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Legal matters

This manual is protected by copyright and may only be used by companies that have conclud-
ed a license agreement with Fachverlag Moderne Wirtschaft GmbH (hereinafter referred to
as "Fachverlag") for the indefinite provision of globalDoc Solution® or that have established a
group of entities with such a company within the meaning of §§ 15 ff. of the German Stock
Corporation Act (AktG) and use globalDoc Solution® to create their company and group-
wide transfer pricing documentation.

This manual may be copied for internal business and intragroup purposes. In no case may
copyright notices of Fachverlag and/or of PwC be changed or removed.

The right of use does not include the reworking, distribution and public reproduction or a
reproduction beyond the aforementioned purpose. This requires the explicit written consent
of Fachverlag or PwC.

© Februray 2021
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Release Notes

The enhancement to our eighth generation globalDoc Solution® includes a new analysis fea-
ture, Centralized Distribution of Attachments, Workflow Improvements, The Search and Re-
place feature, and the introduction of Checklists, among others. Some visible changes are:

New Business line field added. This allows reporting entities to be assigned hierarchi-
cally and more easily found in dialogs.

Business line and entity type added as columns in many dialogs.

Divisions and module clusters can be created directly from the report configuration.

Exceptions can be defined for automatically assigned modules.

Checklists can be assigned to modules, which must be checked off by the processor be-
fore a module is finalized.

Attachments can be specified centrally for multiple reporting entities and users receive
a notice of available attachments.

Domestic transactions can be captured and included in documentation on a country-
specific basis.

A new right to read and insert benchmarking studies.

Integrated contact option for requests from globalDoc to support.

New menu item "Analysis" to drill down into documentation, module distribution and
transactions.

Task overview can be exported to Excel.

Assignment of countries to regions.

A task with an individual description can be assigned to each module.

Task statistics can be sorted and exported.

In the configuration, entity code and country of reporting entities are also displayed.

When selecting the transaction currencies, up to three common currencies (group cur-
rency, country currency both participants) are suggested. The suggestions are displayed
highlighted at the beginning of the list.

We thank you for your constructive feedback and suggestions, which enable us to continuous-
ly improve globalDoc Solution®.

We look forward to a continuing successful cooperation.

Your globalDoc-Solution® team
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Preliminary remark

In addition to the explanations in the user manual, this globalDoc Solution® ("globalDoc")
administration manual describes the program items of the main menu that are only relevant
for users with administrator rights.

These are the program items "Settings", "Documentation setup" and “Analyse”, which can
only be accessed by users with the appropriate system and security administrator rights.
These program items are not visible on the landing page of a local user. In some cases, this
also applies to individual navigation items of the "Tasks" program item.

In addition to a general introduction to globalDoc, the separate globalDoc user manual con-
tains a detailed description of the "Reporting entity" and "Tasks" program items, including
the respective sub-menus, which are relevant for both, local users and administrators.

NOTE: We recommend that administrators first familiarize themselves with the user manual
and then read this supplementary administration manual.

e

p globalDoc Solution 8.2
Settings
Docnmentation setup

Reporting company

Tasks

Figure 1: globalDoc program points
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1. Program item Settings

The program item "Settings" offers the user, with the corresponding system and security ad-
ministration rights, the possibility to centrally manage all settings of globalDoc via the fol-
lowing menu items:

. Menu item "Administration"”, in which the user administration and the basic glob-
alDoc settings can be made via various navigation items (see following illustration)

o Menu option "Customizing", in which you can make individual settings for roles, nav-

igation, report templates and analysis templates and call up detailed information on li-
censing using various navigation options (see also following graphic);

. Menu item "Email & escalation", in which the e-mail function can be activated and
the automated sending of e-mails can be set via various navigation points (see also fol-
lowing illustration).

For the individual navigation points of the menu items "Administration", "Customizing"
and "Email & escalation" see the figure below.

Administration
Reporting periods
Reporting period settings
Users
Divisions

Group entities

Currencies
Regions
Countries Customizing
Module cluster General

1 i Translations
Business line
Matrix organization Roles

Email & escalation

.. Navieati

Activity logs avigation
Setup
Reporting templates

Attachment types
Create e-mail

Security logs Analysis templates

Overview

Consisteney checks Licensing
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Figure 2: Program item Settings and sub menu

1.1 Brief overview

1.1.1 Menu item Administration

Navigation point

Brief description

Reporting periods

Reporting periods are managed by this navigation point.
New reporting periods can be created and existing ones
can be edited, copied or deleted.

For further information please refer to chapter:
»Reporting periods*.

Reporting period settings

Under this navigation point, settings can be made for the
individual existing reporting periods.

For further information please refer to chapter:
»Reporting period settings”.

Users

This navigation point contains the user administration
and role assignment. Users and their role assignments
can be created, edited, or deleted. It is also possible to
lock, unlock, change or reset the passwords of existing
users. In addition, an import and export of users with
user data as Excel files is possible.

For further information please refer to chapter: ,Users*.

Divisions

Under "Divisions", new globalDoc-divisions can be creat-
ed and existing ones can be edited or deleted. Each glob-
alDoc-division contains modules that are only relevant
for certain reporting entities and can only be edited by
users who have the editor role for this globalDoc-
division. Frequently, globalDoc-divisions are formed
according to regional, functional, transactional or divi-
sional criteria.

For further information please refer to chapter:
,Divisions”.
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Navigation point

Brief description

Group entities

This navigation point contains the administration of the
Group entities. Group entities can be created, defined as
reporting entities, edited, or deleted. In addition, the
master data of group entities can be exported or import-
ed as Excel files. Furthermore, modules and module
groupings can be assigned to the respective group entity.

For further information please refer to chapter: ,,Group
entities®.

Currencies "Currencies" shows all entered currencies. Currencies
can be added, deleted, and edited here.
For further information please refer to -chapter:
,Currencies”.

Regions Here it is possible to manage regions that can be used in
the documentation.
For further information please refer to chapter:

»Regions*.

Countries Here it is possible to manage countries that can be used
in the documentation.
For further information please refer to chapter:
,Countries”.

Module cluster In this navigation point, modules can be combined into

defined clusters and distributed to reporting entities.

For further information please refer to chapter: ,Module
cluster*.

Business line

In the tree or grid view, the business structure of the
group can be created. In addition, the individual levels of
a management structure can be maintained under the
configuration.

For more information, see chapter: "Business line".

Matrix organization

In the navigation point “Matrix organization”, a created
group entity can be assigned to the individual business
units.

For more information, see chapter: "Matrix organiza-
tion".
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Navigation point

Brief description

Activity logs

The administrator can use the "Activity logs" function to
track the activities of the users and export an overview as
an Excel file.

For further information please refer to chapter: ,Activity

logs*.

Attachment types

Under "Attachment types" you can define, edit or delete
folders under which the uploaded attachments are to be
stored when generating the report.

For further information please refer to -chapter:
LYAttachment types®.

Security logs

The administrator can use the "Security logs" function to
track the activities of the security administrators in the
user administration (navigation point: "Users") and ex-
port an overview as an Excel file.

For further information please refer to chapter: ,,Security

3

logs*.

Consistency checks

In the navigation point "Consistency checks" the adminis-
trator sees the consistency check of the databases and
can thus recognize possible errors and problems at a
glance.

For further information please refer to chapter:
,Consistency checks*.
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1.1.2 Menu item Customizing

Navigation point

Brief description

General

In the navigation item "General", the columns in the
Analysis item, the display of the chapter structure under
the report configuration and the subject areas in the con-
tact form can be set.

For more information see chapter: "General”

Translation

Here you have the possibility to adjust the translations of
labels and texts in the system in XML resource files.

For more information see chapter: "Translations”.

Roles

Under the navigation point "Roles", roles that are as-
signed to users by the role assignment under the naviga-
tion point ,,Users” are created, defined as standard roles,
edited or deleted.

For further information please refer to chapter: ,Roles”.

Navigation

The system administrator can view the navigation struc-
ture and rename navigation points under "Navigation"

For further information please refer to chapter:
»Navigation®.

Reporting templates

In this navigation point, format templates for the re-
ports, transaction matrix and analyses can be added and
edited.

For further information please refer to chapter:
,Reporting templates*.

Analysis templates

"Analysis templates"” allow the description of the applied
method, description of the cost basis, transfer price anal-
ysis and appropriateness of the transfer prices to be pre-
defined for various transfer pricing methods.

For further information please refer to chapter:
LYAnalysis templates”.

Licensing

Under the navigation point , Licensing®, licensing infor-
mation as well as the license key of your globalDoc ver-
sion are being displayed.
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1.1.3 Menu item Email & escalation

Navigation point

Brief description

Setup

Under the navigation point “Setup®, it is possible to acti-
vate and configure the e-mail function.

For further information please refer to chapter: ,Email &
escalation/Setup*.

Create e-mail

»,Create e-mail” enables you to send individual emails.

For further information please refer to chapter: ,Email &
escalation/Create e-mail®.

Overview

The navigation point "Overview" lists all sent, waiting
and faulty e-mails.

For further information please refer to chapter: ,Email &
escalation/QOverview*.
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1.2 Menu item Overview

A click on the "Settings" program item takes you to an overview page that displays the status
of the selected reporting period and the documentation process so that you can carry out cer-
tain actions directly from this view:

€ Settings 2 ?
Overview Reporting peri
1/1/2018 - 12/31/2018
Administration
A new Reporting period can be created as a copy from the above selected Reporting period.
Customizing
. . . Details
L . Overview current reporting period
Divisions, Group entities and Users created in globalDoc
?
; ?
2
'
Details
Documentation process workflow

Figure 3: Settings Overview

On this overview page, you can select a specific reporting period for which a summary of the
group entities and users contained in the selected reporting period ("Overview current re-
porting period") and a status of the documentation process ("Documentation process work-
flow") are displayed.

With , it is possible to create a new reporting period based on the selected one. Read
more in chapter ,,Copy of an existing reporting period®.

In the area ,,Overview current reporting period” it is possible to switch directly to the naviga-
tion points ,Users“ (read more in ,Users®), ,Divisions“ (read more in ,Divisions“) or ,,Group
entities“ (read more in ,,Group entities“) by clicking (= (in the column ,,Details®).

Under ,,Documentation process workflow* it is possible to start a new documentation process
by clicking E3 (in the column ,Details®).

NOTE: Before starting a new documentation process, the reporting period for which a new

documentation process is to be created must first be selected under "Reporting period" (in
the upper part of the view).
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€ Settings 2 2

e Reporting period

Administration v
Customizing V| _Period settings & start ion p
Start date
Email & escalation v 1/2/2018
Enddate
12/31/2018

Ultimate date to finalize documentation content*

5/31/2019

(] Individual process description

Figure 4: Start documentation process

Page 14



globalDoc Solution® 8.5 Administration manual

1.3 Menu item Administration

1.3.1 Reporting periods

Under the navigation point "Reporting periods" the system administrator can manage
existing reporting periods, create new reporting periods and remove existing periods if re-
quired:

4 Settings 1 ?

a

Administration - Start date | End date | Locked | Documentoutput format | Previousperiod | Modifiedby |  Modifieddate |
x x o "o x x x

globaladrin

slobaladuin

Reporting periods W |/ [1/1/2008 Officeaooy 1/1/2017- 12/31/2017

Officez007

12/31/2018 |

5/24/2019 5:54:20 PM ‘

7 |i/s/z017 12/33/2017 4/30/2019 4:22:29 PM

Reporting period settings
Users

Divisions

Group entities
Currencies

Regions

Countries

Module dhuster Fages Jofs e vi[ ¥) Teraasts

Figure 5: Overview of the reporting periods

The reporting periods in the overview can be sorted according to the following values by
clicking on the corresponding field:

. .

e Startdate e Previous period

.
e Enddate e Modified by
.

e Locked e Modified date

¢ Document output format
4 Settings 1 ?
o
Administration ~ | sardae | End date | Locked | Document output format | Previousperiod | Modifiedby | Modifieddate ||

T T o o T T 5
Reporting periods W | 7 |i/1/2018 12/31/2018 Officezooy 1/1/2017 - 12/31/2017 glabaladmin 5/24/2019 5:54:20 PM
% | /7 |i/i/z017 i8/31/2017 Office007 globaladmin 4/30/2019 4:22:29 PM

Reporting period settings

Users

Divisions

Group entities

Currencies

Regions

Countries

Module cluster Page[s |of1 (15 v] Viaws-2f2

Figure 6: Sorting of the reporting periods
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Via the icon M, the selected reporting period can be deleted directly or it can be edited via the

icon # .

The overview page provides various functions for managing reporting periods, which are de-
scribed briefly below:

Creates a new reporting period.

Configures the search: ,,Simple search®, ,,Extended search®
& Search options v or “Select columns” are available. It is also possible to
refresh the search here.

x| Closes the administration view and forwards the user to
the landing page of globalDoc.

1.3.1.1 Creating a reporting period for the first time in globalDoc

Under “Settings/Administration/Reporting periods”, selecting the icon opens the

detailed view for creating a new reporting period.

The detailed view of a reporting period consists of the following tabs: ,Reporting period
details”, ,Import and Export“ and ,,Export access rights and module distribution®.

NOTE: If files of an already created reporting period are to be used in the new reporting
period (e.g. reporting entities, users, modules or module contents, etc.), the "Create copy”
function must be used (please refer to chapter ,Create a copy of an exisiting reporting

period®).

€ Settings 127?

Overview

Reporting period details | Importand Export | Export access rights and module distribution
Administration A

O Start dat Enterprise name Close
Reporting periods R e

01/01/2018 Demo Group ?
Reporting period settings S s s ek e Bl et coniea

12/31/2018 05/31/2019 ?

Locked

DR

Figure 7: Create a new reporting period
The creation of a new reporting period gives the option to enter the following data in the
"Reporting period details" tab:

NOTE: Only the fields marked with * must be filled in. However, it is recommended that you
also enter the enterprise name, as this can later be used as a placeholder in the report.

o Start and end date*: Determination of the start and end date of the new reporting
period.
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o Enterprise name: Name of the enterprise to possibly be used as variable within
reports.
o Ultimate date to finalize the documentation content: Last due date for the

documentation process workflow.

o Locked: Enabling the Lock function closes a reporting period and the data contained
in that reporting period cannot be changed by local users. When creating a new
reporting period, the locked function remains deactivated. An already locked reporting
period can be unlocked by the system administrator for editing at any time.

. Document output format: Choice between "Office 2003" (.doc file extension) and
"Office 2007" (.docx file extension) possible.

By selecting the "Save" or "Save and close" field in the right command column, the new
reporting period is created.

In the second tab, "Import and Export", group entities, shareholders, users, currencies,

and transactions can be imported with the corresponding master data (please refer to
following figure).

€ Settings 17?

Overview

Reporting period details | Importand Export | Export access rights and module distribution

Administration A

258K

1. Group enti

Reporting periods ) .
Import/Export (*.xs, *.xIsx) ® Download template
Reporting period sett
eporting period settings L
Users Tmport/Export (*.xs, * xlsx) Dol Skt
Divisions 3. User
Import/Export (*xls, *.x1sx) & Download template | & Export |
Group entiti
. Currencies
Carrencies
Import/Export (*.xls, *.xlsx) & Download template
Region
5T i
Counties .
Import/Export (*.xls, *.xlsx) & Download template
Module cluster -
ctio
Management entities Open view

Activity logs

Figure 8: Create new reporting period - Import & Export

To import data into globalDoc, an Excel template can first be downloaded and saved locally

via the selection field M R R

. This template is filled with the corresponding data
by the system administrator and then uploaded again via the field. The selection
I:'xporl

field e can be used to download data already contained in globalDoc as Excel files.

In the line "5. Transactions" there is also the possibility to import data from external
applications. This function requires an interface to the external application. This is not part
of globalDoc.

NOTE: Using the navigation item "Activity logs", the system administrator can trace any

changes made in globalDoc. It can be seen, which user performed which type of action on
which object (module, reporting entity, reporting period). Please refer to to the chapter
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Business line

Under the "Business line" section, reporting entities can be assigned hierarchically and can
be found more easily in the dialogs. The system administrator can edit already existing Busi-
ness lines, create new Business lines as well as remove already existing Bbusiness lines if re-
quired.

The following settings for the Business lines can be made(see Figure below).

The selected Business line can be created via the icon or the Business line can be de-
leted via the icon .

r:] 1/1/2020 - 12/31/2020

p—
Admitaation [
GLOBAL - Roat
Reparting pericds | BLA-business Line A
BL B - Business Line B

Reporting period settings BL B.1 - Sub business line B.1

Users

Divisions

Group entities

Currencies

Regions

Countries

Module cluster
Business line
Matrix organization

Activity logs - -

Figure 56: business lines overview

In the tree or grid view, the Business line can be created. Here the information for entity type,
code, name and description (optional) of the Business line must be added. The creation is
possible in both views (tree or grid view).
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€ Settings

[':'] 1/1/2020 - 12/31/2020

Overview

Administration ~

Reporting periods

Reporting period settings

Users

Divisions

Group entities

Currencies

Regions

Countries.

Module cluster

Business line

Matrix organization

Activity logs

Entity type

Figure 57: create business lines

€ Settings

Overview

Administration ~

Reporting periods

Reporting period settings

Users

Divisions

Group entities

Currencies

Regions

Countries

Module cluster

Business line

Matrix organization

Activity logs

[':] 1/1/2020 - 12/31/2020 ™

w Code | Name
x
7 | Business Line B
& 7/ [BLEa | 5ub business line B.1
O & o |BLa business Line A

Figure 58: business lines grid view

Entity type

Business Line
Sub Business Line

Business Line

e [ ETTY [R) PTI Y

| Modified by | Modifieddate |
x x x
‘Test first name Test last nany 12/16/2020 4:34:27 PM

‘Test first name Test last nam{ 12/16/

20 4:34:57 PM
0 4:35:06 PM

Test first name Test last nam{12/16/

Under the "Setup view" item, it is possible to maintain/edit the individual levels of the man-
agement structure (Figure 57). Here, new levels can be added/deleted or existing levels can

be updated.
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€ Settings [ wasz020- 12/31/2020

v

Administration ~ In this screen, you can maintain the individual levels of a management structure. These levels can then be used to ereate the management structure itself.

The following actions are available:

Reporting pericds
ew level: Adds a new level after the lowest level and fhus enables you ta enter management entities of this new level in the maintenance sereen Management Entities,
Reporting period setti
POrting pe mgs Update level: Allows you to adjust the name and enter a deseription. Please go to the desired level to be changed.
Users Delete level: Deletes the complete level, but is only possible if all management entities an this level have been deleted beforehand. Please go to the desired level to be deleted.
Divisions
all
Group entities &[] Business Line
Sub Business Line
Currencies
Regions
Countries.
Module custer
Business line
Matrix organization
Activity logs - =

Figure 59: business lines setup view

Preparation Deadline:

Settings r:l 1/1/2020-12/31/2020 Filing Deadlin

Overview
Parent slement

Business Line

Save

Administration ~

Reparting periods Sub Business Line

Reporting period settings Description
Users

Divisions

Group entities

Currencies

Reglons

Countries

Module cluster

Business line

Matrix organization

Activity logs - -

Figure 60: create sub business lines
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1.3.2 Matrix organization

In this area, the reporting entities can be assigned to the business units. The existing assign-
ments are shown in the list:

€ Settings [ w3rz020- rafz1/2020 ~

Overview

0 [ VY s o] 1| e [

Administrati ~
o CompanyCode |  Company | Permanent Establishment o] Country Sub Business Line| BusinessLine |  Modifiedby | Modified date

Reparting periods x x x x x x
J & |Uoz2 FR-Demo S.A. FR - France BL B.1 - Sub business BL B - Business Line Test first name Test 112/16/2020 4:35:411

Reporting period settings i/ vo DE-Demo Headquart DE - Germany BL A - business Line Test first name Test 112/16/2020 4:35:28.

Users

Divisions

Group entities

Currencies

Regions

Countries

Module cluster

Business line
Matrix organization

Activity logs - -

Figure 61: matrix organization overview

€ Settings 17?

Overview Repor

Administration ~
Business line*

Reporting pericds =[] GLOBAL - Root
| BL A- business Line A
Reporting peried settings &[] BLB- Business Line B
BLB.1 - Sub business line B.1
Users
Divisions
Group entities
Currencies
Regions
Countries
Module cluster
Business line
Matrix organization

Activity logs - -

Figure 62: matrix organization new

By clicking on "Reporting entity", entities can be selected from a drop-down list. After that,
the business line can be assigned by clicking on a business line in the displayed tree structure.
Clicking on "Save" completes the assignment.
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Activity logs.
In the third tab "Export access rights and module distribution", Excel overviews of

module distribution, user roles, and access rights can be exported (please refer to following
figure).

€ Settings 2 2

Overview

Reporting period details Import and Export Export access rights and module distribution
Administration A

a

—Generate reports about modules, access rights and user

Reporting periods Export entire module distribution:

Reporting period settings Export access rights for modules:

Export access rights for navigation:

HARA

Users
Export all roles and access rights:

Divisions
Group entities

Currencies

Figure 9: Create new reporting period - Export access rights and module distribution

1.3.2.1 Create a copy of an existing reporting period

Under “Settings/Administration/Reporting periods” and by clicking on # of the corre-
sponding period, the detailed view of the selected reporting period is opened (see following
figure). The system administrator can copy the selected reporting period using the "Create
Copy" selection box in the command column on the right side. Existing reporting entities
and globalDoc-divisions can be partially or completely copied from the existing reporting
period to the new reporting period and thus form the basis for the documentation of this new
reporting period.

NOTE: If a reporting entity and/or a globalDoc-division has been copied into a new
reporting period, the following changes in the previous reporting period have no effect on the
new reporting period and vice versa.

In the left table of the lower area of the view that opens, the system administrator sees the
reporting entities and globalDoc-divisions of the previous period that have not yet been
assigned to the new reporting period. With this function, the local modules of the selected
reporting entity and the divisional modules of the selected globalDoc-division can be
selectively copied into the corresponding reporting period.

In contrast, the table on the right side shows the reporting entities and globalDoc-divisions
that are already assigned to the newly created reporting period.
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€ Settings 2 ?

Overview
save
Reporting period details | Importand Export | Export access rights and module distribution

Saveand close

Administration ~
Modified b 528 4 Created b 5/28 2015 310835 P
Reporting periods
Et Start date* Enterprise name
01/01/2019 2 ink as e-ma
Reporting period settings Sead ks e-mall
Close
End date* Ulkimate date to finalize documentati
Users 12/31/2010 2
Divisions Locked
Group eatities i
Document output format
Officezo0y
Currencies

Regions

. Copy Datx Code Name | Code Name
Countries
x x x x
Module dluster v |Uo DE-Demo Parts Europe GmbH DIV1 BU_Gadgets
¥ s Function_R&D DIV = BU_Toys
Activity logs 4 e Function_Support Services U2g DE-Demo Factory GmbH
) ¥ [miE Italian Local Enity Uot DE-Demo Headquarters AG
7 = -
Document types DIV3 Region_Asia
4 b4 Region_Europe
< |TestMy Test MY

Security logs
Consistency checks
Customizing v

Email & escalation v

Figure 10: Reporting period details — Create copy

In order to copy the corresponding reporting entities and ,,globalDoc-Divisions® into the new
reporting period, these entities/globalDoc-divisions are selected by setting a check mark.

NOTE: If you want to copy all reporting entities and divisions, you can check the box in the
header of the table (see figure below). It is important to make sure that all desired entities
and globalDoc-divisions to be copied are selected. The table on the left side by default only
shows 15 entities/globalDoc divisions at a time, so the view in the lower part of the table may
need to be set to a higher number.

[J Copy Dat: Code | Name $ |
X X
O M Un BR-Demo Sales
! | - A
O VM pDIva BU_Appliances
O DIV 1 BU_Gadgets
O M |ue CH-Demo Finance AG
O M Uy CN-Demo Agent
O Vi Uos CZ-Demo s.r.0.
O U18 DE-Demo Factory GmbH
O M |Uox DE-Demo Headquarters AG
O M U20 DE-Demo Parts Europe GmbH
O M |Uo2 FR-Demo S.A. s
<N >
Pageofz > View1-15 of 26
25
50
100
250
00 ‘

Figure 11: Selection of the number of displayed entities and divisions
By clicking the icon II, the selected entities and globalDoc-divisions are copied into the new

reporting period (right table). The modules set as "Global" are automatically transferred to
the new reporting period.
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By selecting the "Save" or "Save and close" field in the right command column, the new
reporting period is created.

NOTE: If, as an exception, no (localized) documentation content is to be transferred, but
only unfilled modules shall be available in the new reporting period, the check mark in the
"Copy data" column can be removed by clicking on it.

1.3.2.2 Edit existing reporting periods

Under “Settings/Administration/Reporting periods”, and clicking on # | the detailed view of
the selected reporting period is opened. This detail view consists of the tabs "Reporting pe-
riod details", "Import and Export", and "Export access rights and module distri-
bution".

In the "Reporting period details" tab, those reporting entities and globalDoc-divisions
that are already assigned to the reporting period in question are displayed in the lower right
area of the detail view. In contrast, the table on the left shows the reporting entities and glob-
alDoc-divisions that have not yet been included in the current reporting period.

NOTE: Please note that this is only done if the selected reporting period was created as a
copy of an existing reporting period.

You can use the icon ﬂ to copy selected reporting entities and “globalDoc-divisions” from

the previous period to the new reporting period. Using the icon [] will remove the selection.
The modules set as "Global" are automatically transferred to the new reporting period.

In the second tab "Import and Export", data on group entities, their shareholders, users,
currencies and transactions can be imported (see following figure).

€ Settings 12?
Overview
Save
Reporting period details | Importand Export | Export access rights and module distribution =
ave and close
Administration A
1. Group entities Create copy
i i New
Reporting periods
Import/Export (*.xs, *xlsx) m & Download template i
& n . Send link as e-mail
Reporting perod setngs 2. Shareholders o
Users Import/Export (*:xls, *xlsx) B Download template
Divisions 3. Users
Import/Export (*.xs, *xlsx) B Download template
Group entities
4 Currencies
Currencies
Import/Export (*.xls, *xlsx) B Download template
Region:
& 5. Transactions
s S & o & Dot g

Module cluster 6. Action logs

o Detail view of action logs: Open view
Management entities

Figure 12: Detail view of Reporting periods - Import and Export

To import data into i lobalDoc, first, an Excel template should be downloaded via the

selection field EREREERELIEE. Consequently, the System Administrator may complement
the template with the corresponding data, save it locally and finally upload it via the icon

. The selection box offers the possibility to download data that has already
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been imported into globalDoc as an Excel file. Here you have the possibility to adjust the
translations of labels and texts in the system in XML resource files.

For more information see chapter: "Translations
NOTE: This function is only available if the TP matrix add-in is used.

In the third tab "Access rights", Excel overviews of module distribution, user roles and ac-
cess rights can be exported (see following figure).

€ Settings S 2

Overview

Reporting period details  Importand Export | Export access rights and module distribution

Administration A

[~Generate reports about modules, access rights and user roles

it Export entire module distribution:

Reporting period settings Export access rights for modules:

Export access rights for n

HARA

Export all roles and access rights:

Figure 13: Detail view of Reporting periods — Access rights

1.3.2.3 Lock Reporting period

Under “Settings/Administration/Reporting periods”, selecting the icon 4 will open the de-
tailed view of the selected reporting period. By selecting the "Locked" option, the reporting
period will be closed, i.e., the affected data can no longer be changed (see the following fig-
ure). The System administrator can reopen a locked reporting period for editing at any time
by unchecking the "Locked" check box.
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€ Settings 2.2
Overview
. . o 5 A Save
Reporting period details | Importand Export = Export access rights and module distribution R
Administration A ave and close
Modified by: Demo System Admin, 3/15/2019 9:52:09 AM Created by: Demo System Admin, 3/15/2019 9:52:09 AM Create copy
i i New
Reporting periods
sy Start date* Enterprise name Delete
01/01/2018 ? R i
e s seitig /01/: Send link as e-mail
Close
Enddate* Ultimate date to finalize documentation content*
Users 12/31/2018 ?

Divisions [ Locked

Group entities i
Document output format
Office2007

Currencies
Predecessor period of reporting entity Copied reporting entity

Regions 1/1/2015 - 12/31/2015 1/1/2018 - 12/31/2018

Cotatus [ Copy Dat: Code Name A] ] Code Name :
x x x x
Module cluster Ojuu BR-Demo Sales N
Oprve BU_Appliances
Management entities O |prva BU_Gadgets
C]ue CH-Demo Finance AG
Activity logs O Uy CN-Demo Agent
O[vos CZ-Demosur.o.
Document types O us DE-Demo Factory GmbH
* [ |Uox DE-Demo Headquarters AG
Security logs L/uzo DE-Demo Parts Europe GmbH
E O |vo2 FR-Demo S.A. bt
Consistency checks o >
2 Page[s Jof1 [s 7] Norecordstoview Pageli Jof2 > s[5 [V] E—

Customizing v

Figure 14: Lock reporting period

NOTE: If only a single module is to be locked for editing by local users instead of the entire
reporting period, the status of the module can be set to "Closed" by a user with the role "Ap-
prove Tasks" and by a user with the role "Reviewer". If a user with the role "Responsible" has
delegated the editing of a module to another user (Delegated User), it is possible for that user
to withdraw the delegation again, so that the module can no longer be edited by this other
user.

Alternatively, under “Create modules", the assigned role "Edit local content" can be removed
so that the module can no longer be edited. (See also “Modules at local level that can only be
edited centrally”).

NOTE: Delegating a module to another user only grants temporary editing rights for that
module, unless that user also has the "Edit local content" role for the respective reporting
entity. In this case, the role "Edit local content" is retained beyond the delegation.

1.3.2.4 Delete Reporting period
The selected Reporting period will be deleted under Settings/Administration/Reporting pe-

riods by selecting the icon ®. A reporting period can also be removed under the detail view,
which can be opened by selecting the icon # and then selecting "Delete".

NOTE: All documentation contents of the reporting period will get lost by the deletion!
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1.3.3 Reporting period settings

Under Settings/Reporting period settings, the following settings for the individual reporting
periods may be made (see following figure):

D 1/1/2020 - 12/31/2020

€ Settings
Overview
Administration
Repartiog pariods
Reporting period settings

Users

Group entities

Moduls cluster
Business line
Matrix organization
Activity logs

Atachment types

The settings apply ta the selected reparting period

[~Naw

Enable navigation to
“Transactions”

Enable management
area in legal-
management import

Max. functional or risk
analysis value
3

Check transactions anly
at reporting company
for user rights for
business lines

All transaction data are

editable in import

Enable local currency as
additional eurrency for
transactions

Default currency for

po
Default template
DefaultTemplate

Please find attached the following additional informati  ?

Approve archived
reports directly

Show draft watermark

?

Figure 15: Reporting period settings

1.3.3.1

Navigation

“Enable navigation to "Transactions"

Activating it enables the collection of transaction-related data for the transaction matrix as
well as the functional, risk and transfer pricing analysis. For more information, see

"Settings/Customizing/Analysis templates" and the user manual chapter "Reporting enti-

ty/Transactions".

"Activate business lines in legal management import":

In this case it is possible under "Settings/Administration/Matrix organization" to create
management units, export them or import an already created management unit list. In order
to activate this, the checkmark for the selection "Activate business line in legal man-
agement import" must first be set under "Settings/Administration/Settings Report peri-

od".
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17?

€ Settings [ /2020 - 12/31/2020 ~
Overview The settings apply to the selected reporting period
ation —Navigat —A
Enable navigation to Max. functional or risk
) "Transactions” analysis value
Reporting periods ? 3 ?
T, [Enable management
e area in legal-

management import

Users 7

Divisions r por

Check transactions only

Default template
DefaultTemplate
Textblock used as a

ts
Please find attached the following additional informati

Approve archived
reports directly

- Show draft watermark

?

Group entities atreporting company
for user rights for
business lines

Carrencies

. All transaction data are
Regions editable in import
Countri

ot Enablelocal currencyas
additional eurrency for

Module luster rammenctione’

Business line Default currency for
tr group

Matrix organization thresholds

EUR - Euro

Activity logs

Attachment types -

Figure 16: enable management area

This selection results in the following changes:

o User Roles: In the user profile, the user gets an additional column in the User Roles
area, with which you can assign individual accesses to business areas. This gives you
the option of limiting the user's roles to a specific business area or expanding them by

checking the "All" box.

User roles

Documentation User roles and access rights
levels
Global (ODefault @@ CIAl @
Selectroles ...
Divisional [ODefault @ CAll @

+ | Selectroles ...

[(Default @ CJALl @

+ | Select roles

Figure 17: user roles business lines

Divisions/Reporting entities

) All| Select units

O All| Select units

All reporting periods

Business lines

[ All| Select business line

[ All | Select business line

. Overview of users: In the overview of users, another two new columns are add-
ed:"Reporting entity code" and "Business units code(s)” (comma separated).
This gives the possibility to import and export these roles as well. Also a predefined
template can be downloaded here.

O Login nam4 Last namel First na.me| User-ID |

Email

[sobite | Employer |Departmen| Role | Reporting ent| Business line | Last activity date] Creation date |Modified by Modified d|

X X X x

Figure 18: user overview

X X X x

x

X X X X X

o Transactions: Under "Reporting entites/Transactions/Transaction partners" it is
possible to create or change transaction partners. By setting the check mark in the re-
porting period settings, additional new fields for business areas are now displayed:
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"Business line" and "Business line transaction partner". This gives the possibility to
specify the business lines in the transactions area as well.

A

globalDoe Solution 8.5 & Transaction matrix 8 Uoi- DE-Demo Beadquarters AGLL. 3 [™] 1/3/2020-12/33/2020 ~

) Serngs

=0 Documentation setop Business transaction details

71 Reporting entity
EUR- Euro
Master data
Transactions
Transaction matrix
Transaction partners

Transaction groups Domestic transaction Agreement avail

Analysis

Attachments

Create report
Questionnaire

o Tasls

° Waiting for staging.datenwerk-it.com...

Figure 19: transaction matrix business line

. Overview Transaction matrix: Similar to the overview of users, two new columns
are also added to the view here.

e = - i | & e [ o [

= Transaction partmer | | Businessline | Business line related 1fral1sactmn cod] Transaction groi Transaction role| Invoice e Invoice amount | Agreement | Modifiedby | Modified date |
] !

X X X X X X X X v ox x X

R o tres tres ma omim - dno i —— e e

Figure 20: transaction matrix overview
1.3.3.2 Analysis

The setting "Max. value of function or risk analysis" defines the maximum value (be-
tween 1 and 5) of the characteristic of a function to be assumed by the reporting entity or of a
risk to be borne by the reporting entity in the function and risk analysis. In order to use these
functions with globalDoc, the option "Transactions' must be activated.

1.3.3.3 Transactions

. Enabling the option "Check transactions for user rights for business lines
only at the reporting entity" will cause the management entity for transaction
partners to be ignored for user rights transactions. Transactions with unauthorized
business lines for transaction partners will still be displayed in the transaction matrix.

o entityThe option "All transaction data are editable in import" allows or pre-
vents the editing of imported transaction data uploaded to globalDoc under “Reporting
entity/Transactions/Transaction Matrix”.

. "Enable local currency as additional currency for transactions” enables the

amounts to be recorded in the respective group currency and additionally in local cur-
rency. If only one currency is activated, an automatic conversion with the (averaged)
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exchange rates will take place during the comparison. If this function is re-deactivated,
only the local currency amounts translated into group currency will be retained.
. Under "Default currency for transaction group thresholds " it is possible to
define a currency for the standard currency of specific transaction groups. For these
currencies, threshold values can then be defined under “Documentation set-

up/Transaction groups” by clicking on the icon/al""'F of the corresponding transaction

group, for which transactions are output to the matrix or transaction-related modules
in the report. For details see Transaction groups.

1.3.3.4 Reports

o Under "Default template", a report template for the reporting period can be selected.

. "Text block used as a reference to documentation attachments" offers the
possibility to edit the text block, which refers to an attachment included in the appendix
of a report.

o Under "Approve archived reports directly", reports are automatically approved

after executing "Create and archive report".

o Under "Show draft watermark", watermarks are displayed for non-final reports.
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1.3.4 Users

In the "Users" section, the security administrator can manage and update existing users and
the their user data, create new users for a reporting period, and, if necessary, remove users
that have already been created.

Via “Settings/Administration/Users” it is possible to access an overview page of the already
created users:

€ Settings ﬂ 1/1/2018 - 12/31/2018 21?

Overview
PN« v it | 8 o]  1ve

Administration ~ (o Login nardq Last name | First name| User-1D | Email | Mobile p| Employer [ Departmen| Role  |Reporting entManagement | Last activity date| Creation date [Modified by Modified dd
et ts x x x x x x x x x x x x x x x

0| & | # DemoDEAq 3/14/2019 3/14/2019 Demo DE Ac3/14/2019 11|

Reporting period settings 0| & | # DemoDEUs Demo Headc 3/14/2019 3/14/2019 Demo Securi 3/14/2019 1

0| & | # Demo Securi 3/14/2019 3/14/2019 globalAdmin3/14/2019 1¢

U 0| & | / DemoSyster 3/15/2019 3/15/2019 globalAdmin3/15/2019 9:

0| & | # DemoSytem 3/14/2019 3/14/2019 globalAdmin 3/14/2019 1¢

Divisions 0| & | / |divisionalUs Custom | DIV 2,DIV 5,Dl 1/3/2019 1/3/2019 globalAdmin1/3/2019 4:2

/ |globaladmin Custom |,GLOBAL 3/15/2019 6/16/2009 globalAdmin3/15/2019 9:

Group entities O| & | / |globalUsers Custom  |GLOBAL 1/4/2019 1/3/2019 globalAdmin 1/3/2019 4:2

O] & | # |globalUser2 Custom  |GLOBAL,DIV 3 2/25/2019 1/4/2019 globalAdmin 1/4/2019 8:0

Currencies / [localuser Custom 1/3/2019 3/9/2018 globalAdmin1/3/2019 3:5

/ |Local_User Custom | DIV 2,DIV 5Dl 1/3/2019 9/24/2018 globalAdmin1/3/2019 2:3

Regions O & | # [localUsers Custom Uog 1/10/2019 1/3/2019 globalAdmin 1/4/2019 1:3}

0| & | / [localUserz Custom 1/4/2019 1/3/2019 globalAdmin 1/4/2019 1:1¢

Countries / |Norger Custom | GLOBAL, 3/15/2019 3/14/2019 globaladmin3/15/2019 91

O] & | # |Norges 3/14/2019 3/14/2019 globalAdmin 3/14/2019 4

Module crstes Pagefs ot ] [——

Figure 21: Overview of created Users

On this overview page, a specific reporting period has to be selected. Then, created users
linked to that reporting period will be displayed. The view of all users created for the selected
reporting period can be sorted by clicking on the following fields (see following figure):

Modified by
Modified date

Mobile phone number
Employer

e Login name e Department

e Last name e Role

e First name e Reporting entity code(s)
e UserlID e Last activity date

e Email ¢ Creation date

[ ] [ ]

[ ] [ ]
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€ Settings ﬂ 1/1/2018 - 12/31/2018 v

Overview
RO v e 2 [
e ~ 1o I!.ogin nartd Last name| Firstname| User-D | Email  |Mobile p] Employer |Departmen| Role ~|Reporting enf Management | Last activity date| Creation date |Modified b Modified

Rt S x x x x x x x x x x x x x x x
0| & | # |DemoDEAG 3/14/2019 3/14/2019 Demo DE Ac3/14/2019 11|

et g g O| & | / |DemoDEUE Demo Headd 3/uf2019  3/igf2019 |DemoSecuris/iyf201910
O] & | # |Demo Securi | 3/14/2019 3/14/2019 globalAdmin 3/14/2019 1

Ve | & |/ Demosyster 3/15/2019 3/15/2019 globaladmin 3/15/2019 9:
O @ | # |Demosytem 3/14/2019 3/14/2019 |globaladmin3/14/2019 1¢

Divisions O| & | / |divisionalUs( Custom DIV 2,DIV 5,D] 1/3/2019 1/3/2019 globalAdmin1/3/2019 4:2
/' |globalAdmin Custom | ,GLOBAL 3/15/2019 6/16/2009 globalAdmin 3/15/2019 9:|

Group entities O| & | / |globalUsers Custom | GLOBAL 1/4/2019 1/3/2019 globalAdmin1/3/2019 4:2)
O @ | / |globalUser> Custom | GLOBAL,DIV 2 2/25/2019 1/4/2019 globalAdmin 1/4/2019 8:0

Currencies 7/ localuser Custom 1/3/2019 3/9/2018 globalAdmin1/3/2019 3:5
/' Local_User | | Custom | DIV 2,DIV 5,D] 1/3/2019 9/24/2018 globalAdmin 1/3/2019 213

Regions O] & | # |localUsers Custom | Uog 1/10/2019 1/3/2019 globalAdmin1/4/2019 1131
O & # localUser2 Custom 1/4/2019 1/3/2019 | globalAdmin 1/4/2019 1:1¢

Countries / |Norger Custom | GLOBAL, 3/15/2019 3/14/2019 globaladming/15/2019 9:
O| & | / |Norge2 3/14/2019 3/14/2019 globalAdmin3/14/2019 41

Unidlelictis Pagels Jofs - i[5 ¥ ——

Figure 22: Sorting of Users

NOTE: The search can be narrowed by defining search terms in the table headers market
above. The entry of a value (and the search) is processed upon pressing ENTER.

The selected user can be deleted by clicking the icon I or edited by clicking the icon 4 .

The overview page provides various functions for managing users. These functions are briefly
described below:

New Create new user

Delete selected user

Configure the search: Select Simple search, Advanced

£} Searchoptions ¥
= search or Columns. The search can also be updated here.

Download empty Excel template as template, e.g. for

B Download template |
1mport

Import selected user data via Excel

Export all registered users

Close administration view and forwarding to globalDoc
landing page

B AB @ i
g ¥
i :
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1.3.4.1 Create new User

Under “Settings/Administration/Users”, the detail view for creating a new user is opened by

selecting the icon .

€ Settings [ vareoss -sz/31/2018 1°?
Overview
Login name* Language =
) Must change password a
Administration ~ Saveand close
New
First name Employer Is locked out ©
Reporting periods Close
System administrator
Reporting period settings Last name Department
Security administrator
Users
User-ID

Divisions
Email

Group entities b

Currencies 1obile . .
obile phone number

Regions

. Copy roles from user: - m
Countries

User roles
Module cluster
All reporting periods

Activity logs

Documentation levels User roles and access rights Divisions/Reporting entities
Document types
Global Default @ (Al @
Security logs
Divisional Default Al All| Select units
Consistency checks rsions efalt @ AL @
+
Customizin; v
nstomizing Local Default @ CAL @ All| Selectunits
Email & escalation v + [ select roles

Figure 23: Create new user

When creating a new user, the following data can be entered (fields marked with (*) are
mandatory):

o Login name®*: This is the only mandatory field and required for a successful login.

NOTE: The user name can not be changed. Should this be desired, the user would have to be
deleted and created again.

o First name: optional specification of the user's first name

o Last name: optional specification of the user's last name

o User-ID: optional assignment of a unique user identification number
. Email: optional specification of the user's email address*

NOTE: Here it is recommended to add a user-specific e-mail address so the user can receive
reminder e-mails for possible tasks.

. Mobile phone number: optional specification of the user's mobile phone number2

1 The email address is mandatory if the email-function of globalDoc Solution® shall be used.
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o Language: optional specification of the user's preferred language. The navigation el-
ements and help texts are displayed in the selected language.

o Employer: optional specification of the user's employer
o Department: optional specification of the department in which the user employed
o Last password change: Date of the last password change. After the creation of a new

user, no date is recorded yet.

In addition, there are various ways to set the type of user access:

[] Islocked out

If this box is checked, the user is locked out and
can no longer access globalDoc Solution®. This
selection remains deactivated when a new user is
created and must be set manually if necessary.

NOTE: If the user has been locked out by
entering an incorrect password several times, the
administrator can unlock the user by removing
the check mark.

[] Svstem-Administrator

By clicking this checkbox, the user is assigned the
right to access the program item "Settings"

Setinss - of globalDoc. This allows to manage all

system-settings. It is recommended to limit the
number of users with System-Administrator-
rigths to a small group of users.

¢ Security administrator

The Security administrator has access to the
navigation item "Users" and the right to add,
manage and delete users.

Copy roles from user:

Under this section, user rights can be copied to
other users by selecting the user user of which the
user rights shall be copied, which allows not
necessary to edit user rights manually.

To import several users simultaneousli into globalDoc, an Excel template can be downloaded

via the selection field LRSREESSIEH and saved locally. The Security administrator
complements the template with the corresponding data, saves it locally and re-uploads it

using the icon. Via the selection field m, current data can be downloaded as

an Excel file. The Excel file can be changed locally and re-uploaded by using the
icon. The current data will be uploaded accordingly.

2The mobile phone number is mandatory if 2-factor-authentication via SMS-TAN is to be used.

Page 34



globalDoc Solution® 8.5 Administration manual

1.3.4.2 User Roles

The relevant reporting entities and roles are assigned to new users or edited for existing us-
ers. The following functions are available to the System administrator:

User roles
All reporting periods
Documentation User roles and access rights Divisions/Reporting entities Business lines
levels
Global [ODefault @ ALl @
Divisional [ODefault @ (ALl @ O an Al
+
Loeal [ODefault @ (ALl @ O an Al
+
Figure 24: Create new User - Role distribution
o User roles and access rights: The Security administrator can assign a specific role

to the user. Selecting the "Default" option assigns the defined standard roles to the us-
er for the selected reporting entity/entities. The default roles may be defined under Set-
tings/Customizing/Roles, (for more details, please refer to section "View/edit existing
roles"). Selecting the "All" option assigns all available roles to the user for the selected
reporting entity/entities.

. Divisions/Reporting entities: The Security administrator can select the units for
which the roles shall be allocated. By selecting the option "All", the respective role is
assumed for all reporting entities or globalDoc-divisions, including the reporting enti-
ties /divisions that will be created in the future. Selecting the "Default" option assigns
the default roles defined by the system administrator to the user for the selected divi-
sion. Default roles can be customized under “Roles”.

. Business line: The security administrator can assign one or more business lines to
the user. By selecting the "All" option, all business lines will be assigned. To activate
and create this role, see chapter "Settings Reporting period/Navigation".

NOTE: Users who are not granted any roles or rights cannot log in to globalDoc. This can be
the case, for example, if the Security-Administrator initially creates users who will later be
delegated individual specific modules for processing (which then allows them to log in).

NOTE: If the System-Administrator should also have access to corresponding master and

local files in addition to his administrative tasks (under “Reporting entities/Documentation
Content”), it is also necessary to grant the corresponding rights, as described in this chapter.

1.3.4.2.1 Request report
It is possible to activate the "Request report" function via a corresponding rights distribution

for editors. This function allows an administrator to limit the free print authorization and to
make the generation of a report dependent on the approval of an administrator.
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To do this, the "PrintWithApproval" right must have been assigned to the corresponding user

(see User Roles).

By clicking on

or , a drop-down menu for

selecting the user roles will open. These functions are briefly explained below:

Admin edit module

This role serves as an alternative to "Edit
global/divisional/local content". If, for example, a
specific local module is to be edited only by a specific
central user as an exception, the "Admin edit module"
role is assigned to this user. At the same time, the role for
the affected module must be exchanged accordingly in
the Documentation setup program item under "Assigned
roles". For more information, see “Modules at local level

that can only be edited centrally™.

Approve tasks

This role allows the user to approve tasks according to
the workflow management.

Edit global/divisional/local
content

These roles enable the user to read and edit the contents
of modules on a Global, Divisional or Local level.

Edit Master Data

This role allows to customize the details of a reporting
entity as well as the questionnaire.

Edit Transaction

Edit Transactions allows the user to create and edit
transactions in the transaction matrix.

Manage attachments

The user has access to the program item "Reporting
entity/Attachments”, can attach files to the respective
modules and delete existing module attachments.

Read Global/Divisional/Local
content

This role enables the user to read (but not edit) contents
on a Global, Divisional or Local level.

Task administration

The user can access the program item "Assignments". In
the role of task administrator, the user can create and
assign tasks to other users and view the status of tasks on
a Global, Divisional and Local level.

Edit data collection and Read
data collection

This role allows the user to edit or read the menu item
"Reporting entity/Transactions™> and "Reporting
entity/Master Data"

Print report

This role allows the user to print a report.

3 This is only available if the function , Enable navigation to transactions” under Settings/Administration/Reporting peri-

od settings is activated.
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NOTE: The roles "Read global content" and "Read divisional content" are also dis-
played in the "Local" area. For local users, it is sufficient to select this role only in the "Local"
area.

If set accordingly under ,Error! Reference source not found.“, the user cannot print a

final report himself, but can request the report output from the administrator administrator
("Request for Print"), if the option "Standard" is selected.

NOTE: If roles at local or divisional level are assigned to a user, group entities or divisions
must be assigned to the user in the "Units" column. Otherwise, the user will not be created
correctly and the following warning will appear:

Alert

@ Flease select at least one Unit per row in the role asignment.

Figure 25: Create new user - Role distribution warning message

1.3.4.3 Role concept

In addition to the role distribution described above, four new types of user roles are available
starting from version 8.0 of globalDoc.

These four new roles are Accountable, Reviewer, Responsible and Delegated User (or

delegate). The following figure outlines how these roles are related to each other and what
their tasks are:
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Accountable

&Approves and prints final report
Al

D pproves single
\modules as final

Reviewer (optional)
Can reopen Submits modules
submitted modules for approval

Responsible

Delegates modules
W if necessary

Delegated User

Figure 26: New roles introduced in version 8.0

Has overall responsibility for documentation of reporting
company and approves entire report. (e.g. CFO of reporting
company)

Optional: Reviews local module contents
(e.g. Employees of central tax department)

Is responsible for local module contents (e.g. Employees of local
tax department of reporting company)

Provides information for local module contents and supports
responsible.

Creating and using these roles simplifies the documentation process and increases its effi-

ciency.

The System-Administrator can assign each new role (Accountable, Reviewer, and Responsi-
ble) to all created users. Only the Accountable role is mandatory. A group entity cannot be a
reporting entity without an Accountable (i.e. each reporting entity must have an accounta-
ble). If the role of Responsible is not assigned, the Accountable is automatically also the Re-

sponsible.

In order to assign these roles to users as a Security-Administrator, you must first click in the
detail view of a group entity (access via “Settings/Administration/Group entities” and then

clicking the icon # " of the corresponding entity). Once there, you can assign the appropriate
role to an existing user in the lower area of the "Group entity details" tab using a
Dropdown-menu. Within this tab it is only possible to assign the three roles Accountable,
Reviewer and Responsible. Delegated user can be selected in documentation content directly.
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€ Settings ﬂ 1/1/2018 - 12/31/2018 2?

Overview Modified by: Demo System Admin, 3/15/2019 9:52:09 AM_Created by: TPu-Admin, 6/20/2016 11:56:59 AM

Save
Save and close
Group entity details | Optionali 2 Module distributi New

Administration A

— Delete completely
Reporting periods Full name* Entity type §

b Send link as e-mail
JP-Demo Agent Agent (AG)

Reporting period settings Close
Short name Country
Users o — %
Divisi Coder Address
ivisions a
U15
Group entities
ERP number
Currencies Local currency
Previous name JPY - Yen x v
Regions

Countries Default business relation type

Module cluster
[ 1s Permanent establishment?
Management entities

¥ Approved
Activity logs 2

Document types. [V Creates report?

Security logs Accountable

Consistency checks

Customizing

Email & escalation

Figure 27: Selection of Accountable, Reviewer und Responsible

When a group entity prepares a report, it is mandatory that an Accountable has been
assigned for this entity.

NOTE: If only an Accountable is assigned and no other user is selected as Responsible, the
Accountable will automatically be assigned as Responsible.

A Delegated-user (Delegate) can be assigned later by any user having at least the Responsible
user role.

1.3.4.4  Assign password

The assignment of a password for a new user depends on whether the email-function
(“Settings/Email & escalation/Setup”) is activated or not.

Option 1: Assign new password (email-function activated)

After selecting the "Save" or "Save and close" command in the right-hand command col-
umn, the new user is created and will receive his or her personal password via email. With
this password, the new user can log in to globalDoc for the first time. Please note that a valid
email address must be added to the user account to use this function.

Option 2: Assign new password (email-function deactivated)

After selecting the "Save" or "Save and close" command in the right-hand command col-
umn, the new user is created. A message with the password of the new user appears on the
screen (see figure below). This password must be communicated to the new user before the
first login. After closing the notification by selecting "OKk", the new user can log in to
globalDoc for the first time using the new password.
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€ Settings

ﬂ 1/1/2018 - 12/31/2018

Overview

Administration

Reporting periods

Reporting period settings

Users

Divisions

Group entities

Currencies

Regions

Countries

Module cluster

Activity logs

Document types

Security logs

Consistency checks

Customizing

Email & escalation

Modi

d by: globalAdmin, 6/23/2019 2:20:3: PM_Created by: globelsdmin, 6/21 /2019 2:20:31 PM

Login name*
Test User

Firstname

Lastname

User-ID

Email

Mobile phone number

S —| - |

User roles

Language

Emploer

Department

Additional information

Alert

User password has been successfully changed.
e This is new password for that user- S2FAKXEX

9] Must change password

() Islocked out

() System administrator

() Security administrator

All reporting periods

]

Documentation levels

User roles and access rights

Divisions/Reporting entities

Global [JDefault @ AT @
Select roles
Divisional ([ Default @ (Al @ 8 All| Select units
+ | Select roles
Local [CIDefault @ (A @ (0 Al select units
+ | Select roles

Figure 28: Create new User - Password for new user

Save
saveand close
Change password
Reset password
New

Delete

Send link s e-mail

Close
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1.3.4.5

Edit existing Users

Under “Settings/Administration/Users® a detailed view of the user account will be displayed

by clicking on the icon #.

€ Settings m 1/1/2018 - 12/31/2018
Overview Modified by: 5 a4 Created by:
Save
Login name* Language i
Administration Demo DE User en-Us ¥ Must change password Save and close
Change password
Firstname
Reporting periods Employer [ Islocked out Hatet pempoud
Demo Headquarters AG wew
. . . Delets
Reporting period settings Last name [] System administrator o
Department Send link as e-mail
U Close
sers [ Security administrator
User-ID
4ooe Additional information
Divisions
Group entities Email
Currencies Last password change
Mobile phone number
Regions
G Copyrolesfromuser:[ ][]
il User roles
All reporting periods
Management entities
» Documentation levels User roles and access rights Divisions/Reporting entities
Activity logs
Global [CDefault @ (A1 @
lent types Select roles
Security logs Divisional [iDefault @ (A1 @ CIan| Select units
+ | Select roles
Consistency checks
Local [IDefault @ (Al @ {Clan| Select units
Customizing v + [[Select roles

Figure 29: Edit existing user

In this view, the user’s information entered when creating the user and assigned user roles
can be edited (see “
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Create new User”).
1.3.4.6  Reset password of an existing User

Under “Settings/Administration/Users®, the detail view of the selected user will be displayed
by clicking the icon r'd

Selecting the "Reset Password" command in the right command column assigns a new
password to the user. The assignment of the password for the new user depends on whether
the email-function (
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Menu item Email & escalation) is activated or not.

€ Settings [ 1/3/2018 - s2/33/2018

Overview

Security Admin, 5/44/2019 10:54:56 AM_Created by: Demo Security Admin, 3/14/2049 10:5456 AM

Administration e ¥ Must change password

Reporting periods Employer ] Is locked out
Demo Headquarters AG

Reporting period settings Vi ] System administrator
Department

] Security administrator

Additional information

Group entities

Currencies Last password change

Coiiinias Copy roles from user: §| copy |
User roles

Al reporting periods

Documentation levels User roles and aceess rights Divisions/Reporting entities

Global [CIDefault @ [JAll @

Divisional [IDefault @ (Al @ Clan
+

Local [CIDefault @ (AL @ Clan

Customizing +

Figure 30: Edit existing User — Reset password

Option 1: Assign new password (email-function activated)

After selecting the "Save" or "Save and close" command in the right-hand command col-
umn, the user will receive his or her new personal password by email. Please note that a valid
email address must be added to the user account to use this function.

Option 2: Assign new password (email-function deactivated)

After selecting the "Save" or "Save and close" icon, a notification with the user's new pass-
word will appear (similar to creating a new user Assign password). This must be communi-
cated to the corresponding user before the first login. After closing the notification by select-
ing "OK", the user can log into globalDoc with the new password received.

1.3.4.7 Change password of an existing user

Under “Settings/Administration/User”, the detail view of the selected user will be displayd
by clicking the icon rd

When selecting the "Change password" command a pop-up will appear in order to change
the user's existing password (see following). To change the password, the user's current
password must be entered.

NOTE: The password characteristics (e.g., minimum length of the password, any necessary
digits and special characters, duration until the password is required to change) can be de-
termined individually for the group when the software is installed for the first time. The same
applies to the option to use the "Single-Sign-On"-mechanism without an additional password
or a "2-factor-authentication"-mechanism. By (globalDoc) default, the chosen password
must be at least eight characters long, including upper and lower case letters, digits and at
least one special character.
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€ Settings
Overview
Administration
Reporting periods
Reporting period settings
Users
Divisions
Group entities
Currencies
Regions
Countries
Module cluster
Activitylogs
Decument types
Securitylogs
Consistency checks
Customizing

Email & escalation

/1/2018 - 12/31/2018

Modified by: globaldmin, 6/6 /2019 3:35:36 M _Created by:

globaladmin, 6162009 10721129 AM

Login name* Language
globaladmin -
First name
Employer
Change password x
Jartment

litional information

t passiword change
f2019 4i59:31 PM

0k Close

Task-relation for reporting comapies

Accountable
Uos, Uog, Us6

Responsible
Uog, U6

Reviewer
Uog, U6

User roles

[ Must change password

() Islocked out

@ System administrator

[#) Security administrator

Allreporting periods
v

Figure 31: Edit existing User - Change password

1.3.4.8
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Under “Settings/Administration/User”, the detailed view of the selected user will be
displayed by clicking on the icon 4 .
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Reporting period settings
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[] Security administrator
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Figure 32: Locking Users

Selecting the "is locked out" option denies the user the right to access globalDoc.

save
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Change password
Reset password
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Delete

Send link as e-mail
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NOTE: If the user enters an incorrect password several times, the user will automatically be
locked out by the system In this case, a security-administrator can unlock the user by remov-
ing the "Is locked out" checkmark.

1.3.4.9 Delete User

The selected user will be deleted under “Settings/Administration/Users” and by clicking the
icon M.

NOTE: If the System administrator wants to delete more than one user, it is possible to
select the respective users and remove them by clicking the icon .

1.3.5 Divisions

Under the navigation item "Divisions" via “Settings/Administration/Divisions”, the System
administrator can edit existing divisions, create new divisions or remove divisions that are no
longer required. In globalDoc the term "divisions" does not only refer to divisions or business
units of a group. Rather, a wide variety of categories can be defined as "divisions" for the clas-
sification of reporting entities. Divisions are often formed according to regional, functional,
transactional or business-segment-related criteria. Divisions allow information to be as-
signed to specific categories of reporting entities and to control information processing in the
modules of these categories (divisions) by flexible role assignment under "Users".

Each globalDoc-division thus contains modules that are only relevant for certain reporting
entities and can only be edited by users who have the editor role for this globalDoc-division.

globalDoc-divisions are mandatory for the creation of divisional modules and they simplify
the administration of access rights. This allows a user to be assigned editor rights for a specif-
ic division, automatically giving the user editor rights for all divisional modules assigned to
that division.

NOTE: Divisions must be created before creating divisional modules.

€ Settings m 1/1/2018 - 12/31/2018 N 2 ?
Overview m
AR08 ~ (o Code s] Name | Modified by | Modified date |
Reporting periods N z x x 2
Ol & |/ |DIV1 BU_Gadgets Demo System Admin 3/15/2019 10:03:34 AM
et sl O & |/ pva BU_Appliances Demo System Admin 3/15/2019 10:03:30 AM
O| & |~/ pvs Region_Asia Demo System Admin 3/15/2019 10:03:34 AM
Bt O & |~/ pvy Region_Europe Demo System Admin 3/15/2019 10:03:35 AM
Ol & |/ |pvs Function_R&D Demo System Admin 3/15/2019 10:03:31 AM
Dz Ol & |7/ pve Function_Support Services Demo System Admin 3/15/2019 10:03:32 AM
Group entities
Currencies
Regions
Countries
Module cluster Page[i Jofs B ™ ———

Figure 33: Overview of the globalDoc Solution® Divisions (Example)
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In the overview page, the divisions can be sorted and filtered according to the following
properties:

e Code e Modified by
e Name e Modified date
1.3.5.1 Create new Divisions

The detail view for creating new divisions can be accessed under “Set-
tings/Administration/Divisions” by clicking the icon (see following figure).

€ Settings ﬂ 1/1/2018 - 12/31/2018 2?

Overview .
Type'

e Save
Divisional

Administration
Name* New

Reporting periods el

Code
Reporting period settings

Users
Divisions

Group entities

Figure 34: Creation of new Divisions

To create a new division, the following data must be entered:

o Type: no input required, pre-filled with "Divisional”

o Name: division name

o Code: optional entry of a division code

The new division is created by selecting the "Save" or "Save and close" icon. Modules can

then be created and assigned to a division under “Documentation structure/Documentation
setup/Define Modules”.

1.3.5.2 Edit existing Divisions

Under “Settings/Administration/Divisions”, the administrator can access the detail view of a
selected division by clicking the icon #.

€ Settings [=] /372018 -12/34/2018 22
Overview Modified by: Demo System Admin, 3/13/2019 10:03:3: A5 Created by: Demo System Admin, 3/15/2019 10703133 AM
Save
Administration | Dhisiona Save and close
New
N
Hpenigpsod F:;ction_k&b ::j:nk asemail

Reporting period settings s )

DIV5
Users

Divisions

Group entities

Figure 35: Detail view Divisions
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As it is the case for any entry of new data, the fields "Name" and "Code" can be modified.

1.3.6 Group entities

Under the section "Group entities", the System administrator can edit and remove existing,
or create new group entities.

The overview page shown below (see figure below) can be opened via “Set-
tings/Administration/Group entities”, and shows all group entities that have already been
created.

€ Settings [] 112020 - 12/31/2020
Overview
O e oo I X0 XIS
Administration Approved ‘ Code Full name Short name |vsmm-.p.{ Creates report? | Country |Local curren| Accountable] Reviewer |Responsible \rMirim'-\\-l\mdiriad dat]
Reporting periods v x x x x x v ox x x x x x x
Olm|r 7774 AL testing testa AF - Afghanis AFN - Afghan! globalAdruin |localuserog |local_user_m globalAdmin |4/21/202¢
Reporting period settings W/ Un BR-Demo Sales BR-Brazl BRL- Brazilia globalAdmin |12/4/2019
CaVs Us6 CH-Demo Finance AG CH- Switzm Swiss F global 12/4/2019
Users |/ Usg CN-China CNY-YuanR
P/ Uog Demos.ro. CZ - Caech Re CZK - Caach K Accountableo Reviewsro1  Responsibleo] glo
Division: W/ Usg DE - Germany EUR - Euro globalAdmin |12/4/2019
Vs Uox DE-Demo Headquarters AGLL. | Demo AG DE - Germany EUR - Euro bleo Reviewsro: | Responsibleo|holgerloshr |12/2/202¢
Group entities s Uzo DE-Demo Parts Enrope GmbH DE - Germany EUR - Euro
W /s U2 DE-Research Lab DE - Germam EUR - Euro
Currencies W/ Uoz FR-Dema S.A. Demo SA FR-France EUR-Euro sklay
W/ Usg FR-Demo Services Informatique S, FR-France EUR-Euro
Regions Vs 1257 Holger Responsible Test DE- Germanm EUR - Euro | Helger_Accot Reviewera2
CaV Uog TN-Demo Global Technology Cente - United KGBP - Pound {
Countri i/ Ux . Holding Ltd.
|/ U
Moduls cluster
age[tJof ~
Business line
Export entire module distribution [l Export selected module distribution
Matrix organization [ Choose File | o file chosen [ e —
Activity logs
Attachment types -

Figure 36: Overview group entities

The overview page of all existing group entities can be sorted according to the following val-
ues by clicking on the corresponding field:

e Approved e Country
e Code e Local currency
e Full name e Accountable
¢ Short name e Reviewer
e Permanent establishment of e Responsible
e Creates report? e Modified by
e Modified on

e Has transactions

The selected group entity can be deleted directly via the icon K or edited via the icon 4 .

Group entities that do not show the icon ® for deletion are reporting entities that constitute
transaction partners, which are involved in business transactions. For these reporting

entities, the Bicon is hidden to prevent accidental deletion.
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The overview page provides various functions for managing the group entities, which are

briefly described below:

4+ New

Create new group entity

B
;
g

Delete selected reporting entity(ies)

:
5

Configure the search: Select Simple search, Advanced
search or Columns. The search can also be updated
here

B Download template

Download an empty Excel template to fill with data for
import

Upload filled Excel template to globalDoc. The current
data in the system will be updated automatically.

Download current data as an Excel file. The Excel file
can be edited and re-uploaded under “import”. The
current data in the system will be updated automati-
cally.

Close "Administration view" and redirect to the glob-
alDoc overview page

Export all module distribution

Download module distribution of all reporting entities
as well as divisions and global modules in an Excel file

Export module disiribution

Download module distribution of the selected group
entity as an Excel file

Import module distribution

Upload module distribution for a pre-selected report-
ing entity as an Excel file. The file to be imported can
be chosen via the selection box "Choose File".
NOTE: A module distribution can only be dropped
manually. In comparison, additional modules may be
imported via "Import module distribution”

1.3.6.1 Create new Group entity/Edit master data of Group entity

Under “Settings/Administration/Group entities”, the detail view for creating a new group
entity and editing the master data of already created group entities can accessed by clicking

both the mgor the # icon in the respective row of the grid.

The detail view consists of the tabs "Group entity details", "Optional information" and

"Shareholders".
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€ Settings [ v/s/2018 - se/33/2018

Overview

Admtnistration Group entity details | Optional information  Shareholders

Reporting periods

Reporting period settings

Module cluster [] 1s Permanent establishment?

¥ Approved

Document types

Security logs

Figure 37: Create new Group entities - Group entity details

To create a new group entity, the following data (master data) can be enterd in the tab
"Group entity details" (fields marked with * are mandatory):

o Full name*: full name of the group entity including legal form

o Short name: optional specification of a short group entity name

o Code*: specification of an entity code

o ERP number: optional specification of the ERP-number

o Previous name: optional indication of the full name of the entity before renaming, if
relevant

. Default business relation type: Here you have the choice between different types of

business relationship, such as "Direct shareholders" or "Other related parties".

o Is permanent establishment?: optional indication if the group entitity shall be
marked as a permanent establishment

o Approved: Shows whether the group entity can be processed.

. Creates report?: This option should be selected if transfer pricing documentation is
created in globalDoc for the entity.

o Entity type: optional indication to classify the type of group entity

o Country: country in which the group entity is located

o Address: address of the group entity

o Local currency: local currency of the country in which the group entity is located

. Business line: Indicates the business line in which the group entity is located.
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NOTE: To simultaneously create several group entities, the Excel import function under
”Settings/Administration/Reporting periods“ can be used.

If required, further information on the group entity can be added in the tab "Optional
information".

€ Settings EI 1/3/2018 - 12/31/2018

Overview

dministration = Group entity details Optional information Shareholders Save and close

Reporting periods

Reporting period settings

Users

Module cluster

Management entities

Activity logs
Document types
Security logs
Consistency checks
Immediate shareholder incl. % of share
Customizing

Email & escalation

Figure 38: Create new Group entities — Optional information

NOTE: All fields of the tabs "Group entity details" and "Optional information" can be
used as variables in the module contents.

If a transfer pricing documentation is to be created for the group entity in globalDoc, the
"Creates report?" selection box under "Group entity details" tab must be activated. This
transforms the group entity into a reporting entity. There has to be an Error! Reference
source not found. assigned to each reporting entity.

In the "Shareholders" tab, the shares held by the individual shareholders can be specified.
The System administrator can select the desired shareholder in the selection box
"Shareholders" and enter the corresponding percentage share. In addition, the period for
which the shareholder structure is valid is determined by specifying the start and end date.
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After pressing "Add", the new shareholder will be displayed in a table in the lower part of the
window.

€ Settings EI 1/1/2018 - 12/31/2018 2?
Overview
Saw
st 5 Group entity details  Optional information | Shareholders Saveand close

Repittig paisodi Shareholder Sharein Close

DE-Demo Headquarters AG

Reporting period settings
From* Tot

Users 01/01/2018 12/31/9999

Divisions Add

Group entities ‘ Shareholders Share in % From To

Currencies

Regions

Figure 39: Create new Group entities — Shareholders

By selecting the "Save" or "Save and close" icon, the group entity is created or the changed
master data is saved. If the "Creates report?" selection box has been activated, the
additional tab "Module distribution" will be available after clicking "Save".

1.3.6.2 Edit existing Group entity

Under “Settings/Administration/Group entities”, by clicking the icon 4 , the detailed view of
a group entity appears. If the selected group entity is a reporting entity, the tabs "Group en-
tity details", "Optional information", "Module distribution" and "Shareholders"
will be visible.

€ Settings [ /372018 - s2/31/0018

Overview Modified by: Dermo System Admin, 3/15/2019 9:52109 AM Croated by; TPm-Admin, 6/20/2016 11:56:59 AM

Administration

Optional 151 Module distributi
Reporting periods Entity type
Agent (AG)
Reporting period settings
User P - Japan x v
Addres:
Divisions P

Countries Default b
Module cluster

(] 1s Permanent establishment?
Management entities I

¥ Approved
Activity logs PP!

Document types W Creates report?
Security logs

Consistency checks

Customizing

Email & escalation

Figure 40: Edit existing group entity — Group entity details

The information added unter creating a group entity can be edited in the tabs "Group entity
details", "Optional information" and "Shareholders" (see chapter "Create new Group

entity™).
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For group entities that are marked as reporting entities, the assignment of modules and
module clusters can be made in the detail view of a group entity in the tab "Module
distribution".

Previously created modules on a Global, Divisional, or Local level or module clusters can be
assigned to the selected reporting entity via the + Addmoduleclusters apd *+ Addmodules gelection
boxes. In addition, module distributions can be copied from other entities.

NOTE: Modules can also be assigned to a Transaction group. If the option "Automatic Allo-
cation?" is selected during module creation (see "Define Modules"), these modules cannot be
assigned here because they are assigned automatically if the threshold value for a specific
transaction group selected by a reporting entity is exceeded.

If a module cluster has been assigned, the modules covered by the module cluster are also
listed in the "Assigned Modules" table, but highlighted in yellow (see Sceenshot below).

€ Settings [:I 1/1/2018 - 12/31/2018 17

Overview Modified by: slobaladmin, 6/27/2017 4:23:02 M _Created by: TPm-sdmin, 6/20/20:6 1x:56:50 A)

Save

Administration ~ Save and close
Group entity details | Optional i Module di harehold -

Reporting periods

Assigned modules:

Reporting period settings

Module name Module class|  Creation date

Users
x x
B 1.6 Local competition Local
Divisions 1.7 Business Restructurings Local
2.4 Support Services - Divisional Divisional

Group entities 3.2 Support Services - Divisional Divisional

4.3 Support Services - TP method, BenckDivisional | 3/33/2017 413432

Currencles Purpose and scope Global 3/29/2017 8:06:3:
|Organisational Structure (Global 3/29/2017 8to7:4¢
Regions Description of Demo Group business _ |Global
Intengibles Global
Countries Financial Activities |Global

Financial and Tax Position. Global
Module dluster Pagels Jof2 e ei[5 v [EN—

Activitylogs & Drop selected modules + Add modules

Document types

Assigned module clusters:
Securitylogs

Name

Consistency checks
03_Master File

Customizing v

Email & escalation v

Figure 41: Edit existing Group entity — Module distribution

The individual modules or module clusters already assigned can be removed using the selec-
tion fields i Drop selected module clusters and ® Drop el ik )

NOTE: If a module that has been assigned to the reporting entity via a module cluster is to
be removed, the entire module cluster must be removed first. Then, the remaining modules
of the module cluster must be re-added as individual modules.

1.3.6.3 Add proposed Group entities

Local users have the possibility to suggest new transaction partners for acceptance in glob-
alDoc (“Reporting entity/Transactions/Transaction partners” via the selection field
and in the tab "Request new Group entity"). In the overview
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page under “Settings/Administration/Group entities”, the transaction partners proposed by
the local users are highlighted in red until the System administrator approves them.

€ Settings ﬂ 1/1/2018 - 12/31/2018 V.

Overview
RO o oo [ i 1

Administration ~llo Approved | Code | Full name | Short name |Permane| Creates report? | Has ions] Country |Local curre] | Reviewer |Responsibl{ Modified by Modified |
T —" = x x x x ™ x ™ x x x x x x x x

Clslz] fess  fpebemocws | | ] ] | | | ] [ |vemobEuis/islzeng

Reporting period settings Oals] ¥ [um BR-Demo Sales ~ v BR-Brazil |BRL- Brazili Demo Systen3/15/2019 9

Oalzs] ¥ Jus CH-Demo Finance AG 5 v CH - Switzer|CHF - Swiss Demo Systen3/15/2019 9

Users Olalzs] ¥ oy CN-Demo Agent | v ¥ |ON-China |CNY-Yuanl Demo Systen3/15/2019 9

/7| @ Uog CZ-Demos.r.o. v v CZ - Czech RICZK - Czech Demo Systen 3/15/2019 9

Divisions el us DE-Demo Factory GmbH T v 5 DE - German EUR - Euro Demo Systen3/15/2019 9

A DE-Demo Headquarters AG | Demo-HQ v v DE - Germar EUR - Euro | Local_User Local_User |Demo Systen|3/15/2019 9

Group entities Oa|rs| ¥ v 'DE-Demo Parts Europe GmbH | D v v DE - Germar EUR - Euro | Demo DE Ac| Demo DE AdglobalAdmin 3/15/2019 1

la|zs] ¥ Jua DE-Research Lab DRL v DE - German EUR - Euro Demo Systen|3/15/2019 9

Currencies /| ¥ Jve FR-Demo S.A. 5 5 FR- France |EUR - Euro Demo Systen3/15/2019 9

A FR-Demo Services Informatiqul v v FR- France |EUR- Euro Demo Systen|3/15/2019 9

Regions Oz ¥ |ves IN-Demo Global Technology C 5 v IN-India |INR-Indian Demo Systen3/15/2019 9

Oalrs] ¥ |uy IR-Demo Int. Prop. Holding Lt D v ¥ IR-Iran, skEUR - Euro Demo Systen 3/15/2019 9

Countries Oalrs| % |us JP-Demo Agent v 2 JP-Japan |JPY-Yen Demo Systen3/15/2019 9

Olals] ¥ Jue MEX-Demo Sales Ltd. | L v v MX - Mexico MXN - Mexiq Demo Systen3/15/2019 9

Module cluster Pageli Jof2 > w5 V] ——

Mpnagementiaiities e Do i Tt uietklints it s [l F et el ried i n e sttt B e ovet et et e e
Activity logs Browse: |

Figure 42: Overview of Group entities — Add proposed Group entity

To approve the group entity, the detail view of the group entity to be approved needs to be
opened by clicking # . Afterwards, the "Approve"-command in the right-hand command
column must be selected (see figure below).

Before the approval, the System administrator can adjust or supplement the master data en-
tered by the local user. Only after this approval by the System administrator does the locally
requested transaction partner appear in the list of group entities for further use by local users
without red highlighting.

€ Settings m 1/1/2018 - 12/31/2018
Overview Modified by: Demo DE Us PM Created by: Demo DE U 843 PM
save
Administration A~ T Siizanddos
p entity details | Optional i i
Reporting periods Full name* Entity type
Delete
DE-Demo GmbH i
Reporting period settings end Hnkasee
Short name Close
Users antry
Divisions Coder
Ugg
Group entities
ERP number
Currencies Local currency
Previous name Please select a currency
Regions
Countries Default business relation type
Other related parties
Module cluster
[ Is Permanent establishment?
Management entities
Approved
Activity logs 2
Document types

Figure 43: Detail view of Group entity - Approve proposed Group entity
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1.3.6.4  Delete Group entity

The selected group entity can be deleted under “Settings/Administration/Group entity” by
clicking the icon ™.

NOTE: To avoid unintentional deletion, all assigned modules of a reporting entity must first
be dropped and transactions must be deleted before the group entity can be deleted.

1.3.7 Currencies

In the section "Currencies" under “Settings/Administration/Currencies”, the System ad-
ministrator can edit existing currencies, create new currencies or remove currencies that are
no longer required.

€ Settings EI 1/1/2018 - 12/31/2018

- L] R PRSI = s v | - | o o |

Administratin ~ (o Code s Name Avg. actual valne Group currency Modified by | Modified date |
et pasats x x x x x x
O| & |/ |aED UAE Dirham Demo System Admin 3/15/2019 9:52:09 AM
Reporting period settings O & | / |aFN Afghani Demo System Admin 3/15/2019 9:52:09 AM
O & |/ s Lek Demo System Admin 3/15/2019 9:52:09 AM
Users O| & | # |aMD Armenian Dram Demo System Admin 3/15/2019 9:52:09 AM
O] & | 7 |ave |Netherlands Antillean Guilder Demo System Admin 3/15/2019 9:52:09 AM.
Divisions O & | # a0a Kwanza Demo System Admin 3/15/2019 9:52:09 AM
O| & |/ |aRs Argentine Peso 10.3806593064 Euro Demo System Admin 3/15/2019 9:52:09 AM
Group entities O| & |/ auD Australian Dollar 14750451478 Euro Demo System Admin 3/15/2019 9:52:09 AM
O & |/ |awe ‘Aruban Florin . Demo System Admin 3/15/2019 9:52:09 AM
Currencies O & |/ |azn Azerbaijanian Manat Demo System Admin 3/15/2019 9:52:09 AM
O| & | # BaM Convertible Mark Demo System Admin 3/15/2019 9:52:09 AM
Regions O & | 2 BBD Barbados Dollar Demo System Admin 3/15/2019 9:52:09 AM
O| & |~ [BoT Taka Demo System Admin 3/15/2019 9:52:09 AM
Countries O & |/ BoN Bulgarian Lev Demo System Admin 3/15/2019 9:52:09 AM
O| & | # |BHD Bahraini Dinar Demo System Admin 3/15/2019 9:52:09 AM
Module cluster Pages Jofsz o = [s V] - o C——

Figure 44: Overview of standard globalDoc currencies

The currencies can be sorted and filtered in the overview according to the following
properties:

e Code e Group currency

e Name e Modified by

e Average actual value ¢ Modified date
1.3.7.1 Create new Currencies

The detail view for creating new currencies can be opened via “Set-
tings/Administration/Currencies “ by clicking the icon (see figure below).

€ Settings ﬂ 1/1/2018 - 12/31/2018 22

Overview : o
Code Name Group currency o
intsiraiion 5 Save and close
New
Avg. actual value -
Reporting periods o

Reporting period settings

Users

Figure 45: Create new Currency
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To create a new currency, the following data must be entered:
o Code*: mandatory entry of the currency code (ISO-Code).
o Name*: name of the currency.

o Group currency: Standard currency used to translate interentity transactions in oth-
er currencies.

o Average actual value: optional entry of the actual value of the currency ( in units of
the normed currency).

The new currency is created by selecting the "Save" or "Save and close" command in the
right-hand command column.

1.3.7.2 Edit existing currencies

Under “Settings/Administration/Currencies”, the detail view of a selected currency will be
opened by clicking on the icon # .

€ Settings [™] /272018 -12/31/2018 2?
Overview Modified by: Demo System Admin, 3/15/2019 9:52:09 AM Created by: system, 6/7/2016 3:53:44 PM
Save
Codet Namet Group curren i
o ave and close
Administration AUD Australian Dollar EUR e
Reporting periods Avg, actual value Ielala

3 Send link as e-mafl
14750451478 :
Reporting period settings jose

Users

Divisions

Figure 46: Detail view Currency

Here, the "Name" as well as the “Group Currency” and "Average actual value" can be
edited.
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1.3.8 Regions

In the section "Regions" under “Settings/Administration/Regions”, the Administrator has
the possibility to create new, edit existing or delete regions.

€ Settings 2?
v S [ CE s ]
T ~l[O Name | Is active? | Modified by | Modified date |

v x x x

Reporting periods O| & | / |Africa 4 globalAdmin 3/15/2019 4:05:10 PM

O| & | / |Asia/Pacific v globalAdmin 3/15/2019 4:05:29 PM
Reporting period settings | & | # North America v globalAdmin 3/15/2019 4:02:35 PM

0| & | # |Latin America v globalAdmin 3/15/2019 4:04:05 PM
Users O] & | / |Europe v globaladmin 3/15/2019 4:04:28 PM

O & | # [Middle East v globaladmin 3/15/2019 4:04:58 PM
Divisions
Group entities
Currencies
Regions
Countries
Module cluster Page[s_]of: 5 [V Views-60f6

Figure 47: Overview of regions

Regions can be sorted and filtered by the following variables:

e Name e Modified by
o Isactive? ¢ Modified date
1.3.8.1 Create new regions

Under “Settings/Administration/Regions” und and clicking the icon , a detailed view
for creating new regions appears.

€ Settings 127?

Overview
) Is active? Save
Administration A Save and close

Reporting periods Close

Reporting period settings

Figure 48: Create new region

The creation of a new region requires the following information (fields marked with * are
mandatory):

. Name*: Name of the region.
o Is active?: Is this region used in documentations.
Also, you can assign or remove countries to/from the region.

By selecting the "Save" or "Save and close" icon, the new region will be added.
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1.3.8.2  Edit existing region

Under “Settings/Administration/Regions” and clicking the icon # the detailed view of
exisiting regions can be opened.

€ Settings 2 ?

Overview Modified 5 co5:10 PM Created by /15, 20510 PM.

Save

4 Isactive? Save and close
New

Name*
‘Administrat 3
ton A Africa

Delete

Reporting periods
Send link as e-mail

Raporting period settigs i

Figure 49: Detailed view regions

Here, the name and the activity status of the entity can be changed.
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1.3.9 Countries

Under the section "Countries" via “Settings/Administration/Countries”, the System admin-
istrator can edit existing countries, create new countries or remove countries that are no
longer required.

€ Settings 2?
oveien B
. ~|[O Code | Name il Modified by | Modified date |

x x x x
Reporting periods O & |/ |aF Afghanistan system 7/11/2018 4:13:02 PM
Ol & |/ |ax Aland Islands system 7/11/2018 4:13:02 PM
Reporting period settings Ol & |/ a Albania system 7/11/2018 4:13:02 PM
Ol& |~/ |pz Algeria system 7/11/2018 4:13:02 PM
Hers O &/ as American Samoa system 7/13/2018 4:13:02 PM
O & | # |ap Andorra system 7/11/2018 4:13:02 PM
Divisions Ol e[/ a0 Angola system 7/11/2018 4:13:02 PM
Ol & |/ a Anguilla system 7/11/2018 4:13:02 PM
G titi
ToTp hes Ol & |/ a0 Antaretica system 7/11/2018 4:13:02 PM
. Ol & |7 ac Antigua and Barbuda system 7/11/2018 4:13:02 PM
Currencies
Ol & |/ |ar Argentina system 7/11/2018 4:13:02 PM
& i = e
Raiioa Ol & |7 |aM Armenia system 7/11/2018 4:13:02 PM
O & | 7 |aw Aruba system 7/11/2018 4:13:02 PM
Coutitriss Ol & |/ av Australia system 7/11/2018 4:13:02 PM
O & |/ jaT Austria system 7/11/2018 4:13:02 PM
Modils diista Pagefs Jofy » w5 [V Views-150f249

Figure 50: Overview of Countries

The countries can be sorted and filtered in the overview according to the following
properties:

e Code e Modified by
¢ Name e Modified date

1.3.9.1 Create new Countries

The detail view for creating new countries can be accessed under “Set-
tings/Administration/Countries” by clicking the icon |+ New §

€ Settings 127?

Overview &
Code Name =

Administration ~ Save and close
New

Reporting periods e

Reporting period settings

Figure 51: Create new Countries

The creation of a new country requires the following information (fields marked with * are
mandatory):

. Code*: specification of the country code (ISO-Code).
. Name*: country name.

In addition, the submission deadline and the preparation deadline can be entered.
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NOTE: The submission deadline refers to statutory deadlines by which the report must be
submitted to the tax authority without being requested to do so. Preparation deadline here
means that the report must be completed by a certain date from which it can be requested by
the tax authority.

In addition, a filter for domestic transactions can be set in the transaction matrix under
"Domestic transactions to be documented". For this, the check mark must be removed
in countries where these transactions are to be filtered out. This means that domestic trans-
actions will not be included in the transaction matrix in the printed report and will also not
be used for the automatic allocationof modules.

The currency of the country is basically preset by default, but can be edited.

Furthermore, it is possible to upload additional information as an attachment.

The new country is created by selecting the "Save" or "Save and close" command in the
right-hand command column.

1.3.9.2 Edit existing Countries

Under “Settings/Administration/Countries” the detail view of a selected country will be dis-
played by clicking on the icon r'd

€ Settings 127?

Overview Modified by: system, 7/11/2018 4:13:02 PM_Created by: system, 7/11/2018 i3i02 PM

Administration AR Argentina
Reporting periods

Reporting period settings

Figure 52: Detailed view countries

Here, except for the "Code", all entries can be edited as described in 1.3.8.1 Create new
countries.

1.3.9.3 Preparation and filing deadlines

For the countries stored in globalDoc, the specific creation and submission deadlines as well
as extended comments can be stored. There are two ways to do this. First, the data can be
entered manually by editing the respective country (see previous subchapter). In addition, it
is possible to upload additional information as an attachment.
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4 Settings
Overview
Administration . | DE
Name* Upload Drag & Drop Files
Reporting periods Garmany
Raporting period settings eparation deadline File name Shortname | Documenttype | Modifiedby | Modified date
Users
-

Divisions Note: For editing attachment, please double click on filename
‘This dorument vl be provided to the a ing national

fes under Master data | Reporting deadlines details

Figure 53: Adding additional information to individual countries

The second possibility for entering the deadlines and the description is via the icon in
the country overview. To do this, you can first download the existing data via the icon
or an empty template in an Excel spreadsheet via the icon , then fill it in and
import it again.

NOTE: The periods entered here are displayed on the landing page if a reporting entity from

this country has been selected and no different periods have been defined by a local user for
the corresponding reporting entity.

1.3.9.4 Additional information

By clicking on the icon or using the drag & drop function, documents can be uploaded
as additional information.

NOTE: The files uploaded here will not be attached to the report and will only be used for
internal information.
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1.3.10 Module cluster

In the "Module cluster" section, the System administrator can edit existing module clus-
ters, create new module clusters or delete module clusters that are no longer required.

To facilitate the module distribution in groups in which a large number of reporting entities
have the same type of activity character (for example, contract manufacturers or commission
agents), the navigation item "Module cluster" enables the System administrator to bundle
modules and allocate them as a whole (that is, as a "Module cluster") to selected reporting
entities. This function facilitates the assignment of modules that are always to be assigned to
certain entity types. This means that all reporting entities with a similar type of activity char-
acterization (for example, contract manufacturers or commission agents) can be assigned an
identical bundle of standard modules (as "Module cluster") that has been uniquely created
for these reporting entities by the System administrator.

€ Settings ﬂ 1/3/2018 - 12/31/2018

Overview

Administration ~ 1o Name | Description | Modified by | Modified date |

Reporting periods =
01_Master File globalAdmin 3/15/2019 4:44:01 PM

L4
Reporting period settings @ | /' |o2_R&D Services globalAdmin 3/15/2019 4:45:25 PM

Module cluster Page[r o1 [s ¥ Views-20f2

Figure 54: Overview Module cluster

1.3.10.1  Create new Module cluster

The detail view for creating a new module cluster can be opened under “Set-

tings/Administration/Module cluster” by clicking the icon EEZD. The detail view consists of
the three tabs "Module details", "Assigned reporting entities" and "Assigned mod-
ules".
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€ Settings [*] /172018 - s2/35/2018

Overview

Module details | Assigned reportingentities  Assigned modules
‘Administration A
Name*

Reporting periods

S . Description
Reporting period settings s

Users

Figure 55: Create new Module cluster

To create a new module cluster, the following data must be entered in the "Module details"
tab (fields marked with * are mandatory):

o Name*: name of the new module cluster

o Description: optional description of the new module cluster

In the "Assigned reporting entities" tab, the relevant reporting entities can be assigned to

the new module cluster via the selection field ~* 4ssignreporiingentity 1 rorngved by clicking
@ Drop selected reporting entity

In the "Assigned modules" tab, the relevant modules can be assigned to the module cluster

by selecting  * Assign module ). .o oved by clicking on the icon @ Drop selected modules

The new module cluster is created by clicking the "Save" or "Save and close" command in
the right-hand command column.

NOTE: Module clusters do not work in conjunction with the automatic allocation of mod-
ules.

1.3.10.2 Edit existing Module cluster

Under “Settings/Administration/Module cluster”, the detail view of a selected module clus-
ter will be displayed by clicking the icon r'd

In this view, the existing information of a module cluster can be edited (see section "Create
new Module cluster™).

1.3.10.3 Remove Module cluster

By clicking the icon ¥ under “Settings/Administration/Module cluster”, the selected module
cluster will be deleted (the modules themselves will remain).
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1.3.11 Business line

Under the "Business line" section, reporting entities can be assigned hierarchically and can
be found more easily in the dialogs. The system administrator can edit already existing Busi-
ness lines, create new Business lines as well as remove already existing Bbusiness lines if re-
quired.

The following settings for the Business lines can be made(see Figure below).

The selected Business line can be created via the icon or the Business line can be de-
leted via the icon .

r:] 1/1/2020 - 12/31/2020 ™

—
Administzaion ==
GLOBAL - Root
Reporting periods | BLA-business Line A
BL B - Business Line B
Reporting period settings BL B.1 - Sub business line B.1

Users
Divisions

Group entities
Currencies

Regions

Countries

Module cluster
Business line
Matrix organization

Activity logs - -

Figure 56: business lines overview

In the tree or grid view, the Business line can be created. Here the information for entity type,
code, name and description (optional) of the Business line must be added. The creation is
possible in both views (tree or grid view).
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€ Settings

[':'] 1/1/2020 - 12/31/2020

Overview

Administration ~

Reporting periods

Reporting period settings

Users

Divisions

Group entities

Currencies

Regions

Countries.

Module cluster

Business line

Matrix organization

Activity logs

Entity type

Figure 57: create business lines

€ Settings

Overview

Administration ~

Reporting periods

Reporting period settings

Users

Divisions

Group entities

Currencies

Regions

Countries

Module cluster

Business line

Matrix organization

Activity logs

[':] 1/1/2020 - 12/31/2020 ™

w Code | Name
x
7 | Business Line B
& 7/ [BLEa | 5ub business line B.1
O & o |BLa business Line A

Figure 58: business lines grid view

Entity type

Business Line
Sub Business Line

Business Line

e [ ETTY [R) PTI Y

| Modified by | Modifieddate |
x x x
‘Test first name Test last nany 12/16/2020 4:34:27 PM

‘Test first name Test last nam{ 12/16/

20 4:34:57 PM
0 4:35:06 PM

Test first name Test last nam{12/16/

Under the "Setup view" item, it is possible to maintain/edit the individual levels of the man-
agement structure (Figure 57). Here, new levels can be added/deleted or existing levels can

be updated.
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€ Settings [ wasz020- 12/31/2020

v

Administration ~ In this screen, you can maintain the individual levels of a management structure. These levels can then be used to ereate the management structure itself.

The following actions are available:

Reporting pericds
ew level: Adds a new level after the lowest level and fhus enables you ta enter management entities of this new level in the maintenance sereen Management Entities,
Reporting period setti
POrting pe mgs Update level: Allows you to adjust the name and enter a deseription. Please go to the desired level to be changed.
Users Delete level: Deletes the complete level, but is only possible if all management entities an this level have been deleted beforehand. Please go to the desired level to be deleted.
Divisions
all
Group entities &[] Business Line
Sub Business Line
Currencies
Regions
Countries.
Module custer
Business line
Matrix organization
Activity logs - =

Figure 59: business lines setup view

Preparation Deadline:

Settings r:l 1/1/2020-12/31/2020 Filing Deadlin

Overview
Parent slement

Business Line

Save

Administration ~

Reparting periods Sub Business Line

Reporting period settings Description
Users

Divisions

Group entities

Currencies

Reglons

Countries

Module cluster

Business line

Matrix organization

Activity logs - -

Figure 60: create sub business lines
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1.3.12 Matrix organization

In this area, the reporting entities can be assigned to the business units. The existing assign-
ments are shown in the list:

€ Settings [ w3rz020- rafz1/2020 ~

Overview

0 [ VY s o] 1| e [

Administrati ~
o CompanyCode |  Company | Permanent Establishment o] Country Sub Business Line| BusinessLine |  Modifiedby | Modified date

Reparting periods x x x x x x
J & |Uoz2 FR-Demo S.A. FR - France BL B.1 - Sub business BL B - Business Line Test first name Test 112/16/2020 4:35:411

Reporting period settings i/ vo DE-Demo Headquart DE - Germany BL A - business Line Test first name Test 112/16/2020 4:35:28.

Users

Divisions

Group entities

Currencies

Regions

Countries

Module cluster

Business line
Matrix organization

Activity logs - -

Figure 61: matrix organization overview

€ Settings 17?

Overview Repor

Administration ~
Business line*

Reporting pericds =[] GLOBAL - Root
| BL A- business Line A
Reporting peried settings &[] BLB- Business Line B
BLB.1 - Sub business line B.1
Users
Divisions
Group entities
Currencies
Regions
Countries
Module cluster
Business line
Matrix organization

Activity logs - -

Figure 62: matrix organization new

By clicking on "Reporting entity", entities can be selected from a drop-down list. After that,
the business line can be assigned by clicking on a business line in the displayed tree structure.
Clicking on "Save" completes the assignment.
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1.3.13 Activity logs

Under the navigation item "Activity logs", the system administrator can track user activities
within globalDoc.

In globalDoc previous versions of documents are saved. The action log enables thesSystem
administrator to trace which user performed which type of action on which object (module,
reporting entity, reporting period).

The overview page opens under “Settings/Administration/Activity logs”.

€ Settings 1?
Overview Start date* Reporting period*
2/15/2019 All reporting periods Refresh log
Administration N Exportlog
End date* [] Only reporting actions
Reporting periods 3/15/2019
Reporting period settings © Search options v m
Users (m] Action date s Action User Level Message |
" x x x x x
Divisions 5
[3/15/2019 insert Demo FR User INFO ModuleTextOrDocument|1198|Name:4.3
- [3/15/2019 insert Demo FR User INFO ModuleTextOrDocument|1197[Name:4.3
Group entities =
[3/15/2019 update Demo FR User INFO Module|ID:3578| Name:4.3.2 Support Sei
. O 3/15/2019 insert Demo FR User INFO ModuleTextOrDocument| 95| Name:
Correncies [ |3/15/2019 insert Demo FR User INFO ModuleTextOrDocument|1196[Name:
[3/15/2019 update Demo FR User INFO Module|ID:3581Name:1.7 Business Rest
Regiang O3/15/2019 update Demo FR User INFO Module|ID:3575Name:1.2 Management
[ 3/15/2019 insert Demo FR User INFO ModuleTextOrDocument| 1193 Name:1.4
Countries [3/15/2019 update Demo FR User INFO Module|ID:3584|Name:1.4 Business actil
[3/15/2019 insert Demo FR User INFO ModuleTextOrDocument|1194|Name:1.4
Module cluster O 3/15/2019 insert Demo FR User INFO ModuleTextOrDocument| 1192 Name:1.6
O3/15/2019 insert Demo FR User INFO ModuleTextOrDocument| 1191/ Name:1.6
Management entities [3/15/2019 update Demo FR User INFO Module|ID:3572|Name:1.6 Local compet
[|3/15/2019 Aktualisieren globalAdmin INFO DocumentationPeriodUnit|ID:229|Name
Activity logs [ 3/15/2019 Aktualisieren globalAdmin INFO DocumentationPeriodUnit|ID:229|Name
ity logs
Document types Page[r |of68 »> »i[i5 [v] View s 15 0f 4007

Figure 63: Activity logs

By entering the "Start date" or "End date", the period to be displayed in the overview can
be selected. The reporting period list field allows to further filter the selection by the created
reporting periods. To view only entries that are directly related to report creation, the option
"Only reporting actions" must be selected.

1.3.13.1  Refresh Activity logs

Under the “Settings/Administration/Activity log”, by clicking the "Refresh log" command
in the right command column, the activity log of the selected reporting period is updated to
the latest status.

1.3.13.2 Export Activity log

Under the “Settings/Administration/Activity log”, by clicking on the "Export log" com-
mand in the right-hand command column, the action log is exported to an Excel file (see fig-
ure below).
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A B © D E F 6 H -

1 [Export date 1 21062019
2 Exported by globalAdmin
3 |Start date 21.05.2019
4 |End date 21.06.2019
5
6 Action date |~ Date |- Action - User [~ Message -
7| 0306201901237 03.06.2019 insert System ReportingTemplate[321|Name-Template_Module_local versions.doc
8| 0306201910238  03.06.2019 insert System ReportingTemplate[322/Name-Template_Module_Overview_Transaction_group.doc
9| 0306201910238 03.06.2019 insert System ReportingTemplate[337Name:Module_template.doc
10| 03.0620191012:35  03.06.2019 insert System ReportingTemplate336Name:Template_Transfer_pricing_analysis.doc
1] 03.0620191042:38  03.06.2019 insert System ReportingTemplatel335/Name-Template_TextModule.doc
12| 0306201910238 03.06.2019 insert System ReportingTemplatel334/Name-Template_Report.doc
13| 0306201910238 03.06.2019 insert System ReportingTemplate[333Name:Template_Ovenview_Transaction_partners.doc
14| 03.062019101238  03.06.2019 insert System ReportingTemplate[332[Name-Template_Oveniew_Transaction_matrix.doc
15| 03.062019101238  03.06.2019 insert System ReportingTemplate[331|Name-Template_Oveniew_Transaction_groups.doc
16| 03.06.20191012:35  03.06.2019 insert System ReportingTemplate330Name:Template_Module_Oveniew_Transaction_group.doc
17| 0306201910238 03.06.2019 insert System ReportingTemplatel323Name-Template_Oveniew_Transaction_groups.doc
18] 0306201910238 03.06.2019 insert System ReportingTemplate[324/Name-Template_Ovenview_Transaction_matrix.doc
19| 03.062019101238  03.06.2019 insert System ReportingTemplate[325|Name-Template_Ovenview_Transaction_partners.doc
20| 03.06201910:12:38  03.06.2019 insert System ReportingTemplate[326|Name-Template_Report.doc
21] 03.06.201910:12:38  03.06.2019 insert System ReportingTemplate327|Name:Template_TextModule.doc
22| 03.06201910:42:38  03.06.2019 insert System ReportingTemplate|328|Name-Template_Transfer_pricing_analysis.doc
23| 03.06201910:1238  03.06.2019 insert System ReportingTemplate/329Name:Module_template.doc
24| 06.06.2019 1456948 06.06.2019 Einfugen ReportTy ReporType_3 xml
25| 06.06.201915:0022  06.06.2019 Einfugen g ReportTyp ReporType_3.xml
26| 06.06.201915:0032  06.06.2019 Einfigen g ReporiTyp ReportType_3.xml

06.06.2019 153149 06.06.2019 Aktualisizren globalAdmin DocumentationPeriodUnitID:66Name:CH-Demo Finance AGICode: U16IDP:01.01.2016 - 31.12.2016IDPU.CH-
21 Demo Finance AG

16.06.2019 11:67:28 18.06.2019 Aktualisizren globalAdmin
2 DocumentationPeriodUnit|ID-56]Name:CZ-Demo s.r.0.Code:U03IDP:01.01.2018 - 31.12.2018IDPU-CZ-Demo s.r.0.
29| 18.06.2019 11:69:23 18.06.2019 Aktualisizren globalAdmin Module|ID:1396[Name:1.6 Local competition|Class LocalDPU-56
30| 16.06.2019 11:69:23 18.06.2019 Einfiigen g ModuleTextOrD 1.6 Local competition.docx
3| 16.06.2019 11:59:23 18.06.2019 Einfugen g ModuleTextOrD 1.6 Local competition.docx

16.06.2019 11:59:52 18.06.2019 Aktualisieren globalAdmin
32 DocumentationPeriodUnit|ID-56]Name:CZ-Demo s.r.0.Code: U03IDP:01.01.2018 - 31.12.2018IDPU-CZ-Demo s.r.0
33| 16.06.2019 134204 18.06.2019 update globalAdmin Module|D:762[Name:1.4 Business activities|Class-LocallDPU 56
34| 16.06.2019 1342.05 18.06.2019 insert g ModuleTextOrD 1|Name:1.4 Business Actiities.docx
35| 16.06.2019 13:42:05 18.06.2019 insert g ModuleTextOrD 1.4 Business Activities.docx

Action logs

Figure 64: Excel-export of Activity log

The following information will be contained in the exported Excel file:

. Action date: indicates the exact time (date and time) of the respective action

o Action: allows the executed function to be viewed in detail and sorted according to it
. User: names the editing user

. Message: provides further information, for example, on the reporting entity and the
reporting period

1.3.13.3 Empty Activity log

Under the “Settings/Administration/Activity log”, by clicking on the command "Empty ac-
tivity log" in the right command column, the complete recording of the performed activities
will be deleted.
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1.3.14 Attachment types

Under the navigation item "Attachment types", the System administrator can define fold-
ers under which uploaded attachments are stored when the report is generated.

€ Settings 2?
v ]
A ~|[O Name | Is active? | Modified by | Modified date |

x M x x x

Reporting periods /' |Contracts v | globaladmin 5/9/2017 8:07:57 PM

/ |Charts v globalAdmin 5/9/2017 8:08:18 PM
Reporting period settings /' |Background Information v globalAdmin |5/9/2017 8:08:45 PM

7/ |Admin & i 5/24/2017 8:19:52 PM
Vs 0| & | / Diagram v | globaladmin 3/10/2019 11:44:27 AM
Divisions
Group entities
Currencies
Regions
Countries
Bl Page[s_]of1 5 v Views-5of5

Figure 65: Overview Attachment types

By clicking the icon / , the editing of already existing document types is possible. These can

be deleted by clicking on the icon M. Using the search options function ,
existing document types can be searched for self-defined rules.

Note: Predefined document types cannot be deleted.

New document types can be created by clicking the icon .

€ Settings 2?

Overview s
Name* P

Administration ~ Save and close
New
Sort order*
Reporting periods °

Close
Reporting period settings ) Is active?
Users

Divisions

Group entities

Currencies

Regions

Countries

Module cluster

Management entities

Activity logs

Document types

Figure 66: Creation of Attachment types

The creation or editing of a document requires the specification of a "Name" and the "Sort
order". The checkbox ¥ must be ticked to activate or deactivate the selected document type.
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1.3.15 Security logs

In the "Security logs" section, the system administrator can track activities from the securi-
ty administrator.

The security log enables the system administrator to see which administrator performed
which type of action on which object.

The overview page opens under “Settings/Administration/Security logs”.

€ Settings
Overview & Export to Excel | Search options v | x |
Administration ~ |0 Type | D | optional Text 1 Action Modified field 0ld Value New Value Modified by | Modified date |
x x x x x x x x x
Reporting periods [ |epuser 260 Demo FR User Insert Demo FR User globalAdmin 3/15/2019 3
[ |GDUser 260 Demo FR User Insert Benutzername Demo FR User globaladmin 3/15/20193
Reporting period settings (] |Gpuser 260 Demo FR User Insert Ist gesperrt False globalAdmin
(1 |GDUser 260 Demo FR User Insert Rollen Assignment | GE:All | | globalAdmin
Users []|GDUser 260 Demo FR User Tnsert Rollen TaskAdministrator | G globalAdmin
(] |GpUser 260 Demo FR User Insert Rollen TaskApprover | GE:All globalAdmin 3/15/2019 3:27:42 PM
Divisions [ |GDUser 260 Demo FR User Insert Rollen NavigationEditAll | GE globalAdmin 3/15/2019 3:27:42
[] | GDUser 260 Demo FR User Tnsert |Rollen NavigationReadAll | G globalAdmin
Group entities L[]/ GDUser 260 Demo FR User Insert Rollen NavigationPrint | GE:: globalAdmin
[ |GDUser 260 Demo FR User Insert Rollen ModuleLocalRead | GEglobalAdmin
Canmiss []|GDUser 260 Demo FR User Insert Rollen ModuleLocalWrite | G globalAdmin
[ |GDUser 260 Demo FR User Insert Rollen ModuleDivisionalReac globalAdmin
Rk [ |GDUser 260 Demo FR User Insert Rollen ModuleGlobalRead | C globalAdmin 3/15/2019 3:27:42 PM
(] |Gpuser 260 Demo FR User Insert Rollen ModuleDefinition | GE globalAdmin 3/15/2019 3:27:42 PM
. [ |GDUser 260 Demo FR User Insert Rollen DocumentManagemer globalAdmin 3/15/2019 3:27:42 PM
Countries
Modiia e Pagsfi_Jofao w wifi 9]

Figure 67: Security logs

Via the icon , the table can be exported to Excel. The search options function

allows to search the table according to self-created rules.

Pa A B ® D E F G H 1 J K L M N o P Q R s =
1 Type ID Optional Text 1 Action Modified field Old Value New Value Modified by Modified date
2 |GDUser 209 Test User Delete Test User globalAdmin  21.06.2019 14:31
3 |GDUser 209 Test User Insert Test User globalAdmin | 21.06.2019 14:20
4 |GDUser 209 Test User Insert  Login name Test User globalAdmin | 21.06.2019 14:20
§ |GDUser 209 Test User Inset s locked out False globalAdmin | 21.06.2019 14:20
6 |GDUser 189 localuser Insert  Roles NavigationEditAll | GE-All globalAdmin | 18.06.2019 14:16
7 |GDUser 189 localuser Insert  Roles ModuleLocalWrite | GE-All globalAdmin | 18.06.2019 14:16
8 |GDUser 189 localuser Insert  Roles ModuleDi | GE:All 18.06.2019 14:16
9 |GDUser 189 localuser Insert  Roles ModuleGlobalRead | GE-All globalAdmin | 18.06.2019 14:16
10 |GDUser 189 localuser Insert  Roles D | GE:All gl 18.06.2019 14:16
11|GDUser 190 localassignee Insert  Roles TaskAdministrator | GE:GLOBAL globalAdmin  18.06.2019 14:16
12|GDUser 190 localassignee Insert  Roles TaskApprover | GE-GLOBAL globalAdmin  18.06.2019 14:16
13|GDUser 190 localassignee Insert  Roles ModuleGlobalRead | GE:GLOBAL ~ globalAdmin  18.06.2019 14:16
14|GDUser 190 localassignee Insert  Roles ModuleGlobalWrite | GE:GLOBAL  globalAdmin  18.06.2019 14:16
15|GDUser 190 localassignee Insert  Roles ModuleDefinition | GE-:GLOBAL globalAdmin  18.06.2019 14:16 1
16 |GDUser 190 localassignee Insert  Roles [s! | GE:GLOBAL g 18.06.2019 14:16
17 |GDUser 190 localassignee Insert  Roles TaskAdministrator | GE:DIV 1 globalAdmin  18.06.2019 14:16
18 |GDUser 190 localassignee Insert  Roles TaskAdministrator | GE:DIV 6 globalAdmin  18.06.2019 14:16
19 |GDUser 190 localassignee Insert  Roles TaskAdministrator | GE:DIV & globalAdmin  18.06.2019 14:16
20 GDUser 190 localassignee Insert  Roles TaskAdministrator | GE:DIV 4 globalAdmin  18.06.2019 14:16
21 GDUser 190 localassignee Insert  Roles TaskAdministrator | GE:DIV 3 globalAdmin 18.06.2019 14:16
22 GDUser 190 localassignee Insert  Roles TaskAdministrator | GE:DIV 2 globalAdmin 18.06.2019 14:16
23 GDUser 190 localassignee Insert  Roles TaskApprover | GE:DIV 1 globalAdmin 18.06.2019 14:16
24 GDUser 190 localassignee Insert  Roles TaskApprover | GE:DIV 6 globalAdmin 18.06.2019 14:16
25 GDUser 190 localassignee Insert  Roles TaskApprover | GE:DIV 5 globalAdmin 18.06.2019 14:16
26 GDUser 190 localassignee Insett  Roles TaskApprover | GE-DIV 4 globalAdmin 18.06.2019 14:16
27 GDUser 190 localassignee Insett  Roles TaskApprover | GE-DIV 3 globalAdmin 18.06.2019 14:16
28 GDUser 190 localassignee Insett  Roles TaskApprover | GE-DIV 2 globalAdmin 18.06.2019 14:16
29|GDUser 190 localassignee Insert  Roles ModuleDi | GE:DIV 1 gl 18.06.2019 14:16
30 |GDUser 190 localassignee Insert  Roles ModuleDi | GE-DIV 6 gl 18.06.2019 14:16
31|GDUser 190 localassignee Insert  Roles ModuleDi | GE:DIV & gl 16.06.2019 14:16
32 |GDUser 190 localassignee Insert  Roles ModuleDi | GE-DIV 4 gl 16.06.2019 14:16
33 |GDUser 190 localassignee Insert  Roles ModuleDi | GE:DIV 3 gl 16.06.2019 14:16
34 |GDUser 190 localassignee Insert  Roles ModuleDi | GE:DIV 2 gl 16.06.2019 14:16
35 |GDUser 190 localassignee Insert  Roles ModuleDi | GE:DIV 1 gl 16.06.2019 14:16
36 |GDUser 190 localassignee Insert  Roles ModuleDi | GE-DIV 6 gl 16.06.2019 14:16
37 |GDUser 190 localassignee Insert  Roles ModuleDi | GE:DIV 5 16.06.2019 14:16
36 |GDUser 130 Insert  Roles ModuleDivisionalVrite | GE-DIV 4 lobalAdmin  16.06.2019 14:16 -

[sheett [ @ . ,
Figure 68: Excel-Export of Security logs
The exported Excel file will provide the following information:
. Type: specifies the type of entity
o ID: identification number of entity
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o User: specifies the entity (e.g. name of the User)

. Action: specifies the nature of the performed action

o Modified field: indicates where something was changed

o Old value/New value: indicates the performed changes

o Modified by/Modified date: specifies the person who performed the changes and
the respective date of modifications

1.3.16 Consistency checks

The navigation item "Consistency checks" has been created to provide access to the con-
sistency checks of the databases. In doing so, potential defects and problems may be detected

at a glance.

We strongly recommend performing this function jointly with our experienced globalDoc-

support team.

€ Settings
Overview
Administration
Reporting periods
Reporting period settings
Users
Divisions
Group entities
Currencies
Regions
Countries
Module cluster
Management entities
Activity logs
Document types
Security logs
Consistency checks
Customizing

Email & escalation

oty
I Uos - DE-Demo Headquarters AG > m 1/1/2018 - 12/31/2018

Repair modules
Name Description
v Invalid admin-modules Fixes admin-modules that are local /global but are not connected to GLOBAL.
«  Histrorized modules in tasks Delete all tasks with reference to historized modules.
«  Unallowed copies of modules Deletes unallowed copies of divisional/global or data-collection modules.
 Tnvalid module type Shows modules, that have an invalid module type.
v Invalid module task-templates Fixes module task-templates. A local module copy cannot be referenced in a task-template.
Local modules not deleted, although : . - e X :
Y moduleas deleted in overal Hhrary Delete local copies of modules, if module was deleted in overall library. These modules cause errors during a period copy.
Repair tasks
Name Description
o Tsksforloalmodlesaredisplavedin g1y oterence to a documentation-task
task-management
' Taskduplicates Deletes task-duplicates.
Repair transactions
Name Description
v Unallowed divisional/global Deletes all divisi ions. Divisi ons are not allowed.
Repair group entities
Name Deseription N
A Tnvalid values for field 'Has transactions?”  Sets values for this field depending on setup for permanent establishments.
(Optional) Not connected, copied = < s < Ly - 3 5
A reportilig entities Connects periods ‘maintained through a reporting period copy).
v Group entity without code Show group entities which does not have code. The fix is inserting code value which will be generated from their names.
Roles
Name Description
+  Time-dependent roles Shows cutstom and time-dependent roles. Correction is done by a DB-Script (outside of the application).
' Duplicate roles Zeigen Sie die duplizierten Rollen an. Der Korrektur ist das Léschen von zuletzt hinzugefiigten Duplikaten.

Figure 69: Overview Consistency checks

Error count

Error count

24

Error count

[ Details Jf £

 Detais I Fix
 Detais Il Fix
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1.4 Menu item Customizing

1.4.1 General

Under "General" the visible columns in the entity selection of the analysis can be adjusted.
Also the preview of the final document can be edited.

€ Settings 1?
Overview
Analysis
Admintstration , | Columns to show in the entit selection screen:
Visible columns Hidden columns
Customizing Group entity: Code Group entity: Modified by
Reporting entity: Name Group entity: Modified date
General Group entity: Shert nama Group antity: Appraved
Group entity: ERP number Group entity: Full name
Translations
Group entity: blish £ ity: Dpu 1d
Rolee Group ently: Name of tax offics Group entity: Crestes report!
Group entity: Address of tax offics Reporting entity: Type
Navigation Group entiry: Tax number ‘Reporting entity: Address

Raporting templates

Group entity: Short business year
Group entity: Country

Group entity: Legal representative (with address)

Reporting entity: Modified by
Reporting entity: Modified date
Reporting entity: Cod

Analysis templates Group entity: Local currency Reporting entity: Country
. Group entty: Ascountable Conntry info: Modified by
sensing
i ¢ t odified date
Email & sscalation J

Country info: Filing deadline

Region: Name

Figure 70: customizing general overview

Country: Curreney code
Region: ID
Region: Modified by

Whether the chapter structure in the report configuration is expanded, collapsed or only the
last level is displayed can be selected here.

Lastly, topic areas can be created here, which can be selected in the contact form under the

Help section.

1.4.2 Translations

This sub-menu allows to implement different languages for navigation as well as the editing
of individual terms.

NOTE: Due to the complexity of this function, we recommend that you only make changes to
the translations in consultation with the relevant consultant or with Datenwerk.
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1.4.3 Roles

Under the section "Roles" via “Settings/Customizing/Roles”, the system administrator can
manage existing roles, create new roles or remove roles that are no longer required.

Roles are listed under “Settings/Administration/Users” and describe self-defined system
rights that can be assigned to a user.

1.4.3.1 Manage Roles

The administrator can access the role overview via Settings/Customizing/Roles. The over-
view contains all roles that have already been created.

€ Settings 1?

e I ) s 1

Deseription | Role name ¢] Role type Default role | Modified by | Modifieddate |

Administration
v x vox

Customizing. # Accountable Accountable Group system 4/16/2019 8:50:24 AM

CVa Admin edit module Module globalAdmin 12/10/2019 4:13:34 PM

# Assignment bases access Assignment Navigation globalAdmin 12(7/2020 1:47:50 AM
4/16/2019 8:50:24 AM
7/18/2014 6:54:06 PM.

# Delegated
# Manage attachments
# |Edit Ms
#  Edit Transactions

Translations

Roles

Navigation

Reporting template
porting templates /| Read global content ModuleGlobalRead

/ Editglo r| ModuleGlobalWrite
# | Read local coment ModuleLocalResd Module system
/| Editlocal content ModuleLocalWrite Module system 7/18/2014 6:54:06 PM

# | Print report NavigationPrint Navigation system 7/18/2014 6:54:06 PM «

Page1_Jof1 00 v

Figure 71: Overview Roles

In a large number of cases, the roles pre-specified by the system are sufficient. However, if
adjustments or additions are necessary in individual cases, "New roles" can be created in
this navigation item and distributed to users via “Settings/Administration/Users®.

1.4.3.2 Create new Roles

By clicking the icon under “Settings/Customizing/Roles”, the detail view for creating
new roles will be displayed.

In order to create a new role, the following data must be entered (fields marked with * are
mandatory):

. Role name*: Name of the role to be created.

. Description: Optional description of the created role.
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. Role type*: Definition of whether the role is navigation-related or module-related.

o Default permission*: Selection of the permissions that can be assigned to the new
role by default; currently exist the following permissions:

- Read,
- edit,
- edit and delete,

- create, edit and create.

€ Settings 2 2

Overview 2
Role namet Role type’ Save

Navigation Save and close
Administration v ‘
New
Description Default permission*
izis L : Close
Customizing ~ Read

Roles

Navigation
Reporting templates
Analysis templates

Licensing

Figure 72: Create new Roles

1.4.3.3 View/edit existing Roles

Under “Settings/Customizing/Roles”, the detail view of a selected role can be opened by

clicking the icon # . Roles preset by the system cannot be edited. However, the System ad-
ministrator can determine whether these roles should be considered as standard roles or not.

€ Settings 17?

Overview Modified by: system, 4/36/201p 8:59:24 431 Created by: system, 4/16/2019 B:39:24 230

Role pame* Raole type"
Administration Accountable Group

Description Default role
Customizing 4 Accountable

vt it e
Translations

Roles

Navigation

Reporting templates

Analysis templates

Licensing

Email & escalation

Figure 73: Edit roles
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1.4.3.4 Delete Roles

A selected role can be deleted under “Settings/Administration/Roles” by clicking the icon ®.
Roles created by the system cannot be deleted.

1.4.4 Navigation

Under “Settings/Customizing/Navigation”, the system administrator can view the naviga-
tion structure and rename certain navigation items. Furthermore, it is possible to assign cer-
tain roles to navigation items.

€ Settings [™] 1/1/2020-12/33/2020 22?
Overview
Edit Name Modified by Modified date
—— /T Settings system /112018 412:59 PM
7~ Administration system 7/11/2018 4112:50 PM
Customizing
/7 Reporting periods system 7/13/2018 4:12:59 PM
General > Reporting period settings system 7/13/2018 a2:59 PM
7 Users system 7/11/2018 g:12:50 PM
Translations
7 Divisions system 7/11/2018 422:50 PM
Bolde y Group entities i 7/11/2018 g12:59 PM
Navigation 7 Currencies system 7/13/2018 4:13:03 PM
7 Regions sistem 4/26/2019 8:50:22 AM
Reporting templates
7 Countries system 7/11/2018 4:13:02 PM
Analysis templates 7/ system 7/11/2018 4:12:59 PM.
isate /7 sstem 7/13/2018 4:12:59 PM
i
7 system 10/15/2020 5:10:44 PM
Emall & escalation
7 sistem 7/11/2018 gix2:59 PM
7 system 7/11/2018 4:12:50 PM
y Securiy logs system 7/11/2018 42:59 P
7 Consistency checks system 9/19/2018 2:07:54 PM
/ Customizing system 7/11/2018 4:12:59 PM
7 General system 9/1/2020 8:42:36 AM =

Figure 74: Overview Navigation

Under “Settings/Customizing/Navigation”, the detail view of a selected navigation item will
be opened by clicking on # . Navigation items created by the system cannot be edited.

-
&« tl 1/1/2018 - 12/31/2018 1 ?

Madified by: system, 7/23/2018 4iz2i59 P Created by system, 7/11/2018 gi1zige PM

Save
Navigation element
Save and close

Reporting company
Send link as e-mail

The name of the navigation item may be changed here. Close

Language Navigation element

de Berichtsunternehmen

en Reporting company

es Hlageni spolecnost

es Compaiia

pl Spétka sprawozdaweza

ptbr  Empresa declarante
pt Empresa declarante

Figure 75: Edit Navigation items

The name of the navigation element is always displayed in the available languages. For some
navigation items, it is possible to change the names for the individual languages. In addition,
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some navigation items show already assigned roles and the respective rights. By clicking the

icon , new roles can be added and old roles may be deleted.

1) settings 4/2018 414250 PAL Created by: system, 7/41/2018 42

\3 Documentation setup v Assigned Roles:

71 Reporting company Add Roles x
o Tasks

Unassigned Roles:

click to add

* Assignment

* Administrator

Assigned Roles:
click to remove

* NavigationReadall
* NavigationEditall

Read
Edit

* Taskadministrator

* TaskApprover

* NavigationPrint

* ModuleLocalRead

* ModuleLocal Write

* ModuleDivisionalRead
* ModuleDivisionalWrite
* ModuleGlobalRead

* ModuleGlobalWrite

S ] . |

+ Assignall | © Unassignall

Figure 76: Assign Roles to navigation item

0K

Furthermore, it is also possible to copy the rights of other navigation items by selecting the

function kM,

1.4.4.1 Request report

It is possible to activate the "Request report" function for editors via the navigation settings
under "Settings/Customizing/Navigation". This function allows an administrator to limit the
free printing permission and to make the generation of a report dependent on the approval of

an administrator.

In the navigation settings shown below, click on the button # next to the entry "Create re-

port".

Overview

Administration

Customizing

Email & escalation

NNERNEREIS S CNSNENNN SNESNES VEE S AANES

Figure 77: Navigation “Create report”
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In the menu that appears, click on the button in the upper part of the menu (see figure
below).

Administration

Customizing

The name of the navigation item may be changed here.

Translations Language Navigation element

Fols en

Navigation
Reporting templates

Figure 78: Settings “Create report”

In the following window, click on the assigned role "NavigationPrint" on the right to remove
it and select the role "NavigationEditAll" from the list of unassigned roles on the left. Then
the menu should look as shown in the following figure.

Add Roles x
Unassigned Roles: Assigned Roles:
click to add click to remove

. NavigationPrint . NavigationEditAll Edit

. Admin edit module

. Assignment

. Administrator

. TaskAdministrator

. TaskApprover

., NavigationReadall

. ModuleLocalRead

. ModuleLocal Write

., ModuleDivisionalRead
. ModuleDivisional Write

Copy rights from: v m

+ Assign all T Unassign all

OK

Figure 79: Role assignment “Create report”

The changes can be accepted by clicking the button = “*

By using these settings, users with standard rights can print reports not yet finalized only as
PDF and with a draft-watermark. If the report has already been finalized, the user can only
request to create a report. Upon confirmation by an administrator, the user is allowed to
print the report.

This request appears to the system administrator on the main page in the
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Menu item Approve Admin Tasks®.

NOTE: These settings can be undone by exchanging the previously assigned or deleted roles
"NavigationPrint" and "NavigationEditAll". The editors can freely generate the reports as
before.
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1.4.5 Reporting templates

In the "Reporting templates" section, the System administrator can create and edit report
templates. The navigation item "Reporting templates" can be accessed via “Set-
tings/Customizing/Reporting templates”.

Report templates include formatting templates based on the corporate design that automati-
cally determine the formatting of the generated reports. Any number of report templates can
be created and individualized. The report templates are Word documents saved as Mi-
crosoft® Office file type ".doc". These are uploaded under globalDoc.

Under “Settings/Customizing/Report templates”, existing report templates may be copied,
renamed or adjusted. A report template consists of at least seven Word templates that refer
to the different components of the documentation report.

4 Settings 17?

Overview
) Templat

Administration DefaultTemplate @ Template_Mor

%) Template_Ov
Customizing. Is active
%) Template _(
General %) Template_Ov nsaction_partners.docx
4) Template_Report.doex
@ Template_TextModule.doex
&) Template_Transfer_pricing_analysis.docx
) Module_template.docx
Navigation %) Template_Module_local_versions.doex

%) Template_Module_Overs

%) Template Overview_Trar

Analysis templates %) Template_Ow

%) Templat

@ Template_Report doc

Email & escalation

Figure 80: Reporting templates components

The report templates filed under "Reporting templates" provide the basis for the reports
generated under "Report". The templates ensure a uniform application of the corporate de-
sign. The individualized report templates can be selected under Reporting entity/Report via
the drop-down list "Select report template".

To create an individual report template, an existing report template has to be copied using
the function "Copy template" in the right command column (here: "DefaultTemplate").

This allows individual Word templates to be customized. Word templates that are not re-
placed are retained.

Note: The "DefaultTemplate" is stored in the system and cannot be deleted or edited.
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€ Settings 22

Overview

a3 o copy 1 of DefaultTemplate

s : ® Template_Overview_Tra
Customizing
copy 1.0f DefaultTemplate ® Termplats_Overy
Gt ® Template_Overview_Transaction_partners.doex
Is active ® Template_Reportdock
Translations %) Template_TextModule.doc
#) Template_Transfer_pricing_analysis.docx
Roles
%) Module_template.docx
Navigation ® Template_Module_local_versions.docx
® Template_Modul
Reporting templates
%) Template_Overv
Analysis templates @ Template_Overv
%) Template_Overview,_Transaction_partners.docx
Liceasing ® Template_Reportdocx
- ® Template_TextModule.docx

®) Template_Transfer.

®) Module_template.docx

(Choose File | No file chosen .

Figure 81: Create template - Copy template

After creating a new template, the copied report template must be renamed under “New
template name”.

The template is renamed by entering a new name in the line "New template name" and
subsequently, must be saved by clicking the command "Save" in the right-hand command
column (see the name “copy of DefaultTemplate” in figure above and below).

Note: The name of the report template must not contain any special characters.

The new template is now selectable and the seven associated Word files can be customized.
To do this, the report template to be changed must be selected in the "Reporting tem-

plates" selection box. With a click on the icon '&:', the system adminitrator can download,
save and edit the Word templates associated with the chosen report.

& Settings 2
Overview ™
Repo plate_Module_Overview_Transaction_group.doc
Administration v | CoPy plate_Overview_Transaction_groups.doc i
- pome pleciplats_Ovarviaw, Transaction i doe o
Customizing ~ :
Reporting Template plate_Overview_Transaction_partners.doc
Roles plate_Report.doc
@ Isactive plate_TextModule.d
Navigation ._template.d
Reporting templates plate_Transfer_pricing_analysis.d
plate_Module_local_versions.d
Analysis templates .

Choose File | No file chosen

Licensing

Figure 82: Create template - Rename template

After editing and locally saving the respective file, the individually modified Word templates

can be uploaded via | ChooseFile | apq with the same name (e.g.: Tem-
plate_ Overview_Transaction_partners.doc). The modified report template (here: Manual
template) is then available in globalDoc and can be selected under "Report" and used for the
report.
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Note: The name and document type of the Word document to be uploaded must exactly
match the name of the Word template to be replaced (e.g. "Template_Report.doc").

1.4.6 Analysis templates

The functions contained in the navigation item "Analysis templates" offer the possibility to
enter text modules for documenting the appropriateness of transfer prices.

Via “Settings/Customizing/Analysis templates”, an overview page can be opened (see figure
below) that shows the analysis templates already created.

€ Settings 22

overew 4o & ot [ 0 serhopions | =2

Administration e Type of analysis | Option name | nternal comment on tex{ Modificdby |  Modifieddate |

x
c- globaladmin
cup elobaladmin
REM globaladmin

Customizing ~

Roles

Navigation
Reporting templates.
Analysis templates
Licensing

Email & escalation

Figure 83: Overview of Analysis templates

The list of all existing analysis templates can be sorted by the following values by clicking on
the corresponding field:

e Type of analysis e Modified by
e Option name e Modified date
e Internal comment on text selec-

tion

NOTE: The result can be refined by entering the searched word in the desired column and is
confirmed by pressing ENTER.

The S;Lected analysis template can be directly deleted by using the icon ® or edited using the
icon # .

The overview page provides various functions for managing the analysis templates. These
functions are briefly described below.

+ New Create a new analysis template

@ Delete Delete selected analysis template

KL

search or Columns. The search can also be updated here.
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m Close the administration view and redirect to the glob-
alDoc Solution® overview page

1.4.6.1 Create Analysis templates

Under “Settings/Customizing/Analysis templates”, the detail view for creating a new analy-

sis template will be displayed by selecting the icon . Fields marked with (*) are manda-
tory. The description of the method, the description of the cost basis, the appropriateness of
the applied method and the appropriateness of the transfer price can be documented in vari-
ous tabs. The documented information is then available to the local users under the program
item “Reporting Entities/Transactions/Analyses/Transfer pricing”.

€ Settings 2?

Overview

Create analysis template
Administration

Customizing A
Roles ypegtamlysls
Comparable uncontrolled price method
Navigation
Description of applied method | Description of the costbase  Appropriatness of applied method  Appropriatness of transfer pricing
Reporting templates
Analysis templates

Licensing

Email & escalation v

Figure 84: Create a new Analysis template

When creating an analysis template, the following additional information can be entered in a
free text field:

o Description of applied method,

o description of the cost base,
o appropriateness of applied method,
o appropriateness of transfer pricing.

1.4.6.2  Editing existing Analysis templates

By clicking on the icon #* under “Settings/Customizing/Analysis templates”, the detail view
of the respective analysis template will be opened. Here, information added when creating a
new analysis template can be edited (see "Create Analysis templates").
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1.4.7 Licensing

License information and the license key of the used globalDoc version are displayed under
the navigation item "Licensing".

€ Settings 12?

Max. number of
reporting entities Change
2% Close

Overview Espi

Administration V| ¥ Isactivation timespan valid?
Customizing ~

Is historization active?
Roles ;

Is expired?
Navigation
Reporting templates

Analysis templates

Licensing

Figure 85: Licensing information

The System administrator has the possibility to modify the license key by selecting the func-
tion "Edit" on the right-hand command column. Any changes to the license key should be
made in accordance with PwC/Datenwerk: The previous version of the license key will be
deleted and globalDoc will not be accessible until a valid license key is re-assigned. However,
the deletion of the license key will have to be confirmed first.
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1.5 Menu item Email & escalation

1.5.1 Setup

Under "Setup", the email-function in globalDoc can be activated, email addresses can be
edited and the escalation intervals (or reminder-intervals) of the respective emails can be set.

4 Settings
Overview ilis
Generate e mail
Administration
Send emails directl;
Customizing

‘Email & escalation

Esealation time [z0:45

Next escalation day [1/8/2021

Figure 86: Email setup

Contract system:
Contract system link

Selecting the checkbox ¥ for "Send emails directly" activates the direct sending of the
generated emails and sends all unsent emails. The deactivated status allows the System ad-
ministrator to check unsent emails and, if necessary, delete them under the "Overview"

menu item.

By specifying the initial address, direct access via the emails is enabled. The sender address

can be changed here.

In this section, the times of the last escalations are shown, escalation intervals can be set and

via the icon

, emails can be sent manually.

o An Excel overview of the status of the tasks can be sent directly to the administrator via
"Status report for the task administrators".

. "Reminder for open system administrator tasks" sends a reminder email with
an Excel overview to the System administrator.

o The "Status report for task approvers" function triggers a process where users
with the role of a task approver receives an Excel overview of the status of an entity at

pre-selected times.
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The function "Reminder for upcoming deadline" offers the possibility to configure up to
three email reminders before the deadline expires. A direct reminder email can be set up

manually by clicking the icon .

Under "Contract system", the part of the link to the contract system without the contract
number should be inserted.

1.5.2 Create Email

The function "Create email" allows for sending of self-created emails.

€ Settings 1 ?
Overview
From|tpmatrix@datenwerk-it.de v
Administration | To (comma separated) % Create email per address? CC (comma separated)
Customizing v
Email & escalation A
Setup
Subject
Create e-mail
Overview
Message text
Fat- 1 B /| & K A & = =T = = = = - I,

Figure 87: Input mask for email creation

By clicking the icon E, a pop-up opens, that displays all users. Users to whom the email or a
copy of the email should be sent can be selected with a mouse click.
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Select user e-mail addresses *®
Roles
v
W] Login name # | Email | Mobile phone 14 Department | Role |Reporting entity code(sl Management entity cocl
X x X b4 X X X
¥! localuser ‘ | | |Cu5tom | | |
localassignee Custom GLOBAL,DIV 1,DIV 6,DI
globalAdmin Custom GLOBAL,DIV 1, DIV 6,DI
Page|t |of1 5 v Views-3of3
Ok Close

Figure 88: Email recipient selection

Instead of sending an email to all selected addresses, a single email can be sent to each indi-
vidual address as desired using the option "Create email per email address?".

1.5.3 Overview

Under "Overview", all unsent and erroneous emails are displayed.

€ Settings 2?
Overview m © Searchoptions v n
o, - To (comma separated) | Subject | status | Template-Code| Template- Namd Nurber of atteq Is htm| Modified by | sodifieddate |

x x v x x x x rix x x
Customizing L2 # | / |notinitialized TP ion for SG-Demo Sales Hub W 'TASKoox New task ol globalAdmin
§  / notinitialized ‘TP documentation for SA-Demo Sales Ltd.{Waiting TASKoox Newtask o elobaldmin
Email & escalation ~ & |/ notinitialized ‘TP documentation for BR-Demo Sales: Nex Waiting TASKoo: New task o globaladmin
@ | / |notinitialized ‘TP documentation for MEX-Demo Sales Lt Waiting TASKoo1 New task o globaladmin 5/25/2017 5;
Saip, # | # |notinitialized TP documentation for RU-Demo Sales s.r.d Waiting 'TASKoox New task o globalAdmin 5/25/2017 5
&  / notinitilized ‘TP documentation for CN-Demo Agent: Ne Waiting TASKoox Newtask o globaladmin 5/25/2017 5
Gt A, & | / |notinitialized TP documentation for JP-Demo Agent: Ne{ Waiting TASKoo1 Newtask 3 elobaladmin z
. & | / notinitialized ‘TP documentation for IR-Demo Int. Prop. Waiing TasKoor New task o elobaladmin 5/25/20175
i § |/ notinitialized ‘TP documentation for DE-Demo Factory G Waiting TASKoo: New task o globalAdmin 5/25/2017 5
@ | / |notinitialized TP documentation for DE-Demo Parts EuryWaiting 'TASKoo1 New task 0 globalAdmin /
O & |/ notinitialized ‘TP documentation for UK-Demo R&D Cen{ Waiting TASKoox Newtask o clobaldmin
& |/ notinitialized ™ fon for DE-Demo Headquar Waiting TASKoo: New task o globaladmin 5/25/2017 5
O & |/ notinitialized ‘TP documentation for US-Demo Sales Hub Waiting TASKoox New task o elobaldmin 5/25/2017 5
& | / notinitilized ‘TP documentation for FR-Demo Services I{ Waiting TaSKoo: New task o elobaldmin 5/25/2017 558134 P}
&  / notinitialized ‘TP documentation for CH-Demo Finance A Waiing TaSKoo: Newtask o elobaldmin 5/25/2017 5
. Page[ |ofg » »i[15 v N Vw15 of

Figure 89: Overview of all unsent emails

Displayed emails can be deleted ® or opened 7 it necessary. For a better overview, emails
can be sorted according to the values of each column. The search option allows to select cer-
tain columns or to search for specific rules via the "Extended search" function.
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€ Settings 21?
Overview
Administration
Customizing Subject v [contains v DE-Demo =
Email & escalation et Find o
To (comma separated) Subject Status | Template-Code| Template-Namd Nurber of atteq Is him| Modified by Modified date
Setip & | / |notinitialized ‘TP documentation for DE-Demo Factory G Waiting TASKoo: New task o lobaladmin J s
] # | / |notinitialized ‘TP documentation for DE-Demo Parts Eur| Waiting TasKoo: New task o elobalAdmin
Coatawml 8 | 7 |notinitialized TP documentation for DE-Demo Headqual Waiting TASKoo: New task o lobalAdmin
R & | / notinitilized ‘TP documentation for DE-Demo Headquai Waiting TaSKoo: New task o elobaladmin
@ | / |notinitialized ‘TP documentation for DE-Demo Factory G Waiting TASKoo: New task ° globaladmin
& | / notinitidlized ‘TP documentation for DE-Demo Parts Eur| Waiting TaSKoox New task o elobalAdmin
8 | / notinitialized TP documentation for DE-Demo Headquai Waiting TasKoor New task o globaladmin
& | / notinitidlized ‘TP documentation for DE-Demo Headquai Waiting TasKooz |Submission foral o elobaladmin
2 | / [local d m ™ on for DE-Demo Headquar Waiting TASKoo: New task o globaladmin
& | / [local TP ion for DE-Demo Headqua1 Waiting TASKoo1 New task o globalAdmin
2 | / [local d m ™ ion for DE-Demo Headquar Waiting TASKoo: New task o globalAdmin
& | / |notinitialized ‘TP documentation for DE-Demo Factory G Waiting TASKoo1 New task o globalAdmin
| 7 notinitialized TP documentation for DE-Demo Parts Eur| Waiting TasKoor New task o globaladmin
| / notinitilized ‘TP documentation for DE-Demo Headquai Waiting TaSKooz |Submission foraj o elobaladmin
8 | / [localuser@a ™ ion for DE-Demo Headquar Waiting TasKoos |Re-openedtask globaladmin
Page[s |of1 0 v

Figure 90: Extended search

By clicking the icon \i/, new rules for a search can be defined. Similarly, clicking on the icon

-] will remove rules. The created rules can then be applied to search emails by using the

. Find £
function " 7.

1.5.4 Sending rules

Below is a listing for the basic email sending rules in the tool:

Incident

Standard-recipient

Responsible delegates task to Dele-
gate

Delegate

Delegate finalises delegation

Responsible

Responsible withdraws delegation

Delegate

Delegate declines delegation

Responsible

Responsible submits task to review-
er for approval

Reviewer

Reviewer reopens task

All users with appropriate write permissions for the re-
spective entity (Edit local content).

Reviewer finalizes task

Responsible

Responsible finalizes task (no re-
viewer configured)

Accountable finalizes documentati-
on

Responsible + Reviewer

Responsible submits documentation

Accountable

Reviewer submits documentation

Accountable
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Accountable rejects report

Responsible + Reviewer

Management task for documenta-
tion is assigned to an entity

All users with appropriate write permissions for the re-
spective entity (Edit local content)

Management task for other naviga-
tion points (e.g. Questionnaire, Mas-
ter data, Transactions) is assigned to
an entity.

All users with appropriate write permissions for the re-
spective entity (here for Questionnaire, Edit Master data,
Transaction, Edit data collection)

Management task is submitted for
approval

Task Approver of the respective company + Reviewer

Module (and thus the documenta-
tion task) is assigned (this should
also happen if a local module was
automatically assigned after filling
the transaction matrix)

All users with appropriate write permissions for the re-
spective entity (Edit local content)

Reminder email before a deadline

Responsible

Reminder email after a deadline

Responsible + Reviewer + Accountable

Reminder e-mail before the expiry of
a creation deadline (check whether
the overall report is final)

Responsible+Accountable

Reminder email before a deadline
(check if overall report final)

Responsible+Accountable

Questionnaire activated

All users with write permissions for the respective ques-
tionnaire (Edit master data).

Roll forward and thus open modules
and recurring tasks of the pre rolled
entities

All users with write permissions for the respective entity

New entity created

Responsible

New Accounta-
ble/Reviewer/Responsible for a Di-
vision/GLOBAL

Accountable/Reviewer/Responsible

The user receives an e-mail with User

access data

Password reset Affected user
Create admin task All System admins
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2. Program item Documentation setup

2.1 Menu item Report configuration

The program item "Documentation setup” allows the System-administrator to edit the
structure of the documentation. Under "Report configuration" existing report types can

be edited. A new configuration can be created by clicking on (see Create a new Report
type).

If you click on the icon # ofan already existing report, you can edit its configuration. under
the menu item "Report configuration". The working steps are the same as in case of a new
report creation.

2.1.1 Create a new Report type

You can choose between three options in the upper screen area:

* Import chapter structure ' Define modules ' Variables . The first OptiOl’l, "Import chapter struc-
ture", can be used to upload an already existing documentation including its chapter struc-
ture into globalDoc. The chapter structure can also be added manually. With "Create mod-
ules", the system administrator can create new modules for the respective chapters (see De-
fine Modules). The third option, “Variables”, allows for the download of the standard varia-
bles as well as the variables defined for the TP questionnaire as Word documents.

To create a new report type, you can make the following entries (fields marked with * are
mandatory):

o Name*: Specifies the name of the report type.
o Type*: Here you can describe the type of the report (e.g. Local File or Master File).

o Template: Here you can use a template that may have been created previously (see
“Report templates™).

o Scope*: Here you can specify whether the report to be created will be more general or
whether it refers to a specific country or reporting entity.

o If the report relates to a country or reporting entity, a corresponding Country* or Re-
porting entity* must be selected.

o Is active: Here you can specify whether the report type should be active.

In the lower section, you can import the structure of an existing report (see Import chapter
structure for more details)

Further, the administrator can add a chapter structure manually. The symbol + s used to
create new chapters or new subchapters. It is necessary to insert a meaningful chapter title.

The chapter structure will be saved by clicking the icon ¥ .
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Stored chapter structure

¥ 1General s H ®+D
1.1 Organizational chart s H ® 4+ D
Subachapter 2 H ®+D

1.2 Purpose and scope s H# ®+D

# gt D

2 Transactions 7
L]
+ |

Figure 91: Create new chapter

Chapters can be moved via drag & drop by selecting the respective chapter and holding the
left mouse icon. By ticking the box on the left side of the symbol # , automatic numbering
will be activated for the individual chapters. Empty chapters can be deleted using the icon M.

Too keep the changes, it is necessary to click the icon .

NOTE: Chapter headings of chapters without automatic numbering are disregarded for the
purpose of report generation. However, they can be used to structure the documentation ar-
chitecture (e.g. separation between Master File and Local File). If modules are assigned to

such chapters, these modules form part of the report but will remain without chapter head-
ings.

2.1.2 Import chapter structure

'® Tmport chapter structure

Choosing the option , the following screen be displayed:

€ Report configuration [ 122018 -12/31/2018 v 2?
Modified by: Demo System Admin, 3/15/2019 9:52:09 AM Created by: Demo System Admin, 3/15/2019 9:52:09 AM Steps to complete ® Import chapter structure ) Define modules

Report type details A

Name* Scope*

Standard Master File General

Type* .

Master file v Isactive

Template

DefaultTemplate

Data source:* File Splt modules 2t
Import prom file | Choose File | No file chosen Heading 3

Stored chapter structure

-
4L
(=)

Master file #
+

Figure 92: Define chapters

The page is divided into several sections: “Report Type Details", which provides more de-
tailed information regarding the report. The icon "Import" allows to upload a chapter struc-
ture based on an existing documentation. Further, the "Stored chapter structure" can be edit-
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ed manually as described in the chapter above. How to import and save a chapter structure is
explained in the following sections.

2.1.2.1 Overall library

The first of the three possible data sources explained above is "overall library".

. o
€ Report configuration [ /372018 12/31/2018 212
Modified by: Demo System Admin, 3/15/2019 9:52:09 AM Created by: Demo System Admin, 3/15/2019 9:52:09 AM Steps to complete ® Import chapter structure ) Define modules
Report type details IS
Name* Scope*
Standard Master File General
Master file ¥ Isactive
Template
DefaultTemplate
Impart Overall library @ IMPORT
From file
Template
Stored cha_
Master file # ®+0D

o

Figure 93: Import chapter structure from overall library

STEP 1

By selecting "Overall library" as data source, the existing structure of the corresponding
reporting period will be imported. This can be done by clicking on B

STEP 2

When “Overall library” is chosen by clicking on BN the "Imported Chapter Struc-
ture" can be viewed in the second step. In the appeared table, the imported chapter structure
and the stored chapter structure are compared and the administrator has the possibility to
define new chapters.

NOTE: When importing a structure for the first time, the stored chapter structure is empty.
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g ot
€ Report configuration [ 21272019 - 12/33/2019 1 ?
Modified by: globaladmin, 124201 7:06:53 P21 Created by: globaladmin, s2/4/2019 7:06:53 PM

Steps to complete ® Import chapter structure ' Define modules O Variables

Report type details v

Data source:*
Import  ¢yorall library rBoRT

Imported chapter structure Stored chapter structure
¥ Master file Local file # +0D

Purpose and scope (Master File) +
Organisational structure
Description of Demo Group business

Intangibles

Financial activities

Financial and tax position
Local flle
Special fles

~ = iGeneral Information

Background =®

Figure 94: Selection of the chapters to be imported

As soon as the decision about which chapters to import has been made, these chapters can be
moved via drag & drop towards the "Stored chapter structure" via Drag & Drop by using
the icon on the left side next to the chapter titles. It is also possible to move whole blocks
(in the figure above e.g. "Master file" or "Local file") into the saved chapter structure by drag

& drop using the icon ¥

An autonumbering of the chapters can be activated by ticking the box besides the symbol # .

The corresponding chapter can be deleted by clicking the icon ¥ Theicon T canbe used to
create a new subchapter. In addition, the name of a corresponding chapter or subchapter can
be changed by clicking on the title.

The import will be finalized after clicking the icon "Save" in the right command column

(lower right corner). The icon * will cancel the action.
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€ Report configuration [=] varzoss-s2/31/2019 1?

Modiified by: globaldmin, 12/4/2019 7:06:55 M Created by: clobaladmin, :2/4/2019 7:06:53 PM.
Steps to complete ® Import chapter structure - Define modules ' Variables

Report type details )
Data source:*
Tmport  verall library IMPORT

Imported chapter structure Stored chapter structure

7 Master file ¥ Local file # +

[

Purpose and scope (Master File) ~ = 1General Information

Organisational structure B Background ®
Description of Demo Group business # Organizational Structure *z
Intangibles =5 Organisational chart =
Financial activities 5 Business Overview (Research and Development) >

)

Business Overview (Support Services)

[}

Financial and tax position

Local file Key Competitors =
Special files Company history cid
- Showcase variables - rid
~ = 2 Deseription of Relevant Transactions
Description of Relevant Transactions (Research and Develop x =®
Transaction Matrix (Research and Development) =
Deseription of Relevant Transactions (Support Services) =@
Transaction Matrix (Support Services) =

Figure 95: Import chapter structure - overview

After saving, the view can be restricted to the saved chapter structure by clicking on * inthe

lower right corner of the screen. The modules can then be moved further within the chapter
structure if required.

2.1.2.2 From file

STEP 1

If the chosen source of data is a file, "From file" should be selected from the dropdown list.
A specific file can be selected by using the function "Choose File". Additionally, the function
"Split modules at" enables the System administrator to choose the heading level at which
the chapters should be added. Any heading level between 1 and 6 can be chosen.

& Report configuration [ wrarzor9- szszsszors 22

Modified by: elobalsdmin, :2/4 /2015 7:06:53 F3 Created by: globaldmin, 12/4/2019 7:06:53 PM
Steps to complete ® Import chapter structure * Define modules * Variables

Report type details v

File:
o Choose File | Nofile chosen

IMPORT

Stored chapter structure

Local file # +0D
+

Figure 96: Import chapter structure - From file
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STEP 2

When “From file” is chosen by clicking on , the selected file will be shown in form
of its chapter strucutre. Chapter headings can be edited manually at this point by clicking the
name of the chapter. This means that the tool creates a module under the same name for
headings of the selected level and creates a chapter for higher levels.

NOTE: Prerequisite for a working import is a correctly formatted document (headings
formatted as Heading 1, 2, 3, etc., body text formatted as "normal" or "body text").

%

¢ Report configuration ?

Collpase all

¥ Module: Purpose Local M 1+ ¥

Purpose

The purpose of this local file, in addition to the general overview of Demo’s group business as outlined in the corresponding master file, is to provide more detailed information relating to specific intercompany transactions entered into by the reporting entity in
Fscal vear (FY") 2018, In line with the OECD and local transfer pricing regulations, the information stated in the local file supplements the master fle and helps tomeet the objective of assuring that the taxpayer has complied with the arm’s length principle in
its material transfer pricing positions affecting the specific jurisdiction of the reporting entity. The local fle focuses on information relevant to the transfer pricing analysis related to transactions taking place between the reporting entity and associated
enterprises in different countries and which are material in the context of the local tax system of the reporting entity. Such information includes relevant financial information regarding those specific transactions, a comparability analysis, and the selection and
application of the most appropriate transfer pricing method. Where a requirement of the local file can be fully satisfied by a specific cross-reference to information contained in the master file, such a cross-reference is made.

» Module: The arm's length principle Local v| %
» Module: Definition of arm's length T+ %
Local M

¥ Module: Facts and circumstances

Figure 97: View of imported file

Clicking the icon saves the imported structure. In case of an already existing structure, a
comparison between the imported and already saved structure is possible by clicking the icon

. "Stored chapter structure" refers to the chapter structure already existing in globaDoc.

In the case of an already saved chapter structure, clicking on e offers the possibility to
connect the imported structure with the already saved structure, or to completely revise the
saved structure.
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€ Report configuration [*] v/s/z019- 12/33/2019

Modified by: slobaldmin, 12/4/2019 7:06:53 PM Created by: globalidmin, 12/4/2010 7:06:53 M
Steps to complete ® Import chapter structure (' Define modules ) Variables

Report type details v
Data source:* File! split modules at:*
Import  grom file @ | Choose File | Nofile chosen Heading 3 IMPORT
Imported chapter structure Stored chapter structure
v General Information Local file # +0D
¥ = Background +

Purpose
The arm's length principle

Definition of arm's lengfh

Facts and circumstances

~ = Organizational Structure
Organizational Structure i)
~ = Organisational chart

Organisational chart ®

Figure 98: Import chapter structure - from file

NOTE: The selection does not automatically take over the chapters. The view only shows a
comparison of the two chapter structures. The desired chapters must be moved manually
using the Drag & Drop function.

As soon as the administrator has decided which chapters are to be included in the "Stored
Chapter Structure", the respective chapters must be moved manually using the icon
(left from chapter name) by drag & drop to the target level.

As described in the previous chapter, the displayed icons, such as the icon + for creating
new (sub-)chapters, can be used for chapter structuring. For further information see "Create
a new Report type ".

By clicking "Save" in the lower right corner the import can be completed or executed.

The "Exit" * icon cancels the action.

2.1.2.3 Template

The third data source that can be used to import a chapter structure is a "Template".
STEP 1

The import of a chapter structure can be based on a template, which can be provided upon
request during the implementation of globalDoc.

NOTE: This option is only available if the system was saved without a template (e.g. by PwC)
when the software was installed.4

4 The implementation of the template is carried out by the IT and not by the administrator.
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- ot
€ Report configuration [ #ra/2019-12/31/2019
Modified by: slobeladmin, 12/4/2010 7:06:53 PM Created by: slobaladmin, 12/4/ 2019 7:06:53 P}
Steps to complete © Import ehapter structure © Define modules ) Variables
Report type details v
Data source:* Template
Import erriate IMPORT
Stored chapter structure
Local file # +0

+

Figure 99: Import chapter structure - Template

STEP 2

When “Template” is chosen by clicking on BEEEZZE], a view appears in which the "Imported
Chapter Structure" and the "Saved Chapter Structure" are displayed next to each
other in comparison. This allows to recognize missing chapters better or to move chapters
with drag & drop.

As soon as the administrator have decided which chapters are to be included in the "Saved
Chapter Structure", these chapters must be moved individually using the icon (to the
left of the chapter name) by drag & drop to the desired position.

As described in the previous chapter, the displayed icons, such as the icon * for creating
new (sub-)chapters, can be used for chapter structuring. For further information see "Create
a new Report type ".

By clicking "Save" in the lower right corner the import can be completed. The "Exit" %

icon cancels the action.
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2.1.3 Define Modules

After selecting the checkbox ® Define modules (at the upper right edge of the screen), the fol-
lowing view (contents are presented exemplary) will be displayed:

€ Report configuration [ /32018 - 12/31/2008 12

Modified by: gobaladmin, 12/10/2019 4:43:56 P\ Created by: system, 4/16/2019 8:53:34 AM
Steps to complete © Import chapter structure ® Define modules © Variables

Report type details v
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 Search : Q
¥ 1General Information Modules: g Distributed: 21 Attachments: 5 +

# W Background [Global,Word document upload] & B

# W Organizational Structure [Global,Word document upload] 5 B

# W Organisational chart [Local, Word online editor] [ B Distributed: 5 Attachments: 1

# ' Business Overview (Research and Development) [Divisional:Function_Research and Development,Word online editor] & [u

# W Business Overview (Support Services) [Divisional:Function_Support Services,Word online editor] f [

# W Key Competitors [Local, Word online editor] f [ Distributed: 5 Attachments: 1

# ' Company history [Local,Word online editor] 5 Bu Distributed: 5 Attachments: 1

# @ - Showcase varizbles - [Local Word online editor] I E Distributed: 5 Attachments: 2

# # Admin edit Module [Local Word online editor] Es Distributed: 1
¥ 2 Description of Relevant Transactions Modulesrq F

# @ Description of Relevant Transactions (Research and Devel ) [Divisional Function_Research and Development,Word online editor] B [

Figure 100: Define Modules

All chapters and the corresponding modules are listed here. "Modules" displays the number
of modules assigned to the chapter, "Distributed:" refers to the reporting entities using the
current module and "Attachments" displays the number of attachments added to the mod-
ule.

Given that content has already been uploaded to a certain module, a click on the icon 4 will
open the module content of global and divisional modules. In case of local modules, a content
preview will be displayed. Via the icon 4, module content or content preview, respectively,
can be replaced. As a result, the module content in global and divisional modules is directly
set as documentation content.

The icon # allows the editing of already created modules, and new modules can be created
using the icon +. By pressing the icon M, the corresponding module is deleted.

NOTE: Only modules without already uploaded documents can be deleted. For this reason,
the module contents must be deleted before the module itself can be deleted.
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2.1.3.1 Moduldetails

& Report configuration [2] warzo8- sz/33/z018

Modified by: slobaladmn, 8/ 5931 Created by: globaladmin, §/30/201g 0:28:46 201

Save
Save and close
Module details Module assignments [¢

Chapter* fodule class*

Glabal

Template document

Background.docx ® i

Module name* Print option*

Uploaded document acts as predefined conten
Background Optional given by the central office

Input format* Master,local fle

OECD local file

Transaction group

Automatic allocation?

Figure 101: Module details

By clicking the icon # in the cell of a module, the "Module details" are displayed. The fol-
lowing aspects of the module can be processed here (fields marked with * are mandatory):

o Chapter*: In which chapter of the created report will the module appear.
o Module name*: Name of the module (not equal to the heading in the report).
o Input format*: Choice between different input formats.

o Transaction group: If automatic allocation to a specific transaction group is applied,
the respective transaction group can be chooses here.

. Module class*: Module on Global, Divisional or Local level.

o Print option*: Always (Module is always printed when report is created), optional
(user can choose whether the module shall be printed when creating the report), never
(Module is never printed when report is created, e.g. in case of internal or back-up in-
formation).

° Master/local file: Master File or Local File module.

o Template document (in the above example a template document is already upload-
ed, so the input format is grayed out).

If a template document is uploaded to a global or divisional module, the module content will
be automatically uploaded, too. If a template document is uploaded to a local module, the
local user can use this template document as a starting point for creating documentation un-
der “Reporting Entity/Documentation content”. For local modules, the prefilled template is
available directly in the module content if no module content existed before. If the pre-
populated template is created after content already exists, a warning message appears for the
local user that new pre-populated content is available. The user can then choose to use it or
keep the existing content.
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o Automatic Allocation?: Automatic allocation accordingModule to a transaction
Group.

If automatic allocation is selected, the module will be allocated to the reporting entities that
have the corresponding transaction group in their transaction matrix. In addition, under
transaction groups, value limits for automatic module allocation can be defined, below which
the module will not be allocated, even if the transaction group exists. Modules are also not
assigned if the transaction group only exists in domestic transactions in the transaction ma-
trix of a reporting entity and at the same time the check box under "Document local transac-
tions" in the country settings is not set.

2.1.3.2 Modul assignment

€ Report configuration [ w/a/zo18 -12/33/2018 12

Modified by: slobalAdmin, 8/30/2019 115935 PM_Created by: slobelsdmin, 8/30/2010 x0:28:46 AM

Save

Save and close

ule

Module details Module assignments

load standard variables
Assigned roles: Send link s e-mail
+ Edit global content Edit

* Read global content Read

Assigned clusters:

Reporting entities using current module:

Code Name Short name | ERP number| Country |

x x x x x
Uos CZ-Demo s.r.o. Demo s.r.o. CZ-Czech Ry
Uox DE-Demo Headquarters 4 Demo AG 0001 DE - German
Uoz FR-Demo S.A. Demo S.A. FR - France

Uiz MEX-Demo Sales Ltd. | Demo Ltd. MX - Mexico
Uog US-Demo Sales Hub Amef Demo Inc. US - United §

Pagelr Jof1 s v Views-sof3

& Drop selected reporting entities + Assign reporting entities

Figure 102: Module assignments

In the tab "Module assignments", the "Assigned roles" ("Edit" and "Read") can be allo-

cated. In addition, module clusters ("Assigned clusters") can be viewed, added and re-

moved if necessary. Both are possible by clicking the respective icon .

The section further lists which reporting entities use the current module. Reporting entities

to which the module is to be allocated can be assigned the modules via
+ Assign reporting entities  Reporting entities can be removed via @ Drop selected reporting entities

If the module has been assigned via the automatic allocation, it is possible to exclude individ-
ual reporting entities from this automatic assignment. In this case, the module will not be
assigned to the reporting entities even if they have the corresponding transaction group in
their transaction matrix.
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€ Report configuration [%] v/aszozo-12/s3/2020

Modified by: globalAdmin, 12/4/2019 7:07:12 PM Created by: globalidmin, 12/4/2019 7io7:22 P

Module details Module assignments Central module attachments Task

Assigned roles:
= Edit divisional content Edit

= Read divisional content Read
Assigned clusters:

This module is automatically assigned via transaction group and volumes.

Reporting companies excluded from automatic allocation:

O Code Name - T | Shortname |  ERPnumber Country Business Line | Sub Business Line
x x x x x x x x
Page[s |ofs o records tovien
@ Drop selected reporting entities + Assign reporting entities

Figure 103: exlusion automatic allocation
2.1.3.3 Central module attachment

Via the function "central module attachments" there is the possibility to attach attachments
to created modules. When editing the corresponding modules, the user gets the possibility to
add these centrally provided attachments to the module or transaction with a few simple
clicks.

€ Report configuration [ atzoz0-12/31/2020 1°?

Modified by: elobaldmin, 12/4/z015 7io7:x2 PM._Created by: slobaladmin, 12/a/2015 7oz BM

save

Saveand close
Module details | Module assignments | Central module attachments | Task Copy module

Download standard variables

- Send link as e-mail
Upload Drag & Drop Files e

e | Shortname | AttachmentType | Iscontract |  Report Reference Modified by Modified date
Pagex Jofs Noreorts foview

Note: For editing attachment, please double click on filename

Figure 104: central module attachments

2.1.3.4 Tasks

Via the "Task" tab, the administrator has the possibility to create a task directly during mod-
ule creation and to add a description as well as a processing deadline to it.

In addition to the task, subtasks can be created by clicking on @ dditem toChecklist.. Thege must
be completed when processing the task before the status of a module can be changed.
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€ Report configuration Ij 1/1f2020 - 12/31/2020

Modified b 12/4/2019 70712831 Created by: globaladmin, 12/ /2019 7207212 B3

Save

Save and close
Module details ~ Module assignments | Central module attachments | Task Copy module

" Download standard variable:
Navigation item* 5
il Checklist e
Documentation content Send link as e-mail
Close
Name

@ Add item to Checklist ..

Description

annually recurring

Checklist mandatory

Figure 105: creating task

2.1.3.5 Reporting entities

The tab "Reporting entities" shows in a table which reporting entities are assigned to the task
or checklist. Using the "Drop selected entities" and "Assign reporting entity" icons displayed
below, it is possible to remove already assigned reporting entities or to assign the task to new
reporting entities.

Note: Only reporting entities to which the module has already been allocated can be as-
signed.

€ Report configuration [%] v/a/zoz0-12fz12020

Modified by: elobeldmin, 5/1/2021 5i27:42 PM_Created by: elobalsdmin, 12/a/203s morisa BM

Save

Save and close
Module details = Module assignments  Central module attachments = Task | Reporting entities Copy module

Download standard variables

Assigned companies

Code Name Processing deadline | Accountable | Reviewer Responsible Delegated
x x
DIV > Function_Support Services Holger_Accountable Revieweroa Holger_Responsible
T pE—

Note: Please double click on the assigned reporting entity to edit the entity specific deadline and responsible editor.

Figure 106: reporting entities task

2.1.3.6 Modules on Local level, which can only be edited centrally

It is possible to create modules for individual local entities that can only be processed central-
ly.

In the first step, a suitable role must be created for this. Choose "Set-

+ New

tings/Customizing/Roles" to access the list of existing roles. Click on the icon to create
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a new role. You must name the role (e.g. "Admin edit module", select "Module" for the role
type and select "Create, edit and delete" for the standard permission).

After you have clicked on "Save" you can leave the menu.

€ Settings 17?

Overview

Administration Aduin elcm module
Customizing e, odi :;nli delete
Translations.

Rales.

Navigation

Reporting templates

Analysis templates

Email & escalation
Figure 107: Creating of a central administration role

Via "Documentation setup/Report configuration/[Select a report configuration]", you can
reach the structure of the respective report configuration in which the corresponding module
can be selected.

In the upper part of the screen, select the "Create modules" option and then click the icon
next to the desired module.

Afterwards, the option "Edit access control” can be selected via the tab "Module assignment".
This opens the window shown in the following figure. Here the role distribution is to be
adapted in such a way that the role "Read local content" and the new role (here in the exam-
ple "Admin edit module") are listed on the right under "Assigned roles". If this is the case, the
selection can be confirmed with a click on "OK".

Edit access control ®
Unassigned roles: Assigned roles:
click fo add click to remove
. Editlocal content . Readlocal content Read
, Admin edit module Create, edit and delete ¥
+ Assign all @ Unassign all

OK
Figure 108: Edit acess rights
You can finish editing the module by clicking on "Save" or "Save and close".

Via "Settings/Administration/Users" the newly created role can be assigned to the users who
are to edit the module.
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User roles
All reporting periods
= v
Documentation levels Approve lasks ts Divisions/Reporting entities
bases access
Global Define content structure
Edit data collection
Edit local content —
Divisional Manage attachments O ALl | Select units
=+ |[ Print report
Local Read data collection @ a1
Bead divicional content T
+

Figure 109: Assign editing rights
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2.2 Menu item Transaction groups

Under the menu item "Transaction Groups", which is also a sub-item of "Documenta-
tion setup", existing transaction groups can be viewed and edited and new transaction
groups can be created.

. omty
€ Transaction groups [] 2018 -12/53/2018 22
o
Number |  Transactiontype | Neme | approved | Analysisfleg | Modifiedby |  Modifieddate |
X X X v x v X X X
/B A Service Transactions Research and Development v globalAdmin 8/30/2019 2:14:46 PM
D Service Transactions | Support Services ‘ globaladmin 9/18/2019 11:54:32 AM
/lelc Delivery Transactions | Delivery of Finished Goods ‘ elobaladmin 5/30/2019 10:36:06 AM
i /8D Financial Transactions | Cash. Pool ‘ elobaladmin 8/30/2019 2114135 PM
i/ |BE Distribution Transactions Distribution Service ‘ globaladmin 8/30/2019 2:20:09 PM

Figure 110: Transaction groups

Here, it is possible to delete or edit list entries using the icons * 4 , or to create a sub-

group for this transaction using the icon 8. Via the icon it is possible to create a new
transaction group.

On the start page of this menu item, already existing transaction groups are displayed, which
can be sorted according to the following items:

o Number: Here each transaction can be given an individual numbering.
o Transaction type: For example “distribution” or “manufacturing”.

o Name: Name of the transaction group.

o Enable: Indicates whether the transaction group can be used.

. Analysis flag?s
o Modified by: Specifies the user who last made changes to the transaction group.

. Modified on: Specifies the time and date of the last change.

5 Only relevant if the corresponding globalDoc Solution® function is used for analysis of appropriateness. In this
case, activate the checkbox if you want the proof of appropriateness to be uniform for the entire transaction group
and not for each individual transaction.
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2.2.1 Create new Transaction group

By clicking the icon you get to the detailed view of the transaction group to be created.

€ Transaction groups [ w/a/zoss -se/sy/eons 22

save
Save and close
? New
Euro Close

Analysis flag

Is reserved for filtered transactions (raw data)?

Figure 111: Transaction group - detail view

Here you can define the transaction group more exactly via the following points (fields
marked with * are mandatory):

o Transaction type *: The overall type of transaction is indicated here.

o Code*: A specific individual code can be assigned to the transaction.

o Name*: The transaction group should be given a name in addition to its type.

o General essentiality threshold for I/C Matrix: If a transaction value is above this

threshold, the transaction will be displayed in an Excel file attached to the report. If the
value is below this threshold, the transaction will not be displayed.

o General essentiality threshold for modules: If a transaction value is above this
threshold, a module which is automatically allocated according to a transaction group,
will be printed when generating a report. If the value is below this threshold, the mod-
ule will not appear in the report.

. Description: The transaction can be described in more detail here.

o Group analysis?: Should the transaction group be part of a group analysis?

. Is reserved for filter transactions (raw data)?¢

NOTE: The “General threshold for I/C Matrix or for Modules” can only be defined if
a “Default currency for transaction group thresholds” has been selected under “Set-

6 Only relevant in conjunction with TP Matrix - defines whether the transaction data for the corresponding transac-
tion group is to be obtained via a manual import or via the TP Matrix. The TP Matrix generates the raw data via an
ERP interface (e.g. an SAP interface), prepares them according to predefined rules to transaction data (also filter
transactions) and consolidates them to a transaction group. If this option is selected, transaction data for this
transaction group cannot be uploaded to globalDoc, but is obtained via the TP matrix.

Page 105



globalDoc Solution® 8.5 Administration manual

tings/Administration/Reporting period settings”. This currency is then displayed next to the
corresponding essentiality threshold ("Euro" in the figure above).

Once the mandatory fields have been filled in, it is possible to save the transaction by clicking
on "Save" or "Save and close".

2.2.2 Create Sub-Transaction group

Creating a subgroup of an existing transaction group is possible via “Documentation Set-

up/Transaction groups” and clicking the icon

4 Transaction groups L] 2172018 -12/z20n8

Save and dlose
General materialty threshold for 1/C matrix 2 New
Euro Close

Trans *
Financial Transactions General materiality threshold for modules

Code*
Description

Analysis flag

Is reserved for filtered transactions (raw data)?

Figure 112: Create Sub-Transaction group

The detailed view of the subgroup is very similar to the view just presented in "Create new
Transaction group". The only difference between the two views is that two fields, “Parent
element” and “Transaction type*”, are already defined by the parent transaction group.

2.2.3 Edit Transaction groups

You can edit transaction groups by choosing “Documentation Setup/Transaction groups”
and clicking the icon #'. The transaction group detail view that then appears is identical to
the view that appears when you create a new transaction group. The operation of this window
is also identical (see "Create new Transaction group" for a detailed description).
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2.3 Menu item Benchmarking studies

Under “Documentation setup/Benchmarking studies”, all benchmark studies already created

in global-Doc are presented in tabular form. The following icons ® /@ can be used to
delete, edit or update a benchmarking study. In addition, a new benchmarking study can be

recorded in globalDoc via . In addition, the benchmarking studies can be sorted by the
following items in the table

. Name

o First year of study

o Region: Specifies the region covered by the study.

o Country: Specifies the country covered by the study.

. Update of financial data?: Indicates whether the document is a complete bench-
marking study or just a financial update.

o Modified by: Indicates the user who last made changes to the benchmarking study.

. Modified on: Specifies the time and date of the last change.

Page 107



globalDoc Solution® 8.5 Administration manual

2.3.1 Create new Benchmarking study

As already mentioned, a new benchmarking study can be entered under “Documentation
setup/Benchmarking studies” and . The view that then opens looks like this:

€ Benchmarking studies 1 ?

Country AD - Andorra

Tile of benchmarking study

Profit Level Indicators (PLIs)

PLIpe*
Mark-up on total coast - in %

‘pper Quatile®

Figure 113: Create new Benchmarking study

In this view, the following relevant information about the new study can be provided (fields
marked with * are mandatory):

. Name*

o Database name*: On which database are the data used for the benchmarking study
based?

o Regional or local study?*: Here you can choose between "Country" and "Region".
This affects whether regions or countries can be selected in another field.

o First year of study
. Database version *

. Country*/Region*: Here you can select from all countries or regions created in
globalDoc (see "Countries", if further countries are needed).

o Last year of study
o Status of the benchmarking study: For example, is the study still in draft?

o Title of Benchmarking study
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In addition to the provided details, further information can also be provided by using this
field.

Profit Level Indicators (PLIs)

The icon T can be used to create new Profit Level Indicators for the study and the icon ®
can be used to delete existing indicators. If Profit Level Indicators are provided, the following
fields must be submitted (fields marked with * are mandatory):

. PLI type*: Indication of the Profit Level Indicator used in the benchmarking study.

o Number of comparables*:

o Minimum*: The minimum range for the PLI determined in the study.

o Lower Quartile*: The lower quartile of the range for the PLI, which was determined
in the study.

. Median*: The median range for the PLI determined in the study.

o Upper Quartile*: The upper quartile of the range for the PLI, which was determined
in the study.

. Maximum?*: The maximum range for the PLI that was determined in the study.

If all mandatory fields are filled in, the new benchmarking study can then be saved on the
right-hand side via "Save" or "Save and close".

After saving, it is possible to upload benchmarking studies (e.g. in pdf format). These can
either be draiied into the framed area using Drag & Drop, or selected from the local memory

by clicking Upload §
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2.3.2 Edit Benchmarking study

Under “Documentation setup/Benchmarking studies” and then clicking the icon # of the
corresponding study, it can be edited. The view appears is almost identical to the view that
opens when a new benchmarking study is created (see Create new Benchmarking study).

€ Benchmarking studies

Benchmarking study

EMEA Research and Development

7 8/35/2019

il of enchmarking sad
EMEA Research and Development

Profit Level Indicators (PLIs)

Figper
Mark-up on total coast - in %

mber ofeomparablese

Figure 114: Edit Benchmarking study
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2.4 Menu item Attachment overview

The menu item "Attachment overview" under “Settings/Documentation struc-
ture/Attachments overview” shows a table containing all attachments that have been re-
ceived during the documentation.

/1/2018 - 12/31/2018 ‘L

o —— n
Code | Reportingentity|  Nevigetionitem | Name |Trensection groug]  Shortname | Document typ{1s contrad Report |Referencd Flename | Type | Sodified byf odified aa
x x x x x x x |[7]=x [[*]= |[]=x = x x x
Uor | DE-Demo Headquai2 General - Showease variables - x M v Demo Word.d|ModuleAttachment lobalAdmin|9/20/2019 24
Uoi | DE-Demo Headquaj» General Information - Showease variables - x M M Demo Attachment Excel.x] ModuleAttachment lobaladmin | 5/20/2019 24
Uo: | DE-Demo Headquaj» General Information | Company history x v v Report - Demo HQs compe ModuleAttachment globaladmin|g/19/2019 3:
Uo: | DE-Demo Headquai» General Information | Key Competitors x v v Report - Demo HQs compeModuleAttachment lobalddmin|9/19/2019 3:
Uot | DEDemo Headqual2 General Information | Organisational chart Charts x - * Organizational chart ppte ModuleAttachment lobaladmi 2019 2
Uoi | DE-Demo Headquaj» General Information | Organi Structure Charts x M x Example organi <h ModuleAttachment lobalAdmin|8/30,/2019 2
Uo1 DE-Demo Headquai 2 General i Structure Charts X v x Example organizational ch ModuleAttachment JobalAd: 8/30/2019 2.
Uo: | DE-Demo Headquais Selection of the Transfer Local financials (Support § Cost base services | Background Inf{ X x x Cost base.xlsx ModuleAttachment lobalddmin|5/9/2017 81
Uot DE-Demo Headqua 6 Application of the T Local hmarking Study Benchmarking & X v x Demo benchmarking study ModuleAttachment lobaladmin 8/30/2019 2:
Uo: | DE-Demo Headqual6 Appli of the Transf Local Benchmarking Study x M v Demo benchmarking studs Modul lobalAd: 122019 1
Uoz FR-Demo S.A. 2 General i Structure X v x Example organizational ch ModuleAttachment lobalAd: 8/30/2019 2
DIV: | Function_Research 3 Description of Relevant 1Description of Relevant Tr| R&D Agreement pdi Contracts ~ v x R&D Agreement.pdf ModuleAttachment lobalddmin 8/30/2019 2.
DIV: Function_Research|3 Description of Relevant 1Description of Relevant Tr R&D Agreement do¢ Contracts - M x R&D Agreementdoex | ModuleAttachment lobalddmin|8/30,/2019 2
DIV: |Function_Research|3 Description of Relevant 1Description of transaction R&D Agreement (p¢ Contracts ~ M v R&D Agreementpdf | ModuleAttachment lobaldmin|8/13/2019 1:
DIV: |Function_Research|3 Description of Relevant 1Description of transaction R&D Agreement (d< Contracts ~ ~ v R&D Agreement.docs | ModuleAttachment lobalAdmin|8/13/2019 1:

Pagels |of2 w »

Wiews-150f 27

Figure 115: Documentation setup - Attachment overview
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The icon can be used to search the attachments for self-created rules.

Code: Code for the entity.

Reporting entity: Displays the reporting entity to which the attachment belongs.
Navigation item: Shows the path of attachment location.

Name: Name of the specific navigation item (e.g. module).

Transaction group: Displays the corresponding transaction group if an attachment
is uploaded to a transaction.

Short name: Optional short name of the attachment.

Document type: Type of attachment (e.g. contract, chart, invoice, etc.). This type can

be defined under Settings/Administration/Document types.

Contract/Report/Reference: Indicates whether it is a contract and/or a reference,
and whether this appendix can be seen in the report. The icon * indicates that the
point does not apply, whereas the icon v indicates that it does.

File name: Name of attachment, the file can be downloaded by clicking on the file
name.

Type: Shows the type of element (module or transaction) to which the attachment has
been uploaded.

Modified by/Modified on: Specifies by whom and when an attachment was edited.

In addition, an overview of the tasks can be exported in Excel form via the

icon .
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2.5 Menu item Manage questionnaire

Under "Manage questionnaire" it is possible to edit and/or activate/deactivate a question-
naire for the master data of a reporting entity and, if necessary, add your own questions in
order to be able to use them as variables.

In the overview (see following figure) the questionnaire can be edited by clicking on the icon
-~ . The overview also shows information on the status, name, description, processing time,
and change data of the questionnaire.

€ Manage Questionnaire [ w/aszos8 -1z/3y/2018 12

<]

Workflow state | Name | Description | Processingdeadtine | Modified by | Modified date |

/| Active Master data Master data 12/31/2019 globalAdmin 12/5/2019 6:32:48 PM

Figure 116: Edit questionnaire
The questionnaire can only be edited if its status has been set to "inactive". The questionnaire

can be activated/deactivated using the corresponding icon on the right-hand side of the
screen.

¢ Manage Questionnaire [*] 11372018 - s2/33/2018 1?
Current state: Inactive
Modified by: zlobal4dmin, 1z PM Created by: syst: i ——————

save

o save and close

Master data
activate

Description Sync Reporting entity fields

Master data Send link as e-mail

Close

* Group entity details

Full name Mandatory? ¥ Help text: ) Type: Text Question o
Short name Mandatory?)  Help text: . Type: [Text Question g
lCode Mandatory? ¥/ Help text: [ Type: [Text Question ]
[ERP namber Mandatory?[)  Help text: [ Type: [Text Question g
Previous name Mandatory? Help text: Type: Text Question ']
Entity trpe Mandatory?[)  Help text: (] Type: [Text Question o
(Country Mandatory?l)  Help text: ) Type: [Text Question Q
R Mandatory?! Help text: ‘Type: [Text Question o
Cocal currency Mandatory? ) Help text: ) Type: [Text Question Q
~ Optional information

e of tax office Mandatory?[)  Help text: ) Type: [Text Question Q
P ne cie it Mandatory?! Help text: ‘Type: Text Question o
Mo number Mandatory?l-)  Help text: = Type: [Text Question w

umber of trade register Mandatory? Help text: ‘Type: Text Question o

Figure 117: Edit inactive questionnaire

When editing the questionnaire, you have the possibility to delete questions using the icon
W, In addition, by clicking on Mandatorv? ' it can be set that the question for finalization of
the questionnaire must be answered by the filling user. If the check mark is not set, the ques-
tionnaire can also be set to final without answering the question.
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If you click on Helptext: "' you can also add a more detailed description, which will be dis-
played to the user filling in the form.

In order to include deleted questions from the master data in the questionnaire again, the

icon "Synchronize reporting entity fields" must be used. In the following pop-up window, the
deleted questions can be selected again (see figure below).

Select Reporting entity fields ®

—Group entity detail
¥ Full name

Short name

Code

ERP number

Previous name

Entity type

Country

Address

Local currency

< & & & & & & &

Figure 118 Synchronize reporting entity fields
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3. Program item Tasks
3.1 Overview

By clicking on the program item "Tasks", an overview of all completed tasks and tasks to be
completed will be displayed.

e > [ vurzoze-arsyzese v

Entity Current Period All Tasks m
2 1
[a]
=]
| ] W Fin:
Search Q
Country > Code ™ Fullname Accountable ¥ Reviewer > Responsible * Open / Submitted / Final Distribution
Nocousty colescted . . e —
- DemoHesduarers AL, Avcomtabieos — Responsiic / . T
o A e —— ]

=3 = CZ-Demoszo il Accomtableo: Revieweros Responsibleos /00
m® ez FRDemoSA

ux Ui ‘MES-Demo Sales Ltd. Accomntableos Revseweros Responsibleos 6/afo

|:K||

Fanction_Ressarch and

o coustry code
- try code selected Development

IR TRY TR RS

o country code selected DIva ‘Function_Support Services ‘Holger_accountable Revieweroz FHolger_Responsible 6/of0

Figure 119: Overview Tasks current entity

The filters provided in the upper part of the section can be used to sort the displayed tasks.
The selection field "Dimension" allows for filtering tasks based on either the currently se-
lected entity ("Current entity"), individual countries ("Country") or the whole MNE ("Enti-
ty"). Similarly, the filter "Reporting Period*", offers the possibility to choose between tasks
for the current period or for all periods. Under "Responsible*", it is possible to filter for
tasks that are assigned to oneself or whether all tasks should be shown. A click on the icon
will trigger the application of the selected filters.

After the required filter is selected, all tasks are shown in tabular format under the pie chart.
Depending on the chosen dimension, all tasks are listed according to different criteria (such
as the reporting period, the country abbreviation, the code or the respective Accountable,
Review und Responsible).

In the figure above, "Current entity" was selected as dimension, "current period" was selected
as the reporting period and "All tasks" was selected under Responsible. The right column
indicates the status of the task using colors: Open (red), in progress (yellow) and final
(green). Depending on whether the selected entity or all entities have been chosen as dimen-
sion, the presentation of the task status varies. When only one entity is selected, the letters in
the right column ("Status") refer to the type of module to be finalized. A distinction is made
between Local (L), Divisional (D) and Global (G) modules.
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If more than one entity has been selected (i.e. "Entity" or "Country") as displayed in the fig-
ure above, the current status of processing (e.g. how many tasks are still unprocessed or in
progress) is displayed in the "Distribution" column. In the column next to it ("Open/In pro-
gress/Final") you can also see exactly how many tasks are still open, in progress or final.

The overview of the tasks can additionally be exported in Excel form via the icon - .
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3.2 Menu item Task management

Via the menu item "Task management" the following overview table is available:

€ Task management [ /1/0z0- 12/32020 2?2

<]

O Name | ~avigationitem | Linked to | rocessing deadiine | Checklist | annually recurring | Assigned | drodifiedby | srodifieddare |
x x x x v o= v o= x x x
O| & | # |Neue Aufgabe Documentation content | New module for APA 1/31/2021 5/ skley 1/14/2021 1:50:49 PM
O)| & | Showease the variables an Documentation content | - Showease variables + Attachments - |12/31/2020 5 dobaladmin 1/23/2020 12756 PM
O| & | # |Testtask Documentation content | Business Overview (Support Services) 4/10/2021 1/globalAdmin 3/1/2021 3:27:43 PM
O @  / TestTaskfirDemo  Documentation content | Organisstional chart 11/26[2020 3 skley 1/2q/2091 123754 PM
/| Group entity details and it Manage questionnzire 12/31/2020 6 lobaladmin 1/13/2020 1i14142 PM

Figure 120: Task management overview table

NOTE: The administrator is only shown the subitem "Task management" if he has local,
divisional or global access rights in addition to his administrator-rights.

New tasks can be created using the icon .

In the opening window, the tab "Task detail be displayed (see following figure).

€ Task management [~ #/2/z020- 12/3/2020 2?

save
Task details

Save and close
Navigation item* New

Close

Description*

annually recurring

Checklist mandatory

Figure 121: Create a new Task

At this point, the navigation element, the name, a task description as well as the processing
deadline can be defined.

After saving, three new tabs are displayed: "Reporting entities”, "Additional guidance"
and "Change history".
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The tab "Reporting entities" shows in tabular form, to which reporting entities the task
has been assigned. Via the icons "Drop selected reporting entities" and "Assign reporting en-
tity" it is possible to remove already assigned reporting entities or to assign the task to new
reporting entities.

€ Task management [ 2/a/z0m8 - 12/z372018 12

Modified by: globzladmin, 12/

0:14:38 4 Created by: slobaladmin, 12/16/2015 <o

save

Save and close
Task details Reporting entities Additional guidance Change history Eancied
New

. Delete
Exclude admininistrator from

Send link as e-mail

Close

Assigned reporting entities

Code Name Processing deadline Accountable Reviewer Responsible Delegated
x x
Uoy US-Demo Sales Hub America Inc. 12/31/2019 [Accountzbleos] [Revieweroi] [Responsibleo:]
Uot DE-Demo Headquarters AG 12/31/2019 [Accountableos] [Revieweros] [Responsibleo:]
Page[t |of1 5 of:
@ Drop selected reporting entities + Assign reporting entity

Note: Please double click on the assigned reporting entity to edit the entity specific deadline and responsible editor.

Figure 122: Reporting entities

The tab "Additional guidance" allows to upload files. All uploaded files are listed in a table
and can be downloaded or deleted if necessary.

NOTE: Under "Additional guidance", documents such as presentations or guidelines can
be uploaded to support the assignee working on the task by conveying what exactly should be
done. These files are not attached to a report.

NOTE: The files uploaded here are not attached to the report, but serve only as a tool for the
editing user.

€ Task management [ v/a/zos8 -12/3y/2018 12

Modified by: elobaladmin, 12/15/2019 Bisci07 M _Created by: slobalsdmin, 12/15/ 2010 8:50107 P}

Save

- . . Save and close
Taskdetails = Reportingentities | Additional guidence | Change history

New

Delete

Drag & Drop Files 2 o

Close

File name Short name Document type

Pagelr Jof1 s v Norecordstoriew

Note: For editing attachment, please double click on filename

Figure 123: Additional guidance

The tab "Change logs" allows the administrator to track changes (e.g. new status, changed
deadline, assignment of new reporting entities, etc.) of the task.
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€ Task management [ 2fr/z018 -22/33/2018 12

Modified by: globaladmin, 1215/ 50:072M _Created by: globaladmin, 12/15/2019 8:50:07 B}

Save

Saveand close

‘ Task details Reporting entities Additional guidance Change history

» globaladmin [12/15/201g 8:50:07 PM] Actions: [Create]

New

Delete
‘ Send link as e-mail

Close

Figure 124: Change logs

The created tasks are listed under the navigation item "Task management" and can be

modified by clicking the icon # or may be deleted by clicking on the icon M. The search func-
tion enables the user to search for tasks according to self-created rules. Fi-
nally, the resulting list of tasks can then be exported as an Excel table by clicking on the icon

€ Task management 222018 - 12/zas2018 2 ?

B
:

Name | Navigationitem | Linked to | Processingdeadiine |  annually recurring | feegrl | Modified by | dodifieddate |

X X X X v X X X X
[= \ i \ pa |Attachmem3 |Attachmem5 \ ‘12/31/2[119 | v | u‘glnhaladmin ‘12!'15.r"2mg 8:52:01 PM \
O] @ |/ |Masterdata |ptaster data | s2/33/2019 | v | o/ globaldmin 12/15/2019 8i50:07 ML |
Pagele ofs s

Figure 125: Overview Tasks
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3.3 Menu item Approve Admin Tasks

The menu item" Approve Admin Tasks" provides a list of system-generated tasks for a
selected reporting period. Transaction groups and group entities (e.g. transaction partners)
that have been requested by the user but are not yet created in globalDoc are displayed. In
addition, uploaded reports that have been corrected outside of globalDoc are listed. Only the
system administrator has the right to access this menu item and to approve or reject the
listed queries or uploaded reports.

€ Approve admin tasks [ 2/x/018 -22/z1/2018

I T e <]

Name | Navigationitem | Linked to Processing deadline Status Modified by Modified date |

X % x X % % X

| # |Approve new central group: A.gq[Transaction groups 12/22/2019 Waiting for approval system 12/35/2019 8:36:02 PM

Figure 126: Overview of "Approve Admin Tasks"

The system administrator gains access to further detailed information on the selected task by
clicking the icon # .

The name, the description, the processing deadline and the navigation item are generated by
the system and do not require any further input.

Depending on the task status, the options "Approve" and "Reopen" are shown in the com-
mand column on the right side. The Admin can select the respective option according to his
or her personal assessment.

If a document is linked to the selected task or the task has been generated by the system, the
tab "Additional guidance" will be displayed. Under this tab, any information specific to
the subject, if present, is stored in the system.
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€ Approve admin tasks [ rpr/zo18 -safzs/z0u8 22

Modified by: system, 12152019 8:36:02 PM_Created by: system, 12/

Save

. L . . Save and close
Taskdetsils | Additional guidance | Change history

Delete

Send link as e-mail

[ | Short name BrmmiT Close

x x x

Pagels |of1 5 v o recoeds o view

Figure 127: Detail view of "Additional guidance"

The "Change logs" tab is generated by the system and is used to better track the task and
change history by listing the individual intermediate steps of task processing.

€ Approve admin tasks [ 2/1/z0s8 - 12/33/2018 12

Modified by: system, 12/15/20198:56:02 PM_Created by system, PM

save
. N Save and close
Taskdetails ~ Additional guidance | Change history

Delete

Send link as e-mail

» system [12/15/2019 8:56:02 PM] Actions: [Create] Close

Figure 128: Detail view of "Change logs"

Tasks are deleted in the same way as it is done in other sections in globalDoc. By clicking the
icon M, the selected task will be deleted. Bfr clicking on the " -fields, several tasks can be
W Delete

selected and deleted by clicking the icon.
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4. Program item Analysis

The "Analyse" function enables the central comparison of documentation contents, module
distribution and transactions between individual reporting entities. The function is accessible
for users who are created as system administrators.

Clicking on the icon opens a menu where users can navigate to other program items.

=

The PwC logo PW€  navigates you back to the home page.

Basically, please note that the analysis always refers to the selected reporting period. In the
overview you can see all available reporting entities:

pw-c'- globalDoc Sotution 8.5 [ ] 1/3/s0s0-1a/3/s080 00

Group by: Region & country > Region name: APAC,EMEA,GlobalNAFTA, . ~

) Selected group entities

Short name ERPnumber  Perman.. Nameofta. Addressof.. Taxnumber Shortbusi. Country Legalrepr... Localenrr.. Aceountable Reviewer

testa AFN - Afghan,

esponsible Test EUR - Euro
mo Headquarters AGLL.  Demo AG o001 Finanzamt M... Musterstrae.. 11/111a11 2021 Max Muster... EUR-Euro

Demo Lid FinanzamtM... Musterstrafle.. s1/1ssssar Max Mauster...  MEN - Mexie.

nerics . Demo lIne FinanzamtM... Musterstrafle.. s/1rsmar Max Muster.. USD-US Do,

Figure 129: analysis overview

By clicking on the individual headings of the table, you can filter alphabetically according to

Region name 1

the selected column. Additionally, you can sort by region or country by clicking

Country name *

on

Under the icon "Column Chooser" ( B ) all columns can be dragged into the table and vice
versa by keeping the left mouse icon pressed:
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= A globatpoc solution 85 [ 1a/soso-13/31/z020 0 0

a '} Selected group entities
Code Name Shortname  ERPnumber  Perman.. Nameofta.. Addressof.. Taxnumber Shortbusi.. Country Legalrepr.. Localewrr.. Accountable Reviewer
Region name: AP.
- me: Afghanistan
bee AL testing wsta AFN - Afghani

on
Co
v Dem Mus Max Muster...  CZK - Coech
Co
. Demos.A, EUR - Euro
Co
1257 Holger Respansible Test EUR- Earo
Vo DE-Demo Headquarters AGiL. Demo AG o001 Finanzamt M... Musterstrafle.. 11/111m11 2021 Max Muster.. EUR - Euro
DemoLid FinanzamtM... Musterswable.. /ssssss Max Muster... Mo
Calumn Chooser X
Sales Hub America . Demolne Finsnzamt M. MusterstraBe.. 11/11ssiss MaxMuster..  USD

Abbildung 1: column selection

The order of the columns within the table can also be moved by holding the mouse icon:

= _ B jiobalDocsotution .5 1/1/2080 - 13/31/2080 0 o
= 2 W S —
Gros - on M

) Q Selected group entities

Code 1 Name Shortname  ERPmumber  Perman.. Namdc “" dof . Taxnumber Shortbusi. Country Legalrepr.. Loealenrr.. Accountable Reviewer
- Region name: APAC

7 AL testing testa AFN- Afghani

ro.il Demo .r.. MusterstraBe... 11/1m Max Muster.. CZK- Czech..

DemoS.A, MusterstraBe-.. n1/uma Max Muster... EUR - Euro
spansible Test EUR - Euro
mo Headquarters AGLL. Demo AG @001 Musterstrafie.. 11/ zom MaxMuster.. EUR-Euro
Demo Seles Ltd Demo Ltd Musterstrafie... 11/1assmas Max Muster... XN - Mexe
Column Chooser x
Uog US-Demo Sales Hub Ameries . Demo Ine. Musterstrafie_. 11/1assas Max Muster..  USD

Abbildung 2: change the order

Under the icon the grouping of the displayed reporting entities by division, business
unit or region & country can be displayed. The icon allows filtering by individual re-
gions (including the countries assigned to the region). The search field allows searching for
content in all rows and columns of the table. Subsequently, only the rows containing the
searched string will be displayed in the table.
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4.1 Dokumentation overview

In this area, different reports can be compared with each other. To do this, the reporting enti-
ties that are to be compared must be selected via the checkbox:

(=] Code * Name Short name
u ~  Division: DIV 1 - Function_ Research and Development
v Uo1 DE-Demo Headquarters AGi.L. Demo AG
Uo2 FR-Demo S.A. Demo S.A.
Uos CZ-Demo s.r.o. 1.L. Demo s.r.0.
Uog US-Demo Sales Hub America ... Demo Inc.
Uiz MEX-Demo Sales Ltd. Demo Ltd.

Abbildung 3: comparison of the reporting companies with each other
The iconicon will then take you to the comparison page.

By selecting the fiscal year at the top of the screen, you can choose which period you want to
compare. Here, only comparisons of different reporting entities within one fiscal year are
possible.

Under you can specify whether the order of the displayed content should be displayed
by entity (the modules of one entity horizontally next to each other and the modules of the
other entities below) or module (the modules of one entity vertically below each other and the
modules of the other entities next to it).

The different report configurations (Standard Local File, Standard Master File, specific con-

. . Report type:
figuration) can be selected under -

By clicking on , you can filter between the modules that are assigned to the selected
reporting entities. The search function can be used for this purpose.

The selection of the compared entities can be changed by clicking on .

Under you can change the display of the compared contents to vertical, horizontal and
tabular. By default, a tabular view is preset.

By scrolling it is possible to move between the selected contents. A click on /
navigates directly to the documentation content, in which the module can be edited.

The back iconicon of the Internet browser takes you back to the overview of the program
item.
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4.2 Modul overview

This area contains an overview of which modules are assigned to which reporting entity. For

this purpose, the reporting entities that are to appear in the overview must be selected via the
checkbox:

= (Code T Name Kurzname
Toi DE-Demo Headquarters AG Demo AG
% Uoz FR-Demo S.A. Demo S.A.
TTog CZ-Demo s.r.0. Demao s.r.0.

Abbildung 4: overview "Assignment of reporting companies®

The icon will take you to the comparison page.

The different report configurations (Standard Local File, Standard Master File, specific con-

figuration) can be selected underiaskgss.

The selection of the displayed entities can be changed by clicking on .

Under , the display of the displayed content can be selected by division, business
unit or region & country.

Under the axes (reporting entities and modules) can be swapped and the column
width can be adjusted

The icon Ed allows exporting to Excel.

The table shows the distribution of modules:

- X - module is assigned manually

- A - module is automatically assigned by transaction group
- Empty cell - module is not assigned

By clicking the Back icon of the Internet browser you will return to the overview of the pro-
gram item.
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4.3 Transaction overview

In this area, the transaction relationships between the individual reporting entities can be
displayed in different ways. To do this, the reporting entities that are to be compared must be
selected via the checkbox:

p

pwe globalDoc Solution 8.5 [j 1/1/2020 - 12/31/2020 9 0

Group by {columns): nothing ~  Groupby (rows): nothing Group entities: Uo1 - DE-Demo Headquart.. »  Transaction groups: A Research and Develo... = Options

) 999 EUR 000 EUR 1,000 EUR 1,000 EUR 1999 EUR
s

1,001 EUR 1,001 EUR 751,000 EUR 751,000 EUR 752,001 EUR

L 200,000 EUR 200,000 EUR 1,000 EUR 3:333.333 EUR 3.344.333 EUR 3:544.333 EUR
F

L PL-I 100,000 EUR 100,000 EUR 100,000 EUR

F
200,000 EUR 200,000 EUR 200,000 EUR

Abbildung 5: display of the transaction overview
The icon then takes you to the comparison page.

The displayed contents can be defined via the icon B, In the following window, the rows and
columns can be defined similar to a pivot table by dragging the elements into column and
row fields:
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1
{ Field Chooser X |
All Fields Row Fields
» [l Country Code "

» [ Country (Related party)

» W Group entity

» Group entity (Related party)

» Region

» Region (Related party) Column Fields

~ |l Transaction Code t
Agreement (copy)
Agreement available
Amount (local currency)

Filter Fields Data Fields

Accountable Invoice amount

Abbildung 6: define the contents

Depending on which elements are selected, they can be grouped under the items
ana [ EERTENEENY

. Group entities: . . . e
The icons and s allow adding and removing reporting entities and

transaction groups in the displayed table.

-
The following settings can be made under :

Currency - Here you can set the currency in which the transaction volumes are displayed.
Prerequisite for this are correspondingly stored conversion rates under Currencies.

Show totals (columns) — Here, which totals are to be displayed in the table columns can be
selected.

Show totals (rows) — Under this point, which totals are to be displayed in the table rows can
be selected.

Miscellaneous - In this section it is possible to hide entities without transactions It is also
possible to display the rows in the form of a tree structure.
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By clicking on the icon # next to the name of a reporting entity, it is possible to navigate
directly to the transaction matrix of the respective reporting entity.

The icon H allows exporting the table to Excel.
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