006 ggesge PN
US-Demo Ine. Check General Informasi Reporsing compay deia . Open Soachim Sobn 1057/z015 3:16:2q P
mom rw;}aﬂ 15 v Vo < ay e on

Fig. 79: Task administration: Global dashboard — Status/Company summary

In the upper area of screen in the Global dashboard navigation item, Task-
Administrators may access an overview of Overdue tasks, Tasks waiting for approval
and Recently reopened tasks by clicking Short summary.

Task administration » Global dashboard

Time period: | 1/1/2015 - 12/31/2015 Vv

= Short summary

| ‘ Ovwerdue tasks (4) | Tasks waiting for approval (1) Recently reopened tasks (1)

| Company I Name I Deadline I Responsible
! DE-Demo Headquarters AG Update general information 2/20[2016

!. DE-Demo Headquarters AG Update legal structure 3/15/2016

i DE-Demo Headquarters AG Check General Information 2/15/2016

!7 DE-Demo Headquarters AG Update Transactions ;6,’30,/2016

| Pl R Page El of1 [15 [v]

View:- q0f4

Fig. 80: Task administration: Global dashboard — Short summary
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2. Task administration: Task management

Managing of tasks (Details)

Under Task administration > Task management, administrators may access an overview of
existing tasks. Moreover, in this screen, tasks may be created, deleted, edited or allocated, centrally.

Task administration » Task management

Time period: | 1/y/2015 - 12/31/201; |

Search

[rearme ] [contains T~
Reset Find &
Name | Navigation item | Module Deadline 1s recurring Assigned Maodified date

¥ |/ Update Transactions Iranssction Matsx 16 7 4|Joachim Sobn o
#  / Updatelocal Document, o 1 ghobalAdmin 6,
# | CheckGeneral Information Reporting company details + 3 Joachim Sohn 1
S kK Riparting company details i 5
#  / Update gengral i on 0 Ceneral inlenmati General i ion about It 220/ o 6, o
@/ Updawe general i an. 1. General informati Ganeral i o about ba/ge/ 2008 o 1212006 ;
W |/ Updatelegal structure 1 Legal stoucture Legal strocture relevant for ] 3/15/ 2016 e 61200 44 PM
§ |/ Check PSR Analnis 3. Functional and risk agal; 12/ 312005 b4 1|ghobalAdmin &3/ 2016 B:x7gz PM
tu e Page[1  |ofa 15 [v] Vi s« Baf 8

Fig. 81: Task management

Creation of a new task

Under Task administration > Task management and by clicking (in lower area of screen),
administrators may access a detailed overview in which new tasks may be created (Fig. 82).

Task admini; i » Task » Createtask

Taskdetail | Reporting entities

Name*®

Description”

Deadline”™

Is recurring

Lock content on final state [ |
Turn off commenting (]

Navigation item”

Fig. 82: Creating of new tasks

Save and continue

Save and close

New

Cancel

This detailed overview is usually composed by two tabs: Task detail and Reporting entities.

To create a new task, following data has to be provided in tab Task detail:

Name: Name of task to be created

Description: Description of task to be created

Deadline: Day until which task to be created has to be completed

Is recurring (checkbox)
Lock content in final state (checkbox)

Turn off commenting (checkbox)

Navigation item: Allocates task to a specific navigation item
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Additionally, respective task must be allocated to a specific reporting company or user. This works
via tab Reporting entities (Fig. 83).

Task administration + Task management + Create task

Tima pariod: '1/1/2015 - 12/31/3015

Task detail Reporting entities

Exclude sdmininistrotors ||
from respansibles.

Assigned companies

Name Responsible

& Dropselacted companies  + Assign company

Fig. 83: Creating of new tasks — Reporting entities

By clicking on + Assign company , tasks may be assigned to respective reporting companies. Moreover, a
person responsible for task completion may be added in column Responsible.

By clicking Save and continue or Save and close, in command panel on the right, new task will
be created.

Editing of existing tasks

Under Task administration > Task management, and clicking #, administrators will be
forwarded to detailed overview page of selected task (Fig. 84).

Task administration » Task management » Edittask "Check F&R Analysis”

Time period: | 1/1/2015 - 12/31/2015 v Modified by: globalAdmin, 5/23/2017 3:28:28 PM Created by: Local User, 10/18/2015 6:32:03 PM Save and continue
B T P P PP T P P P P P P PP P P PP PP PP PP PPP PP PR TS s s Save and close
Task detail Reporting entities Additional gnidance Change logs e
Delete
Name® Check F&R Analysis Send link by email
Description*™ Please check and update, if required Canctl

Deadline* 6/9/2017

Is recurring

Lock content on final state D

Turn off commenting D

Navigation item™ Documentation content
Chapter 3.0 Functional and risk analysis

Fig. 84: Editing of tasks

In this tab, administrators may edit information which was provided when task was created (see
Creation of new Task).

Deletion of tasks

Under Task administration > Task management and clicking & , selected task will be deleted.
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3. Task Approver: Company dashboard

Management of tasks (company related)

Under Task administration > Company dashboard, Local-Users with role of a Task-Approver
may access an overview of tasks distributed to respective local entity (Fig. 85 and Fig. 86).

Task administration + Company dashboard

+ Short summary

~ Reports

Status/Company summary (1) Task/Company summary (6)

Company I I Open I In progress I ‘Waiting for approval I Reopened I Finished I
DE-Demo Headquarters AG . ] 2. 1 i 2
Pl R - Pageofi 15 [¥ Viewi-10f1

Fig. 85: Managing of tasks (Company dashboard — Status/Company summary)

Task administration » Company dashboard

+ Short summary

~ Reports

Status/Company summary (1) Task/Company summary (6)

Company I Name I'Navigationitemg Chapter I Module I Deadline I Responsible I II Status Il Modified by

DE-Demo HeadqiCheck F&R Analy, Documentation e¢3.0 Functional an 6/g/2017 Finished globalAdmin

i)E—Dsmo Headqw‘Tﬂst open task  Documentation Cl . 5/17/=2017 .glubalAdmin ‘ Finished globalAdmin

DE-Demo Heaqu.Updata general in Decumentation g‘j.o General infom: General informati2/20/2016 . In progress . Joachim Sohn

DE-Demo Headqw‘Update legal struc Documentation er‘m Legal structun‘[;egal structure re 3/15/2016 . - Waiting for appraJoachim Sohn

DE-Demo HeadqiCheck General Ini Reporting compan 2/15/2016 In progress Immanuel Weidlich

DE-Demo Headq{Updata Transacti Transaction matr! 6/30/2016 Re-opened Joachim Sohn
T ' ' Page[l Jofr  [15 [¥

|  Modifieddate |
=5y'23f2017 3:28:29 PM [
[ ——
:2,’344'2016 8:17:26 AM
.2/3/ 2016 8:18:00 AM
2/3/2016 9:58:02 AM
1/21/2016 10:30:41 PM

View1- 6 of 6

Fig. 86: Managing of tasks (Company dashboard — Task/Company summary)

Task-Approvers will have an overview of the respective statuses of tasks. Moreover, he/she may select

specific tasks to verify them. That overview, again, may be exported into an Excel-file.

Additionally, by opening Short summary dropdown menu (in upper area of screen), Task-
Approver may access an overview which flags Overdue tasks, Tasks waiting for approval and

Recently reopened tasks (Fig. 86).
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Task administration + Company dashboard

~ Short summary

Overdue tasks (4) Tasks waiting for approval (1) Recently reopened tasks (1)

Name I Deadline ﬂ Responsible
Update general information 2/20/2016
. Update legal structure 3/15/2016
Check General Information 2/15/2016
Update Transactions 16/30/2016
PRI R . Pagel:lufl 15 |wv View s - gof g

Fig. 87: Company dashboard (Short summary)

4. Task Administrator: Responsibilities of a System-Administrator

Managing of automatically generated tasks

Under Task Administration > System administrator tasks, Task-Administrators may view
tasks which are automatically created by globalDoc and must be completed by a Task-Administrator.
Those are often user requests for creation of local transaction groups or transaction partners
(requested in program item Data collection and still subject to approval by a Task-Administrator).
Until confirmation, they will not be available in lists of central transaction partners or central
transaction groups (i.e. provided under group entities or Central transaction groups).

Home

Search

‘Name ﬂ|cnnrains L] EI

+ Reset Find o
] Name ﬁ Navigation item i Deadline ﬁ j Status i Modified by [i Modified date

Fig. 88: Responsibilities of a System-Administrator
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