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Legal matters

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

© June 2022
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Release Notes

The ninth generation of globalDoc includes the following feature enhancements:
Improved performance of the software

The reaction speed of the software has been increased, even in cases of a large data volume and a big
number of automatically assigned modules.

Business line allocation of Group entities

Group entities can now be assigned to the Group's business lines to filter accordingly for analysis and
evaluation purposes. In the future, the business line assignment will also enable the automated
assignment of modules that are only relevant for Reporting entities of the respective business line.

Assignment of user roles in the user profile and deletion of users

The user roles Accountable, Reviewer and Responsible can now be edited in the user profile. If the
responsibilities change between users over time, the assignment can now be adopted very easily across
all reporting periods. If users are to be removed from the system, the user roles of these persons may be
reassigned in a separate dialog.

Revision of the automated e-mail notifications

For certain actions, the automated e-mail dispatch has been revised, for example, in case a Responsible
withdraws a module or the overall report that he or she previously submitted for review. In addition,
various e-mail texts have been revised, for example, when a user's password has been locked. Finally, it
is now possible that an automated e-mail is created when a status change occurs in the questionnaire.

Improvement of the automated assignment of transaction-related modules

When selecting "Automatic Allocation", the user can now specify the allocation of the module to one or
both transaction partners: "Provider & Recipient", "Provider only", "Recipient only".

Improvements in transaction management

The "Transaction Type" display is now individually configurable, so that the respective terms of each
globalDoc customer can now also be used in globalDoc. In addition, the transactions can now be better
grouped and sorted in the documentation report. Finally, also the number of decimal places for the
transaction volume displayed in the documentation report can now be preset within the tool.

Extensions of the questionnaire function

Users with administrator rights are now able to view answers for one entity or for multiple entities at
the same time, with swappable columns & rows and numerous filtering options. In addition, it is now
possible to upload responses for the questionnaire via Excel upload for multiple companies at the same
time. Finally, the answers given for the current reporting period are also displayed in the new reporting
period when rolling forward.

Display of the module status of global/divisional modules
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The processing status of global and divisional modules is now indicated to the local user by a colored
border around the gray module display. In addition, the processing status of entire chapters is now also
integrated into the traffic light color function.

No empty transaction overview when creating a report

Before the ZIP file is created, the globalDoc software checks whether transactions have been maintained
for the reporting entity and whether the corresponding Excel file must be created in addition to the
documentation report itself. Only if transactions exist, an Excel file with transaction data will be created.

Changes to the roll forward

If a pre-filled template is created or used for a local module in a reporting period, the corresponding
note is omitted after the roll-forward in the new documentation period. The entry of a group currency,
the allocation of user roles (Accountable, Reviewer, Responsible) and an automatic allocation of
transaction-related modules are now also transferred to the newly created documentation period during
the roll forward.

Task overview

The statistics and individual contents of the task overview have been adapted. Further, the Excel
download was revised, e.g., to facilitate an analysis in BI tools. In addition, more tasks are now displayed
on the landing page, for delegated modules also across multiple reporting periods and reporting entities.

Dropdown lists in Excel import

In the Excel import files, validations and a selection list (drop-down) showing the available values were
added for the transaction partners, transaction groups and transaction currency to avoid any input
€errors.

Improvement of numerous functions based on user feedback

¢ For example, new modules can now be inserted at any point in the report configuration with a
single click. This further increases the efficiency of the report configuration.

e In addition, it is now possible to create multiple group entities with the same company name.

e In the user export, the assigned companies (for the roles Accountable, Responsible and
Reviewer) are now exported, too.

e Inthe Documentation Content navigation item, the Input Format field has been removed,
requiring fewer mouse clicks.

e Ifauser can edit only one report for the selected company, the report selection (Master File
/Local File) is no longer displayed, which also requires fewer mouse clicks.

e Ifhidden formats of a Word document uploaded to a globalDoc module lead to an error during
report generation, the software now displays which module is affected. This allows such
hidden formats to be identified and eliminated more quickly.

e When creating a report in review mode, the mark which identifies the begin of a module has
been optimized.
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e Several linguistic changes have been made to the user interface, for example the Documents
folder has been renamed to Attachments, and the name of a currency can now be used as a
variable.

¢ Finally, the upload of a central transaction matrix for the entire group has been moved to the
navigation item "Transaction groups".

We thank you for your constructive feedback and suggestions, which enable us to continuously improve
the software and look forward to a continued good cooperation with you.

Your globalDoc-Solution® team
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Preliminary remarks

In addition to the explanations in the user manual, this globalDoc administration manual describes the
program items of the main menu that are exclusively relevant for users with administrator rights.

These are the program items "Settings" (Chapter 1), "Documentation setup" (Chapter 2), and
“Analysis” (Chapter 4). These can only be accessed by users with the appropriate System- and Security
administrator rights. These program items are not visible (or editable) on the landing page of a local
user. In some cases, this also applies to individual navigation items of the "Tasks" program item
(Chapter 3).

In addition to a general introduction to globalDoc, the separate globalDoc user manual contains a
detailed description of the "Reporting company" 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.

S

globalDoc Solution 9.0

Settings
Documentation setup
Reporting entity
Tasks

Analysis

Figure: globalDoc program items for Administrators
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1 Program item Settings

The menu item "Settings" offers the user, with the corresponding system and security administration
rights, the possibility to centrally manage all settings of globalDoc via the following menu items:

e Menu item "Administration", in which the user administration and the basic globalDoc
settings can be made via various navigation items (see following illustration)

e Menu option "Customizing", in which you can make individual settings for roles, navigation,
report templates and analysis templates and call up detailed information on licensing using
various navigation options (see also following graphic)

e 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 following
illustration).

For the individual navigation points of the menu items "Administration", "Customizing" and
"Email & escalation" see the Figure menu item "Settings" with sub menus

Administration
Reporting periods
Reporting period settings
Users
Divisions
Group entities
Currencies

Regions

Countries Customizing

Module cluster General

. . Translations
Business line

Matrix organization Roles

Email & escalation
Activity logs Navigation
Setup

Attachment types Reporting templates

Create e-mail

Security logs Analysis templates
Overview
Consistency checks Licensing

Figure:menu item "Settings" with sub menus
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1.1 Brief overview

1.1.1 Menu item Administration

Navigation item

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 setting®.

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 created and
existing ones can be edited or deleted. Each globalDoc-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
divisional criteria.

For further information please refer to chapter: “Divisions”.
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Navigation item

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 imported as Excel files. Furthermore,
modules and module clusters 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 organization”.
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Navigation item

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: “Attachment
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 export an
overview as an Excel file.

For further information please refer to chapter: “Security logs”.

Consistency checks

In the navigation point "Consistency checks" the administrator
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”.

1.1.2 Menu item Customizing

Navigation item

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 contact form can be set.

For more information see chapter: “General”
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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 assigned to
users by the role assignment under the navigation 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 structure and
rename navigation points under “Navigation®.

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

Reporting templates

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

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

Analysis templates

“Analysis template“. allow the description of the applied method,
description of the cost basis, transfer price analysis and
appropriateness of the transfer prices to be pre-defined for
various transfer pricing methods.

For further information please refer to chapter: “Analysis
template®.

Licensing

Under the navigation point “Licensing, licensing information as
well as the license key of your globalDoc version are being
displayed.

1.1.3 Menu item E-Mail & escalation

Navigation item

Brief description

Setup

Under the navigation point “Setup” it is possible to activate and
set up the e-mail function.
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For more information, see the “Setup” chapter

Create e-mail “Create e-mail” allows you to send individual e-mails.

For more information, see the “Create e-mail” section.

Overview The navigation point “Overview” lists all sent, pending and faulty
e-mails.

For more information, see the “Overview” chapter.

1.2 Menu item Overview

A click on the "Settings" menu 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 certain actions
directly on this overview page (see Figure "Settings Overview").

Figure 2: Settings Overview

& Settings 17
Overview

Administration

Customizing

Email & wcalaton Overview current reporting period
Divons,Grop ttis o s crsed i gobalee , £y
-
0 ? n
Detals
Documentation process workflow [+

Figure: Settings Overview

On this overview page, you can select a specific reporting period for which a summary of the group
entities, divisions and users contained in the selected reporting period ("Overview current reporting
period") and the status of the documentation process ("Documentation process workflow") are
displayed.
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With , it is possible to create a new reporting period based on the selected one. Read more in
chapter “Creating a copy of an existing reporting period”.

In the area “Overview current reporting period” it is possible to switch directly to the navigation 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
(= | (in the column “Details”) (see Figure “Start documentation process”).

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).

€ Settings L 2
Overview Exit
Administration
Customizing Period settings & start documentation process
Email & escalation shisois

5/31/2019

Individual process description

Figure: Start documentation process

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 required (see Figure
“Overview of the reporting periods™).
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€ Settings 1?
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Administration Staridate |  Enddate | Locked | Documentoutputformat | Previousperiod |  Modifiedby | Modifieddate |
E 4 ~ X X % | globalAdmin X X
Reporting periods WA |0 13/31/301 Officezoor lobaladmin 10/25/2021 2159135 ~
W | 7 [s/a/acm8 12/31/2036 [T — 1/3/2020 - :2/3 2020 |globaladmin 1/25/2022 04710
Reporting period seftings B | 7 |1/2/2035 i2f31/2035 Officezoor 1/3/2020 - £2/31/z020 |globalAdmin 12f13/2021 34447
Apar 12/34/2034 [r— +/3/z020- “lobaladmin 12/13/2021 12248120
ez 8/ 12/21/2033 Officezoor +fafzoza- elobaladmin 11/23/2021 2126126
8|7 [erye— Pp— “lobaladmin PO p——
phsens |7 [T — P slobalidmin PO ——
roup estites W s 12/21/2030 Officezoor 1/s/2020- 22/ slobalAdmin 10/25/2021 349153
| s i2/31/2025 Officzzoor 1/1/2020- slobaladmin 10/25/2021 102207
P I 12/21/2027 [ r— +/s/2024- slobaladmin 5252021 Bugsizf -
i/ Dfiezzoor +/s/2024- 12, elobaladmin /252021 Buagizs
[ W7 y Officazoor +/a/2070- 12/33/2020 | dlobaldmin [ —"—
W s 12/21/2020 Officezoor =lobaladmin 4/14/2021 Brgra6 3
Countriss | s 12/31/1560 Officzzoor zlobaladmin 2/14/z022 13faa F ¥
4 »
Module claster pazz[i Jofs View 1 - 140r1,
EBusiness line

Figure: Overview of the reporting periods

The reporting periods in the overview can be sorted according to the following column names by clicking
on the corresponding field (see Figure “Overview of the reporting periods”).

e  Start date
e End date
e Locked

e Document output format
e Previous period

e  Modified by

e Modified date

Note: The search result can be narrowed down by entering the searched word in the intended column.
Confirm the entry with ENTER.

Via the icon i, the selected reporting period can be deleted directly, or it can be edited via the icon e .

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

Creates a new reporting period.

Configures the search: “Simple search”, “Extended search” or
& Search options v “Select columns” are available. It is also possible to refresh the
search here.
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H 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” (see also Figure
“Create a new reporting period - Tab Reporting period details”).

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 “Creating a copy of an existing reporting period”).

& Settings 17?

Overview

Reporting period detzils Import and Export Export access rights and module distribution
Administration

Reporting periods

2022

Reporting period settings

12/31/2022 05/31/2021 ?
Users ! !

O Locked
Divisions
Group entities DocOutputFermatOnlywordzoor
® Officezo07
Currencies

Regions

Countries

Figure: Create a new reporting period - Tab Reporting period details

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.

e Start and end date*: Determination of the start and end date of the new reporting period.
¢ Enterprise name: Name of the enterprise to possibly be used as variable within reports.

e Ultimate date to finalize the documentation content: Last due date for the
documentation process workflow.

e 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
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locked function remains deactivated. An already locked reporting period can be unlocked by
the system administrator for editing at any time.

¢ DocOutputFormatonlyWord2007: At the moment, editing the contents is only possible
with "Office 2007" and is identifiable by the file extension ".docx".

NOTE: Only the fields marked with an asterisk (*) are mandatory. However, it is recommended that
you also enter the group name, as this can be used later as a placeholder in the report.

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

Create a new reporting period — Tap “Import & Export™).

€ Settings 2?

Overview

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

Administration A

. Group entiti

Reporting periods .
porE e Import/Export (*:xls, *.xlsx) @ Download template
Reporting period settings —
Users Import/Export (*.xls, *.xlsx) @ Import | @ Download template
Divisions = U
" Import/Export (*xls, *.xlsx) & Download template
Group entities
4. Currenci
Currencies
Import/Export (*.xls, *.xlsx) & Download template
Regions
— i
Countries o
Import/Export (*.xls, *.xlsx) & Download template
M st
fodule dluster L
Management entities Detail view of action logs: Open view

Activity logs

Figure: Create a new reporting period — Tap “Import & Export”

To import data into globalDoc, an Excel template can first be downloaded and saved locally via the
selection field _ Download template JEVRN template is filled with the corresponding data by the System
ﬂ

administrator and then uploaded again via the field. The selection field M
used to download data already contained in globalDoc as Excel files.

i
can be

NOTE: For the actions in row "5. transactions", the System administrator can export all inter-
company transactions of the group ("everyone-with-everyone") to an Excel table, edit them there and
then import them again into globalDoc. If this data is not available to the System administrator, it can
also be entered or edited locally under the navigation item Reporting companies/transactions/-
transaction matrix.

In addition, in the "5. transactions" line, an additional checkbox can optionally be added to import
data from external applications, e.g., “TP matrix”. This function requires an interface to the external

application. This is not part of globalDoc.

NOTE: This function is only available when the “TP matrix” add-in is used.
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NOTE: Using the navigation item "Activity logs", the system administrator can trace ges
1]

made in globalDoc (the alternative is to trace changes in the row “Activity logs” and press il ). It
can be seen, which user performed which type of action on which object in tabular view (module,
reporting entity, reporting period). Please refer to the chapter "Activity logs".

In the third tab “Export access rights and module distribution”, Excel overviews of the module

distribution, the user roles and the access rights can be exported (see figure "Creating a new reporting
period - Tab “Export access rights and module distribution™).

€ Settings 1 ?

Overview

Reporting period details ~ Import and Export | Export access rights and module distribution
Administration

Generate reports about modules, access rights and user roles

Reporting periods Export entire module

distribution:

Reporting period settings Export access rights for

modules:

U .
sers Export access rights for

navigation:

HAA

Divisions .
Export all roles and access

)

Expo

rights:
‘Group entities

Currencies
Regions
Countries

Module cluster

Figure 7: Creating a new reporting period - Tab “Export access rights and module distribution”

1.3.1.2 Creating a copy of an existing reporting period

Under "Settings/Administration/Reporting periods" and clicking on Vg of the corresponding
period, the detailed view of the selected reporting period will be opened (see Figure "Detailed view of
the reporting periods - Tab “Reporting period details™). Using the "Create copy' checkbox in the right
command column, the system administrator can copy the selected reporting period. In doing so, existing
reporting companies and globalDoc divisions can be partially or completely copied from the existing
reporting period to the new reporting period to be created, thus forming the basis for the documentation
of this new reporting period.

NOTE: If a reporting company and/or globalDoc division has been copied to a new reporting period,
subsequent changes in the previous reporting period will have no effect on the new reporting period and
vice versa.

NOTE: If company data is not copied when copying a reporting period, the assignments of the user roles
Accountable, Reviewer and Responsible to the users defined above will disappear

In the lower area of the opening detail view, the left table shows the system administrator the reporting

companies and globalDoc divisions of the predecessor period that have not yet been assigned to the new
reporting period. Through this function, the local-level modules of the selected reporting company and
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the divisional modules of the selected globalDoc division can be selectively copied to the corresponding
reporting period.

In contrast, the right table shows those reporting companies and globalDoc divisions which are already

assigned to the respective reporting period (see Figure "Detailed view of the reporting periods - Tab
“Reporting period details”).

« Seltings 17?

Overview

Reporting period detalls | Importand Expart | Export acoess rights and module distrbution
Administration

Modified by: lotaludmn, 2/ 0e3 43737 P Craated by: gobaladen, 124 258 mobegy 72t

Copy Dat Cade Name +| Code

onsisency chacks

Customizing

Figure: Detailed view of the reporting periods - Tab “Reporting period details”

To copy the corresponding reporting companies and "globalDoc divisions" to the new reporting
period, the corresponding companies/globalDoc divisions are selected by placing a check mark in the
left table.

NOTE: If all reporting companies and divisions are to be copied, the checkmark can be set in the header
of the table (see Figure" Selection and display of reporting companies and globalDoc divisions"). Make
sure that all the desired companies and globalDoc divisions to be copied are selected. By default, the left
table displays only 15 companies/globalDoc divisions at a time, which is why the view in the lower part
of the table may need to be set to a higher number (see also "Selection and display of reporting
companies and globalDoc divisions.").
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[J Daten kog Code Name
X X
O v U1 BR-Demo Sales
O] [ DIV 2 BU_Appliances £
O [V DIV1 BU_Gadgets
| i U16 CH-Demo Finance AG
| [l Ug CN-Demo Agent
O v Uos CZ-Demo s.r.0.
O v U18 DE-Demo Factory GmbH
| [ Uo1 DE-Demo Headquarters AG
(| [ U20 DE-Demo Parts Europe GmbH
O M |Uoz FR-Demo S.A. nd
< >

Zeige 1 - 15 von 26

Seite|:]\'on2 e

Figure: Selection and display of reporting companies and globalDoc divisions.

By clicking the icon ﬂ, the selected companies and globalDoc divisions are copied to the new reporting
period (right table). The modules of the "Global" level are automatically copied to the new reporting

period. The symbol B8 can be used to move back the selected companies that are not to be copied after
all.

NOTE: Pushing back should be done with care. As long as the new period is still saved and no changes
have been made in the newly copied period, this can be done without any problems. However, if the
modules and tasks in the new period have been manually adjusted or updated, they can be deleted
IRREVERSIBLY.

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

NOTE: If, as an exception, no documentation content is to be transferred, but only unfilled modules in
the new reporting period, the check mark in the "Copy data" column can be removed by clicking. In the
column "Copy data", all lines are initially checked. This means that data such as modules, tasks, etc. are
also copied during roll forward. If this is not to happen and only empty periods are to be created with
the master data, then these ticks must be removed manually.

1.3.1.3 Editing an existing reporting period

Under "Settings/Administration/Reporting Periods" and click on rd , the detail view of the
selected reporting period will be opened. This detail view consists of the tabs "Report period details",
"Import and export" and "Export access rights and module distribution".

In the "Reporting period details" tab, the reporting companies and globalDoc divisions that are
already assigned to the respective reporting period are displayed in the lower right area of the detail
view. In contrast, the left table shows those reporting companies and globalDoc divisions that have not
yet been transferred to the current reporting period.
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NOTE: Please note that this is only done if the selected reporting period was created as a copy of an
existing reporting period.

Selected reporting companies and "globalDoc divisions" from the previous period can be copied to the
new reporting period via the icon or removed via the icon. The modules of the "Global" level are
automatically included in the new reporting period.

In the second tab "Import and Export” data on group companies, their shareholders, users, currencies
and transactions can be imported. In addition, the activity logs can be viewed (see Figure "Edit existing
reporting period - Tab “Import and Export™).

& Settings 17?

Overview

Reporting period detals | Import and Export | Export access rights and module distribution
Administration

Raporting periods

e ——— = e e \

Reporting pericd settings

s 3 I e \

- Ust

Divisions

Group estities

- Cu

S ——— I e e \

. Th

S p— T Y P \

Currancies

Ragions

Countries

Module luster cionT

Businessline

& & b &

Detailview of actionlogs: ‘

Matrixorganization

actwiylozs

Figure: Edit existing reporting period - Tab “Import and Export”

To import data into globalDoc, an Excel template can first be downloaded via the selection box and
saved locally. This template is filled with the corresponding data by the system administrator, saved
locally and uploaded again via the field. Data already imported into globalDoc can be downloaded as an
Excel file via the selection field. Furthermore, it is possible to fill with the transactions via the TP matrix.

NOTE: This function is only available if the "TP matrix" add-in is used.
In the third tab "Export access rights and module distribution" Excel overviews of the module

distribution, user roles and access rights can be exported (see figure "Edit existing reporting period -
"Access rights and module distribution" tab").

& Settings 17?

Overview

Reporting period detals |~ Importand Export | Export access rights and module distribution

Generate reports about modules, access rights and user rol

Reporting periods Expart entire module distribution:

Reporting period settings ‘Expart access rights for modules:

Export access rights for navigation:

Expart all roles and access rights:

Divisions

Group entitiss
Carrenciss
Regions

Countries

Figure: Edit existing reporting period - "Access rights and module distribution" tab
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1.3.1.4 Locking a reporting period

Under "Settings/Administration/Reporting periods" and selecting the icon, the detailed view of
the selected reporting period will be opened. By selecting the "Locked" option, the reporting period is
closed, i.e., the affected data can no longer be changed (see figure "Lock reporting period"). A locked
reporting period can be reopened for editing by the system administrator at any time by deactivating the
"Locked" option.

€ Settings L ?

Overview

Reporting period details | Importand Export ~ Export access rights and module distribution
Administration
Modified by: globalAdmin, 12/17/2010 4:37:37 PM_Created by: globalAdmin, 12/4/2019 7:06:53 PM
Reporting periods
01/01/2020 ?

Reporting period settings

Dsers 12/31/2020 12/31/2021 ?
Divisidus Locked
Group entities

Office2007
Currencies

Figure: Lock reporting period

NOTE: If only a single module is to be locked for editing by local users rather than the entire
reporting period, the status of the module can be set to "Completed" by a user with the
"Approve tasks" role and by a user with the "Reviewer" role.

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

Likewise, if a user with the "Responsible" role has delegated editing of a module to another user
(Delegated User), it is possible to remove the delegation again, so that the module can no longer be
edited by this other user.

NOTE: Delegating the editing of a module only gives a user temporary editor right for that module

unless that user also has the Edit local content role for that reporting entity. In this case, the "Edit local
content"” role remains in effect beyond the delegation. For details see the description "Role distribution".

1.3.1.5 Delete reporting period
Under "Settings/Administration/Reporting periods" and click on the icon, the selected reporting
period is deleted. Likewise, a reporting period can also be removed within the detail view, which is

opened by selecting the icon, by selecting "Delete" in the right command column.

ATTENTION: By deleting, all documentation contents of the reporting period will be lost!

1.3.2 Reporting period setting

Under “Settings/Reporting period settings”, various settings can be made for the individual
reporting periods (see figure “Reporting period settings”), those are described briefly below.
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€ Settings
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Figure 13: Reporting period settings

1.3.2.1 Navigation
"Activate navigation to "Transactions":

Enabling 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
template and the User Manual chapter "Reporting Entities/Transactions".

"Activate business area in legal management import":

In this case, it is possible in “Settings/Administration/Matrix Organization” to create
management units and export them or import an already created management unit list. To activate these
functions, the check mark for the selection “Activate business area in legal management import” has to
first be set under “Settings/Administration/Reporting Period Setting” (see figure “Activate the
display of the matrix organization”).

4 Settings
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Administration

Reporting periods

Reporting period settings

Users
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Textblockused asa

Currencies reference to
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Regions All transaction data are attachments
® editable in import Please find attached the following additional informati. ?
Countries Approve archived
Enable local eurrency as reports directly
additional eurreney for ?
Medule cluster N 7
ransactions
Shew draft watermark
?
Businesslins ?
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Activity logs

Default currency for
transaction group
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Figure 14: Activate the display of the matrix organization

Save changes
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This activation leads to the following changes:

e User Roles: In the user profile the user is given an additional column in the section User Roles.
Here individual rights to business divisions can be allocated to. This opens up the possibility to
allocate the role of the user to certain business divisions or by checking the “all”- box for all
business divisions (see the figure “User roles- new column “business division”.

User roles
All reporting periods
Documentation levels User roles and access rights Divisions/Reporting entities

Global (IDefault @ AL @
Divisional [(Default @@ DAL @ Oan||

+
Local ODefault @ DAl @ () All | DIV 2 - Function_Support Services

+ DIV 3 - Function_Delivery of Finished

Goods

Figure 15: User roles- new column “business division”

e User overview: Two new columns are added to the overview of users under Settings/-
Administration/User: "Reporting company code(s) (separated by comma)" and "Business
domain code(s) (comma separated). This gives the possibility to import and export these roles
as well. Also, a predefined template can be downloaded here (see figure "User overview - Two
new columns "Code of the reporting company(ies) (separated by comma)" and "Business
domain code(s) (comma separated)".

— o=
Ima sepa Business line code(s) (comm ated Lastac

arated)

Figure 16: User overview - Two new columns "Code of the reporting company(ies) (separated by comma)" and
"Business unit code(s) (comma separated)”

¢ Transactions: Under “Reporting companies/Transactions/Transaction matrix” it is
possible to create or change transaction partners and assign transaction matrices. By checking
the box in the "Administration/reporting period" menu item, the new fields "Business
division" and "Business division transaction partner" are displayed then as well. This opens up
the option to specify the business divisions in the transactions areas as well (see figure:
Transaction matrix - new fields "Business division" and "Business division transaction
partner").
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& Transaction matrix T Vos- DE-Demo Basdquarters AG 5[] wajzmas -xafgaszoss

Business transaction details

Tramaactions

e

Transaction matri

Tranisction partcesi Domestic transaction

Transaction groups

Decementation seatent

Atacheanty
Agreement available

Conste report

of Tasks

ohii Amalyds

Figure 17: Transaction matrix - new fields "Business division" and "Business division transaction partner"

¢ Overview Transaction Matrix: Similar to the overview of users, two new columns are also
added to the view here How to get to this overview (see figure "Overview transaction matrix -
New columns "Business line" and "Business line transaction party").

& Transaction matrix %% Uo:- DE Demo Headquarters AG > m 1/1/z021 - 12[31/2021
e Y Y )
[= Transaction| Transaction partner |  Businessline | Business line related party | Transaction cod| Transaction grof Role of reportin] Invoice cuf Contractual ba| Invoiee amount]| Local curr] Amount (local c{ Agreement| Modified by | Modif

x x x x x x x x x x x x v x x

Figure 18: Overview Transaction Matrix - New columns "Business line" and "Business line Transaction party"

1.3.2.2 Analysis

The “Max. value of function or risk analysis” setting defines the maximum value (between 1 and
5) of the characteristic of a function to be assumed by the reporting company or a risk to be borne by the
reporting company in the function and risk analysis. To use these functions with globalDoc, the
"Transactions" option has to be activated by the administrator.

1.3.2.3 Transaction

e Activating the option “Check transactions only at reporting company for user rights
at business lines”, will cause the management unit of transaction partners to ignore user
rights in transactions. (Unfortunately, we do not understand the meaning of this sentence.)
Transactions with unauthorized business division for transaction partners will still be displayed
in the transaction matrix.

e The ,All transaction data are editable in import” setting enables editing imported

transaction data uploaded to globalDoc under “Reporting Entity/Transactions/Transaction
Matrix”.
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e “Enable local currency as additional currency for transactions” allows the
differentiation of amounts in group currency as well as in local currency. If only one currency is
activated, an automatic conversion with the (averaged) currency rates take place during the
reconciliation. Is this function deactivated again, only the local currency amounts translated
into group currency stay retained.

e Under “Default currency for transaction group thresholds”, it is possible to define a
currency as the default currency of transactions. For this currency, threshold values can then be
defined under "Documentation management/Transaction groups" and after clicking # on at
the corresponding transaction, at which transactions are included in the I/C matrix or
transaction-related modules in the report or not. For details see "Transaction groups".

1.3.2.4 Documentation

e Under "Default Template", the report template for the current reporting period can be
selected. Default Template" is selected by default.

e Under "Text block for referencing documentation attachments", it is possible to adjust
the text block used to reference documentation attachments.

e By activating "Approve archived reports directly", reports are automatically released after
"Create and archive report" has been executed (for further details, see the "Create report
menu item" section in the user manual).

e By activating "Display watermarks for drafts", watermarks are displayed for non-final
reports.

1.3.3 Users

Under the "Users" navigation item, the system or security administrator has the option of managing
existing users and updating user data, creating new users for a certain period of time and, if necessary,
removing users that have already been created.

NOTE: Please note that when uploading Excel files, the language set in globalDoc must correspond to
the language set in Excel and thus also to the column name. For example, if the file in globalDoc was
downloaded in German, it should also be uploaded in German. Likewise, the prefilled template should
also be downloaded with the correct/desired language setting.

Clicking on "Settings/Administration/User" takes you to an overview page where users that have already
been created are listed (see figure " Overview User (example)").
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€ Settings [] orzome sarzasaone 12
‘Overview
B mpersExpors [T [Pg—" pr—
Administraion =] Lognneme | Lestname | Frstname | Usertp | Emal  [biobieph Emplover | Department| Role |Reporting entit]Businesslineco] Lastactmtydate | Creationdate | piodified by | Modified date
N B x x « x « ¥ X x « « x x x x X
O| & | # |Accountablec P 4/1s, globaladmin |4/ss/2021 712
Reporting period settings 01| & | /# |accountablen] 4/14/2021 4/2/20m: lobaladmin | 4/1s,

Users
Divisions
Group entitiss

Currencies

Countries

Module cluster

Businessline

Figure 18: Overview User (example)

On this overview page, you can first select a specific reporting period for which all created users are to
be displayed. The view of all users created for the selected reporting period can be sorted by clicking on
the following column names:

e Username Department

e Lastname * Role

e Operating company code (placement of the

e First name comma)

* Country (can’t be found) e Business unit code

e User-ID e Last activity

e Mail adress e Created on

e Mobile number e Changed by

e Employer e Modified on the

NOTE: The search result can be narrowed down by entering the searched word in the desired column.
The entry is confirmed with ENTER.

The selected user can be deleted directly via the icon or edited via the icon.

On the overview page, various functions are available for managing the users, which are described briefly
below:

Create a new user.

Delete selected user(s).
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¥ Search options ¥

Configure the search: Simple search, Advanced search or select
columns. Also, the search can be updated here.

@ Download template

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

Import selected user data via filled Excel template.

Export all users.

HE'
g
i

Close administration view and redirect to globalDoc overview
page.

Table 2: Administrative functions of users
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1.3.3.1 Create a new user

Under “Settings/Administration/User” the button opens the detailed view for creating a new
user (see figure "Creating a new user").

€ Settings [=] waracas- satgafaeas 17?

pres B E—— c-r~|
‘System administrator

‘Security agministrator

Group entitiss

Ragions
Al reporting pariods
Counires
Assigned as Accountable Assigned as Responsible Assigned as Reviewer
Moduls clustar

e | e [ e | stame [ e stame

Businessline
Matrix organization
Actvitylogs
Attachment types
securiy logs
Consistency checks

‘Email & esealation + Assign reporting company

+ Assign reporting company # Assign reporting company.

User roles

Figure 19: Creating a new user

‘Documentation levels

‘ser roles and aceess rights

Detit g AL @

Defailt @ (1AL @

Divisions/Reporting entities

The creation of a new user the following data can be given (marked fields with an asterisk (*) are
mandatory to fill:

¢ Username*: This is the only mandatory field to be filled

NOTE: It isn’t possible to change the username afterwards anymore. If a change is required, the user
has to be deleted and newly set up.

e Last name: Optional specification of the last name of the user.

¢ First name: Optional specification of the first name of the user.

e User- ID: Optional reference to a distinguishable user identification number.

¢ Mail address: Optional specification of a mailing address of the user (The specification of the
mailing address can be mandatory if globalDoc shall sent an e-mail to the user (the requirement
to do so, can be looked zo in the settings Menu item E-Mail & escalation).
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NOTE: It is advisable to store a user-specific e-mail address, so the user can receive reminder e-mails
for tasks.

e Mobile number: Optional specification of the user’s mobile phone number. The mobile
phone number must be specified if two-factor authentication by means of SMS-TAN is to be

used.

¢ Language: Optional specification of the user’s preferred language. The navigation elements
and help texts are displaced in this language.

¢« Employer: Optional specification of the user’s employer.
¢ Department: Optional specification of the department of employment.

¢ Last password change: Display of the date the password has last been changed at; when the
user’s account is first set up, there is no allocated date.

Additionally, there are the following possibilities to set up the kind of access the user is receiving:

Is this box is ticked, the user access is revoked, and the user
can’t log into globalDoc anymore. This selection is
deactivated on the first set up and must be ticked manually.

[] Islocked out . .
NOTE: Has the user blocked his access by e.g., entering

repeatedly the wrong password, is it possible for the system-
or security administrator to untick the box and enables the
user thereby the access to globalDoc again.

By ticking the box, the user receives the rights on the item

Setiss of globalDoc. Herewith is the user able to all

changes on the system-settings. It is to be recommended to
keep the number with system administration rights to a
minimum.

[] Svstem-Administrator

The Security administer receives access to the navigation

¢ Security administrator . . o
item “Users” and thereby the right to administer the user.

Through this option is it possible to change the rights of the
Copy roles from user: user by copying the user rights of another user. So, there is
no need to assign user rights manually.

Checking this box gives the user access for all reporting
periods.

All reporting periods

Figure 20: User rights settings
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To import several users into globalDoc at the same time, an Excel sheet can be downloaded via the
option _ e and saved locally. It is then possible for the template to be filled with the

corresponding data by the system or security administrator, saved locally and uploaded again via the
option e Data which is already imported into globalDoc can as well be downloaded as an Excel
sheet via the option m This Excel sheet can be edited locally and uploaded again via the option

. The new document updates/overwrites the existing data.

1.3.3.2 User roles and access rights

After creating a new user, the user is then assigned the reporting companies and roles relevant for him.
The following functions can be chosen by the system admin (or, if set up during the installation of the
software, to the security administrator) for editing the role distribution:

User roles

Documentation levels User roles and access rights Divisions/Reporting entities

Global [CDefault @ (1AL @

Divisional CiDefault @ CAL @ Oan
+

Local CDefault @ (Al @ Oan

o

Figure 21: Create a new user- role distribution

User roles and access rights: The system or the security administrator can assign specific roles via
documentation level to the relevant user by clicking on the fields with the text "Select roles..."
highlighted in grey. By selecting the option "Default", the user is assigned the default roles defined by
the system administrator for the selected reporting company. The standard roles can be defined by the
system administrator under "Settings/Customizing/Roles", see Chapter "View/edit existing roles".
Selecting the "All" option assigns all available roles to the user for the selected reporting company(ies).

Divisions/ Reporting entities: The system or security administrator is able to select for which
entities the selected roles shall be assigned at Divisional and Local level. By selecting the option "All",
the respective role is taken over for all group companies or globalDoc divisions incl. the group
companies and divisions that will only be created in the future. By selecting the option "Default", the
user is assigned the default roles defined by the system administrator for the selected division. (Cannot
be found in the illustration "Create new user - role distribution"). If the roles are only to exist for certain
units, the corresponding units can be selected via the fields with the text "Select units..." highlighted in

grey.

Business units: The system or security administrator can assign one or more business areas at
Divisional and Local level to the user via the fields with the text "Select business areas..." highlighted in
grey. By selecting the option "All", all business areas are assigned. To activate and create this function,
see chapter "Navigation".

NOTE: Users who are not granted roles or rights cannot log into globalDoc. This can be the case, for

example, if the system or security administrator first wants to create only users who will later be assigned
individual specific modules for editing (which will then allow them to log in).
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NOTE: If the system administrator is to have access to the corresponding master and local files in
addition to his administrative tasks (under "Reporting companies/documentation content"), it is also
necessary to give him the corresponding rights as described in this chapter.

By clicking on

a dropdown menu opens with

the choices of user roles or divisional or group entities or business divisions. In the following the

selectable roles are explained:

Admin edit module

This role serves as an alternative to "Edit
global/divisional/local content". If, for example, a certain
local module is only to be edited by a certain central user,
the role "Admin edit module" is assigned to this user. At
the same time, the role for the module concerned must be
changed accordingly in the menu item "Documentation
setp" under "Module Assignments". Further information
can be found at "Local modules which can only be edited

centrally”.

Approve tasks

This role unlocks work results for the user as part of
workflow management.

Define content structure

This role enables the user to create local modules for
his/her company (status of a local system administrator).
This role can be distributed, for example, if local modules
are not to be entered centrally via the system
administrators. Similarly, "Define content structure" can
be assigned to a user for divisions and the "Global" area
(status of a divisional or a global system administrator).

Edit global/divisional/local
content

These roles enable the reading and editing of content of
modules on a global, divisional or local level.

Edit Master Data

This role enables changes in details of a reporting entity
as well as in the questionnaire.

Edit Transactions

With ,Edit Transactions" the user can make and edit
transactions.

Manage attachments

The user has access to the menu item “Reporting entity/
Attachments” and is able to make allocations of the

page 34



globalDoc Solution® Administration manual 9.0

documents to the relevant modules there. Or can delete
exiting module attachments.

Read global/divisional/local
content

This role enables the reading but not editing of content of
modules on a global, divisional or local level.

Task administration

The user is able to access the menu item “task”. In the role
as task administrator, the user can create user tasks and
assign tasks to other users, as well as look into the status
on a global, divisional, and local level.

Read data collection

This role enables the user to read the menu item
"Reporting companies/transactions" or "Reporting
companies/master data". (This is only possible if the
function "Navigation to "Transactions” is activated in
"Settings/Administration/Settings Reporting period").

Print report

This role enables the user to generate a report.

Print with Approval

With this role the generation of reports is only possible
for the user with permission.

Read/Insert benchmarking studies

This user can read and edit benchmark studies.

NOTE: The roles "Read global content" and "Read divisional content" are offered as well in the "Local"
area (herein these roles only apply to those global and divisional modules which have been assigned to
the reporting company). For local users, it is therefore sufficient to select these roles on a "Local" level

only.

NOTE: If roles are to be assigned to the user at a local or a divisional level, group entities or divisions
have to be assigned to the users in the column "Divisions/reporting entities". Does this warning apply

on the column "Divisions" too?

If not, the following warning is shown:

Alert

@ Please selact at least one Unit per row in the role asignment
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Figure 22: Create a new user- role distribution- warning
1.3.3.2.1 Zusdtzliche Benutzerrollen fiir ausgewdhlte Berichtsunternehmen

Additional user roles for selected reporting companies in globalDoc Solution it is possible to assign
additional roles for a specific reporting company in addition to the wuser roles.

Zugewiesen als Accountable Zugewiesen als Responsible Zugewiesen als Reviewer
|
Code | Name s l Code | Name 4| Code | Name ¢ |
X X X X X X
1 CH-Demo Finance AG U6 CH-Demo Finance AG DIV2 Function_Support Services
U22 IT-Demo sales S.p.A.

Seite{s [vonm1 100 vV Zaige : Seite|s von 1 [100 v Zaige Seite|1 von1 | 100 v‘\ Zeige s

+ Berichtsunternehmen zuordnen + Berichtsunternehmen zuordnen + Berich h zuord

Figure 23: Illustration: Additional user roles for selected reporting companies

The individual roles "Accountable”, "Reviewer", "Responsible" are explained in detail in the chapter Role
Concept.

The assignment is made when the Security Administrator selects one or more reporting companies from
the displayed list of reporting companies via "Assign reporting companies" and confirms the selection.
The user can be assigned as Accountable, Responsible, or also as Reviewer for different operating
companies.
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Verfiigbare Berichtsunternehmen fiir Accountable %
O Code Name
X x
(J DIV 4 APAC Division -
J U6 CH-Demo Finance AG
J |Uos CZ-Demo s.r.0.
‘Ucu |DE-Demo Headquarters AG
O pvs EMEA Division
J |Uo2 FR-Demo S.A.
‘DI\' 3 |Function_Delivery of Finished Gool
_ JDI\" 1 ‘Function_Research and Developm¢
LJ DIV2 Function_Support Services
[J |GLOBAL GLOBAL
O |U22 IT-Demo sales S.p.A. -

1
UEW

2 1-14 Vo0 14

Seite[z |von1:

OK Schliefen

Figure 24: Assigning a user as Accountable to the reporting company

If, for example, you want to assign the selected user as Accountable to the selected operating companies
and if one of these companies already has an Accountable, this will be indicated by a warning window.

staging.datenwerk-it.com says

Fur die Rolle "Accountable” werden die folgenden Benutzer durch
diesen Benutzer ersetzt:

* in "Function_Research and Development" user "AccountableD1"
* in "DE-Demo Headquarters AG" user "Delegate01”

Figure 25: Reporting company already has an accountable

By confirming with the OK button, the already existing accountable will be overwritten with new users
as accountable.

Click on "Cancel" to abort the process.
This procedure is also identical for Responsible and Reviewer.

Assigning additional user roles can also be done directly in the group company itself (see chapter Group
Companies).
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1.3.3.3 Request report

It is possible to activate the function “Request report” via a corresponding rights distribution for editors.
This function allows an administrator to limit the free print authorisation and to make the generation of
a report dependent on the approval of an administrator.

To do this, the right "Print with Approval" must be assigned to the corresponding user (see table
"Possible user roles").

1.3.3.4 Role concept

In addition to the possible user roles just described, four new types of user roles have already been
introduced with version 8.0 of globalDoc.

These four new roles are "Accountable", "Reviewer", "Responsible" and "Delegated User".
How these roles relate to each other and what their tasks are is outlined in figure "New user roles from
version 8.0".

Hat die Gesamtverantwortung fur die Dokumentation eines
Berichtsunternehmens und bestatigt gesamten Bericht
(z.B. CFO des Berichtsunternehmens)

Accountable

¢Best§tigt & druckt finalen Bericht

E| \Bestétigt Module final

Reviewer (optional)

Optional: Uberpriift die Inhalte der lokalen Module (z.B.
Mitarbeiter der zentralen Steuerabteilung)

Kann eingereichte Reicht Module zur
Module wieder &ffnen Genehmigung ein

Ist fur die Pflege der lokalen Modulinhalte verantwortlich und
Responsible erstellt diese (z.B. Mitarbeiter der lokalen Steuerabteilung des
Berichtsunternehmens)

Delegiert einzelne
Module bei Bedarf

Hat die zur Pflege des lokalen Modulinhalts erforderlichen

Delegated User Informationen und kann dem Responsible zuarbeiten

Figure 23: New user roles from version 8.0

Creating and using these roles simplifies the documentation creation process and increases its efficiency.

The system administrator can assign the new roles (Accountable, Reviewer and Responsible) to all users
previously created by the system or security administrator. Only the Accountable role is mandatory.
Without an Accountable, a group company cannot be a reporting company (i.e., every reporting
company requires an Accountable). If the role of Responsible is not assigned, the Accountable is
automatically the Responsible as well. A more detailed description of these user roles can be found in
the user manual.
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To be able to assign these roles to users as a system or security administrator, you have to first go to the
detailed view of a group entity via "Settings/Administration/Group entity" and then click on \
of the corresponding entity. Once there, you may assign the appropriate role to an existing user via
dropdown menu in the lower area of the "Details of group entity" tab under “Creates report?”.
Within this tab it is only possible to assign the first three roles (i.e. Accountable*, Reviewer and
Responsible) (see figure "Selection of Accountable, Reviewer and Responsible").

Figure 24: Selection of Accountable, Reviewer and Responsible
If a group entity creates a report, it is mandatory that this entity is assigned an Accountable.

NOTE: If only one Accountable is assigned and no other user is entered as Responsible, the Accountable
is automatically appointed as Responsible. See above.

The Delegated user (or Delegate) can as well be selected later by the user having the role “Responsible”.

1.3.3.5 Assign a Password

The password for the new user depends on whether the e-mail function (see Settings/E-Mail &
escalation/Settings) is activated.

Option 1: Assign a new password (activated e-mail function)

Through selecting the command "Save" or "Save and close" in the command column on the right
hand- side, the new user is officially created and, if a valid e-mail address has been entered, the new user
receives his or her personal password by e-mail. With this password, he can log into globalDoc for the

first time. To assign a password by e-mail, a valid e-mail address must be entered in the user settings.

Option 2: Assign a new password (deactivated e-mail function)

page 39



globalDoc Solution® Administration manual 9.0

Through selecting the command "Save" or "Save and close" in the command column on the right-
hand side, the new user is officially created. A notification with the password of the new user appears on
the screen (see figure "Assign password - notification with password of the new user"). This has to be
communicated to the new user ahead of the first login. By closing the notification through selecting
"OK", the new user can log into globalDoc for the first time with the received password.

Alert

User password has been successiully changed.
This iz new password for that user: *YWw7cH

i

Figure 25: Assign password - notification with password of the new user

1.3.3.6 Edit an existing user

In the “Settings/Administration/Users”, by clicking # there opens up a detailed display of the selected

user (see figure "Edit existing user - detailed display").

€ Settings affz0z1-2f3afz021
Overview Modified by e Lo, &/ 18/20m1 721 A Created by: ghonstidmin, 4714 2021 73321 AM
. o v
Administration AccountatleDy envs [ tlocked aut 2 { cop
Reportiog pesiods ) Spstem sdmiristrator
Raporting period settngs A
U
Divisions
Grop snciies
Currencies
3/25/3022 £azeg A0
Regions
[ p——
conmrries #
Assigned as Accountable Pt R o Ravie e
S1odule duster
Code | same B code | Mame B Cade am
Susines line
[— o Funiion_passarch and Devslopmant
actiiylogs
e —
secuitlogs
Consitency chacis
1 3
ostomizing | i} i
‘Email &escalation + Assign reporting company  Assign reporting company - Assign reporting company
User roles
Documentation levels Cser rolss and access rights Divisions/Reporting entities
Gisbal

Figure 26: Edit existing user - detailed display

et g 04 @

This display shows that the information which are stored when the respective user has been created and
the roles were assigned to him or her can be edited (see Create a new user).
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1.3.3.7 Resetting the password of an existing user
In the Settings/Administration/Users, by clicking # there opens a detailed display of the selected user.

Through selecting the command "Reset Password" in the command column on the right- hand side,
a new password is assigned to the user. The assignment of the password for the new user depends on
whether the email function (Settings/Email & escalation/Setup) is activated or not (see figure "Edit an
existing user - Reset password").

 Settings [ vzsas- ssiwizos 17?

et ) Mok by Created by

- Assign sapurting compasy - Assign seporting esmpasy

Bocamestation levels sar rolies and access rights ‘Divisions Reporting eatities

we Detat gy AL

Evsicanl Detni @) (a1 @ A0

ez ) CAL @ A

Figure 27: Edit an existing user - Reset password
Option 1: Assign a new password (activated e-mail function)

Through selecting the command "Save" or "Save and close" in the command column on the right
hand- side, the new user is officially created and, if a valid e-mail address has been entered, the new user
receives his or her personal password by e-mail. With this password, he can log into globalDoc for the
first time. To assign a password by e-mail, a valid e-mail address must be entered in the user settings.

Option 2: Assign a new password (deactivated e-mail function)

Through selecting the command "Save" or "Save and close" in the command column on the right-
hand side, the new user is officially created. A notification with the password of the new user appears on
the screen (see figure "Assign password - notification with password of the new user"). This must be
communicated to the new user ahead of the first login. By closing the notification through selecting
"OK", the new user can log into globalDoc for the first time with the received password.
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1.3.3.8 Changing the password of an existing user

In the "Settings/Administration/User", by clickingf there opens up the detailed display of the
selected user.

By selecting the command "Change Password" in the column on the right-hand side, a pop-up
window opens up and the system administrator may change the existing password of the user. In order
to be able to change the password, the system administrator has to know the current password of the
user (see figure "Edit existing user - Change password").

NOTE: When the software has been installed for the first time, the minimum length of the password as
well as any required digits and special characters etc. as well as the period of time until the required
password change, can be defined individually for each group. The same applies to the selection of a
"single sign-on" mechanism without an additional password or a "2-factor authentication" procedure.

According to the globalDoc standard settings, the selected password has to be at least eight characters
long and has to contain upper- and lower-case letters, numbers and at least one special character.

€ Settings [ wiaszom-sarmy/zo 17?

overview Modified by o i, gz v 43 Greated by.

e B —) o |

Administration AccountabileDs en-US
Reporting periods System administratar
Reporting period settings ‘security administrator

users

Geoup entities

Carrencies .
3/25/2022 r12:09 AM

@ Al poring pesiods
Conntziss e

Assigned as Accountable Changepassword * Assigned as Reviewer
Jre—

code | Name - - Code wame <

Businessline

T brvs Punetion_Research and Deselopment
Ativiy logs
Attachment trpes
secnritylogs
Consisteney chacks

customizing paze[1_] ot L : T

e + Assign reporting company + Assign reporting company + Assign reporting company

User roles
‘Documentation levels ‘User roles and access rights Divisions/Reporting entities
cloba) Detault @ (121 @

Divisional Defanlt @ Tl @ 43 Select units

Lol Defanit @ A1 @ 21 Select units

Figure 28: Edit existing user - Change password
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1.3.3.9 Lock user

In the "Settings/Administration/User", by clicking # opens the detailed display of the selected
user (see figure "Edit existing user - Block user").

& Settings U,,wxm-n; 2031 17?

overview Midified by A /1 202100131 Created by, e o 14/ -

Administration monntahisns i IsTocled ot m 2| cory |
‘Ezporting periods System admiistrator

Reporting period ssttings i ‘Security agministrator

1/25/2002 142°09 201

9 all rapocting pariods

'S

Assigned as Accountable ssigned as Responsible Assigned as Reviewer

Btodule duster

code | xame - cade | Name B Cods wame
Busizessline

»Matzix orgazization pive Punction_Research and Development
activitylogs

ATadumen tpes

Saenrity logs

Consistency checks

‘Email & escalation ~ Assizn reporting company - assizn reporting company + Assism reporting company
User roles
Documentation levels: User roles and aeeess rights Divisions/Reporting entities

clabal Detanlt @ (a1l @

Figure 29: Edit existing user - Block user
Selecting the possibility "Is locked out” revokes the user's right to access globalDoc.
NOTE: If an invalid password is entered several times, the user will be locked out of the systems website.

To unlock the user, a system or security administrator has to uncheck "Is locked", but it is possible in
this case.

1.3.3.10 Deleting a user
Under "Settings/Administration/User" and selecting the symbol ®, the selected user is deleted.

NOTE: If the system or security administrator wants to delete more than one user, he or she can select

the respective users and remove all selected users at once via the selection field el .

1.3.4 Divisions

Through the navigation item "Divisions" ("Settings/Administration/Divisions"), the system
administrator can edit existing globalDoc divisions, create new globalDoc divisions or remove
globalDoc divisions that are no longer required. In globalDoc, the term "divisions" does not only refer
to divisions or business units of a group. But rather, a wide variety of categories can be found to be
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classified in reporting entities as "divisions". Often, globalDoc divisions are formed according to
regional, functional, transactional or business area criteria. Divisions allow information to be assigned
to specific categories of reporting entities and information can be processed in the modules of these
categories (divisions) so they may be controlled by flexible assigned roles among users.

Each globalDoc division thus contains modules which are only relevant for certain reporting companies
and can only be edited by users who have the right of an editor role for this globalDoc division.

GlobalDoc divisions are mandatory to the creation of divisional modules, and they simplify the
administrational process of access rights. This allows a user to be given writing permissions for a specific
division, and hereby automatically giving them writing permissions for all divisional modules associated
with that division.

NOTE: GlobalDoc division has to be created ahead of the creation of divisional modules!

& Settings [ a0z sxizapzaz 17?

[+ T e [0 oo~

avalasmn
gabalamn
gebaladmin
gebaladmin
[gebaladmin
[gebaladmin

g
NINN N NN
El

countries
Biodule cnster o]
Business me

Figure 30: Overview of globalDoc- divisions (example)

In this overview the divisions can be sorted and filtered by the following settings (see here fore the figure
“Overview of globalDoc- divisions (example)” as well):

e Code o Modified by
e Name e Modified date
e Country

NOTE: The search result can be narrowed down by entering the searched word in the destinated
column. Confirm the entry with ENTER.

The selected division can be deleted directly via the symbol W or edited via the symbolﬂ““‘F .

The overview page shows various functions which are available to manage the divisions. Those are
briefly described below:

Create a new division
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Delete the selected division(s).
Configurate the search: Simple Search, Extended Search, or

Select colums. The search can be refreshed here as well.

1.3.4.1 Create a new division

Through “Settings/Administration/Division” and by selecting the icon a detailed display
to create a new division opens up (see figure “Create a new division”).

Reporting periods

Reparting period settings

Figure 31: Create a new division

The new creation of a division requires the entry of the following data:
o Type*: No entry required as there is a default of "Divisional".
e Name*: Name of the division

e Code: Optional entry of a code for the division.

By selecting the command "Save" or "Save and close" in the command column on the right-hand
side, a new division has been created. Subsequently, modules can be created and assigned to this division
in Document Management/Report Configuration/Create Modules.

1.3.4.2 Editing an existing division

Click on 4 in "Settings/Administration/Divisions" to open the detailed view of a selected
division (see figure "Edit existing division - detailed view").

& Settings |:| 1fafz0m1-12f3/z031 17?

Overview Modified by: glabelAdmin, 4/ 1a/30a1 8.43.30 AM_GIEated BY. ghusulidais. 4/ /2021 84310 AM

Administration Divisional
Feperizg peinds EMEA Division
‘Saporting priodsetings

DIvs
.

‘Divisions

‘Group smitiss
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Figure 32: Edit existing division - detailed view

Similar to a new creation, the boxes "Name*" and "Code" can be changed and then saved by selecting
the command "Save" or "Save and close" in the command column on the right- hand side.

1.3.4.3 Delete a division

Through "Settings/Administration/Divisions" and selection of the symbol, the selected division is
deleted.

NOTE: If the system or security administrator wants to delete more than one division, hei she can select

the respective divisions and remove all selected divisions at once via the selection field L1 D8 =i .

1.3.5 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 “Settings/Administration/Group
entities” and shows all group entities that have already been created.

4 Settings [ sat200 - satarizozo 12

Overview

e [ N ) XY

Administration a] spproved | Code | Full name | Shortname [Permaner| Createsrepart? | Country |Local curres| | Reviewer | | Mtodified by| Modified daf|
Reporting pesiods ~x X x X X v o X x X X X x
Olwl s 77 AL testing testa | |4 - Afghanis| AFN - Afghan| globalAdmin | local_user_m globalAdmin |4/21/202¢ +
Reporting period sestings Ja »# Un BR-Demo Sales BR-Brazil [BRL- Brazilia elobaldmin 12/4/2019
O & 7 U6 CH-Demo Finance AG CH - Srwitzerl{ CHF - Swiss globaldmin | 12/4/2019
Users O & 7 Uiy CX-Demo Agent CN-China |CNV-VuanR| globalAdmin | 4/29/202¢
O 7 Uo3 CZ-Demo sro.iL. Demos.r.o. CZ - Czech Re/CZK - Czech Reviewerol
Divisions O » Ui DE-Demo Factory GmbH DE - German{EUR - Euro
O & 7 o DE-Demo Headquarters AGiL. | Demo AG DE - German{EUR - Euro Reviaweror i loshr | 12/2/a02¢
Group entities O & 7 Uz0 DE-Demo Parts Enrope GmbH DE - German{EUR - Enra globalAdmin | 12/4/2019
& 7 U2y DE-Research Lab DE - German{EUR - Eure elobaladmin | 12/4/2019
Currencies Oa 7 Uoz FR-DemoS.4. DemoS.A. FR-France |EUR-Euro |skley sldey elobaladmin | 11/24/202
O& 7 Ui FR-Demo Services Informatique | FR - France |EUR -Euro globaladmin | 12/4/2019
Regions O & 7 1257 Holger Responsible Test DE - German{EUR - Euro | Holger_Acco Revieweroz | Holger_Respe globalAdmin | 11/24/202
U e 7 Uog IN-Deme Global Technology Cente GB - United HGBF - Pound { 24
Cousiries i/ Uiy IR-Dem Int. Prop. Helding Ltd. IR - Iran, Isla{ EUR - Euro elobalAdmin 12/4/2019
i/ Ui5 JP-Demo Agent JP-Jepan  |JPY -Ven globalAdmin 12/4/2019
Module cluster Paga[ Jois o v ] Views-zsoiz
Matrix organization Choose Fila | No file chosen
Activity logs
Attachment types v

Figure 1: Overview group entities

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

e Approved ¢ Country
e Code ¢ Local currency
¢ Full name e Accountable
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e Short name
¢ Permanent establishment of
e Creates report?

e Has transactions

Reviewer

Responsible
Modified by
Modified on

The selected group entity can be deleted directly via the icon ™ 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 ®icon 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

Delete selected reporting entity(ies)

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 automatically.

Close "Administration view" and redirect to the globalDoc
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 distribution

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

Import module distribution

Upload module distribution for a pre-selected reporting 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”

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

Under “Settings/Administration/Group entities”, the detail view for creating a new group entiE and

edit?g

the

the master data of already created group entities can accessed by clicking both the

or

icon in the respective row of the grid.
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The detail view consists of the tabs "Group entity details", "Optional information" and "Shareholders".

€ Settings [ v2/2018 - 12/35/2018

Overview

Administration
Reporting periods

Reporting period settings

Modaule cluster [] Ts Permanent establishment
Management entities
¥ Approved

Activity logs
[] Creates report?

Document types

Securitv logs

Figure 2: 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):

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

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

o Code*: specification of an entity code

) ERP number: optional specification of the ERP-number

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

o 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
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o Business line: Indicates the business line in which the group entity is located. It is also possible
to edit the business units (see "Edit existing group company - tab "Details of the group company").

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 [ /2018 - 12/33/2018

i _— " Group entity details | Optional information | Shareholders Save

Reporting periods

Reporting period settings Addre: ax office Acquisition dat

‘Management entities
Activity logs
Document types
Security logs
Consistency checks
Customizing

Email & escalation

Figure 3: 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. An Accountable User must then be assigned for each reporting company.

If required, further information on the group company can be stored in the "Optional information" tab
(see illustration "Creating a new group company - "Optional information" tab").
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€ Settings m 1/1/2021 - 12/31/2021 1 ?
Overview
Save
sdministration - Group entity details Optional information Shareholders Save and close
New

Name of tax office Formation date o
Reporting periods Close
Reporting period settings Address Acquisition date
Users

Alternative business year

Divisions Tax number
Group entities Short business vear
Currencies
Regions Name of trade register
Countries

Address of trade register
Module cluster
Business line

Legal representative (with address)
Matrix organization
Activity logs

Business objective of the entity
Attachment types
Security logs

Abbildung: Neues Konzernunternehmen anlegen - Reiter ,Optionale Informationen”

NOTE: All fields of the tabs "Details of the group company” and "Optional information" can be used as
variables in the module contents.

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.

After pressing "Add", the new shareholder will be displayed in a table in the lower part of the window.

€ Settings [=] w/3/z018 - s2/33/2018

Overview
S . Group entitydetails ~ Optional information | Shareholders
A, Shareholder sharein % Close
Reporting periods
Uos - DE-Demo Headquarters AG
Reporting period settings
From* To*
Gins 01/01/2018 12/31/9999
Divsions  aaa
Group entities ‘ Shareholders Share in % From To
Currencies
Regions

Figure 4: 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".
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1.3.5.2 Edit existing Group entity

Under “Settings/Administration/Group entities”, by clicking the icon 7’ , the detailed view of a group
entity appears. If the selected group entity is a reporting entity, the tabs "Group entity details",
"Optional information", "Module distribution" and "Shareholders" will be visible.

€ Settings m 1/1/z021- 12/31/2021 1 ?
Overview Modified by: SelmaL. 3/28/z022 1:53:20 M Created by: globaladmin, 4/14/2021 masioBa - —————
Save
L | This is a reporting entity. it is used as transaction parlner and is involved in intercompany transactions. | Save and close
Administration A~
New
. . Group entity details Optional information Module distribution Shareholders Send link as e-mail
Reporting periods
Close
Full name* Entity tvpe
Reporting period settings DE-Demo Headquarters AG Central Entrepreneur (CEN)/ Manufacturer (M:
Users Short name Country
Demo AG DE - Germany X v
Divisions
Code* Address
. Uos Musterstrafe 11,
EIEEE : 11111 Musterstadt
. ERP number
Currencies
0001
Local currency
Regons EUR-Earo x v
Demo AG : ;i
Countries Business line
Default business relation tp = | GLOBAL- Root
Module cluster S W AVI- Aviation
L. W AIR - Aircraft
Business line [ Is Permanent establishment? | W SAT - Satellites
L ¥ UAV- Unmanned aerial vehicle
Matrix organization
Approved - . "
# Edit Business line
Activity logs
Creates report?
Attachment types
Accountable®
Securitylogs Delegateo1 X v
Consistency checks el
Holger.Reviewer X v
Customizing v
x
Email & escalation

Figure 5: Edit existing group entity — Group entity details

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

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 + Addmodule clusters gpq  + 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 Allocation?" 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.
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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 Screenshot below).

&~ Setti_ngs m 1/1/2021 - 12/31/2021 l ?
Overview Modified by: Selmal. 3/28/2022 1:53:25 PM Created by: globalidmin, 4/14/2021 723508 AM
Save
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New
. . Group entity details Optional information Module distribution Shareholders Send link as e-mail
Reporting periods -
Close
Reporting period settings

Assigned modules:

Users 5 5 S
sers m} Module name | Chapter |)Iudu]e 4Input fnrl Transaction gmupl Automatie E.Hli Creation date‘
Divisions X X ¥|x X v|x X
‘Pn'.mnsﬂmm |1.1Sﬂmmz ‘Lm'al |chidnc1 ‘ ‘4"14”2021"
Tt ‘Stmttnraltgammtml |2.15trut|:|.|murgam{[ﬂal |W(xrﬂrlnc1 ‘ ‘4}14,’2021!
[} Functional Analysis (Research 3 Functional Analys; Divisional Word doci A Research and Dev 4/14/20211
Currenciss () |Functional Analysis (Support { 3 Functional Analys| Divisional Word doci B Support Services af14/20211
() Description of Transfer Priciny 5 Selection of the Tr Global | Word docy 4/14/20211
Resi [ |Selection of the Transfer Prici 5 Selection of the Tr Divisional|Word doci A Research and Devi af14/20211
ons
&l [ Selection of the Transfer Pricit 5 Selection of the Tr Divisional Word doci B Support Services 4/14/20911
[0 | Application of the Transfer Pr17 Application of the | Divisional Word doci A Research and Dev, af14/20211
Countries D ey s :
uniries [0 | Local Benchmarking Study (R/7 Application of the | Local Word doct B Support Services 4/14/20211
[ | Application of the Transfer Pr]7 Application of the | Divisional Word doci B Support Services af14f20211
Module cluster P »
Page[s |of1 View i-320f32
Business line
@ Drop selected modules + Add modules
Matrix organization
Adtivity logs Assigned module clusters:
Attachment types ] Name
X
Security logs

[ |Production

3 ) | Modulcluster TST
Consistency checks

Figure 6: Edit existing Group entity — Module distribution

The individual modules or module clusters already assigned can be removed using the selection fields
@ Drop =clected module clusters and © Drop selected modules

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.

1.3.5.3 Add proposed Group entities

Local users have the possibility to suggest new transaction partners for acceptance in globalDoc
(“Reporting entity/Transactions/Transaction partners” via the selection field
Synchronize from group entities

and in the tab "Request new Group entity"). In the overview
page under “Settings/Administration/Group entities”, the transaction partners proposed by the local
users are highlighted in red until the System administrator approves them.
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€ Settings

[ xs/n0s8-sa/su/noes
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/| ¥ v CZ-Demoss.r.o. v v
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Figure 7: Overview of Group entities — Add proposed Group entity
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Views-agelas

To approve the group entity, the detail view of the group entity to be approved needs to be opened by

clicking
(see figure below).

. Afterwards, the "Approve"-command in the right-hand command column must be selected

Before the approval, the System administrator can adjust or supplement the master data entered 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

[ o - sisejnoss

127?

Overview Modified by: Demo DE User, 3/15/2019 3:38:43 PM_Created by: Demo DE User, 3/15/2019 3:38:43 PM
e ooy =
r save and dose
Administration ~ | . = | n 5 -
Group entity details Optional information Shareholders Approve
e New
Reporting periods Full name* Eatity typ s
Delete
DE-Demo GmbH ok N -
C W ‘Send link as e-mai
Reporting period settings
Short name o
Users Ty
Divisions oo
Ugg
Group entities
ERP number
Currencies
Pres P
Regions
Countries Defalt bo rtype
Other related parties
Module cluster
[] Is Permanent establishment?
‘Management entities
Approved
Activity logs B
Document types

Figure 8: Detail view of Group entity - Approve proposed Group entity
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1.3.5.4 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.

1.3.6 Currencies

Under the navigation point "Currencies" ("Settings/Administration/Currencies"), the system
administrator may edit existing currencies, create new currencies, or remove currencies which are no
longer required.

# Settings [ s satasanas 17

—
[+ == = = mporespors DT ) O

Jra—— -

-

S——— s

Figure 41: Overview of currency (example)

The currencies can be sorted and filtered according to the following properties in the overview (see also
figure "Overview of currency (example)"):

Code Group currency
Name Modified by
Avg. actual value Modified date

NOTE: The search result may be narrowed down by entering the search word in the desired column.
The entry is confirmed with ENTER.

The selected currency can be deleted directly via the symboli or edited via the symbolf .

On the overview page, various functions are available for managing the currencies, which are described
briefly below:

+ New Create a new currency.

Delete the selected currency/-ies.
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Configure the search: Select Simple Search, Extended Search or
Select Columns. The search can be updated here as well.

Download an empty excel- template as a draft, e.g. for

B Download template X
- downloading an Import.

Import the chosen currency data via the selected excel template.

AEf |
"5-

Export all currencies.

Table 6: Administrativ functions of the currency
1.3.6.1 Create a new currency

Under "Settings/Administration/Currencies" and selection of the symbol, the detailed
view for creating new currencies is opened (see figure "Create a new currency").

« Setﬁngs m 1/1/2019 - 12/31/2019 l ?

Overview S -
Code Name =

P . Save and close
Administration ~
New
Group currency Avg. actual value
. . Close
Reporting periods

Reporting period settings
Users

Divisions

Group entities
Currencies

Regions

Countries

Module cluster

Figure 42: Create a new currency

The new creation of a currency requires the entry of the following data:
e Code*: Necessary specification of the currency code (ISO code).
¢ Name*: Name of the currency.

¢ Group currency: Group currency used for the conversion of intra-group transactions into
other currencies.

¢ Exchange rate: Optional entry of the exchange rate of the currency (in units of the group
currency).
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By selecting the command "Save" or "Save and close" in the command column on the right-hand
side, the new currency is created.

1.3.6.2 Edit existing currencies

Click on "Settings/Administration/Currencies" to open the detailed view of a selected currency
(see figure "Edit existing currency - detailed view").

. .
« Settmgs E 1/1/2019 - 12/31/2019 l ?
Overview Code* Name* Save
AUD Australian Dollay] Save and close
Administration
New
Group currency Avg, actual value o
Reporting periods EUR lose

Reporting period settings
Users

Divisions

Group entities
Currencies

Regions

Countries

Module cluster

Figure 43: Edit existing currency - detailed view

Here the "Name*", the "Group currency" and the "Exchange rate" can be changed again and
saved by selecting the command "Save" or "Save and close" in the right-hand command column.

1.3.6.3 Delete currency
Under "Settings/Administration/Currencies" and selecting the symbol, the selected currency is deleted.

NOTE: If the system or security administrator wishes to delete more than one currency, he or she can

. . . i B Delete
select the respective currencies and use the selection field -to remove all selected
currencies at once.

1.3.7 Regions

Through the navigation item "Regions" under "Settings/Administration/Regions", the system
administrator can edit existing regions, create new regions or remove regions which are no longer
required (see figure "Overview of regions (example)").
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Figure 44: Overview of regions (example)

The regions can be sorted and filtered in the overview by clicking on the corresponding column name
according to the following properties:

e Name e Modified by

e Isactive? e Modified date

NOTE: The search result can be narrowed down by entering the searched word in the desired column.
The entry is to be confirmed with ENTER.

The selected region can swiftly be deleted via the symbol ] or edited via the symbol f .

On the overview page, various functions are available to manage the regions, which are briefly described
below:

+ New Create a new region.

Delete Delete selected region(s).

S h opii Configurate the search: Select Simple Search, Extended Search
ks or = or Select Columns. The search can also be updated here.

1.3.7.1 Create a new region

Through "Settings/Administration/Regions" and by selecting the symbol, the
overview for creating new regions opens (see figure "Create a new region").
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‘Countries
Module dnster
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Figure 45: Create a new region

Creating a new region requires the entry of the following data (fields marked with an asterisk (*) has to
be completed):

e Name*: Name of the country.

e Is active?: Is this region used in the documentation?
In addition, selected countries may be assigned to a region or it may be removed.

By selecting the command "Save" or "Save and close" in the command column on the right-hand
side, the new region is created.

1.3.7.2 Editing an existing region

Click on "Settings/Administration/Regions" to open the detailed view of a selected region (see figure
"Edit existing division - detailed view").
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Figure 46: Edit existing region - detail view

Here, the "Name*", the "Countries in this region" and the activity status of the region may be
changed again.

1.3.7.3 Delete region
Under "Settings/Administration/Regions" and selecting the symbol, the selected region is deleted.

NOTE: If the system or security administrator wants to delete more than one region, he/she can select

the respective regions and remove all selected regions at once via the selected field.

1.3.8 Countries

Under the navigation item "Countries" under "Settings/Administration/Countries", the system
administrator may edit existing countries, create new countries or remove countries which are no longer
required (see figure "Overview of group entities (example)").
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Figure 47: Overview of Countries (Example)

The countries may be sorted and filtered in the overview by clicking on the corresponding column name
according to the following configurations:

e Code .

e Name ¢ Filing deadline
e Currency code e Modified by

e Preparation deadline e Modified date

NOTE: The search result can be narrowed down by entering the search word in the desired column. The
entry is confirmed with ENTER.

The selected country can immediately be deleted via the symbol ] or edited via the symbol f .

On the overview page, various functions are available to manage the currencies, which are briefly
described below:

+ New Create a new country.

W Delete Delete chosen country/-ies.

Configure the search: Select Simple Search, Extended Search or

e R = Select Columns. The search can be updated here as well.

Download an empty excel- template as a draft, e.g., for

@ Download template X
- downloading an Import.
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Import the chosen currency data via the selected excel template.

M Import
m Export all currencies.

1.3.8.1 Create a new country

Through the "Settings/Administration/Countries” and by selecting the symbol, the
detailed view for the creation of new countries opens up (see figure "Create a new country").

€ Setlings 1 ?
Overview o
Code Save
Administration Save and close
New
Name* T
Reporting periods L
Reporting period settings Domestic transactions to be documented
sers Breparation deadline
Divisions
Filing deadline
Group entities
Currencies Description
Regions
Countries

Module chuster

nformation

Business line
File name Short name | Attachment Type | Modified by Modified date
Matrix organization
X X X x X
Activity logs Page[s |ofs 1o recerds to view
Attachment types This document will be provided to the corresponding documenting national reporting entities under Master data / Reporting deadlines details
Security logs

Figure 48: Create a new country

The new creation of a country requires the entry of the following data (fields marked with an asterisk (*)
are mandatory):

e Code*: Mandatory entry of the country code (ISO code).
e Name*: Name of the country.
In addition, the preparation deadline and the filing deadline can be entered.
NOTE: The filing deadline refers to the legal deadlines by which the report has to be submitted to the

tax authority without being requested to do so. The deadline for filings means that the report must be
completed by a certain date from which it can be requested by the tax authority.
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In addition, a filter for local transactions can be set in the transaction matrix by selecting "Document
local transactions". For this purpose, the tick of the box has to be removed from the countries in which
these transactions are to be filtered. This means that local transactions are not included in the
transaction matrix in the printed report and are not used for the automatic assignment of modules.
The currency of the country is always set by default but can be edited.

Another feature is the upload of additional information as an attachment.

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

1.3.8.2 Editing an existing country

Clicking on-!l““‘HL in "Settings/Administration/Countries" to open the detailed view of a selected
country (see figure "Edit existing country - detailed view").

€ Settings 17?
Overview Modified by: Sascha Kley, 5/28/2021 5:ams5 P Created Dy: Sascha Kley, 5282021 5tam:35 PM
Save
Code# savemmd
Administration 2 AD ave and close
New
Name* d link as e-mai
Reporting periods Send link as e-mail
Andorra Close
Reporting period settings

[ Domestic transactions to be documentad

Users

Preparation deadline

Divisions
" Filing deadline

Group entities
Currencles Description
Regions
Countries

Currency
Module cluster EUR - Euro x v
Business line Additional Information

Upload i
Matrix organization - Drag & Drop Files
Activity logs File name | Short name | Attachment T_\pel Modified by | Modified date
X X X X X
Aftachment types
" Page[s Jofs

Securitylogs Note: For editing attachment. please double click on filename

This document will be provided to the corresponding documenting national reporting entities under Master data / Reporting deadlines
Consistency checks details

o

Figure 49: Edit existing country - detailed view

All entries except for the "Code*" can be edited here as described in the chapter "Creating new
countries".
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1.3.8.3 Preparation and filing deadlines

For the countries stored in globalDoc, the specific preparation and filing deadlines as well as further
comments (is here referred to the additional information?) can be stored. There are two ways for that:
On the one hand, the data may be entered manually by editing the respective country (see chapter "Edit
existing countries"). And secondly, it is possible to upload additional information as an attachment (see
figure "Edit existing country - detailed view").

This figure already exists before- is this figure necessary here?
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Users

P

Divisi
Group entities
Curren
Regions
Countries
Module duster 15K - Ieeland Krona
Busingse ine Aditiona] nformati

) Upload Drag & Drop Files
Matrix organization
Activity logs File name Short name Attachment Type Modified by Modified date

Attachment types

Secrity logs Note: For editing attachment, pl
“This document will be provided to the corresponding documenting national reporting entities under Master data | Reparting deadlines details

Consistency checks

Customizing

Figure 50: Edit existing country - detailed view

On the other hand, the deadlines and the description can be added via the button (we do not
see this function on the diairam). This can be done by first downloading the already existing data
, or via B 0ad template an empty template in an Excel spreadsheet, in order to then edit
or fill it in and import it again.

NOTE: The deadlines entered here are displayed on the start screen if a reporting entity of this country

has been selected and if no deviating deadlines have been stored by a local user for the corresponding
reporting company.

1.3.8.4 Additional information

Click on m or use the drag & drop function to upload documents as additional information.

NOTE: The files uploaded here will not be attached to the report but are usable for internal information
only.

page 64



globalDoc Solution® Administration manual 9.0

1.3.8.5 Delete country

Through "Settings/Administration/Countries" and by selecting the icon M, the selected country is
deleted.

NOTE: If the system or security administrator wants to delete more than one country, he/she can select

the respective countries and remove all selected countries at once via the selection field .

1.3.9 Module cluster

Through the navigation item "Module cluster" ("Settings/Administration/Module cluster"),
the system administrator can edit existing module cluster, create new module cluster or to delete module
cluster that are no longer needed (see figure "Overview of module cluster (example)").

To facilitate module distribution in groups which have a large number of reporting entities, and which
have a similar activity characterization (e.g., contract manufacturers, commission agents), the
navigation item "Module cluster" allows modules to be bundled in order to distribute them as a whole
(i.e., as a "module cluster”) to selected reporting entities. This functionality facilitates the allocation of
modules that are always to be assigned to certain entity types. In this way, all reporting entities with a
similar activity characterization (e.g., contract manufacturers, commission agents) can assign an
identical bundle of standard modules (as a "Module cluster") created by the system administrator
especially for these reporting entities.

€ Settings [ wajzozs- mpzapzons v 1 ?
overview
==
Administration Mame | Description ‘ Modifiad by | Modified data
Reporting periods #
i # | # [Production globaladmin 2/18/2022 1002720 200

Reporting pesiod settings
Users

Divisicns

Group entities

Currencies
Countriss

Module duster 'EI .

Businaz: lina

Figure 51: Overview of module cluster (example)

The module cluster can be sorted and filtered in the overview by clicking on the related column name
according to the following properties:
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e Name e Modified by

e Description e Modified date

NOTE: The search result may be narrowed down by entering the search word in the required column.
The entry is confirmed with ENTER.

The selected module cluster can be deleted directly via the symbol i or edited via the symbol #'.

On the overview page, various functions are available to manage the module clusters, which will be
briefly described below:

+ New Create a new module cluster.

Delete Delete selected module cluster.

¥ Search options Configure the search: Select Simple Search, Extended Search or
Select Columns. The search can be updated here as well.

Table 9: Addministrative functions of module cluster
1.3.9.1 Creating a new module cluster

Through the "Settings/Administration/Module cluster" and by selecting the symbol, the
detail view open ups to create a new module cluster. The detail view consists of the three tabs "Module
details", "Assigned reporting entities" and "Assigned modules" (see figure "Creating a new
module cluster - detail view).

n 1/1/2019 - 12/31/2019

Overview
Module cluster details | Assigned reporting entities | Assigned modules

Administration

Reporting periods

Reporting period settings

Users

Divisions

Group entities

Currencies

Regions

Countries

Figure 52: Creating a new module cluster - detail view

The new creation of a module grouping requires the entry of the following data in the "Module details"
tab (fields marked with an asterisk (*) are mandatory.):

e Name*: Mandatory entry of the name of the new module grouping.

¢ Description: Optional description of the new module grouping.
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In the tab "Assigned reporting companies", the relevant reporting entities can be assigned to the

@ Drop selected reporting entity

new module cluster via the selection field ~* 558" FePOTtng entity

or removed by clicking on again.

+ Assign module .
e can be assigned to or removed

@ Drop selected modules

In the tab "Assigned modules", the relevant modules

from the module cluster by using the selection field
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Figure 53: To assign moduls

The new module grouping is created by selecting the command "Save" or "Save and close" in the
command column on the right-hand side.

NOTE: Module cluster do not work in conjunction with the automatic allocation of modules. If
automatic allocation is subsequently selected in the report configuration in the module, the assigned

module grouping disappears. However, in order for the automatic allocation to function fully, this
module must be removed from the module grouping.

1.3.9.2 Editing an existing module cluster

Through the "Settings/Administration/Module cluster", and by clicking f opens the detailed
view of a selected module cluster.
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Here the information stored the module cluster has been created can be edited (see "Creating a new
module cluster").

1.3.9.3 Deleting a module cluster

Through the "Settings/Administration/Module cluster" and clicking on i, the selected module
cluster is deleted (the modules remain).

NOTE: If the system or security administrator wants to delete more than one module cluster, he/she
can select the relevant module cluster and remove all selected module cluster at once via the selection

field

1.3.10 Business line

Under the navigation item "Business line" ("Settings/Administration/Business line"), reporting
companies can be assigned hierarchically and can be found more easily in the dialogue boxes. The system
administrator may edit existing business lines, create new business lines and, if necessary, remove
existing business lines.

The following settings can be made for the business areas (see also the illustration "Business line - tree
view" or "Business line - grid view"):

A new business line can be created via the symbol or deleted again via the symbol .

& Settings [5] waraoms-aszuszons v 17?
—
Adminisiration
= GLOBAL - Root
Reporting periods AVI- Aviation
| AIR - Afreraft
Reporting perind sattings |} SAT - Satallites
| AV - Unmanned zerial vehicle
Users 3 HEC - Healtheara
| BIT - Bivtechnology
Divisions | EQU- Equipment

HSV - Healthcare services
Group entities LFS - Life sciences
PHA - Pharmacanticals
Currenciss

Figure 53: Business line - tree view
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Figure 54: Business line - grid view

Through the item "Setup view" it is possible to maintain or edit the individual levels of the management
structure (see figure "Setup view of business lines"). New levels may be added here, and existing levels
may be updated and removed.

€ Setlings [=] waszom- sapzazom ~ 1 ?
Overview “Tree View Setup View
Administration .. Inthis seresn, you can mzintain the individusl levels of 2 management structre, Thesa levels can then be used to craate the menagsment structurs itelf.
~ . ‘The fallowing 2ctions ara available:
Reporting periods

Maw lavel: adds 2 naw lavel after the Iowest level and thus enzhiles you to enter managemant entities of thiz newlavel in tha maintenancs screen Managament Entitias.

Reporting period settings
Update lavel: Allows you to adfust the name and enter a description. Flease go to the desired level 1o be changed.
Users. Delete leval: Deletes the complete level, but is only possible if all t entities on this level have been daleted beforshand Plaase go to the desired level to be delated.
Divisions
L a1
Group entities 5 ‘Our Secter
: Division
Carrenciss L[] sub-Divisicn
Bazionz
Countries
nodule duster
EBusiness lina
Matrix organization

Figure 55: Setup view of business lines
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Figure 56: Setup view of business line- Creating a new busness line
1.3.10.1 Create a new business line

Through the "Settings/Administration/Business line" and the selection of the symbol,
the detailed view opens for the creation of a new business line (see figure "Creation of a new business
line").

The new business area can be created in the tree view as well as in the grid view. In both cases, the
creation of a new business unit requires the following data (the fields marked with an asterisk (*) are
mandatory fields):

¢ Unit type: Optional specification of the unit type.
¢ Code*: Mandatory specification of the business unit code.
¢ Name*: Mandatory specification of the name of the business unit.

¢ Description of the business area: Optional description of the business area.

The creation is possible in both display forms (tree or grid view). Repeatable.
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Figure 57: Creation of a new business line

1.3.10.2 Edit existing business lines

Through the "Settings/Administration/Business line", clicking on f The grid view opens up a
detailed view of a selected business line (see figure "Edit existing business lines - detailed view").

€ Settings [5] waszo=s-pzatao=s 17?

Division
Raporting periods Aviation
Reporting period settings Code
AIR
Users
Divisions Adrcraft
Group entities

‘Currenciss

Pagions
Figure 58: Edit existing business lines - detailed view
In this overview administrators may edit all data as described like in the chapter "Create a new business
line".
1.3.10.3 Delete business lines

Through the "Settings/Administration/Business line" and selecting the symbol in the grid view, the
selected business area is deleted.

NOTE: If the system or security administrator wants to delete more than one business area, he may
select the respective business line in the tree and grid view and remove all selected business lines at once

via the selection field .
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1.3.11 Matrix organization

Through the navigation item "Matrix organisation" ("Settings/Administration/Matrix
organisation") the group entities may be assigned to the business line. The following overview shows
examples of existing assignments.
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Figure 59: Overview of matrix organisation (example)

The matrix organisations may be sorted and filtered in the overview by clicking on the corresponding
column name according to the following properties:

e Code ¢ Division
e Name e Business Unit
e Permanent establishment of e Product group

¢ Country e Modified by
e Modified date

NOTE: The search result can be narrowed down by entering the search word in the relevant column.
The entry is confirmed with ENTER.

The selected matrix organisation can be deleted immediately via the symbol ¥ or edited via the symbol

On the overview page, various functions are available to manage the matrix organisations, which are
briefly described below:

New . N
Create a new matrix organisation.
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Delete selected matrix organisation(s).

3 Search op Configure the search: Select Simple Search, Extended Search or
Select Columns. The search can be updated here as well.

@ Download template Download an empty excel- template as a draft, e.g., for
downloading an Import.

Import the chosen matrix organisation data via the selected
excel template.

" =)
f ;
|
L |

Export all matrix organisations.

1.3.11.1Create new matrix organisation

Click on to open the detailed view for creating new matrix organisations (see figure "Create a
new matrix organisation").

Through the "Group entities*", entities may be selected from a drop-down list. Afterwards, the
"business line*" may be assigned by clicking on the chosen business line from the displayed tree
structure. Clicking on "Save" or "Save and close" completes the assignment.

 Settings 17?

Businass Ener
‘Reporting periods L [ crosaL- Eos
AVI- Aviation
‘Reporting period settings ! O am-sias
. SAT - Satelites
e VAV - Unmaaned aesial vehids
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Divistons |- [ 2rr- Bioteckmalogy
EQU - Equipment
Gomup Entitie | £55v - Healthrare services
LF3 - Life scisnces
Curmensiess PHA - Pharmacewrizals

Figure 61: Create a new matrix organisation

1.3.11.2 Edit existing matrix organisations

Click on "Settings/Administration/Matrix organisation" to open the detailed view of a selected
matrix organisation.

In this view, the information stored when the matrix organisation was created can be edited f (see
Creating a New Matrix Organisation).
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1.3.11.3 Delete matrix organisation

Though the "Settings/Administration/Matrix organisation" and click on ™ so the selected
matrix organisation is deleted.

NOTE: If the system or security administrator wants to delete more than one matrix organisation, he
may select the respective matrix organisations and remove all selected matrix organisations at once via
-

the selection field Lelebs .

1.3.12 Activity logs

Through the navigation item "Activity logs", the system administrator can track changes within
globalDoc, as previous versions are saved in globalDoc. With the help of the activity log, the system
administrator may track which user has performed which type of action on which object (module,
reporting company, reporting period).

The overview page opens in "Settings/Administration/Activity logs" (see figure "Overview of
activity logs (example)).
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2/:8/2022 insent glotaladmin o Module|1Dz605) ame:New module|class Loc:
2/:8/a02a wpdaia lobaladmin o DocumentasunPRiodUL: 1022 NameDE D
Emfigan glotalaamn w0 MofuleTaOrDocmant 658 Name Tramsactit
Emfizen glotalsamn w0 MofuleTatOrDommEnt G5 Name Agresmen
Einfizen elobaladmin w0 MofuleTatorDomment Begs Name Cantralle?
Einfigm globaladmin w0 MiodulTatDrDocament|Be56 Nams Grervisw:
Emfigan glotalaamin w0
Emfizen glotalsamn r0 =
Eixfigm glotaladmin w0 ModulsTaOrDocament | x5z Name Organizat
Eixfigm slobaladmin nwo ModulsTan o Docament| Exsollams Backgron:
Emnfigen globaladmin nwo ModulTaitOrDocament|Begg Nams Business ©
Einfigm globaladmin o sdoduleTanorDoeameant|Bxgs Al Summary
Eixfigm glotaladmin nwo Temporanattadhiment Sus Fame LF OCD 55
a0z Eixfigm slobaladmin F ModuleTanOrDocment|Bxs7 | Nam Tramsactic
Batrix crganization 2172022 Einfigm elotaladmin mFo ModnleTatOrDocnment| B8 ame: Agreemen
»

Group entitiss

Currencies

Countriss

Biodule cluster

Busipess line

sty logs [ e |

attachment types

Security logs

Figure 62: "Overview of activity logs (example)

On the overview page, it is possible to select the period to be displayed in the overview by entering "Start
date*" and "End date*". The field "Reporting period*" makes it possible to further filter the
selection via the created reporting periods. To view only entries that are directly related to the report
creation, select the option "Only reporting actions". Using the search options,
existing activity logs can be searched according to self-defined rules.

1.3.12.1 Update log
Through the "Settings/Administration/Activity logs" and by clicking on the command "Update

log" in the command column on the right-hand side, the activity log of the selected reporting period is
updated to the current status (see figure "Overview of activity logs (example))").
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1.3.12.2 Export activity log

Under "Settings/Administration/Activity logs" and click on the command "Export activity log" in the
right-hand command column, the activity log is exported to an Excel file (see figure ""Overview of
activity logs (example)" and "Excel export activity log").

A 8 [ o £
1 [ Expon date 2182022
2 |Exported by globalAdmin
3 |Start date 111872022
4_|End date 2182022

5

Action date Message

& |- |
1011252022 nzert
11]1.25.2022 insert globalAdmin
1211252022 insent Sosadmn  NodusTexODocumantSE29flame § 1.2 3 Temin Contatal docn
13/125.2022 nsen globalAdmin ModukeTextODocument[5824|Name 5 1 Operazioni & tipo 1 doc:
141252022 insert Gobsladmin  ModeTextOrDocument5625ame-5 1 Operazioni  ipo 1 docx
1511252022 insert alobalAdmin 511D transazione docx
161252022 insert globslAdmin ModuleTextOrDocus n‘em\SS?hHameJ 3 APA e altri uling docx
1711252022 st
181125 2022 insert
19125 2022 insert.
201252022 insent ModueTextOrD 1[Name 4 1
21[125 2022 insert dobstadmn  ModseTex(ODocument5832Mame 4 1 Risntirazoni azendsh doc
2211252022 insert globalAdmin ModuleTextOrDocument5833[Name 4.3 APA e altri ruling docx
2311252022 insent globalAdmin ModuleTextOrDocument|5834|Name 2 1 Settore 1 docx
241262022 insert globalAdmin  ModusTextOrDocumsni5835[Name:6. Fnancial and Tax Position docx
251252022 insert globalAdmin ModuleTextOrDocument5836|Name 6. Financial and Tax Position docx
26/1252022 insent globalAdmin ModuleTextOrDocumentj 5537\“:"\& 2 1 Sﬂlme 1.docx
271252022 insert globalAdmin Mﬂ(lldd' ¢ OrDe
281252022 insert globalAdmin Joct
29]1252022 inset dlobaladmin
30[1252022 insert dobalAdmin  ModuleTextO:
31|12 2022 nsert dobaldmin  ModuaTextOrDocumentiSB, a
32[1252022 insert alobalidmin  ModuleTextOrDocumenti5843lName 4. Intangibles docx
33)1262022 insent dobsiAdmin  ModuleAttachment|5344Name List of patents xisx
341252022 nsert dobalAdmin
351252022 insent dlobalAdmin
361252022 insert globalAdmin
37|12 2022 insont dobalAdmin  ModuleTextOrDocuments843iame 5. Fmancial actrabes docx
38[1.25.2022 insert siobaacnin___ ModdaTetODocumanSe4SMame . escrision o the usiness.dock
39125 2022 insert globalAdmin ModuseTextOrDc Structure docx
40125 2022 insert globalAdmin ModuleAttachment|585 1iName Org structure (pq
41]1.26 2022 insert giobalAdmin  ModuleAttachment(5852iName Lagal Chart ppix
42125 2022 insert globalAdmin ModuleTextOrDocument|5853|Name 2. Organisational Structure docx
4311252022 insent globalAdmin ModuleAttachment|5854|Name Org structure jpg
44125 2022 nsert globalAdmin ModuleAttachment|5855[Name Legal Chart pptx
451252022 insert globalAdmin ModuleTextOrDocument|5856{Name: 1. Purpose docx
461252022 insent globalAdrmin ModuleTextOrDocument|5857|Name 1. Purpose docx

Action logs

Figure 63: Excel export activity log
The output from the Excel file contains the following information:
e Activity date: Indicates the exact time (date and time) of the respective action.
e Date?
e Action: Indicates the function performed, which can also be sorted by.
e User: Indicates the user who performed the action.

e Message: Displays further information, e.g., on the reporting company and the reporting
period.

1.3.13 Attachment types

Through this navigation item ("Settings/Administration/Attachment types"), folders may be
defined under which uploaded attachments are filed when the report is generated (see figure "Overview
of attachment types (example)").
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€ Setlings 17?
oremien X O e
Adminismation [a] Wame | Is active? | Modified by | Modified date
v
‘Reporting periods 7 |comracs systam 4/12/
# |cpans e "
Raporting period settings # | Backzronnd Information ystem 4
/ |admin gebaladmia 4/
b /| Benchmariing stndies globaladmin 414
- # |1mvoices globaladmia 4
‘Divisions
/ |12zl satements gebaladmia 4/
‘Group emitiss
Currencies
Regions
‘Countries:
4 L3
‘odule cluster Fage[i_Jofs

Businessline
3zt organization
activilogs

Figure 64: Overview of attachment types (example)

The attachment types can be sorted and filtered in the overview by clicking on the related column name
according to the following properties:

e Name e Modified by

e Is active? e Modified date

NOTE: The search result may be narrowed down by entering the search word in the desired column.
The entry is confirmed with ENTER.

On the overview page, various functions are available to manage the attachment types, which are briefly
described below:

T2 B Create a new attachment type.

elels Delete the chosen attachment type(s).

13 Search options Configure the search: Select Simple Search, Extended Search or
Select Columns. The search can be updated here as well.

' I
4

With f , it is possible to edit the already existing attachment types and delete’s them with ™ .

NOTE: Predefined attachment types cannot be deleted, but they can be edited or deactivated.
1.3.13.1 Creating a new attachment type

New attachment types may as well be created with (see figure "Creating a new attachment type

- detailed view").
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€ Settings 1?

Currencies

Save
Regions

Save and close
Countries Sort order
Module cluster

Is active?
Business line
Matrix organization
Activity logs
Attachment types
Security logs
Consisteney checks
Customizing

Figure 65: Creating a new attachment type - detailed view

When creating or editing an attachment type, a "Name*" and a "Sequence*" has to be specified.
Although "Order*" is also a mandatory field, it is pre-filled with o as the default value. This field allows
you to manage the order of the attachment types in the overview. If the default value is not changed, the

view is sorted according to the topicality of the attachment type. With the checkbox ¥ "Is active?" the
selected attachment type may be activated or deactivated.

1.3.13.2 Editing an existing attachment type

Click on "Settings/Administration/Attachment Types" in order to open the tail view of an attachment

type.

In this view, the administrator may edit the information which is stored when an attachment type is
created (see Creating a new attachment type).

1.3.13.3 Delete attachment type

Through the "Settings/Administration/Attachment Types" may be edited f and by click on ™,
the selected attachment type is deleted.

NOTE: If the system or security administrator wants to delete more than one attachment type, he/she

can select the resi ective attachment types and remove all selected attachment types at once via the

selection field L ehl .

1.3.14 Security logs

Through the navigation item "Security Logs", the system administrator can track changes made by
the security administrator.
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With the help of the security log, the system administrator can also track which administrator has
performed which type of action on which object.

The overview page opens under "Settings/Administration/Security logs" (see figure "Figure 66:
Overview of security logs (example)").

€ Settings 17?
v
Administration =] Trpe | D | user | action | mcameasma | cldvalne | wewvame | Modified by | Modifiad dats A
FEES] x x x x x x

‘Reporting perinds O |tsar 1|globaladmin LoginSucress global sdmin globaladmin. 2/18/2022 10023755 AM -
O [ wser 1|gobaladmin Loginsuceess globaladmin globaladmin 218 2002 53816 AL

‘Reporting period settings O |tsar 1/globaladmin Logout global sdmin globaladmin. 2/17/2022 3:39:15 PM
EES 1|gobaladmin Loginsuccass globaladmin globaladmin 2/17/2022 2056 FBL

Usess EIE=] 1|gabaladmin Laginsuceess globaladmin globaladmin 2/47/2022 L0527 PM
EE 1|gobaladmin Delate Rles Rasponsible | D2 | GEL Joachim Admin 2/27/2022 149036 A0

Divisions EES 1|gobaladmin Loginsuccass globaladmin globaladmin 2/17/2022 84100 AM
EES 1|giobaladmin Loginsuccass globaladmin globaladmin 2/17/2022 8:36:38 AM

‘Group entities [ 1|giobaladmin Logou globaladmin globaladmin 2/17/2022 836105 A
O [ wser 1|gobaladmin Loginsuceess globaladmin globaladmin 2/17/2022 83013 AM

currenciss O [ wser 1|gobaladmin Loginsuceess globaladmin globaladmin 2/17/2022 82155 AM
O wzer 1|glabaladmin Lagout globaladmin globaladmin 218 2022 65116 PM

Regions O [ wser 1|gobaladmin Loginsuceess globaladmin globaladmin 2162022 54545 PM
0 [wser 1|gobaladmin Loginsuceess globaladmin globaladmin 2162022 42205 PBE

Conntries 0 ser 1|gobaladmin Loginsuceess globaldmin globaladmin 2/16 /2022 05727 PM =
4 3

‘Module duster Page[t_Jofs s w0 W]

Business line

Matrix rganization
sty lez
Atachmant types
Securitylogs
consistency chacks

Customizing

Figure 66: Overview of security logs (example)

The security logs can be sorted and filtered in the overview by clicking on the relevant column name
according to the following characteristics:

e Type

¢ Old Value
e ID

e New Value
e User

e Modified by
e Action

e Modified date
e Modified field

NOTE: The search result can be narrowed down by entering the search word in the desired column. The
entry is confirmed with ENTER.

On the overview page, it is possible to export the list of security logs in tabular form to Excel
& Search optons

(see figure "Excel export security logs") and to search the list

according to rules you have created yourself. Pressm to close the administration view and forward to
the globalDoc overview page.
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A B c D E F G
1 [Tvpe |} User Action Modified field 01d Value New Value
2 [User 23 Selma LoginSuccess Selma
3 |User 23 Selma LoginSuccess Selma
4 |User 28 Selma LoginSuccess Selma
5 |User 28 Selma LoginSuccess Selma
6 |GDUser 75 TestA Insert TestA
7 |GDUser 75 TestA Insert Benutzemame TestA
8 |GDUser 75 TestA Insert Ist gespertt False
9 |GDUser 74 TESTAA Delete TESTAA
10 |GDUser 74 TESTAA Insert TESTAA
11|GDUser 74 TESTAA Insert Benutzemame TestA
12 |GDUser 74 TESTAA Insert Vomame TESTAA
13 |GDUser 74 TESTAA Insert Ist gespertt False
14 |User 23 Selma LoginSuccess Selma
15 |User 42 joergd LogOut joergd
16 |User 42 joergd LoginSuccess joerg4
17 |User 28 Selma LoginSuccess Selma
18 |User 23 Selma LogOut Selma
19 |User 28 Selma LoginSuccess Selma
20 |User 28 Selma LoginSuccess Selma
21|User 28 Selma LoginSuccess Selma
22 |User 73 Max Mustermann LogOut Max Mustermann
23 |User 73 Max Mustermann LoginSuccess Max Mustermann
Era e 98 Qalonn [P Qoo

Figure 67: Excel export security logs

In the output of the Excel file the following information is exported:

Type: Indicates the entity type.

ID: Specifies the identification number of the entity.

Entity: Specifies the entity (e.g., name of the entity).

User: Specifies the user (e.g., name of the user)

Action: Refers to the type and manner of the action.

Modified field: Indicates in which field the action has been performed.

Old value / New value: Indicates the change per se.

Modified by / Modified date: Indicates which user performed the action and when.

1.3.15 Consistency checks

H
Modified by
globalAdmin
globalAdmin
globalAdmin
globalAdmin
Selma
Selma
Selma
Selma
Selma
Selma
Selma
Selma
globalAdmin
joerg4
joergd
globalAdmin
globalAdmin
globalAdmin
globalAdmin
globalAdmin
Selma
Selma
e At

|

Modified date

23052022 16:56
23.05.2022 15:66
23052022 14-19
23052022 1348
23052022 1311
23.05.2022 13:11
23052022 1311
23052022 1311
23052022 1311
23052022 1311
23052022 1311
23052022 1311
23.06.2022 12:43
19.05.2022 13:42
19.05 2022 12:52
18.05.2022 12:38
18.06.2022 11:53
18.05.2022 10-08
18.05.2022 08:13
17.05.2022 15:06
12.06.2022 15:25
12.05 2022 14:30

49 E 2099 4420

Through the navigation item "Consistency checks" ("Settings/Administration/Consistency
checks") the consistency check of the databases is visible. This makes it possible to detect errors and
problems of the databases at a glance (see figures "Overview Consistency Checks (example)").

It is explicitly recommended to execute this function only together with our experienced globalDoc
support team.
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v i . tzves. s loes] module copy cammot el 5
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‘Tasks for local modl .
4 mansgeman 3 E3 B3
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v m‘:a;mm TRt et Delats broken manzgement tacks with refirence 2 delerzd task remplze, s
A Tukdupliaes Delates task-duplicates. -

Repair

Name Deseription Error count
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—Rapair nser,
Name Description EITOr count
. Thers are ser role assj for ‘acconntabls’ Raviswer ihile', ‘Delegated for which no assiznment exists in the tasks. These user role
Mo Assignable User Rales - o
2ssiznments are deleted.
Usar with rasks bur missing rolas L'szrmleass_]gmemfmn:sm;xr.mmuhle,az\:e\rer,m;mame, Delegated, although an 2ssignment exists in the tasks. These miszsing -
= nser role assignments are added.
. ot
Name Description Error count
Repair the hierarchy of group entities for . - ~— I . - -
o c ity and reporting parpoze. Insert missing parent group entities in the hisrarchy for security and raporting purpeses for all reporting pariods. o
—Repair marrix
Name Description Error count
A  Inssrtmissing Inserts missing matrix structure antities for all reporting pariods (with DE-script) 2 E
A Repairlinks Repairs lisiks between matrix structure entities for all raporting pesiods (with DE-seript) N | wix]
A Repair secarity Rapairs security for matrix stractare entities for 21l raporting periods (with DE-script) 207 E
. o o ‘atri arganization have duplicste values whish causes problems in deteil visw 2nd during import. The ‘T button deletes duplicsts matri
A  Duglicate values in matrix crganization rmmietons 22 BE
A Repairlesslentit type Updates lezzl entity type in matrix organization to select the lower legal antity. 1275 | ix
—Repair Report typ
Name Description Error count
'  Peport types with duplicate chapters ‘modules Fixes report types having duplicate chaptars ‘modules by k2eping the first ocourrence. o
~Upd
Name Description ExTor count
'  Repairlost questions Bapairs questions that oct connection to their questionnaira o
uestionnaizes with duplicate S 3 | Detaits [N wix |
e ng dagl ptess/questions by keeping the first oocurrence. 3

Figure 68: Overview Consistency Checks (example)

1.4 Menu item Customizing

1.4.1 General

Through the navigation item "General" ("Settings/Customizing/General"), the visible columns in the
company selection of the analysis can be adjusted. The preview of the final document may as well be
switched on and off (see figure "General settings (both pictures- might be advisable to make one figure
out of these two)").
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4 Settings

Overview

Administration

G -

General

Translations

Roles

Navigation

Reporting templates

Analysis templates

Licensing

Email & escalation

Reporting templates

Analysis templates

Licensing

Email & escalation

Figure 69: General settings

Analysis
Columns to show in the entity selection screen:
Visible columns
Group entity: Code
Reporting entity: Name
Group entity: Short name
Group entity: ERP number
Group entity: Permanent establishment of
Group entity: Name of tax office
Group entity: Address of tax office
Group entity: Tax number
Group entity: Short business year
Group entity: Country

Group entity: Legal representative (with
address)

Group entity: Local currency
Group entity: Accountable

Group entity: Reviewer

Group entity: Responsible
Generated: Division

Country: Name

Country info: Currency code
Country info: Preparation deadline
Country info: Filing deadline

Region: Name

[ show merged documents

Report configuration
Initial display of chapter structure*
Expand all

Help

Save changes

Hidden columns

Group entity: Modified by
Group entity: Modified date
Group entity: Approved
Group entity: Full name
Group entity: Dpu Id

Group entity: Creates report?

Group entity: Business Lines (comma

separated)

Reporting entity: Type
Reporting entity: Address
Repaorting entity: Modified by
Reporting entity: Modified date
Reporting entity: Code
Reporting entity: Country
Country info: Modified by
Country info: Modified date
Country info: Code
Country info: Name
Country: Modified by
Country: Modified date
Country: Code

Country: Currency code
Region: ID

Region: Modified by
Region: Modified date
Region: Is active?
Generated: Our Sector
Generated: Division
Generated: Sub-Division

Generated: Test1

You can add contact forms for different topics to the help page. Each topic can be sent to different people to make
(e. g. to make sure that technical problems are sent to the IT support group).

Whether the chapter structure in the report configuration is folded out, folded in or only the last level is
displayed, can also be selected here.
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Finally, topic areas may as well be created here, which may be selected in the contact form under the
"Help" menu. The name of the topic must be entered in "Topic*". Different recipients may be assigned
to each topic area (see figure "General settings™ New themee ran be added and deleted with the

Neues Thema hinzutigen JI| Tocms oschen]

an (where are the last
to buttons to find?) buttons.

The changes are applied by clicking on "Save changes".

1.4.2 Translations

Via "Settings/Customizing/Translations" different languages may be implemented for the
navigation and terms used in globalDoc can be edited.

NOTE: Due to the complexity of this function, we recommend that changes to the translations only be
made in consultation with the relevant consultant or database.

1.4.3 Roles

Through the navigation item "Roles" in "Settings/Customizing/Roles", the system administrator
can manage existing roles, create new roles or remove roles which are no longer required.

Roles are listed in "Settings/Administration/Users" and describe self-defined system rights which
can be assigned to a user.

1.4.3.1 Managing roles

The administrator can access the role overview via "Settings/Customizing/Roles". It contains all
the roles which have already been created (see figure "Overview of roles (example)").

€ Settings 17?

o T ]
e Deserigtion | Role pame
x x v =« v =« x

roletype | Deurre | Loodified by | rodifisd date

Customizing # |acconarble \ascountzble Group
LI | sdmin edit module Module

4/52/202 ageaf P
2172022 12957 2M
General

/| assigament bases acosss assizmment raigation 4/13/20m TaguB P

7 |petegated Delegated. Gromp 4 /22/2001 1528 P
Translations ;

/ |Manage attachments DocumentManazament raigation 4/13/20m TaguB P
- / |Edit yaster pata. EditasterData avization /22001 1528 P

s

# |EdisTransactions EditTransactions raigation 4/13/20m Tagab P
— / | pefine content strueture ModuleDefinition avization 1/26/2002 0330 P

/| Rexd divisional comant soduleDivisionalRasd naodule 4/13/20m TaguB P
Reparting templates / | it dvisional content ModuleDivisionalivrite Module 4 /22/2001 1528 P

/| Rexd global conant noduleGloblRzad naodule 4/13/20m TaguB P
Analysis templates / | it global content ModuleGlobalWrite: Module 4 /22/2001 1528 P

# |Rezdloclconnnt soduleLocalread naodule 4/13/20m TaguB P
Licensing # |Edit local content: ModuleLocaliwrite Module 1 /12/2021 71948 PAL -

3
Email & esealation page[1 | of

Figure 70: Overview of roles (example)

The roles can be sorted and filtered in the overview by clicking on the corresponding column name
according to the following characteristics:
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e Description e Default role
¢ Role name e Modified by
e Role type e Modified date

NOTE: The search result may be narrowed down by entering the search word in the desired column.
The entry is confirmed with ENTER.

The selected role can be deleted immediately via the symboli or edited via the symbolai“"l .

On the overview page, various functions are available for managing the roles, which are briefly described
below:

Create a new role.
Delete selected role(s).

Configure the search: Select Simple Search, Extended
Search or Select Columns. The search can be updated
here as well.

The majority of practical applications, the roles provided by the system are sufficient. However, if

adjustments or additions are necessary in individual cases, new roles can be created via and

distributed to the users via "Settings/Administration/User".

1.4.3.2 Creating a new role

Through the "Settings/Customizing/Roles" and selection of the symbol , the tail view for creating
new roles is opened (see figure "Create a new role").

Creating a new role requires the entry of the following data (fields with an asterisk (*) must be filled
out):

Role name*: Name of the created role.

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

e Default role*: Selection of the default role that is assigned to the role by default. The default

roles are:
o Read
o Edit
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o Edit and Delete
o Create, Edit and Delete

€ Settings L1?
Ovarview Role name* Frlntaees =
Navigation s
Administration v -
New
Customizing ~ Rea! oo
General

Translations

Roles

Navigation
Reporting templates
Analysis templates
Licensing

Email & escalation v

Figure 71: Create a new role

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

1.4.3.3 Viewing/Editing an Existing Role

Click on f "Settings/Customizing/Roles" to open the detailed view of a selected role. Roles created
by the system administrator cannot be edited. However, it may be determined whether these roles
should belong to the standard roles or not (see figure "Edit existing roles").

€ Sethtings 17?
Overview Modified by: system, 4/16/z015 B:50:24 AM  Created by: system, 4/16/2015 8:59:24 AM
Administration “ | Accountable Group Send link as e-mail
Close
Description Default role
Customizing Accountable
General Default permission*®

Create, edit and delete

Translations

Roles

Navigation
Reporting templates
Analysis templates
Licensing

Email & escalation

Figure 72: Edit existing roles
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1.4.3.4 Delete role

Under "Settings/Administration/Roles" and click on ™ | the selected role is deleted. Roles created by
the system cannot be deleted.

NOTE: If the system or security administrator wants to delete more than one role, he/she can select the

respective roles and remove all selected roles at once via the selection ﬁel.

1.4.4 Navigation

Through the "Settings/Customizing/Navigation", the system administrator can view the
navigation structure and rename navigation points that have not been created by the system (see figure
"Overview of navigation structure (example)"). Furthermore, it is possible to assign certain roles to the
navigation points.

€ Einstellungen [*] ov.os2018 - 30122018 2 ?
Ubersicht
Bearbelten Name Geldndert von Geindert am
Administration » ~ Einstellungen systom 11.07.2018 16:10:59
/7 Administration system 11.07.2018 16:19:59
Customizing
Vi Berichtszeitrdume system 11.07.2018 16:12:59
Rollen 7 Einstellungen Berichtszeitraum system 11.07.2018 16:12:59
Ravigation /7 Benutzer system 11.07.2018 16:12:59
7 Divisionen system 11.07.2018 16:12:59
Berichtsvorlagen
7 Konzernunternehmen system 11.07.2018 16:12:59
Analysevorlagen 7/ Wihrungen systom 11.07.2018 16:13:03
Lizenzierung Vs Regionen system 13.03.2019 14:56:38
7 Linder system 11.07.2018 16113:02
E-Mail & Erinnerungen
Vs Modulgruppierungen system 11.07.2018 16212359
7 Management Einheiten system 11.07.2018 16:12:59

Figure 730verview of navigation structure (example)

Through the "Settings/Customizing/Navigation", clicking 7/ opens the detailed view of a selected
navigation point. Navigation items created by the system cannot be edited (see figure "Edit navigation
point").

€ Settings 1/1/2019 - 12/31/2019
Overview Modified By: system, 7/13/2018 4112159 M Created by: system, 7/1s/2018 s:s2ig5 P
Save
Navigation elament
Administration | Reporting periods

link as e-mail

- ‘The name of the navigation item may be changed here. Close
Customizing A

Language Navigation element
General de Berichtszeitraume
en Reporting periods
N €s Obdobi vykazovani
Translations
es Periodos de informe
1 Okresy sprawozdaweze
Roles k- il
pt-br Periodos de relatorio
. pt-pt Periodos de relatéria
Navigation
it Periodi di rendicontazione

Reporting templates
Analysis templates
Licensing

Email & escalation

Figure 74: Edit navigation point
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The administrator may always have intel on the name of the navigation item in the available languages.
For some navigation items it is possible to change the names for the individual langﬁes. In addition,

some navigation items show the roles already assigned and their rights. Clicking on **“opens a pop-up
window in which new roles can be added or old roles can be removed (see figure "Add/Remove Roles").

Edit access control x |t

Unassigned roles: Assigned roles:
o Admin edit moduls . Edit global content Edit
. Pwl- edit local modules . Bzad global content Fead

. PwC-rzad local modules

+ Accign all i Unassignall

OK
Figure 75: Add/Remove Roles

In this screen, the roles that have not yet been assigned (left-hand side) can be added to or removed
from the navigation item bi clicking on them (right-hand side). It is also possible to assign the rights of

other navigation pointsitahes.

. C 1. + Accipn all C 1
If necessary, all roles can be assigned by clicking on once or removed by clicking on once
3 Unassign all

1.4.5 Reporting templates

Through the section "Reporting templates" the system administrator can create and edit report
templates. The navigation point "Reporting templates" is accessible through
"Settings/Customizing/Reporting templates".

Report templates contain module templates based on the corporate design, based on which the
generated reports are automatically formatted. Any number of report templates can be created and
customized. Report templates are Word documents with the Microsoft® Office file type ".docx". These
are uploaded to globalDoc.

Through the "Settings/Customizing/Reporting templates" existing report templates can be

copied and adapted. A report template consists of at least seven Word templates that refer to the
different components of the documentation report (see figure "Components of a reporting template").

page 87



globalDoc Solution® Administration manual 9.0

€ Settings L ?
Overview
Reporting template
Administration . DefaultTemplate bles
Customizing ~ Is active

General X
#) Template_Module_local_versions.docx

0 i et
Translations Template_Module_Overview_Transaction_group.docx

@) Template_Overview_Transaction_groups.doex

Roles %) Template_Overview_Transaction_matrix.docx

#) Template_Overview_Transaction_parters.docx
Navigation
4) Template_Report.doex

Reporting templates ) Template_TextModule.docx

) Template_Transfer_pricing_analysis.docx
Analysis templates

#) Module_template.docx

Licensing

Email & escalation

Figure 76: Components of a reporting template

The report templates stored under "Reporting templates" are the basis of the reports generated
through the item "Create report” ("Reporting entity/Create report") and ensure the corporate design.
The individualized report templates can be selected under "Report entity/Create report" via the
drop-down list "Select report template".

In order to create an individual report template, an existing report template (here: "Default Template")
has to first be copied via "Copy template" (in the right-hand command column) (see figure
"Components of a report template"). This allows the visualization of individual Word templates- Word
templates which have not been replaced, are retained.

NOTE: The "Default Template" is stored in the system and cannot be deleted or edited.

€ Settings 1?
Overview -
Peporting templates Delete template
Administration . copy 2 of DefaultTemplate Copy template
Download standard variableg
.. New template name Save
Customizing ~
copy 2 of DefaultTemplate
General
Is active
Translations
¥) Template_Report.docx
Roles
) Template_TextModule.docx
Navigation ) Template_Transfer_pricing_analysis.docx
) Module_template.docx
Reporting templates @) Ternplate Module local versions.docx
3 *) Template_Module_Overview_Transaction_group.docx
Analysis templates
@) Template_Overview_Transaction_groups.docx
Licensing ) Template_Overview_Transaction_matrix.docx
@) Template_Overview_Transaction_partners.docx
Email & escalation v

Mo file chosen .
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Figure 77: Create individual template
Afterwards, the copied reporting template has to be renamed (see figure "Create individual template").

By entering a new name in the line "New report template name" and selecting the command "Save"
(in the right-hand command column), the template is renamed and saved.

NOTE: The name of the reporting template has not contained any special characters.

The new reporting template may now be selected, and the seven associated Word templates can be
adapted. To do this, select the report template to be changed (here: manual template) in the "Report
templates" selection field. Then, by clicking on Bthe respective Word template belonging to the report
template, e.g., "Template_Overview_Transaction_partners.doc", this can be downloaded, saved
locally and edited.

After editing in Microsoft® Word and saving locally, the individual modified Word templates with the

same name (here: Template_Overview_Transaction_partners.doc) can be downloaded | Choose File |

and uploaded again. Afterwards, the changed reporting template (here: "Analysis Template") is
available in globalDoc and can be selected under "Create Report" and used for the report.

NOTE: The name and document type of the Word template which shall be uploaded has to match
exactly the name of the Word template which is to be replaced.

1.4.6 Analysis template

Under the navigation item "Analysis templates”, text modules for documenting the appropriateness
of transfer prices can be entered.

Clicking on "Settings/Customizing/Analysis templates" takes you to an overview page of the
analysis templates already created (see figure "Overview of the analysis templates (example)").

€ Settings 17?
oveie
Administration v [m] Type of analysis | Option name |Inte:ual comm4 Modified by | Modified date |
X X X X X
Customizing ~ O § | o |Comparable uncontrolled price method - inVetrag 1 faeawr Selma 3/24/2022 2:56:40 P}
General
Translations
Roles
Navigation
Reporting templates

Analysis templates
Licensing

Email & escalation v Page El of1 View:-1af1

Figure 78: Overview of the analysis templates (example)
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The view of all existing analysis templates may be sorted by clicking on the corresponding
column name according to the following values:

e Type of analysis
e Modified by
e Option name
e Modified date

e Internal comment on text option

NOTE: The search result may be narrowed down by entering the search word in the desired column.
The entry is confirmed with ENTER.

The selected analysis template can be deleted immediately via the symbol ¥ and edited via the symbol

s

On the overview page, various functions are available for managing the analysis templates, which are
briefly described below:

Create a new analysis template.
W Loschen Delete a selected analysis template.

Configure the search: Select Simple Search, Extended Search or
Select Columns. The search can be updated here as well.

1.4.6.1 Creating a new analysis template

Through the "Settings/Customizing/Analysis templates" the detailed view for creating a new

analysis template can be opened by selecting the button (see figure "Create a new analysis

template"). Fields marked with an asterisk (*) are mandatory fields. Herein, the description of the
applied method, the description of the cost basis, the appropriateness of the applied method as well as
the appropriateness of the transfer prices can be documented in the various tabs, which are then
available to local users in the program item "Reporting companies/Transactions/Analyses/-
Transfer price analysis".
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€ Settings 17?

Overview

Create analysis template
Administration

Customizing
General :

Comparable uncontrolled price methed

‘Translations

Description of applied method | Description of the costbase ~ Appropriatnesz of applied mefhod ~ Appropriatness of fransfer pricing
Rales

Navigation

‘Rzportin iemglates

Amalsistemplates

Licensing

Email & sscalation

Figure 79: Create a new analysis template

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

e Description of the applied method

Description of the cost base

Application of the applied method

Appropriateness of transfer prices (these points are already mentioned above)

Click on "Settings/Customizing/Analysis templates" and by clicking f , opens the tail view of
the respective existing analysis templates. Herein you can edit the information added when creating a
new analysis template (see "Creating a analysis templates").

1.4.6.2 Delete Analysis Template

Through the "Settings/Customizing/Analysis templates" and click on B, the selected analysis
template is deleted.

NOTE: If the system or security administrator wants to delete more than one analysis template, he can
. . . @ Delete

select the respective analysis templates and use the selection field to remove all selected

analysis templates at once.

1.4.7 Licensing
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Through the navigation point "Licensing" via "Settings/Customizing/Licensing" license
information as well as the license key of your globalDoc version and the number of reporting entities
are displayed (see figure "Overview of license information (example)").

= Settings 17?
Overview
12/30/2030 13:00:00 BB
Administration 15 activation imespanvaid?
Customizing 1= historization active?

General
15 expirede

Trznslations

Roles

avigation

Reporting templates

Analysis templates

Licensing

‘Email & escalation

Figure 80: Overview of licence information (example)")

As a system administrator, it is possible to change the license key. This can be done using the 'Change'
function in the right-hand command column. This change should not be made without consulting PwC
or the database, the deletion of the license key means that globalDoc will not be accessible until a valid
license key is assigned. However, the deletion of the key must be confirmed beforehand by the System
administrator.

Confirm

Are you sure to change the license key?
& The current licenze will be deleted.
The application will be unavailble until a valid licenze is submitted.

Figure 81: Change licence key
1.5 Menu item Email & escalation

1.5.1 Setup

Through the menu item "Setup" which may be found in "Settings/E-mail & Reminders/Setup" it
is possible to activate the e-mail function in globalDoc, to edit e-mail addresses and/ or to set the
escalation intervals (or reminder intervals) of the respective e-mails (see figure "E-mail & Reminders -
Setup").
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€ Settings 17?
Overview il i system
Generate e-mails?
Adminieration.
Send emails directly? Manually
Customizing ?
Force email® Runnow
— . |E==
[~ Starus repor
samp application Url
ttps://staging datenwerk-it com) zds-tst-pwe
‘Create e-mail Email From* Manually
test=datenwerk-itds ?
J— P —  mam o |
address reply to
tests@datenwerk-it de
—Escalation settings-
Esealation time

T = S—

- for task

2/18/2022 1200087 231

Figure 81: E-mail & Reminders - Setup

Selecting the checkbox ¥ for "Send e-mails directly?" activates the direct sending of generated e-
mails and sends all waiting e-mails. The deactivated state allows the system administrator to check
waiting emails and delete them through the menu item "Overview" if necessary.

If the checkmark "Force email?" is active, emails are forced when the workflow status is changed.
By specifying the outgoing address, direct access via the e-mails is made possible. The sender address
for e-mails* can also be changed here and, if required, it is possible to enter a different e-mail address

for replies.

Compared to the "Emailing" section, the escalation time and the day of the next escalation can be
defined under "Deadlines for escalation".

Furthermore, the times of the last escalations can be viewed, and the escalation intervals can be set and

Eim o . .
sent manually via the e-mails.

Through the "Status report of the task administrator” option, an Excel overview of the status of the tasks
is sent to the administrator.

Through the "Reminder for open system administrator tasks" option, a reminder e-mail with an Excel
overview of the tasks still open can be sent to the system administrator.

With the "Status report for task-approvers (entity specific dashboard)”, the user with the role "Approve
tasks" receives an Excel overview of the status of an entity at the selected times.

With the function "Reminder for ur coming deadline", up to three reminder e-mails can be set before

the deadline expires. With il , a reminder e-mail can be sent directly manually.
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Through "Contract system” the part of the link to the contract system can be inserted without the
contract number.

1.5.2 Create e-mail

The function "Create e-mail" allows you to send a self-created e-mail (see figure "E-mail & Reminders
— Create e-mail").

€ Settings 17

From [test: S datereri-itda W

Administration To (comma separated) {1 Create email per addressr (1 ¢ (comme sepazated) [

setmp

Sabject
Create e mil

awerview

Figure 82: E-mail & Reminders — Create e-mail

The icon E opens a window with all users created in globalDoc. The users can be displayed according
to roles. With a mouse click, the users can be selected to whom the e-mail or a copy of the e-mail is to be
sent (see figure "Create e-mail - recipient selection").
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Bitte wihlen Sie E-Mail-Adressen von Benutzern aus x
Rollen
v
/| Benutzername E-Mail ,\Iobilfunknum{ Abteilung Rolle Code des / der Berichts| Management Einheit 04
X X X X X X X
| | Demo System Admin
C >globalL'ser2 | ‘ . :Custom GLOBAL,DIV 2,DIV 5.Df
[localUsers | . . |Custom . Uog .
. globalAdmin | . . |Custom |.cLoBAL
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localUsera v | Custom
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Figure 83: Create e-mail - recipient selection
Instead of sending the e-mail to all selected addresses, the e-mail can also be sent to each individual

address as desired by selecting the option "Create e-mail per e-mail address?” (see illustration "E-
mail & Reminders - Input mask for e-mail creation").

1.5.3 Overview

Through the menu item "Overview" via "Settings/Email & Reminders/Overview" all waiting and
faulty e-mails are displayed (see figure "Overview of all unsent e-mails").

€ Settings 17?
e T
Adminiswation [a] Toted Subject |  swms | rempletecote | Tempiste tame |svumber of attemp] 15 wtmt] Modified by | sotiteddae |
x x o x x x |w]= x
Customizing # [bioern] globaloc - Task has been delezated toyou sent TaST-008 Tasi-oos i system 5/25/2021 40723 PM -
# | ioern| slobalDoc - Task has been delezated to you sant TASK-006 TASK 006 A system 5/25/2021 41724 PM
Email & escalation # [bjoeen] siobaldec - Detagation for i . As B [—— 525 200 2365 PO
# | bioern| slobaldoc - Module assignment - Xey Competitors | Sant TasK-o02 TaSK-00z A system 5/25/2021 4:18:55 P
s=tp # [bioern| globaldoc - Biodule assignment - ey Compatitors [Semt Tasioo Task-oaz Pl rstem 325 20m 22pT FL
P # | bioern| T8 documentation for - Notification of assigned talSant TasKouy TaSK- 0w A system 5/28/2021 511703 P
# | nolger] lobaldoc - The rapert of Uos - DE-Damo Headqu{sent Task-acd Tasioo8 3 em 528/ 2021 43529 7ML
— # | nolger] lobaldoc - The rapert of Uos - DE-Damo Headqu{sent Taskacd Tasioof 2 em 5/268/2021 g4z P
# | Bolzer| T8 documentation for - Notification of assigned talSant Tasiog TasK o A system 5/28/2021 5
/| bolger| TP documentation for : otifiction of s Taskon Taskan 2 em 6/5/2021 625703 72
# | Bolzer| T8 documentation for 3 entities: Over ESknos ESKons A system 6/28/2021 12:00:45 AM
/| nolger| TP documentation for 3 entities: Overview on npefsent Eskons EsKo0s 2 em 6/20/ 2021 10z 12 8
# [ Bolzer| lobalDoe - Task has been delezated to you sent TASK-006 TASK 006 A system /13/2021 g-38:16 AM
# | Bolzer| slobaldoc - Delagation for Module assignment - 0 Semt TiSKooéoz | TASK-006-02 A system 7/13/2021 gr25a7 AM
# |belger| TP doumentation for GLOBAL - GLOBAL: Notifidssnt Taskeoin Tasion 4 svstam 9/14/202 5140127 PML e
Puge[r otz m

Figure 84: Overview of all unsent e-mails

The displayed e-mails can be deleted ™ or opened and edited/ if necessary. Via the columns, the e-
mails can be sorted for a better overview and with the search option it is possible to select certain
columns or to search for specific rules via the "Extended search” (see figure "Unsent e-mails - Extended
search").
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€ Settings 402
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Figure 85: "Unsent e-mails - Extended search

With it is possible to add new rules for the search and withD to remove them. With the emails

Suchen £ Find o

can then be searched according to the rules created.

1.5.4 Sending rules

Below is a list of the basic email delivery rules in the tool:

Incident Standard- recipient
Responsible delegates task to Delegate Delegate

Delegate completes delegation Responsible
Responsible withdraws delegation Delegate

Delegate rejects delegation Responsible

Responsible submits task to reviewer for

. Reviewer
confirmation

Reviewer reopens task company (Edit local content).

All users with appropriate write permissions for the respective

Reviewer finalises task Responsible

Responsible finalizes task (no reviewer
configured)
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Accountable finalises documentation

Responsible + Reviewer

Responsible submits documentation

Accountable

Reviewer submits documentation

Accountable

Accountable rejects report

Responsible + Reviewer

Management task for documentation is
assigned to a entity

All users with appropriate write permissions for the respective
company (Edit local content).

Management task for other navigation points
(e.g. Questionnaire, Master data,
Transactions) is assigned to a entity

All users with appropriate write permissions for the respective
company (here for Questionnaire, Edit Master data,
Transaction, Edit data collection).

Management task is submitted for approval

User with the role "Approve tasks" of the respective entity+
Reviewer

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

All users with appropriate write rights for the respective entity
(Edit local content).

Reminder e-mail before a deadline

Responsible

Reminder e-mail after a deadline

Responsible + Reviewer + Accountable

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

Responsible + Accountable

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

Responsible + Accountable

Questionnaire activated

All users with write access to the respective questionnaire (Edit
master data).

Roll Forward and thus open modules and
recurring tasks of the pre-rolled entities.

All users with write access for the respective entities.
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New company created

Responsible

Accountable/Reviewer/Responsible of a
division/GLOBAL created

Accountable/Reviewer/Responsible

The user receives an e-mail with access data User
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 menu item "Documentation setup” enables the editing of the documentation structure. Through
the menu item "Report configuration", existing reporting types can be viewed (see figure "Overview

of report types (example)"). A new reporting type, in turn, can be created by clicking o + New
(reference to Create new report type).
€ Report configuration [ atsraoms-sarsuraoas 17?

B D

Figure 86: Overview of report types (example)

By default, "General overview", "Standard local file" and "Standard master file" are predefined in the
report configuration. These do not contain any content for the time being and can be filled with content
via "Import chapter structure". See the chapter "Import chapter structure".

Click on 4 an existing report in the menu item "Report configuration" to edit it. The steps are the
same as for creating a new report type, which is described in the following chapter.

The report types can be sorted and filtered in the overview by clicking on the corresponding column
name according to the following characteristics:

e Name

e Isactive
e Type

e Is default?
e Scope

e Modified by
e Country

e Modified date
e Company

NOTE: The search result can be narrowed down by entering the search word in the desired column. The
entry is confirmed with ENTER.

On the overview page, various functions are available for managing the report types, which are described
briefly below:
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+ Nen Create a new reporting type.

Deleting a selected reporting type (s).

Configure the search: Select Simple Search, Extended Search or
Select Columns. The search can be updated here as well.

Table 13: Administrative functions of reporting types

2.1.1 Create a new Report type

In the upper part of the screen you can choose between three options:

*! Kapitelstruktur impertieren ' Module erstellen ' Variablen ® Impart chapter structurs () Define modnles ) Variables

. The
first option "Import chapter structure" can be used to upload an already existing documentation
including its chapter structure into globalDoc. In addition, the chapter structure can be added manually
(see Import Chapter Structure for more information). Through "Create modules" the system
administrator can create new modules for the respective chapters (see detailed description under Create
modules).

Via "Variables", the list of standard variables and variables from the TP Questionnaire can be
downloaded as a Word document.

To create a new reporting type, the following information can be provided (fields marked with an
asterisk (*) must be filled in):

¢ Name*: Indicates the name of the report type.

e Type*: Here you can describe in more detail what type of report it is (e.g. Local File or Master
File).

e Template: A previously created template can be used here (see Report Templates).

e Scope*: Here you can specify whether the report to be created is general or whether it refers to
a country or reporting company. If the report refers to a country or reporting company, the
corresponding country* or reporting company* must be selected. For each report type (type*),
only one report type can be created for the application area country or reporting company.
Likewise, a report type of "General" may only be created once. Is Active: Here you can specify
whether the report type should be active and thus available for use.

In the lower section, can as well import the structure of an already existing report (for more information,
see Import chapter structure).

Furthermore, new chapters or subchapters can be created manually by + . To do this, enter a

. . S|
meaningful chapter name. Click on . to create the structure for the chapter (see figure "Create a new
chapter").
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Stored chapter structure

1 zaneral # &+ D
1.1 Orgamnizational char # &+ 0D
Subchaptar # @&+ D

1.2 Purposa and Scope # @&+ D

2 Transactions # &+ D

a

Figure 87: Create a new chapter

A selected chapter can be moved in the structure by holding down the left mouse button. Selecting #
activates the automatic numbering of the individual chapters. Empty chapters can be deleted via the

ol ™
symbol ®and new modules can be created via —

: 5|

. Changes are saved via the button . .

NOTE: Chapter headings of chapters without automatic numbering are not taken into account when
generating the reports. They can be used to structure the documentation architecture (e.g. separation
between Master File and Local File). If modules are assigned to such chapters, they will be output
without system-side chapter headings when generating reports!

2.1.2 Import chapter structure

. Kapite]stmkmr imporﬁeren 1 Impart chapter structure ) Define modules () Variables
When you select

overview opens up:

, the following

Y 3 -
peie globalDoc Solution 9.0 € Report configuration [™] ara0ms - crzaranas 1 ?
1) settings Stepsto complete ® Import chapter structure O Define modules O Variables
=" Documentation setup
Report type details: (Local file, General)
‘Report configuration
Transaction groaps Demo General
. . Is active.
Benchmarking studies
e Master file
Attachment overview
DefaultTemplate
‘Manage questionnzire
777 mepordng entity
o ks tmport  From file 0 |[Chovmris | voflechosen Heading 3
Jot analysis

Stored chapter structure

+

Figure 88: Import chapter structure- overview
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In the upper screen area under "Report type details", the stored information on the report type is
displayed and can be changed. The "Import" button can be used to import a chapter structure based
on existing documentation. This imported and saved structure can then be edited manually via the lower
screen area. How to import and save a chapter structure is explained in the following sections.

2.1.2.1 General overview

The first of the three possible data sources from which a chapter structure can be imported is "General
overview" (see figure "Import chapter structure - General overview").

p«'.'ne PR L CIl & Report configuration [ ssstz0m- sxtzazoz 17?
1} sertings Steps to complete @ Import chapter structare O Defing modules O Variables
=" Doeumentation setup
Report type details: (Local file, General)
Report confizuration
Transaction groups Demo General
T Is active
Benchmarking studies
B Master file
Attachment ovarview .
DefanltTem=1=+=
Manage questionnz
s gt Overall library
11 meporting entity Default for selected report type
o Tasks mport  From file o |[Coosare o fiachosen Heading 3
e =
n1

Stored chapter structure

*

Figure 89: Import chapter structure - General overview

STEP 1

By selecting the "Total overview" as the data source, the existing structure of the corresponding
reiortini i eriod is imported in the case of a copied reporting period. This is done by clicking on
IMPORT

STEP 2

Once the general overview has been imported by clicking on , the "Imported chapter
structure" can be viewed in the second step. In the table that now appears, the imported chapter
structure and the saved chapter structure are compared, and it is possible to define new chapters (see
figure "Selection of chapters to be imported - General overview").

NOTE: When importing for the first time, the saved chapter structure is empty.
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Imported chapter structure Stored chapter structure
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Figure 90: Selection of chapters to be imported - General overview

As soon as it is decided which chapters are to be included in the "Saved chapter structure", these
chapters have to be moved individually to the desired target level by means of the symbol (to the
left side of the chapter name) by using drag & drop. Another possibility is to move an entire block (e.g.
"Master file" or "Local file" in the figure shown above) to the saved chapter structure by dragging and

dropping using the symbol ~ .

In addition, an auto-numbering of the chapters can be activated by checking the box # , the
corresponding chapter may be deleted, and a new subchapter can be created by clicking + (in the line
of the chapter). Additionally, the name of a chapter or subchapter can be changed by selecting ¥ of the

relevant chapter. A new chapter is added by clicking on + below the structure.

: =), . . :
Selecting the command "Save" .m the lower right corner, the import is completed or executed. The

"Exit" “ button cancels the action (see figure "Editing the Chapter Structure - General Overview").
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Figure 91: Editing the Chapter Structure - General Overview

After saving, the view can be restricted to the saved chapter structure by clicking on * in the lower right
corner of the screen (see illustration "Editing the chapter structure - General overview"). Afterwards,
the modules can be moved within the chapter structure if necessary.

2.1.2.2 From file

Another data source from which a chapter structure can be imported is "From File" (see figure "Import
Chapter Structure - From File").

STEP 1

If "From File" is selected as the data source, it is possible to upload or import an existing file using the
"Choose File" function. Furthermore, under "Divide modules at" you can specify at which level the
chapters to be imported are to be added. You can freely choose between the heading levels 1 to 6. This
means that the tool creates a module under the same name for headings of the selected level and creates
a new chapter for higher levels.

NOTE: The prerequisite for a functioning import is a correctly formatted document (headings
formatted as heading 1, 2, 3, etc., body text formatted as "normal" or "body text").
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Figure 92: Import Chapter Structure - From File

STEP 2

After the file has been imported via , the file that has been selected is displayed in its own
chapter structure (see figure "Imported file - view"). Here it is possible to manually change the chapter
heading by clicking once on the respective name.

P’% globalDoc Solution 9.0 € Report configuration 17
3 s =
[Z] Documentation setap ~

Report configaration

Transaction groaps

<
[

= Module: Organizational Structara Local
Eenchmarking stadies

Attachment overvin Organizational Structure

Demo AG is one of the Groups directly or indirectly owned subsidiaries. The organizational structure of Demo AG is further ilustrated in the Appendix. The managing director (nead of Demo AG) is responsible for the management
Manage questionzaire of Demo AG's processes and overall coordination with other Group entiies. Various feams within Dema AG ensure & lean and efficient Service provision process. Moreover, local administration and management functions (2.q.
finance and human resources) are performed by employees of Demo AG.

7% Reporting entity v
o Tasks v
dlip Anatysis

Figure 93: Imported file - view

The import may as well be edited. This means that an automatic selection can still be changed (e.g.,
change modules to chapters and vice versa, adjust module class, do not take over contents, merge
chapters/modules).

Clicking on. saves the imported structure. In the case of an already existing structure, a comparison

between the imported and already existing structure is possible by applying . "Saved chapter
structure" refers to the chapter structure which already existing in globalDoc.
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In case of an already existing saved chapter structure, applying eenables the possibility to connect
the imported structure with the already saved structure or to completely revise the saved structure (see
figure "Import chapter structure - From file").

i 5 s
slobalDoc Solution 3.0 ¢ Report configuration t] Ty — 1?
1) Settings Report type details: Report from file (Local file, General)
Documentation setup
Datz zourees® Al St modules ate
Import  From file o N file chosen. Heading 3 IMPORT
Report configuration
Transaction grougs
Benchmarking studiss Imported chapter structure Stored chapter structure

Expand all Expand all
Attachment averview
» Description of Relevant Transactions +
A Selaction of the Transfer Pricing Mathod ¥~ General information

Manage questionnaire
- Description of TP methods - Background
i1l Reporting enti
eporting i Description of TF metheds. G Purpose

o Tasks Traditional Transaction Methods L ‘The arm's length principle

. Transactional profit methods z ‘Definition of arm's length
|y Analysis

» Application of the Transfer Pricing Method Facts and circumstances e

Organizational Siructure

Organisational chart

Local competition

v v v v

Company history.

Figure 94: Import chapter structure - From file

NOTE: A selection isn’t automatically installed into the chapters. The display only shows both chapter
structures in comparison. Finally, the desired chapters must be moved manually using the drag & drop
function.

As soon as it has been decided which chapters are to be included in the "Saved chapter structure”,

these chapters have to be moved individually to the desired target level using the symbol (to the left of
the chapter name) via drag & drop.

As described in the previous chapter, the displayed symbols, such as the symbol + , can be used to
create new (sub)chapters and to structure chapters. For more information, see "General overview".

. =) . . .
With the command "Save" .m the lower right corner, the import is completed or executed. The
"Exit" * button cancels the action.

2.1.2.3 Template

The last data source that can be used to import a chapter structure is the "Template” (see figure "Import
Chapter Structure - Template").

STEP 1
Importing a chapter structure can also be done based on a template, which is to be loaded into the system
when implementing globalDoc. (The implementation of the template is done by IT and not by the system

administrator).

NOTE: This option is only available if no template (e.g., from PwC) was saved in the system when the
software has been installed.
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Figure 95: Import Chapter Structure - Template

STEP 2

After the selection has been confirmed via the function, a display is shown in the second step,
analogous to the previous chapter, in which the "Imported Chapter Structure" and the "Saved
Chapter Structure" are displayed side by side for comparison. This gives you the opportunity to better
recognize missing chapters and to move chapters with drag & drop.

PW{ slobalDoc Solution 5.0 4 Report configuration Iﬂ 4f1f2033 - 13/31/3032 1?

13 setings Stope o complata @ Import chaptar stmetnira O Dafina modalos O Varizhles

=" Documentation setup
Ei Report type details: Report from template (Local file, General)

Report configaration

Data sourcer® Tempiate
Transaction groups Import Template Master Local Template Ly

Benchmarking studies

Attachment overview

Imported chapter structure Stored chapter structure
Manage quastionnaize Expand all
Indexes +
%1 Reporting entity S p—
o Taskes Purpose and scope

Organisational Structare
1 Amalysis

Description of Demo Group business
Intangibles

Financial Activities

Finaneial and Tax Position

» Local File

Figure 96: Imported chapter structure - from template
As soon as the decision is made which chapters are to be included in the "Saved Chapter Structure”,

these chapters have to be moved individually to the desired target level using the symbol (to the
left of the chapter name) by drag & drop.
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As described in the previous chapter, the displayed symbols, such as the symbol + , can be used to
create rew (sub)chapters and to structure chapters. The import is completed or executed with the

X
"Save" command in the lower right corner. The "Exit"  button cancels the action.

2.1.2.4 Default for selected report type

As described above, a template can be defined, which can contain local file, master file as well as special
file. This provides a quick basis for creating documentation. This is also the case for the data source
"Standard for selected report type". While all defined standards are displayed in the imported
chapter structure, only the standard for a specific report type is imported. Here the selection of the report
type (Special, Local file, Master file) is decisive. Le., if "Local file" was selected as the report type, then
only the standard for Local file will be imported.

i

-, globalDoc Solution 5.0 € Report configuration [™] wsasmomz - /zus0m= 1?
1) seuings Steps to complete ® Import chapter stracture O Define modules O Variables
Docamentation setup
Report type details: Selected report type (Local file, General)
Report configuration
emer Scoper
Transaction groups Selected report type General
Typst Isact
Benchmarl king studies
Local file
Attachment ovarview -
enmplate
copy of DefaultTemplate
Mansge quastionzairs
Reporting entity
o Tasks Import  Default for selected report type
i1 Analysi
Imported chapter structure Stored chapter structure
Expand all
Local fls +
b~ General information
¥~ Dascription of Rslavant Transactions
Transaction overview &
Description of Relevant Transactions (Ressarch and Development) &
Transaction Matrix (Research and Davslopment) & %

Description of Relevant Transactions (Support Serviees)

Deseription of Relevant Transactions (Support Serviess) - Mesico local

‘Transaction Matrix (Sapport Services)

P = i Fanctional Analysis

Figure 97: Import "Standard for select report type

2.1.3 Define Modules

1) Define modunles
By selecting ¢ Module erstellen ~_ """ """ (in the upper right-hand corner of the screen - see also
the figure "Define Modules - Overview") in "Documentation Management/Report

Configuration", the following display (the contents are shown as an example) is shown:
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Figure 96: Define Modules - Overview

This overview lists all chapters and their associated modules. "Module" shows the number of modules
assigned to the chapter, "Distributed" shows the number of reporting entities using the module and
"Attachments" displays the number of attachments added to the module.

If the content of a module has already been uploaded, clicking on the icon & will display the module
content of global and divisional modules, and the prefilled template is displayed for local modules

(content preview). Via[ll , the module content or, in the case of local modules, the prefilled template
can be replaced here. This means that the module content in global and divisional modules is directly
contained in the documentation content.

The symbolﬂ“\‘:l enables the editing of already existing modules and with+ within new modules

corresponding chapters may be edited. Pressing the symbol @ deletes the corresponding module. Please
note as well the following remark, which appears in the upper third of the overview page:

ich durch Zichen und Loslassen dndern. Module kdnnen frei verteilt werden. Anderungen werden nicht sofort gespeichert und miissen iiber den 'Speichern'
Crag and drop te medify the crder. Modules are fresly distributeabls. Mote that changes are not persisted directly and are to be submitted via 'save’ butten

NOTE: Only modules without already uploaded content can be deleted. Therefore, before deleting a
module, the module content has to be deleted.

2.1.3.1 Module details

Clicking on the symbolﬁ‘\‘F in the cell of a module opens up the tab "Module details" (see figure
"Editing modules - Tab "Module details"). Herein the following aspects of the module can be edited
(fields marked with an asterisk (*) must be filled in):
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e Chapter*: Specification of the chapter, in which the module should appear when generating
the report.

¢ Module name*: Name of the module (not automatically the heading of the chapter in the
report).

¢ Input format*: Choice between different input formats.

e Transaction group: If an automatic allocation to a transaction group is to take place, the
corresponding transaction group can be selected here.

e Automatic allocation?: Automatic allocation of the module to the selected transaction group.
e Module class*: Module on global, divisional, or local level.

e Print option*: "always" (module is always printed when the report is generated), "optional”
(user can choose whether the module should be printed or not when the report is generated),
"never" (module is never printed when the report is generated, e.g., for internal or back-up
information).

¢ Master/local file: Master file or local file module (we do not see this in the diagram).

¢ Template document: (In the example shown above, a template document has already been
uploaded, which is why the input format is greyed out). This can be downloaded or deleted.

If a template document is uploaded for a global or divisional module, it is automatically the module
content. If a template document is uploaded for a local module, the local user can use this template
document as the starting point for creating the documentation under "Reporting
companies/Documentation content". For local modules, the prefilled template is directly available in
the module content if no module content existed before. If the pre-filled template is created with an
already existing content, a warning message appears for the local user that new prefilled content is
available. The user can then choose whether to use it or keep the already existing content.

NOTE: Only after saving for the first time does the option to upload a template document appear.

If automatic allocation is selected, the module is assigned to the reporting companies that have the
corresponding transaction group in their transaction matrix. If this functionality is selected, a
mandatory field appears in which one must specify whether in this case the reporting company is a
"provider" or “recipient” or "provider & recipient". In addition, under "Report configuration /
Transaction groups", value limits can be set for automatic module allocation, below which the module
is not allocated, even if the transaction group exists. Modules are also not assigned if the transaction
group only exists in local transactions in the transaction matrix of a reporting company and at the same
time the check mark under "Domestic transactions to be documented" in the country settings is not set.
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Figure 97: Editing modules - Tab "Module details"

2.1.3.2 Module Assignments

In the "Module Assignments" tab, the "Assigned Roles" ("Edit" and "Read") can be assigned. In
addition, module cluster ("Assigned cluster") can be viewed, added and, if necessary, removed. Both

is possible by clicking on the respective symbol (see figure "Edit modules - "Module assignments"
tab").

This means that, if desired, access to a module can be withdrawn from the users independently of the
user roles or that only a certain role can be enabled.

Clicking on the pencil opens a window in which you can edit the access control for this module. By
default, the roles "Edit local content" and "Read local content" are always assigned. You can assign

or revoke these roles by clicking on them. Using the buttons | *#signdl | @ tnasiznall " gugtem
administrator can either assign all roles at once or discard them.

e . g
e globalDoe Solution 9.0 € Report configuration e 1?
L) settings Modified by: Selma, 5/12/2022 10:58:57 A3 Created by: globaladmin, 4/14/2021 8:qs:59 AM
Save
EO De entation setup . - - - . Save and close
Module details | Moduleassignments | Central module attachments = Task  Reporting enities Copy modle
Report configuration Overview local versions
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Transaction groups * Editlocal content Edit A
Send link as e-mail
+ Read local content Read Close
Benchmarking studies .
Assigned clusters:
Aftachment overview
Edit access control x
Manage questionnaire Repori
7 Reportingentiy . 0 Unassigned roles: Assigned roles:
click to add click to remove
o Tasks v Dfuss . Adminedit module . Edit local content Edit
O Ucs , PwC-editlocal modules . Readlocal content Read
ot Analysis O]081 pywC- readlocal modules
0 |uoz Test Rolle
O e v
e Vemg:
0|t
O |Uog
& Dro
+ Assign all @ Unassign all

OK

Figure 98: Module assignment - assigned roles
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The complete role creation and the assignment to modules and to users is described in detail in the
chapter "Local modules that can only be edited centrally".

If automatic allocation has not been selected for the module, the function “assigned clusters” also

appears. To manage the additional groupings, click on the pencil . In the window that now opens,
assign new groups in the same way as for roles.

- . q
e globalDoc Solution 9.0 € Report configuration [ w20z -s2ras202 1?
() settings Modified by: Selma, 5/12/2022 s0:a8:57 43 Created by: globaladmin, 4 14/2021 8:42:59 AM
Save
|= Documentation setup N - - = = BIEcudtecs
Module detalls | Moduleassignments | Central moduleattachments = Task | Reporting entities Copy module
Report configuration Overview local versions
Assigned roles: Dovwnload template
. Dovnload standard variables
‘Transaction groups + Editlocal content Edit owload standard varizble:
Send link as e-mail
+ Read local content Read Close
Benchmarking studies :
Assigned dlusters:
Attachment overview
Edit cluster assignments x
‘Manage questionnaire Re
Unassigned clusters: Assigned clusters:
717 Reportingentity (m] 5 g
[ dlicktoadd click ta remave
o Tasks o . Production

. Moduleluster TST
i1 Analysis

olololooloo o

+ Assignall | @ Unassignall

OK

Figure 99: Assigned clusters

In addition, the reporting entities using the selected module are listed. Reporting entities which are to

be assigned to the module can be assigned via =~ = et TEPerEREEEEiE | peporting entities may be

. C . . . e @ Drop select=d ing entiti
removed again by ticking the corresponding reporting entities - e | .

If a module has been assigned via Automatische Allokation 4, reporting entities, the possibility is

available to exclude individual reporting entities from this automatic assignment. When this is the case,
the module is not assigned to the reporting entities, even if the entities may have the corresponding
transaction group in their transaction matrix (see figure "Automatic assignment - Exceptions").
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Figure 99: Automatic assignment — Exceptions

2.1.3.3 Central Module Attachments

In the tab "Central Module Attachments" the possibility exists to attach attachments to already
created modules. When editing the corresponding modules, the user is given the option of adding these
centrally provided attachments to the module or transaction via drag & drop or with the button

. Uploaded attachments may be edited by double-clicking on the respective file name (see figure "Edit
module - "Central module attachments" tab").
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Figure 100: Edit module - "Central module attachments" tab

2.1.3.4 Tasks

Via the tab "Task", the system administrator has the possibility to create a task directly when he/she is
creating the module and to add a description and a deadline to it when necessary (see figure "Edit
modules - tab "Task"). By setting the checkmarks in the lower area, there is the possibility to select
whether a task is annually recurring and whether an obligatory checklist should be activated.

In addition to the task, additional subtasks can be created by clicking on® 4dditem to Checklist... . Thage
checklists have to first be completed when processing the task before the status of a module can be
changed.

rv': Pt AR ¢ Report configuration [ warzozs-cyzyzon 1?

Module detals | Moduleassigoments | Central module atiachments | Task
Checist

‘Docamentation content

‘Describe company history © At st st

‘Describe company history of your local entity

Figure 101: Edit modules - tab "Task"

2.1.3.5 Reporting entities

The tab "Reporting entities" shows in table form the reporting entities to which the task or checklist

is assigned to. Using the buttons = ° Dfopseleciedreportingentifies ), 3 ¢ Assienreporting enfifies b0l are

shown on the lower page side, it is possible to remove already assigned reporting entities or to assign
the task to new reporting entities (see figure "Edit modules - "Reporting entities" tab").

NOTE: Only reporting entities to which the module has already been assigned to can the assigned
module be edited.
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Figure 102: Edit modules - "Reporting entities" tab

2.1.3.6 Further Functions for Module Editing

After the module has been opened for editing, the right-hand column contains further functions that
support the creation or management of the modules.

Save

Save and cloze

Copv module

Orverview local versions
Download template
Dowmnload standard variables
Send link as e-mail

Cloze

Figure 103: Edit module - further functions
e Save: Changes are saved, but you remain in the same view.
e Save and close: The changes are saved, the active window is closed.
e Copy module: By clicking on Copy module, the open module is copied, and the new module is

opened. Copying the module allows you to create a new module faster and with the same
properties.
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Figure 104: Edit module - Copy module

The new module is created within the same chapter with the same reporting company assignments. Only
the module name should be changed. It is important to know that the content is not copied.

After the copied module has been saved, the module can be edited regularly.
e Overview of local versions: This function offers the possibility of an overview of the module,
its use and changes in the assigned reporting companies. The head office can use it to download
an overview of the differences in content.

¢ Download template: Downloading the underlying template for the module.

e Download standard variables: globalDoc has standard variables that can be used as
placeholders in the modules. These standard variables can be downloaded here as a Word file.

¢ Send link as e-mail: Clicking on this link will open the user's email client to send the link to
the report configuration. The recipient is a fictitious e-mail address that should be adjusted
before sending. Additional text can also be inserted.

Report configuration

someone@example.com a8
Report configuration

Link-https://stagi

Figure 105: Report configuration

¢ Close: The open active window is closed without saving.

2.1.3.7 Local modules which can only be edited centrally

The possibility exists to create modules for individual local reporting entities that can only be edited
centrally (see figure "Creating a central editor role").
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In the first step, a suitable role must be created for this__nurnnse. Click on

+ MNew
"Settings/Customizing/Roles" to access the list of existing roles. Click on to create a new
role. The administrator has to enter the role name* (e.g. "Admin edit module"), select "Module"
for the role type* and "Create, edit and delete" for the standard permission*.

After clicking on "Save" in the command column on the right-hand side, the administrator may exit the
screen.

Admin edit module Navigation

Customizing Create, editand delete

Figure 103: Creating a central editor role

Via "Documentation setup/Report configuration/[Selection of a report configuration]"
the administrator reaches the structure of the respective report configuration in which the
corresponding module may be selected.

Select the option "Create modules" in the upper part of the screen and then click on the symbol
next to the desired module.

Subsequently, the option "Edit access control" can be selected via the tab "Module assignments"
(see figure "Edit access control"). In the newly opened window, the role allocation must be adjusted so
that the role "Read local content" and the new role (here in the example "Admin edit module")
are listed on the right, through "Assigned roles". The selection is to be confirmed by clicking on "OK".

Edit access control ® |
Unassigned roles: Assigned roles:

elici: to @dd cfick to remm

o Admin edit modnla . [Edit global contant Edit

. PwC - edit local modules . Bzad global content Fead

. PwC - read local modules

+ Aszignall 3 Unassignall

0K

Figure 104: Edit access control
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By subsequently clicking on "Save" or "Save and close" in the command column on the right-hand
side, the administrator may complete the editing of the module.

Via "Settings/Administration/User", the newly created role can be assigned to the users who are to
edit the module (see figure "Assigning editor role" and chapter "User roles").

User roles

Documentation levels ‘User roles and aceess rights Divisions/Reparting entities

pefaslt gy (141l g

approve tasks

‘Define content stractars
Lozl ‘Edit ghobal conteat =
ranage stachments
Pwe - adit Iocal modules
PWE - read local modules
‘Rezd global content

Task administration

Figure 105: Assigning editor role

2.2 Menu item Transaction groups

Through the menu item "Transaction groups", which is also a sub-menu item of the "Documentation
setup", already existing transaction groups can be viewed, edited and deleted as well as new transaction
groups can be created (see figure "Overview transaction groups (example)").

Transaction groups [*] sarzoas- sajzyranzs e TSR ()

B O e s e [T y— pym—y

umber [ Transaction type | ame spproved analysis fag | Diodified by | Srodified date

Servics Tramsactions Raseazch aad Davelopment sibaladmin
Servies Tramsacmons support semces sieladmin
Delivery Transactions Delivery of Finished Goods globaladmin
Fionaal Tramssctions cahpool gitaladnin

NN NN N
oo(e oo
BICIECES

-[m

pistribution Transactions Distribation Service globaladmin

Figure 106: Overview transaction groups (example)

In this overview, it is again possible to delete or edit list entries or a corresponding transaction group via

e

the symbols ® or via the symbol 5 (unfortunately, we cannot find this symbol in the diagram).

Should there be a plus symbol here?) to create a subgroup for this transaction. Via the symbol

+ New [IFN possible to create a new transaction group.

On the overview page of this submenu item, already existing transaction groups are displayed, which
can be sorted according to the following points by clicking on the corresponding column names:

e Number: Individual numbering of the transaction groups?
¢ Transaction type: For example, Distribution or Manufacturing.

e Name: Name of the transaction group.
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e Approved: Indicates whether the transaction group can be used or not.

e Analysis flag: Only relevant if the corresponding globalDoc Solution® function is to be used
for the adequacy analysis. In this case the checkbox has to be activated, if the adequacy analysis
is not to be done individually for each transaction, but uniformly for the whole transaction

group.
e Modified by: Shows the user who last made changes to the transaction group.

e Modified date: Indicates the time and date of the last change.

NOTE: The search result can be narrowed down by entering the search word in the desired column. The
entry is confirmed with ENTER.

On the overview page, various functions are available for managing the transaction groups, which are
briefly described below:

Create a mew transaction group.
Delete a selected transaction group.
Configure the search: Select Simple Search, Extended Search or

Select Columns. The search can be updated here as well.

Table 14: Administrative functions of transaction groups

2.2.1 Create new Transaction group

Click on o access the detailed view of the transaction group to be created (see figure "Create new
transaction group - "Details" tab").

i . . _ Couniry-specific preparation deadline: N/A
globalDoc Solution 9.0 Transaciion groups n 1/1/2022 - 12/31/2022 = R S —— 1 ?
1) settings

Save
Details Central module attachments

EI) Documentation setup Sopa it

Transaction type General materiality threshold for 1/C matrix 2 New
Report configuration Euro Close
s s Code* General materizlity threshold for modules ?

Euro

Benchmarking studies . .

Name# Description
Attachment overview

() Analysis flag

Manage questionnaire

T 1 3 o
E Reporting entity () Is reserved for filtered transactions (raw data)?

o/ Tasks

|y Analysis

Figure 107: Create new transaction group - "Details" tab
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When creating a new transaction group, the following characteristic fields are available (fields marked
with an asterisk (*) are mandatory):

e Transaction type*: This indicates what type of transaction it is.
o Code*: A specific individual code must be assigned to the transaction.
e Name*: The transaction group must be given a name in addition to its type.

¢ General materiality threshold for I/C matrix: If the value of a transaction is above this
defined materiality threshold, the transaction is output in the Excel file attached to a report. If
the value is below it, it is not output.

o General materiality threshold for modules: If the value of a transaction is above this
defined materiality threshold, the modules that are allocated via an automatic allocation linked
to the module are also printed in the report. If the value is below this threshold, they are not
printed.

¢ Description: The transaction can be described in more detail here.
e Analysis flag: Should the transaction group be part of a group analysis?

o Isreserved for filter transactions (raw data)? Only relevant in connection with TP Matrix
- defines whether the transaction data for the corresponding transaction 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), processes it into transaction data (including filter
transactions) using predefined rules and consolidates it into a transaction group. If the option
is selected, transaction data for this transaction group cannot be uploaded in globalDoc but is
obtained via the TP Matrix.

NOTE: The "General materiality threshold for I/C matrix or for modules" can only be set if a "Default
currency for transaction group materiality thresholds" has been selected under
"Settings/Administration/Reporting period settings". This currency is then displayed next to the
corresponding materiality threshold ("Euro" in the above diagram). Unfortunately, we do not find this
in the chart.

After the mandatory fields have been filled in, it is possible to save the transaction group by clicking
"Save" or "Save and close" in the command column on the right-hand side.

In the tab "Central Module Attachments" there is the possibility to attach attachments to
transaction groups. When creating transactions with this group, the user is given the option of adding
the centralli i rovided attachments to the transaction group by dragging and dropping or using the

d : : " " "
button (see figure "Creating a new transaction group - "Central module attachments" tab").
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ch; oL PV Transaction groups [ wasz022-12/31/2022 ey mﬂﬁ“ s
1) Settings

Save
Details Central module attachments S
B Documentation setup A ave and close
New

Repart configuration Upload Drag & Drop Files Send link as e-mail
Close
A File name | Short name | Attachment 1 Is oom:r4 Report | Referen4 Modified bl )Iodlﬁedri
Benchmarking studies Page[s|of: o recards to viaw

X Note: For editing attachment, please double click on filename
Attachment overview

Manage questionnaire

777 Reporting entity

Figure 108: see figure "Creating a new transaction group - "Central module attachments" tab

2.2.2Create Sub-Transaction group

Creating a subgroup of an already existing transaction group is possible via "Documentation
management/Transaction groups" and clicking on the symbol ®.

4 Transaction groups [ waraons-catsasaons 107

Detals | Central module attachments

£ Sappertseries o

Service Transactions

) Analysis flag

[ Is raserved for fltered transactions (rawdata)?

Figure 109: Create Sub-Transaction group- tap "Details"

The detailed view of the subgroup opens up to a very similar display presented in "Create new
transaction group" (see figure "Create sub-transaction group - "Details" tab). The only difference
between the two views is that two fields, namely "Parent element" and "Transaction type*", are
already defined based on the parent transaction group.

2.2.3Edit Transaction groups

Editing transaction groups is possible via "Documentation Management/Transaction Groups"

and clicking the iconf . The display that appears are the tabs "Details" and "Central Module
Attachments" of the transaction group to be edited and are identical to the display which appear when
a new transaction group is created. The operation of these interfaces is identical as well (see Creating a
New Transaction Group for a detailed description).
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2.3 Menu item Benchmarking studies

Through "Documentation setup/Benchmarking studies", all benchmarking studies are already
created in globalDoc, and which are displayed in tabular form (see figure "Overview of benchmarking
studies (example)").

il & Benchmarking studies 17

) setings [+ sew] & Detete | © Searecpions =

.
ID
il

Figure 110: Overview of benchmarking studies (example)

The buttons ™ | # | @ (an be used to either delete, edit or update a benchmarking study. In
addition, a new benchmarking study can be entered into globalDoc. In addition, the benchmarking
studies can be sorted in the table via the following characteristics by clicking on the corresponding
column name:

e Name: Enter a name for the benchmarking study.

e First year of the study: First year included int the benchmarking study.

¢ Last year of the study: Last year included in the benchmarking study.

¢ Region: Indicates the region covered by the study.

¢ Country: Indicates the country covered by the study.

¢ Is financial update?: Indicates whether the document is a full benchmarking study or just a
financial update.

e Modified by: Indicates the user who last made changes to the benchmarking study.
e Modified date: Indicates the time and date of the last modification.

NOTE: The search result can be narrowed down by entering the search word in the desired column. The
entry is confirmed with ENTER.

2.3.1 Create new Benchmarking study

As already mentioned, a new benchmarkini study can be entered through "Documentation setup/

Benchmarking studies" and click on . The display which opens is looking like this:
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€ Benchmarking studies 17?

Country e

Profit Level Indicators (PLIs)

Berry ratio- in %

Figure 111: Create new benchmarking studies- "detailed view"

In this view, the following relevant information about the new study can be provided (fields marked with
an asterisk (*) have to be filled in):

e Name*: Enter a name for the benchmarking study.

First year of the study: First year included in the benchmarking study.

¢ Last year of the study: Last year included in the benchmarking study.

¢ Database name*: On which database are the data used for the benchmarking study based?
e Database version: Enter version and year of the study

¢ Regional or local study?*: Here you can choose between "country" and "region". This
influences whether regions or countries can be selected in another field.

e Country*/Region*: Here you can select from all countries or regions created in globalDoc
(see countries and region if more countries or regions are needed).

Title of the benchmarking study: Exact name of the benchmarking study. In addition to the
information listed above, further information regarding the profit indicators mentioned in the
benchmarking study can be entered in the section "Profit indicators" (see figure "Enter new
benchmarking study - detailed view").

Profit indicators

By + the administrator is able to create new profit indicators for the study and by . he/she may
delete already existing indicators. If profit indicators are created, the following fields must be filled in
(fields marked with an asterisk (*) must be filled in):
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e PLI type*: Indication of the profit comparison indicator used in the benchmarking study. If
the desired PLI type does not appear in the list, a separate PLI type can be added by clicking
on "Other".

¢ Number of comparables*: The number of comparable companies must be entered here.
e  Minimum?*: The minimum of the range for the profit indicator determined in the study.

e Lower quartile*: The lower quartile of the range for the profit indicator determined in the
study.

e Median*: The median of the range for the profit indicator determined in the study.

e Upper quartile*: The upper quartile of the range for the profit indicator determined in the
study.

¢ Maximum®: The maximum of the range for the profit indicator determined in the study.

When all mandatory fields have been filled out, the new benchmarking study can then be saved in the
right-hand command column via "Save" or "Save and close".

Following the saving process can be the possibility to upload benchmarking studies (e.g., in PDF format).
These can either be dragged and dropped into the framed area or selected from the local memory by

clicking on
2.3.2Edit Benchmarking study

Through the "Documentation setup/Benchmarking studies" and then clicking on the iconA"\‘=l of
the corresponding study, here this can be edited. The view that opens is identical to the view which is
displayed when a new benchmarking study is created (see "Creating a new benchmarking study"),
editing a study is done in the same way as creating a study (see figure "Editing an existing benchmarking
study - detailed view").

€ Benchmarking studies 17?

Modified by. gt dssin,4/14/2021 85009 ast_Created by. gossiAdin, yua/zom wsaog s

Benchmarking study | Uptoad | Drag & Drop Files

NAFTA Support Services 2018 2000 Orbis

NAFTA Support Services

Profit Level Indicators (PLIs)

Mark-up on direct cost - in 9%
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Figure 112: Editing an existing benchmarking study - detailed view

2.3.3Delete benchmarking study

Under "Documentation Management/Benchmarking Studies" and clicking on i, the selected
benchmarking study is deleted.

NOTE: If the system or security administrator wishes to delete more than one benchmarking study,
he/she can select the respective benchmarking studies and, via the selection field

Clicking on removes all selected benchmarking studies at once.

2.4 Menu item Attachment overview

The menu item "Attachment overview" below "Documentation setup/Appendix overview" shows all
attachments contained in the documentation in tabular form (see figure "Attachment overview").

€ Attachment overview [ watzozs- sxizapzoza v ')

© search options v 8 Exportoverview

ot | nepesagentty | weigmeaiem | e | momsciongoe | swonmme | avadiweatrype | tscontme | nepore | meeene | e same [ e | sosinetty | siodned e
vlx v v x x % o=
dotainimn
globaladmin
gt
et
dotalnimin

e cz-Demosro

e Zpemoira

oz czDemosra

oy & Demosts

Ter E , Demoward Contracts

Ter E - Demo sl Charts

Ter E : DemopDF Background Taformat
i — | : b -

um | 3 | 2 | |Demong | Background iaformar

ElE|EE|E[E|E
I

o i i isational di Chars
D2 Function_Ressarch 2nd Del Des Trazsactions|Des: Transactions| RED Agresment pdf Contracts

oo ]3] 5|3 3¢ 3¢ [ | | 3|2 x| %

ova Function_Reseacch and D Deseription of Relerant Tralsactions| Description of Relevas: Trazsactions| ReDagmmemdse: | Conmac
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Figure 113: Attachment overview

. i Sparch options .
\jl & Suchoptionen v O W the attachments may be searched according to

previously established rules.

The attachments can be sorted and filtered in the overview by clicking on the corresponding column
name according to the following characteristics:

e Code: Refers to the company code (see also chapter "Create new group company/Edit master
data of a group company").

¢ Reporting entity: Indicates the reporting company to which the annex belongs.
e Navigation item: Indicates the structure item in the report to which the annex belongs.

¢ Name: Name of the exact navigation element (e.g. module to which the document was
attached).

e Transaction Group: Indicates the associated transaction group.

e Short name: Indicates the optional short name of the attachment.
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o Attachment type: Describes the type of attachment (e.g. contract, chart, invoice, etc.) This
can be defined under Settings/Administration/Document types.

¢ Is Contract/Report/Reference: Indicates whether it is a contract and/or a reference and
whether this attachment can be seen in the report. The symbol X indicates that the item does
not apply, whereas the symbol " indicates that it does.

e File name: Refers to the file name of the attachment, by clicking on this the file can be
downloaded.

e Type: Indicates to which element (module or transaction) the attachment was uploaded.

e Modified by/Modified date: Indicates by whom and when an attachment has been edited.

In addition, an overview of the attachments can be exported in Excel form via the button

2.5 Menu item Manage questionnaire

In the menu item "Manage questionnaire" it is possible to edit a questionnaire for the master data of a
reporting company, to activate/deactivate it and, if necessary, to add own questions in order to be able
to use them as variables.

The functions on the right column can be used to activate/deactivate the questionnaire or to perform
other functions. The following functions are displayed with the status inactive:

Current state: Inactive

Lo

ave

Save and close
Activate

Svnc Reporting entity fields
ANSWETS OVErVIEW

Send link as e-mail

Cloze

The current status shows whether the questionnaire is active or inactive. With the function "Activate"
the questionnaire can be activated. If the status of the questionnaire is active, "Deactivate" is displayed
instead of "Activate".

As described in detail above, the master data and optional information of a reporting company can be
added as questions to the questionnaire by clicking on "Synchronise reporting company fields".

You can use the function "View all answers" to display an overview of all answers. The view and
management options are explained further in the chapter "Manage questionnaires after
activation'.

2.5.1 Creating a Questionnaire
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If no questionnaire has been created so far, the first time you open the menu item "Manage
questionnaire", the page for creating the questionnaire will be opened.

NOTE: Only one questionnaire can be created and activated for each reporting period. Only after
activating the questionnaire, the local users can see the questionnaire.

lmt globalDoc Solution 9.0 € Manage questionnaire [ waszoss- s2/zasz0n 22 ?
i Current state: Draft
) settings Modified by: system, 1/23/2022 1:06: 2 9146 AL
Save
=" Documentation setu I Save and close
Ei entation setup Questionnaire e
Sync Reporting entity field
Report confizuration Description mc Reporting entity fields
Please answer the questions. Send link as e-mail
Transaction groups Clase
Benchmarking studies

Attachment overview

Manage questionnaire ~ Variables
Add question +
717 Reportingentity v | B
v Optional information
o/ Tasks
41 Analysis

Figure 109: Creating the questionnaire for the first time

Initially, each questionnaire has a name and a description, which can be changed or adapted by the
system administrator. A deadline must be set for the questionnaire. After this deadline, the
questionnaire will be deactivated.

The questionnaire is divided into three sections. The first section is the "Variables", here the system
administrator can freely define different questions according to the requirement. The second and third
sections "Group entity details" and "Optional information" refer to the master data. Missing or
outdated master data can thus be updated by the local user.

2.5.1.1 Section Variables

Clicking on the plus sign adds a new input field for a question.

- [ ORI« Manage questionnaire 2] avaon-sazaizon 17?
5 st et e bt e e DAPEDTH
5 Docamenationeep A

Report conflguration Pesaipion

Please answer the questions.
‘Benchmarking studies
————n  Vasiables
(Question s Masdwor?D HelptestB Tpe[TedQeetan v g
75 Reporting entity Please enter s blp 1ot
o Tasks
shat Amalysis Question 2 4 Mandatory? D) Help text:C)  Type: [Test Qoestian vla

Add question.
 Group entity details

~ Optional informatien

Figure 110: Add question
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Questions must be unique and not identical. You can define each question as a required question by
setting a check mark to "Is required”. You can also add help texts to assist local users when answering
questions.

Questions can be of different types:
e Text Question: The answer can be in text form.
¢ Checkbox Question: The question can only be answered by setting a checkmark.
e Date Question: The answer must be a date.
e Numeric Question: The answer may only contain numbers.
2.5.1.2 Section Group entity details
This section allows users of the local company to update the master data of their company by answering
these questions. After answering the fields, the administrator can check the data and then update the

master data.

In order for company data to be processed by the local user, the function "Synchronise reporting
company fields" must be executed in the right column.

Afterwards, a list of the fields of the reporting companies is displayed from which you can select which

fields must be answered or updated by the user. By default, all fields are selected, but they can be
deselected by clicking on them.
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Select Reporting entity fields

—Group entity details
Full name
Short name
Code

ERP number
Previous name
Entity tvpe
Country
Address

Local currency

—Optional information

Name of tax office

Address of tax office

Tax number

Number of trade register
Name of trade register
Address of trade register

Legal representative (with address)
Business objective of the entity
Formation date

Acquisition date

Alternative business vear
Short business vear

Optional information

Close Save

Figure 111: Synchronise fields for the reporting company

By clicking on the Save button, all selected fields are added as a question. As described above, the system
administrator can define selected questions as mandatory questions, add a help text or change the

question type. Likewise, he can delete

¥ Group entity details

Full name

Short name
Code
ERP number

Previous name

Entity type
[Country
| Address

Tocal currency

Figure 112: Synchronise reporting company fields — Group entity details

the questions with the icon.
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Mandatory? 0
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2.5.1.3 Section Optional information

Each group company in globalDoc Solution has optional data or information in addition to master data.
These fields can be queried in the same way as "Group entity details". By executing the function
"Synchronise reporting entity fields" the optional information of a reporting entity will be
synchronised at the same time. Further processing of the questions is as described above.

 Optional information

Name of tax office Mandatory? (] Helptext:() Type:[TextQuesion  ~| @
Address of tax office Mandatory?0) Helptext:) Type:[TextQuestion  ~| g
Tax number Mandatory? 0 Helptext:J Type:[TextQuestion  ~| g
Number of trade register Mandatory? (] Helptext:() Type:[TextQuesion  ~| @
Name of trade register Mandatory?[) Helptext:[J Type:[TextQuesion v | g
Address of trade register Mandatory?0) Helptext:) Type:[TextQuestion  ~| g
Legal representative (with address) Mandatory?[]  Helptext:(J Type:[TextQuesion  «| g
Business objective of the entity Mandatory? (] Helptext:() Type:[TextQuesion  ~| @
Formation date Mandatory?) Helptext:(J Type:[DateQueston  ~] g
Acquisition date Mandatory?0) Helptext:D) Type:[DateQueston v g
Alternative business year Mandatory? (] Helptest:() Type:[TextQuesion  ~| @
Short business year Mandatory? (] Helptext:[] Type:[TextQuestion v | g
Optional information Mandatory?0) Helptext:) Type:[TextQuestion  ~| g

Figure 112: Synchronise reporting company fields — Optional Information
2.5.2Administer questionnaire after activation

2.5.2.1 Qverview of responses

After activating the questionnaire, the creation screen of the questionnaire is no longer displayed.
Instead, the view changes to an overview list from which the answers of the reporting companies can be
managed and, if necessary, also edited.

FW{. glabalDoc Solution 9.0  Manage questionnaire 17?

& s = e e T I

‘Documentation setup

Regart configuration

Attachment overview

Manage questionnaire
717 Reporting entity

o Tasks

gy Amalysis

Figure 113: Overview answers

In the overview list, the answers are sorted by reporting companies by default. The columns of the
overview consist of the following fields:

e Code: The unique code of the reporting entity
¢ Full name: The full name of the reporting unit

¢ Current status: Status of the questionnaire from the point of view of the local user. He can
change the status of the questionnaire for his company from "In progress" to "Delegated” or
"Completed".
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If the user is the responsible for the reporting company, it is possible to change the status of a
questionnaire and thereby pass the questionnaire on to the reviewer or a user with the role "Approve
tasks" to check the changes made ("Submit for approval"). If there is no reviewer or user with the role
"Approve tasks", you can set the questionnaire directly to "final". See the user manual in the chapter
Questionnaire.

¢ Changed by /Changed on: Display the name of the person who edited the questionnaire and
the date when it was changed.

¢ Questions from 1-n: The remaining columns consist of the questions that have been
approved for answering by the center.

NOTE: All questions and the status of the questionnaire for each reporting unit can also be changed or
entered directly in the view by the system administrator.

Below the overview list, it is possible to change the display of the number of responses from 20 to 50,
100 or 500. The default setting is 20. Likewise, the answers in the view can be scrolled forwards and
backwards by clicking on the arrowheads.

Above the view are other functionalities for managing the response.

/Save: As mentioned above, the administrator can change the answers of the companies or
answer questions that have not been answered, e.g., because the answers were submitted by other
means. The changes can be saved with the Save button.

/ Configuration: This button takes you to the questionnaire itself. Here the system
administrator has the possibility to edit the questions afterwards or to add new questions if necessary.

He can only do this if the questionnaire is deactivated beforehand. For editing, see the chapter "Creating
a questionnaire”.

NOTE: The deactivated questionnaire is not accessible to the users of the local companies in this phase.

NOTE: Deactivating or activating the questionnaire does not delete the answers previously entered.

P
= _Flip rows/columns fyg s R "Flip rows/columns" to swap the view representation. IL.e. the
columns in the previous view are converted to rows.
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p,;c" globalDoc Solution 9.0 € Manage questionnaire 17?
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Figure 114: Questionnaire — Flip rows/columns

NOTE: In this view, a change by the administrator is not possible. It is only used to display the answers
differently. To edit, switch to the standard view.

Import § @ Export § Using the buttons, all questions can be exported and imported back into the
globalDoc Solution after editing.

3 |Full name DE-Demo Headquarters FR-Demo 5.A. CZ-Demos.r.o. US-Demo Sales Hub Am T on test GHL MEX-Demo Sales Ltd.
4| Question 1 True True True False

5 | Question 2 Antwort Frage 2 Antwort GHFrage2  Antwort Mex Frage 2

6 | Question 3 Antwort Frage 3 Antwort GHFrage3  Anwort

7 |Variables Number of employees 110 200

8| Vollstindiger Name DE-Demo Headquarters FR-Demo S.4. CZ-Demos.r.o. US-Demo Sales Hub Am T fon test GHL h MEX-Demo Sales Ltd.
9| Kurzname Demo AG DemosS.A. Demos.r.o. Demo Inc. GH Demo Ltd.

10| Code Uo1 Uo2 Toz Uog U111 Ut12 Ur2

| ERP Nummer "ooo1

12| Vorheriger Name Demo AG

1] Unternehmenstyp Central Entrepreneur ( Entrepreneur (EN)/ Mz Contract Manufacturer Sales Hub America (SH Sales Entity Limited Ric
14 Land DE FR cZ Us GB MX

15| Anschrift MusterstraBe 11,11111 MusterstraBe 1111111 2 MusterstraBe 1111111 2 Time Square 1 Musterstrabe 11111112
16 | Group entity details Lokale Wihrung, CZK GBP LN

17| Zusténdiges Finanzamt i i i i Finanzamt Musterstadt
18| Adresse zusténdiges Finanzamt MusterstraBe 47, 11111 MusterstraBe 47, 11111 MusterstraBe 477, 11111 MusterstraBe 47, 11111 MusterstraBe 47, 11111
19| Steuernummer 11/1111111 11/1111111 11/1111111 11/1111111 11/1111111

20 Nummer des Handelsregisters "123456780 "1234567780 "123456780 "123456780 "123456780

| Name des Amtsgerichtes Musterstadt

22| Adresse des Amtsgerichtes MusterstraBe 364, 1111Musterstrae 364, 1111 MusterstraBe 364, 1111MusterstraBe 364, 1111 MusterstraBe 364, 1111
23] Rechtlicher Représentant (mit Adresse) Ma Ma Ia: fa: Max Mustermann

2| Geschaftszweck des Unternehmens The company is the ulti

25| Griindungsdatum 1/1/1900 12:00:00 AM 1/1/1990 12:00:00 AM 1/1/1990 12:00:00 AM 1/1/1990 12:00:00 AM 1/1/1990 12:00:00 AM
26 | Zugangsdatum 12/24/2017 12:00:00

77| Abweichendes Geschiftsiahr 1. Juli bis 30. Juni

b3 Rumpfgeschiftsjahr

29 |Optional information ‘Optionale Information

Figure 115: Questionnaire - Export

Download template

: With "Download template" you can download the predefined Excel sheet and
import it after filling it with the import button.
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3 Program item Tasks

3.1 Overview

By clicking on the programme item "Tasks", the administrator receives an overview of all tasks which
have to be completed or which are already completed (see figure "Overview Tasks - All Companies").

Y

o globalDoe Solution 9.0 01 - DE-Demo Headquarters AG » Ij‘,n.,‘m 18/33/a088
) settings ) ) ) ) )
25 Decumenstonsenp Entity Al Periods Al Tasks [ AvpyFae | Exgor]
715 Reporting entity
o Tasks

Overview
Task management
Approve admin tasks

a1 Analysis

[] ] [] []
Search Q
Open /
Reporting period Country % Code ¥ Full * ble ¥ * + Submitted | Distribution
Final
- Demo — _— .
’ sfyjaona-wipfsoz GB e e Vesemin Vasemin srels I N
Ne code
. iy RORTE cow cuoma aere

Figure 117: Overview Tasks - All Companies

Dimension*" enables the system administrator to display the task area according to different
dimensions and to access and change the displayed tasks. It is possible to filter by the dimensions
"Country", "Company" and "Current entity". In the same way, the "Current period*" ("All
periods", "Current entity") can be selected. ("All periods", "Current period") and the responsibility
under "Responsible*" ("All tasks", "My tasks"). ("All Tasks", "My Tasks"). Press

.
to accept the selection made.

Depending on the selected dimension, all tasks are listed in tabular form below the pie chart according
to different criteria (such as the reporting period, the country code , the country name or the respective
Accountable, Review and Responsible) (Display in table: Open/Final).

The right column "Distribution” indicates the status of the task with the help of the colours: red =
open, yellow = in progress, green = final (Highlighting in coulors?). Depending on whether the selected
company or all companies were selected as the dimension, the representation of the task status varies.
If only one company is selected, the letters in the right column "Status" refer to the type of module to
be processed. A distinction is made between local (L), divisional (D) and global (G) (see figure "Overview
of tasks — Current entity").
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Figure 118: "Overview of tasks — Current entity

If more than one entity has been selected (i.e. "Entity" or "Country"), as shown in the figure
"Overview of Tasks - All Entities", the current status of processing (e.g. how many tasks are still open or
in process) this is shown in the "Distribution" column by means of a bar and percentages. The column
"Open / In Progress / Final" shows as well exactly how many tasks are still open, in progress or final.

The pie charts display the percentage of open, in-progress and final tasks for each reporting period in
traffic light colours (green, orange, red).

The overview of tasks can as well be exported in Excel format using the button .

3.2 Menu item Task management

By clicking on "Task management" via "Tasks/Task management", the system administrator
reaches the following overview page:

4 Task management [*] varm02s - szpzaaoms 12

[ e s o] oo [6 s~

o[ rame | wme | seegrais | sope \ et | rcesingamgie | cesin | smyreams | awge

s 5 E E : 5 == =1 =
Ola |7 Describe company history | Docomentation ccatent  MODULE Crganisational chart 3/31/2022
Olm |’ pdate backeround inform: Documentation coatent | MODULE Backeround
Ol |’ Update pizster Fls (Deseri] Docomentation sontent MODULE Deseription of Dams Group business
Ola |7 Update Master File (Finane Docomentation content  MODULE Financial activities 1|giebaladmin 4/24/2021 342002 AM
Olm |’ Update aster File (Finand Docamentation ccatent  [MODULE Financial and tax position o] ovaladmin 422/ 20m Bqzoa 43T
Olm |’ Update baster File (Intang! Docamentation ccatent  MODULE Intengbles - o] ovaladmin 22022 1zyag AN
Ol |’ Update pizster Fls (Orgeni Docomentation soutent MODULE Crganisational stmumurs /ziane | povaladmin FEpEEy
Ola |7/ Update Master File (Purpos Documentation ccatent  MODULE Purpose and scope (Master File) 12/31/2021 1|giebaladmin 2/27/2022 11:25:03 AM

Figure 119: Overview task management (example)
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NOTE: The submenu item "Task management" is only displayed to the administrator if he/she has
local, divisional or global access rights in addition to his administrator rights.

. . N
The administrator can then use to create new tasks.

In the window that opens, the "Task details" tab is displayed first (see figure "Creating a new task -
"Task details" tab").

€ Task management [*] w0 - sasaiaons 12

Task details

‘anmually recarring

Checklist mandatory

Figure 120: Creating a new task - "Task details" tab"

There, it is possible to define the navigation item* (selectable by means of a drop-down menu), the
name?, a task description* as well as the processing deadline*. By setting the checkmarks in the
lower area, it can be selected whether a task is annually recurring and whether an mandatory checklist
should be activated.

After saving, three new tabs are displayed: "Reporting entitiy", "Additional information" and
"Change history".

Pnf. globalDoc Solution 9.0 & Task maﬂagement m 1/1/2021 - 12/31/2021 l ?
0 Settings Modified by: Selma, 4/27/2022 8:14:45 AM Created by: globaladmin, 2/18/2022 2:35::3 PM
save
= . . . e . . . Save and close
= Documentation setup N Task details Reporting entities Additional guidance Change history
New
- . Navigation item* Module* elele
111 Reporting entity ™ Documentation content Send link as e-mail
Organisational chart [Local] X v )
o Tasks ~ Name* Cheze
Deseribe company history Chedkdist
Overview Description®
Deseribe company history of your local entity1
Task management

Approve admin tasks

Processing deadline *
1 Analysis 3/31/2022

Please note: Processing deadline Date should be in the future.

annually recurring

Checklist mandatory

Figure 122: Existing task

The tab "Reporting entities" shows in tabular form which reporting companies are assigned to the

task. Using the buttons L |and ¢ AsSIERTEpOTERZ SR ok wn below, it is possible to
remove reporting companies already assigned or to assign new reporting companies to the task (see
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figure “Creating a new task - "Reporting entity" tab”). By double-clicking on the reporting entity, the
administrator can as well enter an entity-specific key date and a responsible processor. While the fields
"Accountable", "Reviewer" and "Responsible" are not editable here, a "Delegate” can be entered
as an editor. Click on "Apply" to save the changes.

Proceszing deadline #

3/91/20022

Please note: Processing deadline Date should be in the future.

Accountable

Localuseroa
Reviewer

Responsible
Localuseroz

Delegated

Apply Close

Note as well the option "Exclude administrators from the selection of responsible people" in
the upper area of the tab.

P“-ml globalDoc Solution 9.0 € Task maﬂagemeﬂt E 1/1/2021 -12/31/2021 l ?
0 Settings Modified by: Selma, 4/27/2022 Bi1gi45 2M Created by: globaladmin, 2/:8/z022 2:35::3 FM —_—
Save
= . . . e e . . Save and close
E‘ Documentation setup v Task details Reporting entities Additional guidance Change history
New
- . . Delete
111 Reportingentity b [ Exclude admininistrators from responsibles R
Send link as e-mail
o Tasks Close
Assigned reporting entities
Overview
O Code | Name | Processing Accountal P.e'\'ie'\\'erl Responsibl Delegateleur Secta* Division | Sub-Divisif Test1 |
Task management x x x x x x
0 |vog US-Demo Sales Hub 4 3/31/2022 | Localuserd Localuserd HEC PHA
Approve admin tasks »
Page[s of: R
i1 Analysis
@ 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 121: Creating a new task - "Reporting entity" tab

The tab "Additional information" allows uploading files via drag & drop or via the button .
All uploaded files are listed in a table and can be downloaded or deleted if desired (see figure "Creating
a new task - "Additional information" tab").

NOTE: Through “Additional information" documents (e.g. presentations or guidelines) can be
uploaded, which enable the person working on the task to understand precisely what is to be done.
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NOTE: The files uploaded here are not attached to the report, but only serve as a tool for the user
working on the task.

€ Task management afafz0as-12fga 0% ')

MAOGFied by. st e, 2/18/2023 5.1753 P CrEGRABY. ghathdain 62032 33631 PAL

Tackdetails | Reportingentitiss | additionalpdsmes | Chamgsbistory

Drag & Drop Files

Fik name | short name AmdmearType

Figure 122: Creating a new task - "Additional information" tab

In the "Change history" tab, the administrator can track changes (e.g., new processing status, change
of deadline, assignment of further reporting companies, etc.) to the task (see figure "Create new task -
"Change history" tab").

€ Task management a/afzozs-s3f3af03 )

Modified by. g, 5/18/3023 51733 P GrEBESA By poaldiinin, 3/1/3053 131 P

Taskdetails  Reportingentities | Additional guidance | Chamge history

» globaladmin [2/18/2022 3iaizs PM] Actions: [Assigned]

» elobaldmin 2282022 3:16:23 FM] Actions: [Create]

Figure 123: Create new task - "Change history" tab

The created tasks are then listed under the navigation item "Task management" and can be edited
B .

#" and deleted there ®. The function enables a detailed search for self-created rules.

With the button Export o Exeel BTN possible to convert the task table into an Excel table (see figure

"Overview of task management (example)").

3.3 Menu item Approve Admin Tasks

Through the menu item "Approve Admin Tasks" after "Tasks/Approve Admin Tasks", system-
generated tasks for a selected reporting period are listed. In addition, transaction groups and group
entities (e.g., transaction partners) requested by the user but not yet created in globalDoc are displayed
here. In addition, uploaded reports that were corrected outside of globalDoc are listed. Only the system
administrator has the right to access this navigation item and to approve or reject the listed requests or
uploaded reports (see figure "Overview approval of admin tasks (example)").

> P Ol Approve admin tasks [=] saoms- stassmoms 17?
) sertings -
C=re==
£ Doameraion sty 5 = T — [ o1 = | = e = | = [ &% [ =5
2 meporting entiy ~
) alals w e = e
o mss

page 137



globalDoc Solution® Administration manual 9.0

Figure 124: Overview approval of admin tasks (example)

Deleting tasks is done analogously to other areas in globalDoc. By selecting the ™ -symbol, the selected
task is deleted. By clicking on the -fields, several tasks can be selected and deleted by clicking on

the button .

The system administrator can view detailed information about the selected task by clicking on f .

The name, description, processing period and navigation element in the "Task details" tab are
generated by the system and do not require any further input.

On the right-hand side, the options "Approve" or "Reopen" are displayed depending on the task
status. The administrator can select the respective option according to his or her assessment.

s . o oms .
.- globalDoc Solution 9.0 € Approve admin tasks m 1/1/2021 - 12/31/2021 2?
() settings Modified by: Selma, /282022 12:36::8 M Created by: system, 2/7/2022 g:g2:24 PM
Save
[E5 Documentation setup v Task details | Additional guidance saveand close

Reopen.

. . Delets
17 Reporting entity se : k 1
end link as e-ma

Info

o/ Tasks cose
Name*
Overview Approve new central group: Testcode. Sharing of
Costs
‘Task management Description*
This task is created automatically after the central
Approve admin tasks group request
Processing deadline +
i1 Analysis 2/14/2022
annually recurring
Test1
Checklist mandatory
Navigation item*
Transaction groups
Comment
Please note: Processing deadline Date should be in the future.
Comments

Actions

Figure 122: Task details

NOTE: When the processing deadline has passed, a reminder email will be sent. Similarly, in the task
details, " Please note: Processing deadline Date should be in the future." is indicated in red letters.

While the "Comments" section contains comments or explanations entered by the user, the change
history under "Actions" is generated by the system.

Listing the individual intermediate steps of task processing serves to better track the changes made (see
figure "Task details - Actions").
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Actions

» Selma[3/28/2022 12:36:18 PM] Actions: [Status]

+ globalAdmin [2/18/2022 3:253:50 PM] Actions: [Comment]
+ globalAdmin [2/18/2022 3:23:42 PM] Actions: [Status]

+ globalAdmin [2/18/2022 3:253:27 PM] Actions: [Comment]

» system [2/7/2022 3:42:24 PM] Actions: [Erstellen]

Figure 123: Task details - Actions

If the task is linked to a document or is a system-generated task, the tab "Additional guidance" also
appears. In this tab, subject-specific information, if available, is stored on the system side (see
illustration "Edit admin task release - "Additional information" tab").

pw-c.. globalDoe Solution 9.0 & Approve admin tasks [ waszom-12rz1/2020 1?

O Settings

Modified by: Selma, 3/28/2022 :2:36:8 PM. Created by: system, 2/7, 142124 FM

Save

[£7] Documentation setup v Taskdetails | Additional guidance smeendcs
Reopen.

771 Reporting entity v Delete

File name | Short name Attachment Type Send link as e-mail

o Tasks ~ - " . Close

Bagels Jofs S—

Overview
‘Task management
Approve admin tasks

Ju) Analysis

Illustration: Edit release of admin tasks - "Additional guidance" tab
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4 Program item Analysis

The program item "Analysis" enables the central comparison of document contents, module
distribution and transactions between individual reporting companies (see figure "Overview Analysis
(Example)"). The program item is accessible to users who are created as system administrators.

lobalDoc Solution 8.5 o1.01.2021- 3112.2021 g g
pwc g

Gruppierung: Region &1and Region: APAC,EMEA,Global, NAFTA,Ohne ... ¥

Regionsname t | Lindername t g | Q suche Ausgewshite Einheiten

Code T Name Kurzname ERF Nummer Betrieb... dndi Adresse zu.... Land Rechtliche... LokaleWd... Accountable Rev
-~ Regionsname: Olme Region.

~  Lindemame: Ohne Land

] Vo1 Benutzerhandbuch Fachverlag Mod... Version 9.0
Uoz Administratorenhandbuch  Fachverlag Mod... Version 9.0
vo3 User manuel Fachverlag Mod... Version 9.0

o4 Administration manual Fachverlag Mod... Version 9.0

Figure 127: Overview approve admin tasks (example)

Clicking on the icon opens up a menu where users can navigate to other program items. Clicking on
the PwC logo PW€ will redirect oneself back to the homepage.

Please note that the analysis always refers to the reporting period selected above. The figure "Overview
analysis (example)" shows an example of all available reporting entities.

By clicking on the individual column names in the table, you can filter alphabetically according to the

i

selected column. In addition, region or country can be sorted by clicking on Reglonsname

. | or Ldndername {4 Countyname

With the button "Column selection" ( ) all selectable columns can be dragged into the table by
holding down the left mouse button and vice versa (see figure "Column selection").
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Betrieb... Zustindige... Adressezu... Steunernum.. Rumpfgese... Land Rechtliche... Accountable

Spaltenauswahl X

Land M

Figure 128: Column selection

The order of the columns within the table can as well be changed by holding down the left mouse button
and moving the corresponding columns (see figure "Change column order").

Steuernum... Rumpfgese... Land

Figure 129: Change column order

The button can be used to display the cluster of the displayed reporting entities by division,

business unit or region & country. The button T T

allows filtering by individual regions
(including the countries assigned to the region). The search field

allows a search for contents in all displayed rows and columns. Afterwards, only rows containing the
searched string are displayed in the table.

4.1 Dokumentation overview

In the "Documentation overview" area, different reports can be compared with each other. To do
this, the reporting companies that are to be compared have to be selected via the checkboxes in the
program item "Analysis" (see figure "Selection of reporting entities - Documentation overview
(example)").
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p“{' globalDoc Sofution 8.5 D 03.002021 - 3ea2.205 0 9

Grappierang: Region & Land ~ Region: APACEMEA Global NAFTAOhne . =

] Ausgeihlte Einbeiten

Kuraname ERF Nummer  Betrieb... Adresse a... Lassd Rechiliche... LokaleWs.. Accountable Rev (9 Lo~

I

Figure 130: Selection of reporting entities - Documentation overview (example)

The button

redirects to the comparison page.

By selecting the business year at the top of the screen, you can choose which period you would like to
compare. Only comparisons of different reporting companies within one business year are choosable.

Unde it’s determinable whether the order of the contents displayed should be by entity (the
modules of one company horizontally next to each other and the modules of the other entities below) or
by module (the modules of one entity vertically below each other and the modules of the other entities
next to it).

The different report confiiurations (standard local file, standard master file, specific configuration) may

be selected under Bisasbeiad

By clicking on , a filter between the different modules that are assigned to the selected reporting
entities can be applied. The search function may be used for this purpose.

The selection of the compared companies can be changed by clicking on .

View: . . . .
Through , the display of the compared contents is accessible and can be changed to a vertical, a
horizontal or a tabular form. There is a preset tabular view by default.

By scrolling, it is possible to move between the selected contents. A click on # Edit module navigates
directly to the documentation content where the module can be edited.

The backwards button of the internet browser takes you back to the overview of the program item.
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4.2 Modul overview

In the "Module overview' area an overview of which modules are assigned to which reporting entity
may be found. For this purpose, the reporting companies that are to appear in the overview must be
selected via the checkbox in the program item "Analysis" (see figure "Selection of reporting companies
- module overview").

- i 1.00:2021 - 3. +
= globaioc Sotution 8.5 [] 940r:2021 - gu.n.202
Grepplersng: Feglon & Land = Region: APACEMEAGlobal NAFTAGhne .. ~
& Ausgewihlte Einbeiten
ERF Nummer  Betrieb... Adresse ra... Lamd Rechiliche... Lokale Wi... Rev D Vo

Figure 131: Selection of reporting companies - module overview
. -
The button redirects to a comparison page.

The different report confiiurations (Standard Local File, Standard Master File, specific configuration)

can be selected by BaEsaRiad
The selection of the displayed companies can be changed by clicking on .

Through selecting , the display of the contents shown are selectable by division, business
line or region & country.

Under he axes (reporting companies and modules) can be swapped, and the column width is
adjustable.

The button B enables an export to Excel.

The table shows the distribution of modules:
e X - Module is manually assigned

e A - Module is automatically assigned according to transaction group
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e Empty cell - module is not assigned

The backwards button of the internet browser redirects back to the overview of the program item.

4.3 Transaction overview

In the "Transaction overview" section, the transaction relationships between the individual
reporting entities may be displayed in different ways. To do this, the reporting entities to be compared
has to be selected via the checkbox in the program item "Analysis" (see figure “Selection of reporting
entities - Transaction overview”).

= lm’{. globalpoc solution 5.5 [] orenzoz - grazz0m 00
Groppierung: Region & Land ~  Regian: APAGEMEAGlobal NAFTAOline .. ~
P a Ausgewihlte Einheiten
Code 1 Name Kurzmame ~ ERPNummer Betrieb.. Zustindige.. Adressezu. Stenernum.. Rumpfgesc.. Land Rechiliche... Lokale Wi.. Rev O Uon-

Land

Benutrerhandbuch Facherlag Mod... Version g0

renhandbuch Fachveriag Mod. Version 9.0
Uoz User masual Fachrerlag Mod.. Vecsion 9.0
Uog Administration manual Fachvarlag Mod. Version 9.0

Dokumentationsiibersicht Moduliibersicht Transaktionsiibersicht

Figure 132: Selection of reporting entities - Transaction overview

The button _“ b bbbl redirects to a comparison page of selected entities.

The displayed contents are definable via the buttonE. In the following window, the rows and columns
may be defined similarly to a pivot table by dragging the elements into column and row fields:
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Figure 133: Selection of fields
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Depending on which items have been selected, they can be grouped under the M by (colurns): BeE}

items.

THes: Transacti H . . . .
The buttons and allows adding and removing reporting entities and

transaction groups in the displayed table.

The following settings may be changed here :

e Currencies: Here you can set the currency in which the transaction volumes are displayed. The
prerequisite for this is the correspondingly stored exchange rates under Currencies.

e Display totals (columns): Here you can select which totals are to be displayed in the table
columns.

e Display totals (rows): Here you can select which totals are to be displayed in the table rows.

e  Other: In this area, hidden units without transactions can be displayed. It is also possible to
display the rows in the form of a tree structure.

By clicking on the symbol #" next to the name of a reporting entity, its navigable directly to the
transaction matrix of the respective reporting entity.

The buttonEd allows an export of the displayed table to Excel.

The backwards button of the internet browser takes you back to the overview of the program item.

*X*

globalDoc Solution® 9.0 Administration manual

© Fachverlag Moderne Wirtschaft GmbH, June 2022

page 146



