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Legal Matters

This manual is protected by copyright and may only be used by companies that have concluded a license agree-
ment with Fachverlag Moderne Wirtschaft GmbH (hereinafter referred to as "Fachverlag”) or PwC Solutions
GmbH (hereinafter referred to as "PwC Solutions") for the provision of globalDoc Solution® (hereinafter referred
to as "globalDoc") for an unlimited period of time or that form a group of companies with such a company within
the meaning of 88 15 et seq. AktG (German Stock Corporation Act) and use globalDoc to create their company-
and group-wide accounting price documentation.

This manual may be copied for internal company and group purposes. Under no circumstances may copyright
notices of the specialist publisher, PwC Solutions and/or PwC be changed or removed.

The right of use does not include the reworking, distribution and public reproduction or any reproduction going
beyond the aforementioned purpose. This requires the express written consent of the specialist publisher, PwC
Solutions or PwC.

© February 2023
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Release Notes

Functional enhancements:

Modules can now be edited directly in Microsoft Word. All variables can be copied to the clipboard via a
new button and pasted into the Microsoft Word document. These include the standard variables, the ques-
tionnaire variables, but also transaction tables, shareholder lists, contract overviews and the appendix di-
rectory.

There is a new view where the responsible person can finally approve a documentation report. There, the
globalDoc user who holds the Accountable role for the reporting company in question can review and ap-
prove the entire documentation report awaiting approval, including all associated attachments. When a doc-
umentation report is submitted to the Accountable for approval, the Accountable automatically receives an
email from the globalDoc system linking directly to this new view.

It is now possible to create an attachment directory for the entire documentation report instead of or in addi-
tion to the attachment overviews per module, to insert it per variable into any module as described above
and to place it at the desired position in the documentation report.

Users with the role of a system administrator can now download all pre-filled template documents of a re-
port configuration into a Word document. This makes it easier to review these template documents, for ex-
ample, after creating a new documentation period or importing an existing report into a report configuration.

Finally, users with the role of System Administrator can now export the entire module distribution of all re-
porting companies to an Excel spreadsheet, revise it there, and then import it back into globalDoc.

Function adjustments:

The logic that is applied when individual reporting companies are to be excluded from the automatic alloca-
tion of a module has been revised and standardized for the globalDoc areas Global, Di-visional and Local.

Furthermore, the logic for considering sub-transaction groups in the automatic allocation of modules has
been revised. If a module is assigned to a transaction group and sub-transaction groups have been created
for this transaction group, the module will be included in the documentation report if the reporting company
has business transactions in one of these sub-transaction groups and the transaction volume is above the
set threshold.

So-called checkbox questions are now also possible in the questionnaire.
The variables available in the transaction tables have been extended by the following attributes.
o Short name of the partner (PartnerShortName).
o Short name of the service provider (ProviderShortName).
o Short name of the service recipient (ReceiverShortName).
o Abbreviation and name of the invoice/local currency (InvoiceCurrencyDisplayName).
o Name of the invoice/local currency (InvoiceCurrencyName).
o Abbreviation and name of the invoice currency (LocalCurrencyDisplayName).
o Name of the invoice currency (LocalCurrencyName).

The dynamic transaction tables can now be better grouped and sorted (e.g. ByGroupAndPartnerName-
SortRemunerationinvoiceDescAndGroupAndPartner).

The import and export of the module distribution for a single reporting company has been removed, as now,
as described above, the entire module distribution of all reporting companies can be exported to Excel, ed-
ited and imported again.

The software's response speed has been further optimized, resulting in a significant reduction in the sys-
tem's response times, especially when using automatic module allocation.
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Important notes:

- Browser requirements have changed. Internet Explorer is no longer supported. Instead, one of the following
browsers is required:

o Chrome, as of version 45

o Edge, as of version 13

o Safari, as of version 10 (with the exception of version 12.0)
o Firefox, as of version 34

o Opera, as of version 92

« A new in-tool help system has been integrated into globalDoc. This new help system is expected to be

available in the first quarter of 2023. This requires a configuration on the server. We will inform you about
this in time.

« For the IT experts: the application pool for globalDoc must be set to "Integrate” during the update.

We thank you for your valuable suggestions to improve the software and look forward to a continued good coop-
eration with you.

Your globalDoc-Solution® Team

Administrationmanual
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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 de-
scription 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.

J' globalDoc Solution 9.0

Settings
Documentation setup
Reporting entity
Tasks

Analysis

Figure 1: globalDoc program items for Administrators

Administrationmanual
PwC 8



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:

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

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

« Menuitem "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 & escala-
tion" 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
Business line Translations
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 2: Menu item "Setting" 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 de-
leted.

For further information please refer to chapter: ,Reporting periods.

Reporting period settings

Under this navigation point, settings can be made for the individual ex-
isting reporting periods.

For further information please refer to chapter: “Reporting period set-

ting®.

Users

This navigation point contains the user administration and role assign-
ment. Users and their role assignments can be created, edited, or de-
leted. 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 mod-
ules that are only relevant for certain reporting entities and can only be
edited by users who have the editor role for this globalDoc-division. Fre-
quently, globalDoc-divisions are formed according to regional, func-
tional, transactional or divisional criteria.

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

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" shows all entered currencies. Currencies can be added,
deleted, and edited here.

Currencies
For further information please refer to chapter: “Currencies”.
Here it is possible to manage regions that can be used in the documen-
. tation.
Regions
For further information please refer to chapter: “Regions”.
Here it is possible to manage countries that can be used in the docu-
. mentation.
Countries

For further information please refer to chapter: “Countries”.

Module cluster

Administrationmanual
PwC

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 cre-
ated. 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”.

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

Activity logs
For further information please refer to chapter: “Activity logs”.
Under "Attachment types" you can define, edit or delete folders under
which the uploaded attachments are to be stored when generating the
Attachment types report.

For further information please refer to chapter: “Attachment types”.

Security logs

The administrator can use the "Security logs" function to track the activ-
ities 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

1.1.2. Menu item Customizing

Navigation item

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”.

Brief description

General

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

For more information see chapter: “General”

Translation

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

For more information see chapter: "Translations”.

Roles

Under the navigation point “Roles”, roles that are assigned to us-
ers 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

Administrationmanual
PwC

The system administrator can view the navigation structure and
rename navigation points under “Navigation®.

For further information please refer to chapter: “Navigation®.
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In this navigation point, format templates for the reports, transac-
tion matrix and analyses can be added and edited.

Reporting templates
For further information please refer to chapter: ,Reporting tem-
plates”.

“Analysis template®. allow the description of the applied method,

description of the cost basis, transfer price analysis and appro-

priateness of the transfer prices to be pre-defined for various
Analysis templates transfer pricing methods.

For further information please refer to chapter: “Analysis tem-

plate®.

Under the navigation point “Licensing®, licensing information as
Licensing well as the license key of your globalDoc version are being dis-

played.

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.

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.

Under the navigation item "Email & Reminders" you can manage the email and reminder function.

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").
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€ Settings 17?

Overview . . . Details
Overview current reporting period

Administration ~ Divisions, Group entities and Users created in globalDoe
o . |

Customizing N 2y ?

Email & escalation ? n
Goog it 2 n

Details

Documentation process workflow [

Figure 3: Settings overview

On this overview page, you can select a specific reporting period for which a summary of the group entities,
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.

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 pro-
cess is to be created must first be selected under “Reporting period” (in the upper part of the view).

€ Settings 2 2

Oversiew =x
Administration
Customizing . —Period settings & start documentation process—————————
Email & escalation v Yif208

s2/safacst

5/31/2019

Individual process description

Figure 4: Start documentation process
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1.3. Menu item Administration

1.3.1. Reporting periods

Under the navigation point “Reporting periods” the system administrator can manage existing reporting peri-
ods, create new reporting periods and remove existing periods if required (see Figure “Overview of the reporting
periods”).

'm{' globalDoe Solution 9.2 € Settings i 3 ?
Overview © Searchoptions ¥
Admimistration Start date -| Enddate Locked | Document utput format | Previous period | Modified by | Modified date |
x x v x v x x x x
Reporting periods L 12/31/2021 Officeacoy 1/1/2003 - 1/31/2023 selma 4/11/2023 11:03:34 AM -
s |0 |fizom 12/33/2022 Officez007 y/1/2021- 11/30/2022 selma 2/26/2023 121125 AM
Reporting period settings 7 | |0/ y/3i/z023 Officez007 globaladmin 10/19/2022 t:42:52 M
/| & uf4fz002 12[31/2022 Officezoo7 Uzma 11/4/2022 9:06:24 AM
Fress s |8 |1z 12/31/2023 Officezoor 1/1/z021- 13/30/2022 joerg 11/16/2022 3:17:36 PM.
Z | § 2/ifz023 2/29/2024 Officezoo7 uzma 10/25/2022 10:31:55 AM
Divisions / 6/1/2023 12/33/2023 Officeaoor martya 10/6/2022 1:20:35 PM
7 |8 [iison 12/31/2024 Officezo0r \/1/2021- 1/30/2022 joerg 10/10/2022 8:20:48 AM
Group entites 7 | ® |yaoss 12/33/2025 Officezoon /2021~ 13/30/3022 martyna 10/6/2022 12:15:07 PM
. PR 12/33/2026 Officezooy \/1/2021- 1302022 martyna 11/16/2022 10:04:39 AM
Ragions 7’ 12/33/2027 Officez007 \f1/2021- 13/30/2022 joerg 10/12/2022 8:48:00 AM
Comtrie 7’ 12/33/2028 Officezcor \/3/20m1- 1/30/2022 uma
7 12/33/2038 Officezcor \/3/20m1-1/30/2022 selma
Curmncies 7 @ 3yjz0a8 2/28/2029 Officezoo; \/3/2027 - 12/31/2028 uzma .
»
Moduil dluster Pagels ol [reev] vimes-38 £ 38

Figure 5: 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”).

« Start date

- End date

« Locked

« Document output format

» Previous period

« Modified by

« 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 -!‘"

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 “Select col-
umns” are available. It is also possible to refresh the search here.

3 Search options

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”, “lImport and
Export” and “Export access rights and module distribution” (see also Figure “Create a new reporting period
- Tab Reporting period details”).
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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”).

4 Settings 17?

Overview
Reporting period detsils | Importand Export  Export access rights and moduls distribution
Administration
Modified by: selma. o/i3/2022 sz:i5:50 P2 Created by: Selma, 6552022 11152:39 AM

Reporting periods
. N 01/01/2022 PwC Template Vorlagen-No delete ?
Reporting period settings
Users 12/51/2022 9/30/2022 ?
Divisions Locked
Group entities
Officezooy

Currencies

Regions

Countries

Module cluster

Matrix arganization
Activity logs

Attachment types

Figure 6: 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 enter-
prise name, as this can later be used as a placeholder in the report.

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

Locked: Enabling the Lock function closes a reporting period and the data contained in that reporting period
cannot be changed by local users. When creating a new reporting period, the locked function remains deac-
tivated. 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™).
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pw'c.- globalDoc Solution 9.2 € Settings 17?

Overview

Reporting period details Import and Export Export access rights and module distribution
Administration
1. Group entities

—
Reporting period setings 2. Shareholders
Divisions 3. Users
Import/Export (*xs, *xlsx) & Download template
Group entities
4 Currencies
Regions
Countries 5 Transactions
Module chuster 6. Action logs
Detail view of action Jogs: | Open view |

Business line

Matrix organization

Figure 7: Create a new reporting period - Tab "Import & Export"

To import data into globalDoc, an Excel template can first be downloaded and saved locally via the selection field
n"". This temilate is filled with the correspondini data by the System administrator and then
uploaded again via the it field. The selection field M Export can be used to download data already
contained in globalDoc as Excel files.

NOTE: For the actions in row "5. transactions", the System administrator can export all inter-company transac-
tions 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.

When importing the transactions, make sure that "Global" is not selected as the company beforehand. Other-
wise, the import of the transactions will lead to an error.

In addition, in the "5. transactions" line, an additional button Import from TP marix 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 [mport from TP matrix is only available when the “TP matrix” add-in is used.

NOTE: Using the navigation item "Activity logs", the system administrator can trace anr changes made in glob-

71

alDoc (the alternative is to trace changes in the row “Activity logs” and press k). 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™).

Administrationmanual
PwC 16



€ Seltings 17?

Overview

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

—Generate reports about modules, access rights and user rolk

Reporting periods

Reporting period settings

Module cluster

Matrix organization
Activity logs

Attachment types

Figure 8: 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 V4 of the corresponding period, the de-
tailed 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 Ac-
countable, 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 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”).
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Reporting period details | Tmportand Fxpodt  Export acress rights and module distribution

Figure 9: 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 corre-
sponding 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.").

[J Copy Dat: Code | Name 2 |
X x

O Uos CZ-Demo s.r.o.

O Uo1 DE-Demo Headquarters AG

O 029 Demo Andorra

O Uoz FR-Demo S.A.

O DIV 5 Funetion_Delivery of Finished Goods

O DIV 1 Function_Research and Development

O DIV 2 Function_Support Services

O Uszz IT-Demo sales S.p.A.

a Uiz MEX-Demo Sales Ltd.

O 001 TST same Name v

»

Page Elofl View 1- 13 of 13

Figure 10: Selection and display of reporting companies and globalDoc divisions.

By clicking the icon , 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

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.
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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 as-
signed 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.

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 report-

ing period via the icon or removed via the icon ﬂ 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™).

i 3 P
globalDoc Solution 9.2 Settings
pue € 8 17
Overview
Reporting period details | Import and Export | Export access rights and module distribution
Administration
1. Group entities
Reporting periods
porting per Import/Export (%xls, %xlsx) iU m
Reporting period setings 2. Shareholders
Divisions 3. Users
Import/Export (*xs, *xlsx) & Download template
Group entities
4 Currencies
Regions
Conmies 5. Transacfions
Module cluster 6. Action logs
Detail view of action logs: m

Business line

Matrix organization

Figure 11: 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 button . 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").
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Reporting period details | Importand Export | Exportaccess rights and module disteibution
Administration ~
enerate reports about modules, aceess rights and user rol
Reporting periods
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Reporting period settings ‘Export access rights for modules:
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Group entities
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Regions
Countries
Module custer
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Matrix organization.
Activity logs

Attachment types

Security logs

Figure 12: Edit existing reporting period - "Access rights and module distribution” tab

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 1 ?
Overview
Reporting period details | Importand Export | Export access rights and module distribution
Administration
Maodified by: glbaladmis, /57 201 ai3r<3 Pt Created by: globaladsin, 124 2019 mofis3 P
Reporting periods . N
startd clste
01/01/2020 ? =
Reporting period settings
Users 12/31/2020 12/31/2021 ?
e
Group entities
Officezoo7
Currencies
Regions 1/1/2039 - 12/31/2
) O |Copy Dat: Code Name | = Code Name
Countries
x x x x
Moduls cluster [m] Uog CZ-Demo s.r.o -
[m] Uox DE-Demo Headquarters AG.
O @
Businessline Ul 8 o Demo Andorra
m] Uoz FR-Demo S.A.
Matrix orgazization a DIV3 Function_Delivery of Finished Goods
o [m] DIV Function_Research and Development
u] DIVz Function_Support Services
Activity lo =
oty logs [m] U2z IT-Demo sales S.p.4.
m] Use MEX-Demo Sales Ltd.
Attachment types 8] 01 [TST same Name -
« »
Securitylogs Fags[s_Jots - - [@aw] —— Page[i Jots - - [mew Sp—

Figure 13: 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.
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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 de-
leted. 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.

 Settings (B 12

Overiew The settings apply to the selocted reporting pesiod

Enable mavigation to Max fancrional or rick
“Trancactions” - analyeis valua
Rapesting puriods " 3 5

Show draft watermark.

transaction grosp

Figure 14: Reporting period settings

1.3.2.1. Navigation

Activating "Activate navigation to Transactions" enables the collection of transaction related data for the trans-
action matrix as well as the functional, risk and transfer pricing analysis. For more information, see Settings/Cus-
tomizing/Analysis Templates and the User Guide chapter "Reporting Company/Transactions".

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 com-
pany 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

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.
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The ,,All transaction data are editable in import” setting enables editing imported transaction data uploaded
to globalDoc under “Reporting Entity/Transactions/Transaction Matrix”.

“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 (aver-
aged) currency rates take place during the reconciliation. Is this function deactivated again, only the local cur-
rency amounts translated into group currency stay retained.

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 man-
agement/Transaction groups" and after clicking # on atthe 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".

The "Show transaction type" option allows you to classify the transaction type in more detail when creating
transaction groups. If this field is checked, an additional field "Transaction type" will be displayed. The transaction
group can be managed under "Documentation management/Transaction groups".

= = PERIITSWSPPIN Transaction groups [=] /x/20s0 - se/33/2020 1?

) Settings
Details | Central attachment:
Documentation setup
Modified by: globeladmin, 13/12/2019 3:41:37 P Created by: globeladmia, 12/53/2019 3143737 PM
Report eonfiganation To define a general materiality threshold, you must first select a currency in the selection field 'Default currency for transaction group thresholds' under Settings - Administration -
Reporting period settings.
Transaction groups
Service Transactions
Benchmarking studies

Attachment

Manage questionnaire " "
Russaséh and iivilopesen R&D services includes the provision of routine
- R&D services in the field of development and
T Reporting entity
enhancement of gadgets and toys. R&D services
are performed on behalf of the headquarter

who is managing the R&D activities. R&D

Analysis flag
 Tasks

Is reserved for filtered transactions (raw data)?
¢ services are covered by the respective R&D

1
i1 Analysis services contract

Figure 15: Show transaction type

With "Number of fractional digits in the report" you can specify how many decimal places are displayed in
transaction tables. If you enter "2" here, for example, the numbers would be displayed as follows: 1234.00.

"Enable management area in legal-management import" should only be activated if you have been instructed
to do so by either PwC or Datenwerk. This setting can be used to assign business lines to a transaction in the
transaction details. Please note that business line is used in a different context here compared to the rest of this
manual and may collide with other functionality or even break it. In order to activate these functions, the check
mark for the selection "Enable management area in legal-management import" must first be set under "Set-
tings/Administration/Settings Report period" (see illustration "Activating the display of matrix organisation").
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Figure 16: Activate the display of the matrix organization

Additionally, this activation leads to the following changes:

globalDee Solution 9.2

4 Settings

‘The settings apply to the selected reporting period

avigation
Enable navigation to
“Transactions™

Transactions
Check transactions only
at reporting sompany
for user rights for
business lines

All transaction data are
editable in import
Enable local currency as
additional eurrency for

transactions

Default currency for
transaction group
thresholds

EUR- Eure
Show transaction type

Number of fractional
digits in the report

™) waizors -satsarzers

analysis value
? 1

Reports
Default template
DefusltTemplate

documentation

antachments

The followiag files are ateached to this reports

Approve archived
reparts directly
Show draft watermark

Show attachment list at
the end of each module

Enable management
area inlegal
‘management import

« User Roles: In the user profile the user is given an additional column in the section User Roles. Here indi-
vidual rights to business lines can be allocated to. This opens 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 lines”. In particular users can only assign transactions to these business lines.

This doesn’t not affect the group entities a user can navigate to in globalDoc.

User roles

Documentation levels

Global

Divisional

Local

Figure 17: User roles- new column “business lines”

« User overview: A new column “Business line code(s) (comma separated)” is added to the overview of

User roles and access rights

EaDefault @ @41 @
EaDefault @ @41 @

EaDefault @ @41 @

EaDefault @@ E240 @

Clal

Clal

9 a1l

Divisions/Reporting entities

DIV 1 - Function_Research and
Development

DIV 2 - Function_Support Services

DIV 3 - Function_Delivery of
Finished Goods

DIV 4 - APAC Division
DIV 6 - NAFTA Division

DIV 5 - EMEA Division

x

x

Business lines

BIT
LFS

BIT
LFS

HSV

SAT

- Biotechnology

- Life sciences

- Biotechnology

- Life sciences

- Healthcare services
- Satellites

users under Settings/Administration/User. This gives the possibility to import and export these permissions

as well. Also, a predefined template can be downloaded here (see figure "User overview - New column

"Business line code(s) (comma separated)".

| @ Delete | o searchoptions ~ mporvExport: [P
5] Login name # | Last name| First name] UserID| Email | Mobile phone number | Employer| Department | Role |Repnm‘ngenﬁq-mde(s)(mmasepararl Business line code(s) (comma sepafated)llast activ] Creation date | Modified b| Modified d|
x x x x x x x ~ x x

Figure 18: User overview - New column "Business line 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 "Administra-
tion/reporting period" menu item, the new fields "Business lines" and "Business lines related party"

are displayed then as well. This opens the option to specify the business lines in the transactions areas as

well (see figure: Transaction matrix - new fields "Business lines" and "Business lines related party").
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Figure 19: Transaction matrix - new fields "Business lines" and "Business line related party"

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").

I ) mpor e [ IO
0 Tramssctionp|  Trensactionparmer || Businessline | | Businesslinerelatedparty | | Transaction code | Transaction grou Role of reporting d Contractual bas| Envoios cur] Invoice amount |Agreemente]  Modifiedby | Modifieddate |

x x x x x x x x x x| wvlx x x
Oz & |tu ER-Demo Sales Toi Usi_ooor | SupportServices |Recpient EUR- Euro 16,000.00 globalAdmin 8/23/2022 2:5¢
Ol |a |ves UK-Demo R&D Centre Ltd. Uo1_Uos_ocot | Support Services | Recipient EUR - Euro 11,000.00 globaladmin 8/23/2022 3:5¢
Oz

i |Uss UK-Demo R&D Centre Ltd. Uoi_Uo5_A_REC_|Research and Devel| Recipient EUR - Euro 2,000,000.00, globaladmin 8/23/2022 3:5€

Figure 20: Overview Transaction Matrix - New columns "Business line" and "Business line related party"

1.3.2.4. Documentation

Under "Default Template”, the report template for the current reporting period can be selected. Default Tem-
plate” is selected by default.

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

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

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

If "Show attachment list at the end of each module" is enabled, a list of attachments used in this module will
be appended to the end of each module. The attached table cannot be formatted and therefore the columns
cannot be changed. Only attachments that should also be displayed as reference in the module are listed here.
I.e. for uploaded attachments you can specify whether they should only appear in the report or also be displayed
in the module as a reference.

Administrationmanual
PwC 24



The following files are attached to this report:
# File name
1 Attachments U01 - DE-Demo Headquarters AG 1 1 2031 - 12 31 2031 .xlsx
2 | 2021-12-14 Entwicklungsplan 9.5 pdf

3 Example crganizational chart. ppix

Figure 21: Attachment list after each module

If this function is not activated, this list will not be appended to the end of the modules.

However, you still have the possibility to create your own attachment list within a module. For this purpose,
globalDoc provides a configurable table that lists all attachments (from the whole report, without the Reference
filtering) and automatically suppresses duplicates. If you want to know how to add this table, please read the
chapter in the user manual "Edit module / Use variables".

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 lan-
guage 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)").

€ Settings D 1/1/2020 - 12/31/2020 ~ 1?
Overview
S =
Admintstration Login nane| Last name | First name | User-ID | Email Mobile ph| Employer | Department| Role |Reporting entif Last activity date |  Creation date | Modified by |Modified dar|
Reperting periods x X x x X x x x x x X x x x
¥ |/ |US_Responsil Custom | Uog 1/16/2020 1/16/2020 globaladmin |1/16/2020
Reportiag period settings § | /7 |US_Accounta Custom | Uog 1/16/2020 1/16/2020 globalAdmin |1/16/2020
§ |/ |SystemAdmin 1/10/2020 1/10/2020 globaladmin |1/10/2020
Users § |/ [Selmal Custom  |GLOBAL  8/31/2022 8/31/2022 Selma 8/31/2022
§ |/ [Selma Custom |GLOBAL, 1/19/2023 9/13/2022 Selma 9/13/2022
Divisions § |/ |SecurityAdmi 1/5/2021 1/3/2020 globaladmin |1/10/2020
§ |/ |Reviewsron Custom 1/10/2020 8/30/2019 globaladmin |1/10/2020
Group entities § | 7 |Responsibleo; Custom 9/9/2022 8/30/2019 globalAdmin |1/10/2020
§ |/ |Maryma Custom \/21/2023 9/15/2022 Selma 9/15/2022
Currencies § 7 Luea Custom  |Uza 1/16/2020 1/16/2020 globalAdmin |1/16/2020
§ |/ |local_usera Custom 12/10/2019 12/10/2019 globalAdmin |12/10/201
Regions § |/ |localuseroy Custom  |,GLOBAL,DIV 3, 12/12/2019 12/12/2019 globalAdmin |12/12/20%
§ |/ [local_user_m Costom  |Un2 1/36/2020 \/7/2020 globalAdmin |1/10/2020
Countries #  # |local_user Edit local cof 1/10/2020 12/10/2019 globalAdmin [1/10/2020
»
Module cluster e s v

Business line
Matrix organization

Activitylogs

Figure 22: Overview User (example)

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

« Login name « Role

« Last name - Reporting entity code(s) (comma separated)
«  First name - Business unit code(s) (comma separated)

e User-ID - Last activity date

- Email «  Creation date

«  Mobile phone number +  Modified by

- Employer *  Modified date

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.
W Delete Delete selected user(s).
O S h opti - Configure the search: Simple search, Advanced search or select col-

umns. Also, the search can be updated here.

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

M Import Import selected user data via filled Excel template.

Export all users.

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").

Email & essalation + Assign veporting company 4 Assign reporting company 4 Assign reporting company

Figure 23: Creating a new user

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

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

Last name: Optional specification of the last name of the user.
First name: Optional specification of the first name of the user.
User- ID: Optional reference to a distinguishable user identification number.

Mail phone address: Optional specification of a mailing address of the user (The specification of the mail-
ing 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).

NOTE: It is advisable to store a user-specific e-mail address, so the user can receive reminder e-mails for tasks.

Add

O

Mobile phone number: Optional specification of the user’s mobile phone number. The mobile phone num-
ber 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 ac-
count is first set up, there is no allocated date.

itionally, 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.

Is locked out
NOTE: Has the user blocked his access by e.g., entering repeatedly

the wrong password, is it possible for the system- or security ad-
ministrator to untick the box and enables the user thereby the ac-
cess to globalDoc again.

O

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

System-Administrator Settings ot 1obalDoc. 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.

The Security administer receives access to the navigation item “Us-

) Security administrator ers” and thereby the right to administer the user.

Through this option is it possible to change the rights of the user by

oy s fre " |m copying the user rights of another user. So, there is no need to as-
sign user rights manually.
£ Al reporting periods Checking this box gives the user access for all reporting periods.
Table 1: User rights settings

To imiort several users into globalDoc at the same time, an Excel sheet can be downloaded via the option
L] el ey [0 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. Data

which is already imported into globalDoc can as well be downloaded as an Excel sheet via the option

. Th

is Excel sheet can be edited locally and uploaded again via the option . The new document up-

dates/overwrites the existing data.

Adm
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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:

€ Settings [ /2020 12/33/2020 1?
Overview
Administration
Reporting periods
Reporting period settings
Users Page[1 |of1 100 v Norec Page[1 o 100 v Noree Page[r |ofs [100 v
Divisions + Assign reporting company + Assign reporting company + Assign reporting company

Group entities
User roles

Currencies
Documentation levels User roles and access rights Divisions/Reporting entities

Regions Global Default @ Al @
Countries

Divisional CDefault @ CAll @
Module dluster o

Local Default @ Clall @

Business line

Matrix organization

Figure 24: Create a new user- role distribution

User roles and access rights: The system or the security administrator can assign specific roles via documen-
tation 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/Cus-
tomizing/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 se-
lected 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 distri-
bution"). 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).

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 or. 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:

This role serves as an alternative to "Edit global/divisional/local

Admin edit module content”. If, for example, a certain local module is only to be
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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 in-
formation 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 en-
tered 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 ad-
ministrator).

Edit global/divisional/local content

These roles enable the reading and editing of content of mod-
ules 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 transac-
tions.

Manage attachments

The user has access to the menu item “Reporting entity/ Attach-
ments” and is able to make allocations of the documents to the
relevant modules there. Or can delete exiting module attach-
ments.

Read global/divisional/local content

This role enables the reading but not editing of content of mod-
ules 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 "Trans-
actions" is activated in "Settings/Administration/Settings Re-
porting period").

Print report

This role enables the user to generate a report. However, users
with the Accountable, Responsible, and Reviewer roles always
have permission to print.

Print with Approval

With this role the generation of reports is only possible for the
user with permission. However, users with the Accountable,
Responsible, and Reviewer roles always have permission to
print.

Read/Insert benchmarking 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

This user can read and edit benchmark studies.

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:
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Alert

6 Please select at least one Unit per row in the role asignment.

Figure 25: Create a new user- role distribution- warning

1.3.3.2.1. Additional user roles for selected report companies

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 user roles.

€ Settings [] 2272020 - 1213372020 12
Overview Assigned as Accountable Assigned as Responsible Assigned as Reviewer
Administration ~ Code | Name | Code | Name | Code ‘ Name ‘
x = x x x x
Reparting periods GLOBAL GLOBAL GLOBAL GLOBAL GLOBAL GLOBAL
Reporting period settings
Users
Divisions
Group entities
Currencies
Page[1 |of1 00 v|  VEwi-io Page[1 Jofs 00 v ] ewieae Page[1 Jof1 100 v | Tewis
Regions
+ Assign reporting company + Assign reporting company + Assign reporting company
Countries

Figure 26: lllustration: 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.

€ Settings [] 2/x/z020 - 123372020 12

Lo Assigned as Accountable Assigned as Responsible Assigned as Reviewer

Administration ~ =h | Namt o for. s Code | Name s

x
x : x x
Reporting periods
Code Name *
Reporting period settings x X
O |GLOBAL GLOBAL
Users.

Divisions.

Group entities

Currencies
Page[s |of1 [0 ords Page[s |ofs 100 v XoTecords
Regions
+ Assign reporting company + Assign reporting company
Countries Page|1 of 1 100 v View - sofs
Module cluster User roles ‘4 »
Documentation I Divisi it

.- - 1 I OK Close ions/Reporting entities

Global -
Matrix arganization
LA Divisional IDefault @ (ALl @

+

. -

Figure 27: Assigning a user as Accountable to the reporting company
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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.

demo.datenwerk-it.com says

For role "Accountable" the following users will be replaced by this user:

*in "GLOBAL" user "Accountable01"

Figure 28: Reporting company already has an accountable

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

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 Entities).

1.3.3.2.2. 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 de-
pendent 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").

A user who has the "Print with Approval” right can, as long as the status of the report is not yet "Finished", only
create PDFs with "Draft" watermarks via "Create Report".

The reason for this behavior of globalDoc is that also this user should have the possibility during the creation
process to check how the report will look like in the end, i.e. how his changes will affect the report.

However, once the status of the report is "Finished", such user can only request the report, but not print it himself
(not even as a PDF with "Draft" watermark).

& Create l'eport E ENAM - Administrationmanmual » m 1/1/2023 - 12/31/2023

Select content type: | Standard Local File ~ |  Select report template: | Englische Handbiicher v |  Select output format:

Figure 29: Request for print

After such a user clicks "Request print", each administrator (if an email address is stored for the administrator)
will receive a corresponding email with a link. The link directs the administrator to the "Create Report" page.
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There, the administrator can check and release the requested report via "View archive", which changes the report
type of this report from "Draft report" to "Final report”, whereby this report also becomes visible on the landing
page and can accordingly be printed from there or on the "Create Report" page under "Final Report".

Reporting entity __ Individual Reporting «
Master data Select content type: |Standard Local File_ v | Select report template: [ Defaulf Template ~|  Select output format:
Create Report || Create & archive report || View archive | Upload report
Transactions
Detailed configuration «
Documentation content
o iy sections - Review mod O Transaction matrix as
Attachments p empty sections 2 view mode B
®
Tnclude group en
Create report Report Type:
Draft report [ ]
Questionnaire S
elect c
Final review ¥ Chapters File name Status Type Description Modified by | Modified date
- W Local
x x x x x x
Tasks - M 18 . . . i
: = # & |LF_2000_doachim_Deutschlanc Rejected v Draft report LF_2000_Joachim_Deujoachim 11/16/2022 455
Analysis i & LF_2000_Joachim_Deutschland Rejected v Draft report LF_2000_Joachim_Deujoachim 11/16/2022 4155
) i 2 @ @& |LF_2000_Joachim_Deutschland Waiting for approval « | X |Draft report LF_2000_Joachim_Deu Print with Appr 11/16/2093 4114
= Pagels |of1 Views-3of3
-
I~ Close

Figure 30: Administrator overview for View archive

In addition, the administrator can also approve the printout via the "Approve admin tasks" navigation item.

NOTE: The prerequisite for this is that the administrator first selects "GLOBAL" as the company in the red upper
area on the landing page of globalDoc. If a reporting company is selected there, the commands to "Approve" the

"Request for print" are not visible!

How to approve or reject the tasks as an administrator can be found in chapter "Approving Admin Tasks".

1.3.3.3. Role concept for group entities

In addition to the possible user roles just described, four new types of user roles have already been introduced

with version 9.1 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 9.1".

Accountable

¢Bestétigt & druckt finalen Bericht

EI Q@tétigl Module final

Reviewer (optional)

Kann eingereichte
Module wieder 6ffnen

|

Reicht Module zur
Genehmigung ein

Responsible

|

Delegated User

Delegiert einzelne
Module bei Bedarf

Figure 31: New user roles from version 9.1
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Hat die Gesamtverantwortung flir die Dokumentation eines
Berichtsunternehmens und bestéatigt gesamten Bericht
(z.B. CFO des Berichtsunternehmens)

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

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

Hat die zur Pflege des lokalen Modulinhalts erforderlichen
Informationen und kann dem Responsible zuarbeiten
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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 previ-
ously created by the system or security administrator. Only the Accountable role is mandatory. Without an Ac-
countable, a group company cannot be a reporting company (i.e., every reporting company requires an Account-
able). 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.

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 corre- /
sponding 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 Accounta-
ble, Reviewer and Responsible").

€ Settings [2] vv/z019 - 12/31/2010

Overview

Administration

CZK - Czech Koruna

Reporting periods . . N
Paring P No business line assigned

Reporting period settings - relation b # Edit Business line

Users

Is Permanent establishment?
Divisions

Approved
Group entities

y Creates report?
Currencies

Regions
pw: Kennwort2!

Countries

lobalAdmin
Module cluster g

Business line globalAdmin

Matrix organization

Figure 32: 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”.
NOTE: Accountable, Responsible and Reviewer always have extended rights in the Documentation content area.

These are editing, changing the status or even printing without the respective roles to be assigned.

1.3.3.4. Assign a Password

The password for the new user depends on whether the e-mail function (see “Settings/E-Mail & escalation/Set-
tings”) 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)

Administrationmanual
PwC 33



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 natification through selecting "OK", the new user can log into glob-
alDoc for the first time with the received password.

Alert

User password has been successfully changed.
6 Thiz is new password for that user [*YWvTcH

Figure 33: Assign password - notification with password of the new user

1.3.3.5. 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 [ srarmozs-szssarzoms

O Islocked ont Copysoles from s

System adiminstrator

‘Secarity admisistrator

% all raporting periods.
Assigned as Accountable Assigned as Responsible Assigned as Reviewer

Code

. | Name . Code | Name 0 Code
Business ine

+ Assign Teporting company + Assign reporting company + Assign reporting company

Figure 34: Edit existing user - detailed display

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).

1.3.3.6. 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").
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€ Settings [ a/2/2023 - s2/38/2023 'y

Overview Modified by: Selma, 10/10/2022 3:33:35 #M_Created by: slobelsdmin, 6/16/200 10:21:29 431

B L —) - |

Login name* Language
Administration ~ globalAdmin en-TS

L First name
Reporting periods Employer System administrator

Close

Reporting period settings e Security administrator
Department
Users
User-ID
- itional information
Divisions

Group entities )

Currencies Lest passwor
Mobile phone mumber 10/19/2022 3:33:

nge
:50 PM

Regions

. B9 A1l reporting periods
Countries

Assigned as Accountable Assigned as Responsible Assigned as Reviewer
Module cluster

Code | Name Code | Name Code | Name

Business line
x x x x x x

Matrix organization

Activitylogs

Attachment types

Security logs

Figure 35: 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"). 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 pass-
word.

1.3.3.7. Changing the password of an existing user
In the "Settings/Administration/User", by clicking-!l“"Iil 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.
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€ Settings m /12023 - 12/31/2023 I ?

Overview Modified by: Selma. 10,19 35 PM_Created by: siobaladmin, 6/16/2009 10:21:29 AM

Joun Saow) " ock Copy roles from user: Copy
Administration A globaladmin - ] Tslocked out opy roles from user: v

Reporting periods Employer System administrator

Reporting period settings o Security administrator
Users
Divisions
Group entities

Currencies Lastp
Mobile phioné nsmbe 10/19/2¢

Regions

1 All reporting periods
Countries iz

Assigned as Accountable Assigned as Reviewer
Module cluster

Ok | Close
Code | Name 2 Code | Name .
Business line
x x x x x x

Matrix organization
Activity logs
Attachment types

Security logs

Figure 36: Edit existing user - Change password

1.3.3.8. Lock user

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

L o Settings E 1/1/2023 - 12/31/2023
Overview Modified by: Martyna, 1/22/2025 12:01:38 PM_Created by: globaladmin, 6/16/200 10:21:29 AM
Save
Login name* Language o
Administration P globalAdmin Rt [0 Islocked out Save and close
en-US .
Change password
First nami Res
Reporting periods Employer System administrator
New
. fod setti Close
Reporting period settings Lastname Security administrator
Department
Users
User-ID
Additi

Divisions

Group entities

Currencies Last bassword change
Mobile phone number 10/19/2022 3:33:59 PM

Regions

Countries Copy roles from user: hd

1 Al reporting periods
Figure 37: 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.

1.3.3.9. 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

) . . . Delete
respective users and remove all selected users at once via the selection field .
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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 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 [=] wssz019- 123172019 22

Overview
© Smrcpion
Administration Code \ Name ¢ Modified by | Modified date |

x x x x

Reporting periods

-

7 DIV3 Funetion_Delivery of Finished Goods globalAdmin 8/30/2019 10:43:00 AM

. Functi ¢ g i /30/2 142143 4
sting period settings # DIV1 Function_Research and Development globaladmin 8/30/2019 10:42:43 AM

/ DIva Function_Support Services globalAdmin 8/30/201910:42:33 AM

Users

Divisions

Group entities

Currencies

Regions

Countries

Module cluster Page[s ot oo ~] Vw1300
Business line

Matrix organization

Figure 38: Overview of globalDoc- divisions (example)

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

« Code »  Modified by
« Name « Modified date

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 u or edited via the symbolf.

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

Create a new division
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W Delete Delete the selected division(s).

S Configurate the search: Simple Search, Extended Search, or Se-

lect 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”).

€ Settings ﬂ 1/3/2018 - 12/31 /2019

Overview

Administration
Reparting periods e
Reporting period settings
Users
Divisions.

Group entities
Currencies

Regions

Countries

Module cluster
Business line
Matrix organization
Activity logs.
Attachment types

Security logs
Figure 39: Create a new division

The new creation of a division requires the entry of the following data:

« Type*: No entry required as there is a default of "Divisional".
« Name*: Name of the division
« 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”.
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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").

[ waszors - s2iguzons

Overview Modified by: ghbalsdmun, B/30/2013 0:43:00 M Created by: slobaladmis, 6/30/3019 1014230 A3

Administration Divisional

Reponing pericds Function_Delivery of Finished Goods Close

Reporting period settings "
DIV3

Matrix organization

Activity logs

Attachment types

Security logs

Figure 40: 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, he/she can select the

. L L . L Delete
respective divisions and remove all selected divisions at once via the selection field .

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.

Administrationmanual
PwC 39



4 Settings
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Export entire module distribution

Choose File | No file chosen

Figure 41: Overview group entities

o per: [ T ) )

| Full name ‘ Short name ‘Pem\nnot:‘ Creates report? | Country | Local rl\rlv-m“{ Accountable ‘ Reviewer ‘ Responsible ‘BH’i\lf-’.S Lines (4 Modified by |ll\>mhr~d dalﬂl

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

BR-Demo Sales BR-Brazl  BRL- Brazian globalddmin B/30/2019 a
CH-Demo Finance AG CH - Switzerlan CHF - Swiss Frz globalsdmin 8/30/2019
CN-Demo Agent CN-China  CNY-Yuan Rer globalddmin  8/30/2019
CZ-Demo s.to. Demos.ro. CZ - Czech Rep!CZK - Czech Kopw: Kennwortz/globaladmin _|globalAdmin Selma 11/10/2022
DE-Demo Factory GmbH DE- Germany EUR- Euro globalsdmin  8/30/2019
DE-Demo Headquarters AG Demo AG DE- Germany EUR-Euro globalAdmin |globaladmin _[globalAdmin globalsdmin |3/16/2020
DE-Demo Parts Europe GmbH DE - Germany |EUR - Euro globaladmin  8/30/2019
Demo Andorra ND AD-Andorra EUR-Eure pw: Kennworta Selmal. Selmal. Selma 2/28/2022
DE-Research Lab DE - Germany |EUR - Euro globaladmin 8/30/2019
FR-Démo 5.4 Demo S.A. FR-Frane EUR-Euro |giobaladmin |globaladmi F - Region Ost,LF¢globaladmin |8/30/2019
FR-Demo Services Informatique S.A. FR-France | EUR-Euro globaladmin  8/30/2019
TN-Demo Global Technology Center L{ IN-India INR-Indian Rl F - Region Ost,LF¢globaladmin  8/30/2019
IR-Demo Int. Prop. Holding Lid. IR - Tran, Islam EUR - Euro globaladmin  8/30/2019

IT-Demo sales S.p.A. Demo Italy IT - Taly EUR - Euro Luca Luca globaladmin  1/16/2020. w
»

Page[s Jof: 100~ | s-abulsh

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

corresponding field:

e Approved

« Code

« Full name

«  Short name

« Permanent establishment of

e Creates report?

«  Country

Local currency
Accountable
Reviewer
Responsible

Business Line (comma separated)

Modified by
Modified on

The selected group entity can be deleted directly via the icon M or edited via the icon f

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 Micon 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:

Create new group entity
W Delete Delete selected reporting entity(ies)
@ Search opti = 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
& I - 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 ed-
ited and re-uploaded under “import”. The current data in the sys-
tem will be updated automatically.

Export entire module distribution Download module distribution of all reporting entities as well as

divisions and global modules in an Excel file.

Upload module distribution for a pre-selected reporting entity as
I P T——— an Excel file. The file to be imported can be chosen via the selec-
ort & - tion box "Choose File". More detailed procedure is explained be-

low in this chapter.

- - Selected companies in the overview can be released or approved
v & by an administrator with this button.

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 (I;rouE entity and editing the

master data of already created group entities can accessed by clicking both the or the »"" icon in the

respective row of the grid.

The detail view consists of the tabs "Group entity details", "Optional information" and "Shareholders".
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€ Settings [%] st3/s01 - ss/30/5019 I

Overview
Adonitatration Group entity details | Optional information  Shareholders

Reporting periods

Reporting period settings

Users

Divisions

Group eatities

Currencies

Regions

Countries

odule cluster Is Permanent establishment?

Business line
Approved

Matrix organization
Activity logs
Attachment types

Figure 42: Create new Group entities - Group entity details

To create 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

« Code*: specification of an entity code

« ERP number: optional specification of the ERP-number

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

- Default business relation type: Here you have the choice between different types of business
relationship, such as "Direct shareholders" or "Other related parties".

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

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

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

Creates report?

Figure 43: Create report?

« Entity type: optional indication to classify the type of group entity
« Country: country in which the group entity is located
« Address: address of the group entity

« Local currency: local currency of the country in which the group entity is located
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« 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/Administra-
tion/Reporting periods“ can be used.

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

€ Settings [=] w/a/zos -2/3/2019 12
Save

Overview ity details | Optionali Save and close

P

New
Formation date Close

Administration N

Reporting periods

Acquisition date

Reporting period settings
Alternative business year
Users

Tax number

Divisions Short business year

Group entities
Qptional information

Currencies

Regions

Countries
Module cluster
Business line
Matrix organization
. Business objective of the entity
Activity logs

Attachment types

Security logs

Figure 44: 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 report-
ing 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 illus-
tration "Creating a new group company - "Optional information" tab").

€ Settings [=] 11472019 - seszsszoss 1?
Save

Overview Save and close

ity details Optional i
New

Formation date Close

Administration ~

Reporting periods
‘tax office Acquisition date

Reporting period settings

} Alternative business year
Users

Tex number

Divisions Short business year
. Numiber of trade register
Group entities
Optional information

Currencies

Regions

Countries

Module cluster

Business line
Matrix organization

) Business objective of the entity
Activity logs

Attachment types

Security logs

Figure 45: Create new Group entities — Optional information
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file:///C:/Users/DE125408/Downloads/Group%20entities.docx%23_Reporting_periods
file:///C:/Users/DE125408/Downloads/Group%20entities.docx%23_Reporting_periods

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 admin-
istrator 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.

1/1/2019 - 12/31/2019

dministration X Groupentity detals = Optional information | Shareholders Save and close

o1/01/2019 12/31/0999

s ]

Group entities ‘ Shareholders Share in % From T

Currencies

Matrix oganization
Activity logs
Attachment types

Security logs

Figure 46: Create new Group entities — Shareholders

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

1.3.5.2. Edit existing Group entity

Under “Settings/Administration/Group entities”, by clicking the icon f the detailed view of a group entity ap-
pears. If the selected group entity is a reporting entity, the tabs "Group entity details", "Optional information”,
"Module distribution” and "Shareholders" will be visible.
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4 Settings ﬂ 312019 - 12/33 /2019

Overview

17?

Modified by: globsltdmin. §/30 3019 11621 P Created by: globaladumin, 3/17 204 Giassg- B3

Administration A

Groupentity details | Optional information  Sharsholders

Reporting periods Entity

CH-Demo Finance AG Financing (FIN)

Reporting period settings

Users

Divisions
Group entities

Currencies Local currer
CHF - Swiss Frane x v

Regions
= No business line assigned

Countries efanlt business relation type

Module duster
[ Is Permanent establishment?
Business line
. Approved
Matrix organization
Activity logs [ Creates report?

Attachment types

Security logs

Figure 47: 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 gng  + Addmodules gejection boxes. In addition, module dis-

tributions 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 as-
signed automatically if the threshold value for a specific transaction group selected by a reporting entity is ex-

ceeded.

If a module cluster has been assigned, the modules covered by the module cluster are also listed in the “As-
signed Modules” table but highlighted in yellow (see Screenshot below).

5 ot
€ Settings 5] 1372019 -12/33/2019 2 ?
. Save and close
Overview . ) - A
Group entity details  Optional Module harehold New
Administration -~ Delete completely
X Close
Assigned modules:
Reporting periods
u] Module name Chapter Moduleclass | Inputformat Transaction group Automatic allocation Creation date
Reporting period settings
x x v ox x v ox x
. | Purpose and scape (Master File) Master File Global Word document 3/29/2017 8:06:31 PM
sexs
| Organisational structure Master File Global Word document 3/29/2017 8:07:46 P
D U | Description of Demo Group business Master File Global ‘Word document 3/29/2017 8:08:32 PM
Hisions (0 |Intangibles Mester File Global Word document 3/29/20178:09:04 PM
Group entities
Currencies
Regions
Countries Page[s |oft Views -aofs
Module cluster % Drop selected modules + Addmodules
Business line
Assigned module clusters:
Matrix organization
(] Name
Activitylogs .
Attachment types
Security logs
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The individual modules or module clusters already assigned can be removed using the selection fields
@ Drop selected 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 and in the

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

pric globalDoc Sotution 9.2 € Settings [ vaszom- 1173012022~ 12?
Overview =
{ Searchoptions ~ bl ue@iaiugdl @ Download template § @ Import
tion - O Apprm'e‘i Code | Full name |Short nam{ Pmn34 Creates repor{ Counn'_i" Loeal cuIi Accmmq Re\'lm\'m* Respnn4 Business Lin# Modified by |)Ia:liﬁed datel
Reporting periods v x x x x X v x x x X x x X x x
-
Reporting period settings
O 2 i abe abc joerg. 12/14/2022 ¢
Users Olzs |m [ BR-Demo Sales BR - Brazi BRL - Bra: AVI- Aviation,d globalsdmin  |8/23/2022 3
Oz | = [ CH-Demo Finance AG CH - Switi CHF - Swi| Martyna § Martyna § Martyna{ BIT - Biotechno| globaladmin | 8/23/2002 3
Divisions O/ | & U4 CN-Demo Agent CN - Chin{ CNY - Yual HEC - Healthcal globaldmin  |8/23/2022 3
Oy | w Uo3 CZ Demosr.o. Demo s.r.0. CZ - Czech CZK - Cze{Martyna § Resp fartyna}ATR - Aircraft | globalAdmi 8/23/2022 3
Group entities Ol i 18 DE-Demo Factory GmbH DE - Gern EUR. - Enz AIR, - Aircraft,B] globalAdmin 8/23/20223
O | & Uox DE-Demo Headgquariers ; Demo AG DE - Gern EUR - Eur Accountal joerg.revie joerg.resp AVI - Aviation, & joerg.reviewer  |11/22/20227
Regions O & a0 DE-Demo Parts Europe DE - Gern EUR - Eur| globaladmin  |8/23/20223
O] 2 i def def ‘Accountal Responsi joerg 12/14/2022 ¢
Countries O 7 & Ua1 DE-Research Lab DE - Gern EUR - Eur| SAT - Satellites,| globalddmin | 8/23/2022 3
Oz F Uo2 FR-Demo S.A. Demo 5.4, FR - Fran¢ EUR - Eur Accountak Reviewerd Responsi HEC - Healthcal selma 11/30/20221
Commcies Oz i Uig FR-Demo Services Inforn FR - Fran{EUR - Eut UAV - Unmanné joerg 12/14/2022€ &
dule ch ! ’
Moaule chuster Pagei Jofs oo v R
Businessline Export entire module distribution il Approve selected group entities
Matrix organization No file chosen TImport module distribution

Figure 49: Overview of Group entities — Add proposed Group entity

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

Before the approval, the System administrator can adjust or supplement the master data 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.
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Overview Modified by: Selma Tekin, 3/23/2023 1:120:33 AM Created Dy: Selma Tekin, 3/13/2023 11120033 AM
Save
Administration . : : = = = Save and close
Group entity details Optional information Shareholders Approve
ing peri New
Reporting periods Full name* Entity type
- . Delete
New Entity(requested) T
Reporting period settings -
Short name
Users untry
Divisions Gade
Xo1
Group entities
ERP number
Regions
Countries . 5 .
No business line assigned
Currencies [CJ Is Permanent establishment? / Edit Business line

Module cluster
Approved

Business line

Matrix organization

Figure 50: Detail view of Group entity - Approve proposed Group entity

1.3.5.4. Delete Group entity

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

NOTE: If the system or security administrator wants to delete more than one group entity, he can select the
respective group entity and remove all selected group entities at once via the selection field .

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.

1.3.5.5. Export entire module distribution / Import module distribution

The functions "Export module distribution" offer firstly an overview of the assigned modules to the respective
reporting companies and secondly they allow to mark in the file the assignment of additional modules. With the
function "Import module distribution” the changes or module assignments can be updated faster in globalDoc.

. . Export entire module distribution .
As briefly mentioned above, the button _ allows you to export the entire module

distribution for a period. In the exported Excel file, the desired modules can be assigned to one or more compa-
nies by inserting X or A. The "X" stands for "normal" and the "A" for "normal”. Where "X" stands for normal
assignment and "A" for automatic assignment. Automatic assignment is always useful when it comes to modules
with transactions.
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Figure 51: Overview of the entire module distribution

The list is divided according to report types. This allows you to see at a glance which modules are assigned to
which companies in a particular report type. This provides an easier and quicker way of identifying incorrectly or
unassigned modules and then changing them directly in this Excel file.

ATTENTION: Removing the "A" or "X" means that the module should no longer be assigned to the company. In
this case, the removal should be implemented with caution, as this will also delete the changes that have been
inserted so far. l.e. the module is reset to the initial version.

Import module distribution

After you save the changes in the file, you can use the button to import the changes.

NOTE: To be able to make this kind of module assignment, the report types and modules should be created in
the Documentation Management/Report Configuration beforehand.

The chapter Documentation management explains in detail how to create modules and assign them to a report
company.

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.
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Name | Avg, actual value | Group currency
x x
UAE Dirham 1/UAE Dirham
Afghani 1/Afghani
Lek 1Lek
Armenian Dram 1/ Armenian Dram
Netherlands Antillean Guilder 1 Netherlands Antillean Guilder
Kwanza 1 Kwanza
Argentine Peso 10.3806593064 Euro
Australian Dollar 14750451478 Euro
Aruban Florin 1/Aruban Florin

| Azerbaijanian Manat
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1/ Azerbaijanian Manat
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Barbados Dollar 1 Barbados Dollar

Taka 1 Taka

Bulgarian Lev 1 Bulgarian Lev
Fage[s Jofz = »i[i00 |

Figure 52: Overview of currency (example)

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

"Overview of currency (example)"):

« Code
« Name
* Avg. actual value

*  Group currency
»  Modified by
» Modified date

o Eers

| Modified by | Modified date |
x x x

system 6/7/2016 3:53:44 PM -

system 3/9/2018 1:31:29 AM

system 3/9/2016 1:31:29 AM

system 2

system

system

TPm-Admin 6/20/2016 11:59:07 AM

TPm-Admin 6/20/2016 1:59:07 AM

system 3/9/2018 1:31:29 A

system 3/9{2018 1:31:29 AN

system 3/9{2018 1:31:29 AN

system 3/9{2018 113120 AM

system 3/9/2018 1m:31:29 AM

system 6/7/2016 3:53:44 PM -

in the overview (see also figure

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 symbol® or edited via the symbolf.

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

below:
Create a new currency.
@ Delete Delete the selected currency/-ies.

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 downloading an

Import.

Import the chosen currency data via the selected excel template.
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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").

Administration

€ Settings [ v/zor9 123312019 1?

Overview

Reporting periods.
Reporting period settings
Users

Divisions

Group entities
Currencies

Regions

Countries

Module cluster
Business line
Matrix organization
Activity logs
Attachment types

Secarity logs

Figure 53: Create a new currency

The new creation of a currency requires the entry of the following data:

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).

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").
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€ Settings [*] 41172019 -s2/31/205 12?

Overview Modified by: system. 6/~/2016 3:53:44 PM_Created by: svstem, §/7/2018 3:53244 PM

Code* Name* (e
Administration - AED UAE Dirham AED

Reporting periods
Reporting period settings
Users

Divisions

Group entities
Currencies

Regions

Countries

Module cluster
Business line
Matrix organization
Activity logs
Aftachment types

Figure 54: Edit existing currency - detailed view

Here the "Name*", the "Group currency" and the "Exchange rate" can be changed again and saved by se-
lecting 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 select the

. . . . B Delete .
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)").

€ Settings 17?
i LT T
Administration N [ Name | s active? | Modified by | Modified date |
Reporting periods O & |/ |Global . . globaladmin . 8/30/2019 1:33:04 PM
# APAC globalAdmin 8/30/2019 1:33:08 PM
Reporting period settings / NAFTA slobaladmin 8/30/2019 1:33:13 PM
/ EMEA globaladmin 8/30/2019 1:33:35 FM
Users
Divisions
Group entities
Currencies
Regions
Countries
Module cluster Page[s_Jofa [0 w] Ve s gfy
Business line
Matrix organization
Activitylogs
Attachment types

Security logs

Figure 55: Overview of regions (example)
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The regions can be sorted and filtered in the overview by clicking on the corresponding column name according
to the following properties:

. Modified by

. Namg « Modified date
« Is active?

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.

W Delete Delete selected region(s).

X Search options v

Configurate the search: Select Simple Search, Extended Search 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").

€ Settings 17?

Overview
Isactive?

Administration

Countries in this regi
Reporting periods Countries in this region

Reporting period settings Code s Name Currency code
Users

Dirisions

Group entities

Currencies

Regions

Countries

Module eluster

Business line

Matrix organization

Activitylogs & Remove selected countries + Add countries
Attachment types

Securitylogs

Figure 56: Create a new region

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

« Name*: Name of the country.
« 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.
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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").

€ Settings x1?
Overview Wodified by: slobaladmin. §/50/2049 £:33:08 4 Created by: siobaladmin, §/30/2019 £33:08 PM
Adetaietration N pac e artive? Save and close
Administraf AP: ow
Reparting periods S . Clos
Countries in this region
Reporting period setings 0 Code . Name Currency code
Users B * *
1 AF Afghanistan \AFN - Afghani
Divisions Olas American Samoa USD - US Dollar
O av Australia AUD - Australian Dollar
& LI'BD Bangladech BDT - Taka
roup enties O /BN Brunei Darussalam BND - Brunei Dollar
) OsT Bhutan BIN - Ngultrum
Currencies Tlee Cocos (Keeling) Islands |AUD - Australian Dollar
Ok Cook Islands NZD - New Zealand Dollar
e len China XNV - Vuan Renminbi
Olcx Christmas Island |AUD - Australian Dollar
Cauntries Or Fiji FJD - Fifi Dallar
O/F Micronesia, Federated States of USD - US Dollar
Module cluster Ofet Guam USD- US Dellar
[l HE Hong Kong. HED - Hong Kong Dollar
Business line O/HM Heard Island and McDonald Islands [AUD - Australian Dollar =
i : ' T »
Matrix organization ragsls Jofs v e
Activitylogs ¥ Remove selected countries |+ Add countries
Attachment types
Security logs

Figure 57: 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 re-
— Delete

spective 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 "Over-
view of group entities (example)").
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€ Settings [ vsrzors-se/z1jzong ')

Overview

© Searchoptions v Tiport/Export: PRI
Administration : Code | Name | Currency code Preparation deadline | Filing deadline | Domestic transactions to be docume]  Modifiedby | Modifieddate |
Reporting period x % x x x v oz x %
7 [BG Bulgaria BGN 1
Reporting period settings s Iran, Islamic Republic of | IRR
/s Irag 10D
Users /IE Ireland EUR
P Isle of Man GEP
Divisions s IL Israel ILs
P Inaly EUR 11/28/2020 12/25/2020
Group entities P Jamaica JMD
P Japan JPY
Curancies 7 JE Jecsey cBp
70 Jordan 0D
Regions s ™ Turkmenistan T™T system 12/3/2019 12:32:08 P
/T Turks and Caicos Blands |USD system 12/3/2019 12:32:08 F)
Countries: i Tuvalu AUD [r— 13/3/2019 12:32:08 F1 ¥
»
Module custer
Pazels_Jof3 = w110 v ]
Business line
Matrix organization
Activity logs
Attachment types
Security logs

Figure 58: 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:

«  Filing deadline

+ Code « Domestic transactions to be documented
« Name «  Modified by
«  Currency code «  Modified date

Preparation deadline

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.

=1
£
g

Delete chosen country/-ies.

5 Configure the search: Select Simple Search, Extended Search or Se-
Seard] Hons ¥
o oP lect 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.
B Import Import the chosen currency data via the selected excel template.

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").
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€ Settings 17?

Overview
Administration
Reporting periods
Reporting period settings Domestic transactions to be documented
Users.
Divisions
Group entities
Currencies
Regions
Countries
Module cluster
Businese line

. . File name Short name Attachment Type Modified by Modified date
Matrix arganization

Aetivity logs Page[s Jois oo v

This document wll be provided to the corresponding documenting nationa 1 ias undar Master data / Reporting deadlines details
Attachment types

Figure 59: Create a new country

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

« Code*: Mandatory entry of the country code (ISO code).
« 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.

In addition, a filter for local transactions can be set in the transaction matrix by selecting "Document local trans-
actions". 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 onAl““'F in "Settings/Administration/Countries" to open the detailed view of a selected country (see figure
"Edit existing country - detailed view").
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4 Settings

Modified by: system. 1232019 12:32:08 PM_ Created by: system. 12/3/2019 12:32:08 PM

Overview
Code*
BG

Administration

Reporting periods I;ulg;ria
Reporting period settings Domestic transactions to be documented
Users e

Divisions

Group entities

Currencies

Regions

Couniries Currency

BGN - Bulgarian Lev
Module cluster
Business line
Drag & Drop Files

Matrix organization

s Modifidby Modified ¢
R File name Short name | Attachment Type Modified by Modified date
X X x x x
Attachment types Page[s_|ofs [100 w 5 recerds fo e
Security logs :'Lote‘ For editing attachment, please dnubl.‘e click on filename

ill be provided to the ing national ities under Master data | Reporting deadlines details

Consistency checks

Figure 60: Edit existing country - detailed view

Sa
5
N
Clo

ve

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

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 sec-
ondly, 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?

€ Settings

Modified by: system. 13/3/3019 12:32:08 PM_Created by: system, 53/3/3019 12:32:08 PM

Overview
Coder
BG

Administration

Reporting periods I;ulg;ria
Reporting period settings Domestic transactions to be documented
Users Preparation deadiine

Divisions

Group entities

Carrencies

Regions

BGN - Bulgarian Lev
Module cluster
itional Tnformat
Business line
Drag & Drop Files

Matrix organization

Activitylogs File name Short name | Attachment Type Modified by Modified date

x x x x x
Attachment types Page[s_|ofs [100 w 5 recerds fo e
Secusity logs Nota: For editing attachment, ;:Imsc double click on filename

will be provi national reporting entities under Master data / Reporting deadlines details

Consisteney checks

Figure 61: 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 diagram). This can be done by first downloading the already existing data
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Dovwnload templat . . . p e . .
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.

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

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

. . . . . . Delete
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 adminis-
trator 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 man-
ufacturers, 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 [ sss/m019 - 1a/zs/aois ~ 12

Overview
Bofass v
Administration 0 = \ Desrpton | Nodifedby \ Sodifed date |

Reparting periods

|/ o1 Master File globaladmin 8/530/2019 10:02:26 AM

Reporting period settings

Users

Divisions

Group entities

Currencies.

Attachment types

Figure 62: 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 Modified by

. Name. . e Modified date
e Description

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 ¥ or edited via the symbol #".

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

+ New Create a new module cluster.

W Delete Delete selected module cluster.
13 Search o

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

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).

€ Settings [ srwzors -s2/3v/c019

Overview
Module dluster details | Assigned reporting entities | Assigned modules
Administration

Reporting periods

Reporting period settings

Matrix arganization
Activity logs
Attachment types

Figure 63: 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.
e Description: Optional description of the new module grouping.

In the tab "Assigned reporting companies", the relevant reporting entities can be assigned to the new module
cluster via the selection field 4 Assign reporting entity | ON again.

@ Drop selected reporting entity
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+ Assign module

In the tab "Assigned modules", the relevant modules can be assigned to or removed from the

module cluster by using the selection field ~ © Drop selected modules
€ Settings [=] vs/zor9-s2/31/20m 12?
Overview Modified by: globeladinin, 30/ 2016 0:02:26 431 Created by: globeladia, 5/9/ 2017 5756 B3
5
Administration S EEEE——— <
Reporting periods
. . . Select orting entitie x
Assigned reporting entities e enfifies
Reporting period settings
Code Nam Code Name ‘ﬁhorl :‘.anl ERP num| l'\';l\l\l.“\{ T}i'.'i.'\r\:l BU |Pr nf‘.'\.‘Y“"H:‘:\u |‘ n BU Product group Vetrag 1

Users x x x x x x x x x x x

Uog  |CZDemosro. |Demosro CZ- Czed S———
Divisions 0 Uoa DE-Demo Headqy Demo AG | ooo01 DE - Gen

& Drop selected reporting entity + 029 Demo Andorra | ND AD - And

Group entities Uo2 FR-DemoS.A.  |DemoSA. FR - Frar F LFo1 PG

Uzz IT-Demo sales S.p Demo Italy IT - Ttaly|
Currencies Uz2 MEX-Demo Sales| Demo Ltd. MX - Me:

001 TST same Name DE - Gen
Ragions Oooz |TST same Name DE - Gerl

003 ST same Name DE - Gen
Countries. T Uog | US-Demo Sales H| Demo Inc US - Unif
Module duster Page[s ot [ea~] ——

Business line »
Matrix organization OK Close
Activitylogs

Attachment types

Figure 64: 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 fopens the detailed view of a selected
module cluster.

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 ™ 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

) . . Delete
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"):
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A new business line can be created via the symbol or deleted again via the symbol .

€ Settings

1/1/2019 - 12/31/2019

Overview Tree View | Grid View | Setup View
Administration - EEEEETE
& [ | GLOBAL - Root
Reporting periods =[] F-Region Ost
= LFo: - Luftfahrt Ost

Reporting period settings PG - Produkt Luftfahrt

Users

Divisions

Group entities

Currencies

Regions

Countries

Module cluster

Business line

Matrix organization

Activity logs
Figure 65: Business line - tree view

€ Settings

T

e
F— . mpr e T [
" N O Code Name Entity type Modified by Modified date
Reporting periods L ‘ ‘
x x x x x
Reparting period settings Fa Region Ost Division Selma 7/13/2022 8:57:06 AM
# LFor Luftfahrt Ost BU Selma 7/13/2022 8:57:32 AM
Users Ola #ps Produkt Luftfahrt Product group Selma 7/13/2022 8:58:08 AM
Divisions.
Group entities
Currencies
Regions
Countries
Module cluster
Pae[s Jof: oo v —

Business line
Matrix organization
Activity logs
Attachment types

Security logs
Figure 66: 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.
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Figure 67: Setup view of business lines
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Figure 68: Setup view of business line- Creating a new business 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):

e Unit type: Optional specification of the unit type.

e Code*: Mandatory specification of the business unit code.

o Name*: Mandatory specification of the name of the business unit.

e 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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€ Settings E] 1/1/2019 - 12/31/2019.

Overview

Administration

Reporting periods
Reporting period settings
Users

Description
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Group entities
Currencies
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Countries
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Business line
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Activitylogs

Figure 69: 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 1/3j2019- 12/33/2019 17?
Overview ~
Entity typs save
- ) Division Saveand close
New
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Business line
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Activity logs

Figure 70: 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 busi-
ness 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
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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.

pw{' globalDoc Solution 9.2 L Setﬁngs

m 1/1/2021 - 11/30/2022 Vv

17?
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Ol 2 i Um DE-Demo Headquar| DE - Germany
Users Ol | & |Uo2 FR-Demo S.A. FR - France

Ol | & [Uo2 FR-Demo S.A. FR - France
Divisions U 2 i |[Uo2 FR-Demo S.A. FR - France
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dule cl !

Module cluster PdgeElofl
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Figure 71: Overview of matrix organisation (example)
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The matrix organisations may be sorted and filtered in the overview by clicking on

name according to the following properties:

Code

Name

Permanent establishment of
Country

Business line

Sub Business line

x
UAV - Unmanned ae globalAdmin
SAT - Satellites | global4dmin
AIR - sircraft  |global4dmin
HSV - Healthcare ser globalAdmin
EQU - Equipment  globalAdmin
LFS - Life sciences |globalAdmin
BIT - Biotechnology globalAdmin
PHA - Pharmacentic; globalAdmin
AIR - sircraft  globalAdmin
VAV - Unmanned ae globalAdmin
BIT - Biotechnology globalAdmin
EQU - Equipment  globaladmin
HSV - Healthcare ser globalAdmin
LFS - Life sciences  globalAdmin

X

8/23/2022 3:12:
8/23/2022 3:12:
8/23/2022 3:12:
8/23/2022 3:12:
8/23/2022 3:12:
8/23/2022 3:12:
8/23/2022 3112:
8/23/2022 3:19:
8/23/2022 3112:
8/23/2022 3112:
8/23/2022 3:12:
8/23/2022 3:12:
8/23/2022 3:12:

8/23/2022 3:12:

»

X

-

-

View 1-69 0f 6

the corresponding column

Further Sub Business line (if added)
Modified by
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 symbolf.

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

described below:

+ New Create a new matrix organisation.

W Delete Delete selected matrix organisation(s).

0 Search options ¥

Configure the search: Select Simple Search, Extended Search or Se-
lect 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.

|
g
g

plate.

Import the chosen matrix organisation data via the selected excel tem-
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1.3.11.1. Create 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?
Overview
Administration o
Business line* o
. o
Reporting periods t3- [ ] GLOBAL - Root
&= [ | F-Region Ost
Reporting period settings =t LFoz - Luftfahrt Ost
PG - Produkt Luftfahrt
Users
Divisions
Group entities
Currencies
Regions
Countries
Module cluster
Business line
Matrix organization

Activity logs

Figure 72: 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).

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
‘ Delete

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 (exam-
ple)).
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€ Settings 17?

Overview
porting periods
Administration
En () Only reporting actions
Reporting periods 1222023
Reparting period settings Wl
Users o Action date s Action User Level Message
D x x x x
ivisions
O|s/a1/a0ag execute report generation Martyna INFO DocamentationPeriodUnit| ID:11 [ NamezA
» O f21/2029 execute report generation Martyna INFO DocumentationPeriodUnit| ID:1B2| Name:c
Group entities O 3/29/2023 insert System INFO ModuleTextOrDocument|:3962 | Name:User
i Ol/19/2023 insert System INFO ModuleTextOrDocument|16706| Name:User
Currencies 1 1/19/2023 update System INFO Module|ID:17364/Name: Navigation to the i
O1/19/2023 insert System INFO ModuleTextOrDocument|16702| Name:_Sel
Regions 1 1/19/2023 insert System INFO ModuleTextOrDocument 16705 Name: _Sel
Ol1/19/2023 update System INFO Module| ID:17362| Name: Selection of Repor
Countries. U 3/19/2023 insert globaladmin INFO ModuleTextOrDocument| 16702  Name:_Sel
O3f1g/2023 insert globaladmin INFO ModuleTextOrDocument 16704 | Name: _Sel
Module cluster [l 1/1g/2023 update globalAdmin INFO Module|ID:17362| Name: Selection of Repar
0 1/19/2023 insert globalAdmin INFO ModuleTextOrDocument 16703 Name: Sele
Business line Oly/19/2023 update globaladmin INFO Module| ID:17362 | Name: Selection of Repar
Osf19/2023 insert globaladmin INFO ModuleTextOrDocument 16702 | Name: Sele
Matrix organization O1/19/2029 insert System INFO ModuleTextOrDocument|16701| Name:_Aut o
4 »
Astivitylogs Page[s_Jof6 » 2
Attachment types
Security logs

Figure 73: 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 directli related to the report creation, select the option "Only
reporting actions”. Using the search optionshassasiis S| existing activity logs can be searched ac-
cording 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))").

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").

Al v e Export date v
A B (o} D [«

1 [Export date 11/29/2022 L

2 Exported by Martyna i

3 Start date 10/29/2022

4 End date 11/29/2022

5

Action date Action User Message

[~ | [~ |
7 10.31.2022 Einfagen Selma RejectedTemplate|15079|Name:Company history.docx
8 11.2.2022 insert Martyna Module TextOrDocument|15080|Name:Transaktionsibersicht.docx
9 11.2.2022 insert Martyna ModuleTextOrDocument|15081|Name:Transaktionsiibersicht.docx
10 11.2.2022 insert Martyna ModuleTextOrDocument|15082|Name:Nutzung von neuen Variablen.docx
11 11.2.2022 insert Martyna ModuleTextOrDocument|15083|Name:Use of Variables.docx
12 11.2.2022 insert Martyna ModuleTextOrDocument|15084|Name:Nutzung von neuen Variablen.docx
13 11.2.2022 insert Martyna ModuleTextOrDocument|15085|Name:Use of Variables.docx
14 11.2.2022 insert Martyna ModuleTextOrD 115093|N: :D ionsi icht.docx
15 11.2.2022 insert Martyna ModuleTextOrD 115087|Name:N .docx
16 11.2.2022 insert Martyna ModuleTextOrD 115088 ip Freigabe von Admi fgaben.docx
17 11.2.2022 insert Martyna ModuleTextOrD 1 | 0 Freigabe von Admil fgaben.docx
18 11.2.2022 insert Martyna ModuleTextOrD |15090|N: fod icht.docx
19 11.2.2022 insert Martyna ModuleTextOrD 115091|Name:Prog Analyse.docx
20 11.2.2022 insert Martyna ModuleTextOrD |15092|Name:D: ionst icht.docx
21 11.2.2022 insert Martyna ModuleTextOrD |1 | ip waltung.docx
22 11.2.2022 insert Martyna ModuleTextOrDx 115129] :Ubersicht.docx
23 11.2.2022 insert Martyna ModuleTextOrDs 15130| :V dre docx [~]
Action logs ® kil | [»]
Ready H I - —s—+ 100%

Figure 74: Excel export activity log
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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 (exam-

ple)”).

€ Settings 12?
o
Adwinistration [ Name | Ie active? | Modified by | Modified date |

Reporting periods 8/30/2019 2:36:11 PM
8/30/2009 2:36:21 PM
8/30/2019 2:36:32 PM
2:36:36 PM
3 2:36:27 PM
5/30/2019 2:36:46 PM

Reporting period settings

Users

Divisions

O| & | # |Legal Statements 5/30/2019 2:56:07 PM

Group entities
Currencies

Regions

Countries

Module chuster
Business line
Matrix organization
Activity logs
Attachment types

Figure 75: 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:

« Modified by

. Name_ ¢ Modified date
e |s active?

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 de-
scribed below:

+ New Create a new attachment type.

M Delete Delete the chosen attachment type(s).

S 3 i Configure the search: Select Simple Search, Extended Search or Se-
o op = lect Columns. The search can be updated here as well.

With f it is possible to edit the already existing attachment types and delete’s them with I .
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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").

& Settings 17?

Overview

Administration

Reporting periods &

Reporting period settings s active?

Module cluster
Business line
Matrix organization
Activity logs
Attachment types

Securitylogs

Figure 76: 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 at-
tachment type is deleted.

NOTE: If the system or security administrator wants to delete more than one attachment type, he/she can select
the respective attachment types and remove all selected attachment types at once via the selection field
i Delete

Administrationmanual
PwC 67



1.3.14. Security logs

Through the navigation item "Security Logs", the system administrator can track changes made by the security
administrator.

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 1?
p—
Administration N O Type | i | User | Action | Modifiedfield | OdvValue | Newvame | Modified by Modified date ¢
R R N N N N N . N
Reporting periods [m]i 476 Martyna LoginSucesss Martynz Selma 1/23/2023 4:30:57 PML
ot Tnsert Rollea Ascountable | DP-s5 | GEAMartyma .
Reparting period setings 0 |coUser [ Rollen Accountable | DF:xs | GE{ Martyna
O|coUsa Insert Rollen Accountable | DP:3 | GE-GM
Users U |cDUser Insert Rollen ‘Aecountable | DP:21 | GE+ M; a
[ |cDUse Insert Rollen Accountable | DP:23 | GE{Martyna
Divisions O|vser Loginsuccess Selma
| vser LoginSucesss Selms 121202 P
Group entities O [User LoginSuccess Selma J/20]2023 Brogiag A
0| User LoginFailed Selma 1/20/2023 8:04:03 AM
R Ofvser - LoginFailed Martyma selma
O|vser 476 Martyna Loginsuccess Martyna Selma
— O |user 1| gobaladmin Log0ut glabaladmin Selma 4/19/2023 3845 PM
O |[User 73[Selma LoginSuccess Selma Selma \igla02g 1nkiza PML
(0| User 475/Selma LogOut Selma Selma 1/29/2023 10:99:57 AM -
Countries - - —
»
Modle chustsr Page[s Jofz6 w w1 [100 |
Basinoss lus

Matrix organization
Activity logs
Attachment types

Security logs.
Figure 77: 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 e Old Value

e ID e New Value

e User e Modified by

e Action e Modified date
¢ 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
X Search options

(see figure "Excel export security logs") and to search the list = according to rules you have

created yourself. Press to close the administration view and forward to the globalDoc overview page.
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Al - fr | Type

A B c
1 TiEe lID User
2 User 476 Martyna
3 GDUser 230 pw: Kennwort2!
4 GDUser 230 pw: Kennwort2!
5 GDUser 230 pw: Kennwort2!
6 GDUser 230 pw: Kennwort2!
7 GDUser 230 pw: Kennwort2!
8 User 476 Martyna
9 User 476 Martyna
10 User 476 Martyna
11 User 476 Martyna
12 User 476 Martyna
13 User 476 Martyna
14 User 1 glebalAdmin
15 User 475 Selma
16 User 475 Selma
17 User 1 globalAdmin
18 User 475 Selma
19 User 475 Selma
20 User 476 Martyna
21 User 535 Admin
22 User 535 Admin
23 User 476 Martyna
24 User 476 Martyna
25 User 476 Martyna

Sheet1 *

Figure 78: Excel export security logs

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

D
Action
LoginSuccess
Insert
Insert
Insert
Insert
Insert
LoginSuccess
LoginSuccess
LoginSuccess
LoginFailed
LoginFailed
LoginSuccess
LogOut
LeginSuccess
LogOut
LoginSuccess
LoginSuccess
LoginSuccess
LoginSuccess
LogOut
LoginSuccess
LogOut
LoginSuccess
LoginFailed

e Type: Indicates the entity type.

E
Maodified field Old Value

Rollen
Rollen
Rollen
Rollen
Rollen

o ID: Specifies the identification number of the entity.

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

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

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

New Value

Martyna

Accountable | DP:15 | GE:GLOBAL

Accountable | DP:11 | GE:GLOBAL

Accountable | DP:3 | GE:GLOBAL

Accountable | DP:21 | GE:GLOBAL

Accountable | DP:23 | GE:GLOBAL

Martyna

Martyna

Martyna

Martyna

Martyna

Martyna

globalAdmin

Selma

Selma

globalAdmin

Selma

Selma

Martyna

Admin

Admin

Martyna

Martyna I

Martyna [
»

[T

[@Display Settings ) M -—a—-+ 100%

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

e 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

Through the navigation item "Consistency checks" ("Settings/Administration/Consistency checks") the con-
sistency 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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Figure 79: Overview Consistency Checks (example)
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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)").

€ Settings
Overview
Analysis
Administration Columns to show in the entity selection screen:
Visible columns Hidden columns
Customizing Group entity: Code Group entity: Modified by
Reporting entity: Name Group entity: Modified date
General
Group entity: Short name Group entity: Approved
Translations Group entity: ERP number Group entity: Full name
Permanent i? of Dpuld
Roles Group entity: Name of tax office Group entity: Creates report?
Group entity: Address of tax office Group entity: Business Lines (comma separated)
Navigation

Reporting templates

Analysis templates

Licensing

Email & escalation

Group entity: Tax number
Group entity: Short business year

Group entity: Country

Group entity: Legal representative (with address)
Group entity: Loeal currency

Group entity: Accountable

Group entity: Reviewer

Group entity: Responsible

Generated: Division

Country: Name

Country info: Currency code

Country info: Preparation deadline

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

Country info: Code

Count ame

Country info: Domestic transactions to be docurnented
Country: Modified by

Country: Modified date

Country info: Filing deadline Country: Code
Region: Name Country: Currency code
Region: ID

Region: Modified by
Region: Modified date

Figure 80: General settings

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.

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
Add new topic

area isee fii ure "General settings"). New themes can be added and deleted with the
Re topic (where are the last to buttons to find?) buttons.

and

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.
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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 1?
oo I 0 EETs
Administration Description Role name Al Role type Defaultrole | Modified by | Modified date |
x v x x x
Customizing 7 |Accountsble Accountable Group sstem 4/16/201 Biggiz4 AM
W Adimin edit module Module globaladmin 12/10/2019 4:13:14 PM
General /| Assignment bases acesss Assignment Navigation system 3/6/20168 11:31:29 AM
7 | Deleg Delegated system 4/16/2019 Bi59:24 AM
Translations / [Manage atachments DocumentManagement 7/18/2014 6:54:06 PM
/| Edit Master Data EditMasterData 3/4/202112:52:33 PM
L / |Edit Transactions ‘EditTransactions wem 3/4/2021
/| Define content structure ModuleDefinition Navigation system 18/2014 615,
Navigation /| Read divisional content ModuleDivisionalRead Module System /182014 Bi54:06 PM

Reporting templates

Analysis templates

Licensing

Email & esealation

/ |Edit divisional content
/| Read global content
/ |Edit global content
/| Read local content
# |Editlocal content

ModuleDivisional Write
ModuleGlobal Read
ModuleGlobal Write
ModuleLocalRead
ModuleLocalWrite

Page[tJof1

Module

Module
Module
Module
Module

00 v

7/18/2014 6:54:06 PM
7/18/2014 B:54:06 PM

182014 6:54:06 PM
/182014 6:54:06 PM
/182014 B:54:06 PM

Figure 81: 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:

e Default role
o Modified by
¢ Modified date

e Description
¢ Role name
e Role type

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 symbol ¥ or edited via the symbol f

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

+ New

+ New
O Search options _~ |

Create a new role.

Delete selected role(s).

Configure the search: Select Simple Search, Extended Search or Se-
lect 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

3 Search options ¥

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.
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- Description: Optional description of the created role.
- Role type*: Specification of whether the role is navigation-related or module-related.
« Default role*: Selection of the default role that is assigned to the role by default. The default roles are:
« Read
+ Edit
- Edit and Delete
« Create, Edit and Delete

€ Settings 17?

Overview

Navigation

Administration

Customizing ~ Read

Reporting remplates

Analysis templates
Licensing

Email & escalation

Figure 82: 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 sys-
tem 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").
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€ Settings 17?

Overview Wodified by: cstom, /16 20is 5g:24 A Created by: sstem, 4/16/20ng Sisgiza A3

e [y e
. Description Default role
Customizing o Accountable
A T
Translations
Roles
Navigation
Reparting templates
Analysis templates
Licensing

Email & esealation v

Figure 83: Edit existing roles

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 field W Delete .

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.

€ Settings [*] /arzors-1a/zssmors 1?
Overview
Edit Name Modified by Modified date
Administration | 4 T settings system 7/13/2018 4:12:50 PM
7 ~ Administration system 7/13/2018 g:12:50 PM
Customizing A
p Reporting peciods system 7f13/2018 g:12:59 PM
General ’ Reporting period settings system 7f11/2018 4:12:50 PM
Translations s Users system 7f13/2018 g12:59 PM
P Divisions system 7f13/2018 g12:59 PM
Roles
ra Group entities system 7/13/2018 g12:50 PM
Navigation 7 Currencies system 7f13/2018 g:13:03 M
Reporting templatss / Regions system 4/16/2019 8:59:22 AN
yl Countries system 7/11/2018 4:13:02 FM
Analysis templates
yl Module cluster system 7/13/2018 412:50 PM
Lisensing 7 Business line system 7/11/2018 gi12:50 PM
Ernail & esealation W Matrix organization system 3/4/20m 12:52:34 PM
s Activity logs system 7/13/2018 4:12:50 PM
7 Attachment types system 7/13/2018 4:12:50 PM
s Security logs system 7f13/2018 g12:59 PM
s Consistency checks system o/29/2018 z:07:54 PM
ra ~ Customizing system 7/13/2018 412:50 PM
7 General system 3/4/2021 12:52:34 PM
7 Trauslations system 13/3/2019 12:32:08 PM

Figure 84: Overview of navigation structure (example)
Through the "Settings/Customizing/Navigation"”, clicking /'opens the detailed view of a selected navigation point.

Navigation items created by the system cannot be edited (see figure "Edit navigation point").
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€ Settings [ srsizors - s2/3v/c019 12

Overview Madified by: sstes, - P31 Created by: satem, ~/13 2018 guszisa P

Administration v Settings

i The name of the navigation item may be changed here.
Customizing

Language Navigation element
General de Einstellungen
en Settings
Teanslations s Nastaven
es Ajustes
Roles Bl Ustawienia
ptbr Definigdes
Navigation PPt Definigoes

it Impostazioni

Reporting templates
Analysis templates
Licensing

Email & escalation

Figure 85: Edit navigation point

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 languages. In addition, some navigation

items show the roles already assigned and their rights. Clicking on 4 opens a pop-up window in which new roles
can be added or old roles can be removed (see figure "Add/Remove Roles").

Add Roles *®

Unassigned Roles: Assigned Roles:

click to add click to remove
. Admin edit module . . NavigationPrint Read

. Assignment . PrintWithApproval Edit
Administrator
TaskAdministrator
TaskApprover
NavigationReadAll
ModuleLocalRead
ModuleLocal Write
ModuleDivisionalRead
ModuleDivisionalWrite

ModuleGlobalRead

Copy rights from: | ~ | Copy

+ Assign all @ Unassign all
OK
Figure 86: 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 by clicking on them (right-hand side). It is also possible to assign the rights of other navigation

points.

+ Ascign all Unassign all

If necessary, all roles can be assigned by clicking on once or removed by clicking on once
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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 re-
ports are automatically formatted. Any number of report templates can be created and customized. Report tem-
plates 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 docu-
mentation report (see figure "Components of a reporting template").

€ Settings 2 ?

Overview

Administration DefaultTemplate

Customizing Is active

®) Template_Overview_Transaction_groups.doex
%) Template_Overview_Transaction_matrix.docx
) Template_Overview_Transaction_partners.docx
#) Template_Report.docx
Reporting templates #) Template_TextModule.docx

%) Template_Transfer_pricing_analysis.docx

Analysis templates
%) Module_template.docx

Licensing

Email & escalation

Figure 87: Components of a reporting template

1.4.5.1. Create new 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 re-
port templates can be selected under "Report entity/Create report" via the drop-down list "Select report tem-
plate".

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 re-
placed, are retained.

NOTE: The "Default Template" is stored in the system and cannot be deleted or edited.
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€ Settings 1?
Overview

Administration Deutsche Handbiicher

Customizi N o
ustomiing Deutsche Handbiicher

2 Is active

Navigation

Reporting templates

Analysis templates

Email & escalation

Figure 88: 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

Fa
I

field. Then, by clicking on H_':'the respective Word template belonging to the report template, e.g., "Tem-
plate_Overview_Transaction_partners.docx", 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 | 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.

1.4.5.2. Use of template for optimal report generation

As mentioned above, you can use templates with your corporate design for your reports. In order to be able to
use this optimally or to reduce subsequent manual changes to a minimum, the following points should be ob-
served.

During the initial creation:

1. before you start editing the module and make changes to the content, you should first create your template
according to your corporate design. And this should be uploaded as described above.

2. if you have a previous report, with a completely different format specifications, it would then be very labour-
saving if you align/adapt the old report with the new template. This is advisable only if you want to upload
your previous and final report as the basis for your new report in globalDoc.

3. after the respective preparations are done, the new report template has to be referenced in certain places
in globalDoc, so that the correct template can be used for the report generation.

1. report period settings: Under "settings/administration/settings report period" you can specify in the
"reports" section the report template you want to have as a basis for all your reports. This is especially
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important so that the correct module template is used. Initially, this is generally the default report tem-

plate "DefaultTemplate" from globalDoc.
Reports
Default template
Vorlage von einemKunden2 v
Text blockused as a
reference to
documentation

attachments
The following files are attached to this report: ?

Approve archived
reports directly

?

Show draft watermark

?
Show attachment list at
the end of each module_
| ?

Figure 89: Report period - default template

As you can see from the above figure, you can also specify other settings for the template and the report
here. These have been explained in the chapter Administration/Settings Report Period.

2. Report configuration: Under "Documentation management / Report configuration”, as described in the
same chapter, the desired report template should be stored for the respective file type. This is espe-
cially important so that the correct template is always automatically selected when creating reports.
Also it is relevant, if new modules are created/imported in the report configuration, that they are also
created with the correct module template.

FW% globalDoc Solution 9.1 « Repnrt cnnﬁguratinn u if1fz0eg - 12/31/2083 v ‘l ?
{3 sets

Csen T e [0 S s~

[ Documentation setup

1 Name | Type

Scope

| Country | Company | Isactve | 1sdefauter |

Modified by

| Modifieddste |

Report configuration x x x x vlx v]|x x x
# Overall library Special General 1/1/2001 12:00:00 AN
Benchmarking studics /| Standand Local File Local file General globaladmin 1/13/2023 9:29:19 A
1| @ | # |Adminhandbuch Deutsch Local flle Country AD- Andorra Selma 13/17/2022 11:35:59 A
Attachment overview O @ | # Adminmanual English Local flle Country AF - Afghanistan Selma
O @ | # | Benutzerhandbuch Deutsch Local file Country AE - United Arab Emirates Selma
Manage questionnaire # | Standand Master File Master flle General Selma
1| @ | # |Usermanual English Local file Country AG - Antigua and Barbuda Selma 11/17/2022 11:55:1 Al

i1 Reporting entity

of Tasks v

a1 Analysis

Figure 90: Overview of report types
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FW% globalDoc Sobution 9.1 € Report configuration D #/1/2023 - 12/31/2023 17?

L3 sets Modifled by: giobalAdmin, /13/2023 s:29i19 AM Created by: Seima, 5/13/2022 1237 Pt
ettings Steps t & O Import chapter structure ® Define modules O Variables

[Z] Documentation setup
Report type details

Report configuration

Standard Local File General

Benchmarking studies

Local file

Englische Handbiicher

Drag and drop to modify the order. Modules are freely distributeable. Note that changes are not persisted directly and are to be submitted via ‘save' batts

o Tasks Search Q

i1 Analysis * Local file Modules: 307 Distributed: 306 Attachments: 2+

# W Einleitung [Local] F +

# # Introduetion [Local] & +

* 1General introduction into globalDoc Modules: 24 Distributed: 24 +
* 11 The idea behind globeIDoc Modules: 1 Distributed: 1 +

# @ Theidea behind globalDoc [Locall B (1 + RGNS

* 1.2 The features of globalDoe Modules: g Distributed: 9+

* 121 Common ion platform for all i h fon process Modules: 1 Distributed:1 +

7 # Commond platform for all Ived in the d ion process [Local] [ + Distributed: 1

~ 1.2.2 Modular structure of the documentation contents Modules: 1 Dm.— o

#  Modular stracture of the documentation contents [Local] (2 + s

* 123 Centralized collection of information relevant for several reporting entities Modules: 1 Distributed: 1 +

Figure 91: Insert report template

NOTE: Both items must be configured so that the correct formats are displayed when editing with MS Word as
well as with the online editor.

Subsequent format problems or changes
If you have problems with the format later when editing or creating reports, please check the following steps:

1. have the report templates been correctly stored in the “Report Configuration” and “Settings Report Period”.
2. open the relevant module and check whether the module was saved with the correct template. 1.

1. If not (you will recognize this if your format specifications are not displayed), download the temp-late
using the "Download template" button. Now copy the content of the module and paste it into the empty
template. Check the formats or assign them again. E.g. if the format to headline was not recognized.
Then save the file with the desired file name. 2.

2. If the module is saved with the correct template and the format is not adopted, then the formats should
be assigned again individually.

3. in some cases it happens that the report template gets new formats. In this case you can assign these new
formats again in the module. If it already exists and was only changed, globalDoc will automatically update
these formats when creating a report.

4. with the newer version of globalDoc you can create new modules for local users, if this has been configured
by the system administrator. In this case, the appropriate template is generally selected by the system. If
this is not the case, please check the first point.

NOTE: If you have any further questions, you can always contact the globalDoc team.

1.4.6. Analysis template

1.4.6.1. Creating a new analysis template

Through the "Settings/Customizing/Analisis 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 compa-
nies/Transactions/Analyses/Transfer price analysis".
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€= Settings 17?

Overview
Create analysis template

Administration

Customizing
General : .
Comparable uncontrolled price method
Translations
Description of applied method Description of the cost base Appropriatness of applied method Appropriatness of transfer pricing
Roles
Navigation
Reporting templates
Analysis terplates

Licensing

Email & escalation

Figure 92: 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
e Description of the cost base
e Application of the applied method

e 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. Edit existing 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)").
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€ Settings 17?

- I O (e
]

Administration Type of analysis | Option name Internal comment on text opf Modified by | Modified date |
Custemizing 4 C| @ | # Comparable uncontrolled price method Research and Development Martyna 1/22/2023 5:51:08 PM

General

Trandlations

Roles

Navigation

Reporting templates

Anslysis templates

Licensing

Email & escalation v Page[s_Jof1 [1e v ]

Figure 93: Overview of the analysis templates (example)

The view of all existing analysis templates may be sorted by clicking on the corresponding column name accord-
ing to the following values:

e Type of analysis * Modified by
e Option name ¢ 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 symbolf.

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

+ New Create a new analysis template.

T Delete Delete a selected analysis template.

{3 Search options W Configure the search: Select Simple Search, Extended Search or Se-
lect Columns. The search can be updated here as well.

1.4.6.3. 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 select the

respective analysis templates and use the selection field to remove all selected analysis templates
at once.
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1.4.7. Licensing

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

Administration Is activation timespan valid?

Is historization active?

s expired?

Navigation
Reporting templates
Analysis templates
Licensing

Email & escalation

Figure 94: 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 license will be deletad.
The application will be unavailble until a valid license is submitted.

Figure 95: 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 re-
minder intervals) of the respective e-mails (see figure "E-mail & Reminders - Setup").
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uarvien Emailing [ Remindes for cpes sysiem administrator tasks | Reminder for upcoming desdline

Figure 96: 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 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 upcoming deadline", up to three reminder e-mails can be set before the deadline

. . jtaiii 3 . . .
expires. With , a reminder e-mail can be sent directly manually.

Through "Contract system” the part of the link to the contract system can be inserted without the contract number.

1.5.2. Create e-malll

The function "Create e-mail" allows you to send a self-created e-mail (see figure "E-mail & Reminders — Create
e-mail").
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Figure 97: E-mail & Reminders — Create e-mail

The icon 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").

Select user ¢ mail addresses

%
Roles —

Erm—

Figure 98: 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").
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Overview omopm- -

Administration v |[O To (comma separated) | Subject | staus | Template-Code | Template-Name [wumber of attemp|1s himi] Modified by | sodifieddate |
x x ] x x x x |F]x x
Customizing v | [Of 0 | 2 notinitistized ‘TP documentation for SG-Demo Sales Hub Asia In{\Waiting [TasKoos New task B gobaladmin §/25/2017 5:58:35 P &
O @ | / notinitislized TP docamentation for SA-Demo Sales Ltd.: New as|Waiting [TaSKoos New sk B gobaladmin s
Email & escalation ~ | O & |/ |notinitiatized TP documentation for BR-Demo Sales: New assigni Waiting TASKoos New task a \globaladmin 5
O @ | / notinitislized TP docamentation for MEX-Demo Sales Lid.: New Waiting [TaSKoos Newtask B gobaladmin s
Setup O @ | / notinitialized TP docamentation for RU-Demo Sales 5.0 New a Waiting [TasKoos Newtask B gobaladmin s
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O O w |/ |notinitialized 'TP documentation for DE-Demo Factary GmbH: N|Waiting [TASKoox Newtask o |globaladmin o
O & |/ notisitislized TP documentation for DE-Demo Parts Euope Gt Waiting TaSKoo: Newtask o obaladmin 5
O & |/ notisitialized TP documentation for UK-Demo RAD Centre Lud.: Waiting TasKoo: Newtask o obaladmin 5
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Figure 99: Overview of all unsent e-mails

Views- 100 ofsz

The displayed e-mails can be deleted ™ or opened and edited 7’ 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").

Overview [ 5 Delete | © Search options ~

Administration Semrel
Customizing v Status v |lequal v |Emor v ][-]
Email & escalation on | [ % T
ul To (comma separated) | Subject Status Template-Code | Template-Name | Number of attemp] 1s htm1
Sety
? Ol g [/ lam o pive.com,ma: TP o for DE-Demo GmbH: Submissic Error TaSKoo2 Submission for appr| 3
(1| @ | /7 joackim.sohn@de.pwe.com,maxin TP ion for DE-Demo GmbH: Submissic Ercor TASKooz Submission for appn 3
Create e-mail — —
1@ | / oachimsoha@d maxin TP for DE-Demo GmbH: Submissic Error TASKooz Submission for appr) 3
u] joachim.sohn@ de.pw maxin X n ¥ Submis n
o Ola /] ™ for DE-Demo GmbH: TASKooz Submission for app 3
I @ | / localuser@d ™ for Business unit 1: TASKoos Newtask 3
O @ | / notinitialized TP documentation for DE-Demo GmbH: Notificati Error TASKoog Re-opened task 3
' @ | # annaafanasieva@de.pwe.commai TP ion for DE-Demo GmbH: i r TASKooz ‘Submission for appn 3
O @ | o notinifialized TP documentation for DE-Demo GmbH: New assig Error TASKoo: Newtask 3
] @& |/ notinitialized TP documentation for CZ-Demo s.r TASKoo: Newtask 3
0 @ | # notinitialized TP documentation for DE-Demo GmbH: N n TASKoox New task 3
O/ & | / localuser@d ™ for Region : New assigned task, Error TASKoo: New task 3
0| 8 | / [joschim.soba@de.pwe.commaxiaT] on for DE-Demo GmbH: Submissic Error TASKooz Submission for appr| 3
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Figure 100: "Unsent e-mails - Extended search

With
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:

system
system
system
system
system
system
system
system
system
system
system

system

Modified by

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

Find £

Modified date
/3/2017 12:30:56 PM

4/4/2017 12

Find o

can

Incident Standard- recipient

Responsible delegates task to Delegate Delegate
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Delegate completes delegation Responsible
Responsible withdraws delegation Delegate
Delegate rejects delegation Responsible
Responsible submits task to reviewer for confir- Reviewer

mation

Reviewer reopens task

All users with appropriate write permissions for the respective com-
pany (Edit local content).

Reviewer finalises task

Responsible

Responsible finalizes task (no reviewer config-
ured)

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 com-
pany (Edit local content).

Management task for other navigation points (e.g.

Questionnaire, Master data, Transactions) is as-
signed to a entity

All users with appropriate write permissions for the respective com-
pany (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 as-
signed (this should also happen if a local module
was automatically assigned after filling the trans-
action 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)
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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 mas-

ter data).

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

All users with write access for the respective entities.

New company created

Responsible

Accountable/Reviewer/Responsible of a divi-
sion/GLOBAL created

Accountable/Reviewer/Responsible

The user receives an e-mail with access data

User

Password reset

Affected user

Create admin task
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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 (ex-

ample)"). A new reporting type, in turn, can be created by clicking on + Nen (reference to Create new report
type).
pw—:' globalDoc Solution 9.1 € Report configuration [™] vu/zoz3-s2/zsjzoas ~ 1?
o s oo e [0 serhepions =
[E9 Documentation setup Name | - [ seor Count | Isactive | Is default fodifiedby | M |
Repert sonfgurtion /| Overall library pecial v v >

W |/ Be Deu Local file
# Standard Local File Local file

Msnage questionnaire /# Standard Master File Master file General

& | / Usermanual English Local file Country AG- Antigua and Berbuda

Reporting entity

o Tasks

il Analysis

Figure 101: 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 ac-
cording to the following characteristics:

e Name e Is active

e Type e Is default?

e Scope e Modified by

o 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:

Create a new reporting type.
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@l Delete Deleting a selected reporting type (s).

I p— Configure the search: Select Simple Search, Extended Search or Se-
o = lect Columns. The search can be updated here as well.

2.1.1. Create a new Report type

. i® Impart chapter structure () Define modules ) Varizbles
In the upper part of the screen you can choose between three options:

. 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 "Gen-
eral" may only be created once. Is Active: Here you can specify whether the report type should be ac-
tive 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 meaningful

: B ,
chapter name. Click on . to create the structure for the chapter (see figure "Create a new chapter").

& ; . _
e globalDioc Solution 9.1 € Report configuration [*] wa/zozs - se/zymons
() Settings Modified by: giobaldmin, 3/13 /302 1 Created by: Selma. 5/13/2023 12:37:17 PM
eps to complete @ Import chapter structure () Define modules O Variables
[=] Documentation setup
Report type details: Standard Local File (Local file, General)
Report configuration
Benchmarking studiss . :
Import prom file © [ ChooseFile | No fls chosen Heading 3
Attachment overview
Manage questionnaire
Stored chapter structure
711 Reporting entity n
o Tasks Local file o# +0D

+ -

Jlu1 Analysis

Figure 102: Create a new chapter
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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 symbol ®and new

. . =
modules can be created via . 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 head-
ings when generating reports!

2.1.2. Import chapter structure

1 Tmpart chapter structure ) Define modules (2 Variables

When you select , the following overview opens up:
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Figure 103: Import chapter structure- overview

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 documenta-
tion. 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").
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Figure 104: Import chapter structure - General overview

STEP 1

By selecting the "Total overview" as the data source, the existing structure of the corresponding reporting period

is imported in the case of a copied reporting period. This is done by clicking on/ikss

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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Figure 105: 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 ¥ .
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In addition, an auto-numbering of the chapters can be activated by checking the box # , the corresponding chap-
ter 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" in the lower right corner, the import is completed or executed. The "Exit"
* button cancels the action (see figure "Editing the Chapter Structure - General Overview").

p,;-',c globalDoc Solution 0.1 € Report configuration [=] wareoms - se/zaszons 1?
) Settings Modified by: slobaladmin, 1/13/2023 gizgiag AN Created by: Selma, o/s3/2022 1a:37357 Pl

emplete ® Import chapter structare O Define modules O Variables

[Z7 Documentation setup
Report type details
Report configuration
Benchmarking studies Standard Local File Genera
Attachment overview Local fle
Manage questionnaire

DefaultTemplate

711 Reporting entity

o Tasks ,
Lt Analysis Tmport - Overall library
Stored chapter structure
* Lowalfle o# +0
§ Einleitung ® +
& Introduction ® +
* = 1General introduction into globalDoc # @40
* = 11Theidea behind globalDoc # é i)
+

@ Theidea behind globalDoc

Figure 106: 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 im-
ported 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 head-
ing 1, 2, 3, etc., body text formatted as "normal" or "body text").
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Figure 107: 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.
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Figure 108: 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 e "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 im-
ported structure with the already saved structure or to completely revise the saved structure (see figure "Import
chapter structure - From file").
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Figure 109: 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" .ln 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 110: Import Chapter Structure - Template

STEP 2

After the selection has been confirmed via the function, a display is shown in the second step, analo-
gous 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.
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Figure 111: 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.

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. The import is completed or executed with the "Save" . com-
mand in the lower right corner. The "Exit" * button cancels the action.
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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. l.e., if "Local file" was selected as the report type, then only the standard for Local file will be
imported.
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Figure: Import "Standard for select report type

2.1.3. Define Modules

) {C Define modules| ) . )
By selecting ... (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 112: Define Modules - Overview
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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" dis-
plays the number of attachments added to the module.

If the content of a module has already been uploaded, clicking on the icon 7 wil display the module content of

global and divisional modules, and the prefilled template is displayed for local modules (content preview). Via[_l
, 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 symbol-'.l“"Il 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 fol-
lowing remark, which appears in the upper third of the overview page:

P Oy the oroer. MOdnles aTe Ineply Qisinbuteatde. Mole that cianges are oot peTsisied dir

Cirag and dro irectly and are to be submitted via ‘save’ button

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 symbola"“'lil 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):

- 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.

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

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

« 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 & re-
cipient". 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 coun-
try settings is not set.
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Figure 113: Editing modules - Tab "Module details"

2.1.3.2. Module Assignments

In the "Module Assighments" 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 [+ assignl | & Unassignal

all roles at once or discard them.

, ho system administrator can either assign

i
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Figure 114: Module assignment - assigned roles

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".
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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.

h
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Figure 115: 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 =~ “SSEREPEEERZEEEE | penorting entities may be removed again by ticking
@ Drop selected reporting entities

the corresponding reporting entities

If a module has been assigned via @ Autematische Allokation 4 4o ronorting 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 116: Edit modules - "Module assignments” tab
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Figure 117: 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 mod-
ules. 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 118: 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.
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In addition to the task, additional subtasks can be created by clicking on® 4dditemto Checklist...  Thege checklists
have to first be completed when processing the task before the status of a module can be changed.
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Figure 119: 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 ¢ Drop selected reporting enfifies ) ¢ Asslgnreportingentifes \hich 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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[= Code Name Processing deadline | Accountable Reviewer Responsible Delegated
Attachmeat overview
x x
Manage questionnaice O [Uoz Administratorenhandbuch globalddmin globaldmin globaladmin
Page[1 |of1 5000 W Vaoes-sofs
71 Reporting entity ~
- @ Drop selected companies + Assign reporting company
o Tasks
Note: Please double click on the assigned reporting entity to edit the entity specific deadline and responsible editor.
Ju Analysis

Figure 120: Edit modules - "Reporting entities” tab
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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 close

Copy module

Overview local versions
Download template
Download standard variables

Close
Figure 121: Edit module - further functions

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.

e globalDoc Solution 9.1 -~ Report wnﬂguraﬁon ﬂ 1/1/2021 - 12/31/2021 1 ?

1) Settings Modified by: Selma, 3/7/2022 12:20:45 PM Created by: slobaladmin, 9/10/2021 3:35:02 PM

|=" Documentation setu
= » Module details | Module assignments | Central module attachments | Task | Reporting entities

Report configuration Module class*®

Benchmarking studies

Attachment overview Copy of DE AH Rechiliches Optional

Manage questionnaire Inp
E Reporting entity

o Tasks

i1 Analysis

O Automatic allocation

Template document
Rechtliches.docx &

Uploaded document acts as a template for
content

Figure 122: 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.

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

¢ 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.
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e 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. Addi-
tional text can also be inserted.

Report configuration
someone@example.com a
Report configuration

LLink https //staging datenwerk-it com/gds-tst-pwc/gd/ModuleAdmin/Edit?id=57 0&reportTypeld=5

Figure 123: Report configuration

e 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").

In the first step, a suitable role must be created for this purpose. Click on "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.

€ Settings 22 ?

Overview
Role name* Role type® Save
Navigation e
Administration
Description Default permission®
Customizing Create, edit and delete

General
Translations

Roles

Navigation
Reporting templates
Analysis templates
Licensing

Email & escalation

Figure 124: 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".
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globalDoc Solution 9.1
pwe

(3 seues

o [Edit access control
[=] Documentation setup

¢ Report configuration

I:l 1/1/2023 - 12/31/2023

Modified by: Martyna, 9/15/2022 10:15:27 AM Created by: Martyna, 9/15/2022 10:09:30 AM

x

Save
Save and close

Copy module

Report configuration Unassigned roles: Assigned roles:

Download template

click to add click to remove Download standard variables

Benchmarking studi
IOMATEE SIS Admin edit module

Read
Edit

Close

. Read local content

. Edit local content
Attachment overview

Manage questionnaire
777 Reporting entity
o Tasks

i analysis

+ Assignall & Unassignall

0K

Figure 125: Edit access control

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 mod-
ule (see figure "Assigning editor role" and chapter "User roles").

. om,
&« SettlIlgS m 1/1/2023 - 12/31/2023 1 ?
Overview
Page|1 |of1 100 * Page[1 |of1 100 Page|1 |of1 100
Administration A
+ Assign reporting company + Assign reporting company + Assign reporting company
Reporting periods

Reporting period settings User roles

e Documentation User roles and access rights Divisions/Reporting entities
levels
Divisions Global ODefault @ COAll @
Select roles

Group entities

Divisional (ODefault @ Al @
Currencies + | Select roles
Regions Local ODefault @ OAll @ OAll Select units .

+ | Selectroles .

Countries

Figure 126: 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)").
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Couniry-specific preparation deadline: 11/27/2020

e globalDoc Solution 9.1 Transaction groups m 1/1/2019 - 12/31/2019 ~ Country.sperific ilng deadline: 12/21/2020 3 3 ?

0 Settings
m © Searchoptions ¥ (L ILYISS AL @ Download template transactions | @ Import transactions | @ Export transactions
="/ Documentation setu ~ g =
=1 ntation setup Number | Transaction type | Name | spproved | Analysisflag |  Modifiedby | Modifieddate |
Report configuration * * * >ix >l = * *
FAE RS Service Transactions Research and Development Martyna 1/17/2023 3:32:43 PM
Transsction groupe L e e O O S O e s e
7 AB Service Transactions  Research and Development Martyna 1/17/2023 3:47:34 PM
Benchmarking studies /e B Service Transactions  Support Services global Admin 9/18/2019 11:54:32 A}
FaK ] c Delivery Transactions Delivery of Finished Goods global Admin 8/30/2019 10:36:06 A
_Attachment overview /7 @ |TD Financial Transactions Cash Pool Selma 7/13/2022 9:16:04 AM
i /s D.F666  Financial Transactions sgfdgfdg Selma 7/13/2022 9:16:04 AM
Manage questionnaire i /7 @ E Distribution Transacti¢ Distribution Serviee globalAdmin 8/30/2019 2:20:09 P\
717 Reporting entity
o Tasks
|1 Analysis
fews-8of8
Approve selected transaction groups

Figure 127: Overview transaction groups (example)

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

g

symbols bl or via the symbol ] (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 g 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?

e Transaction type: For example, Distribution or Manufacturing.

o Name: Name of the transaction group.

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.

o 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:

4+ New Create a mew transaction group.

Delete a selected transaction group.

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

;

R nET Rl R e bR Te 00 Excel-Template for download.
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B Import transactions Import the transactions.

@ Export transactions Export the transactions

Table 2: Transaction group management functions

2.2.1. Create new Transaction group

Click on to access the detailed view of the transaction group to be created (see figure "Create new trans-
action group - "Details" tab").

. . Count ific tion deadline: 2020
pil abtcsauinos  [RISTN | PR— i rirmrrraianll B
L) Settings
Details | Central attachments .
=" Documentation setup nd clo
- ?
Report configuration Euro
‘Transaction groups ?
Euro
Benchmarking studies
Astachmen

Analysis flag
Manage questionnaire

. Is reserved for filtered transactions (raw data)?
17 Reporting entity

o Tasks

i1 Analysis

Figure 128: Create new transaction group - "Details" tab

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.
e 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.

e General materiality threshold for I/C matrix: If the value of a transaction is above this defined materi-
ality threshold, the transaction is output in the Excel file attached to a report. If the value is below it, it is
not output.

e General materiality threshold for modules: If the value of a transaction is above this defined materi-
ality 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.

e 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
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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 addini the centrally provided attachments to

d ) i .
(see figure "Creating a new trans-

the transaction group by dragging and dropping or using the button
action group - "Central module attachments" tab").

. ; Country-specific preparation deadline: 13/27/2020
pw-c.' PASIIEE PSPPI Transaction groups [ wa/zons-s2/3y/2019 e s Ll =D () G
1) Settings -
e
Details Central attachments
|- Documentation setup Save and close
New
Report configuration File name Short name Attachment Type | Is contract Report Reference Modified by Modified date &0

Page[1Jofs 100 v o records t view

Transaction groups
Benchmarking studies
Attachment overview
Manage questionnaire

717 Reporting entity

o Tasks

a) Analysis

Figure 129: "Creating a new transaction group - "Central module attachments" tab

2.2.2. Create Sub-Transaction group

Creating a subgroup of an already existing transaction group is possible via "Documentation management/Trans-
action groups" and clicking on the symbol ®.

J_ < . Country-specific preparation deadline: 11/27/2020
pwe globalDoc Sofattion;o.2 Transaction groups D Gl AR Country-specific filing deadline: 12/31/2020 ?
£ setings
) Details | Central attachments
[=] Documentation setup
Modified by: giobalAdmin, 8/30/2019 2:20:09 PM Created by: globalAdmin, 8/30/2019 2:19:16 PM
Report configuration " ?
Distribution Transactions Euro Close
Transaction groups ral materialit B : °
E Euro
Benchmarking studies
Attachment overview Distribution Service Distribution covers the distribution of priorly
bought products in the respective market.
Manage questionnaire () Analysis flag Entities typically buy products from
manufacturing entities and sell them in their

- - 3

Reporti tity . respective market.
i1 Reporting entin () Is reserved for filtered transactions (raw data)?
J Tasks
i1 Analysis

Figure 130: Create Sub-Transaction group- tap "Details"
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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.

2.2.3. Edit 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 descrip-
tion).

2.3. Menu item Benchmarking studies

Through "Documentation setup/Benchmarking studies”, all benchmarking studies are already created in glob-
alDoc, and which are displayed in tabular form (see figure "Overview of benchmarking studies (example)").

pwe globalDoc Solution 9.1 € Benchmarking studies 1?
€ seins [ T e To seropion
=9 Documentation setup [w Name Region Country | Firstyear of study| Last year of study [ 1s fnancial update]  Modifiedby | Modifieddate |
v ox .
Report configuration @ |/ | ©® EMEAResearch and Development EMEA 2016 2018, globalAdmin 9/18/2019 11:55:41 AM
@ |/ | ® NAFTA Support Servi NAFTA 2016 2018 globalAdmin 9/18/2019 11:59:55 AM
Transaction groups # |/ | @ |[EMEASupport Se EMEA 2016 2018 globalAdmin 9/18/2019 12:48:25 P\
@ / @ [FRSupportSe FR - France 2016 2018 globalAdmin 9/18/2 il
Benchmarking studies O @ | # | @ |DE Research and Development DE - Germany 2016 2018 globalidmin /182 :37 PN
() & | # | @ |USRescarch and Development TS - United States 2016 2018 globalAdmin 9/18/2019 12:46:49 PN
Attachment overview # | /| @ |NAFTA Research and Developmer NAFTA 2016 2018 globalAdmin /18/2019 11:58:47 AN
@ / @ APAC Support Services APAC 2016 2018 globalAdmin 9/18/2019 11:38:58 AN
Manage questionnaire
717 Reporting entity
o Tasks
i1 Analysis

Figure 131: Overview of benchmarking studies (example)

The buttons ™ 7| @ can 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.
e Last year of the study: Last year included in the benchmarking study.
e Region: Indicates the region covered by the study.

e Country: Indicates the country covered by the study.

e Is financial update?: Indicates whether the document is a full benchmarking study or just a financial
update.

o Modified by: Indicates the user who last made changes to the benchmarking study.

¢ Modified date: Indicates the time and date of the last modification.
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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 benchmarking study can be entered through "Documentation setup/ Benchmarking

studies" and click on . The display which opens is looking like this:

l,“{' lobalioc Soltion 9. 4 Benchmarking studies 17?

Figure 132: 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.

e First year of the study: First year included in the benchmarking study.

e Last year of the study: Last year included in the benchmarking study.

o Database name*: On which database are the data used for the benchmarking study based?

e Database version: Enter version and year of the study

e 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 coun-
tries 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):

e PLItype*: 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".

e Number of comparables*: The number of comparable companies must be entered here.
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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
Upload

2.3.2. Edit Benchmarking study

Through the "Documentation setup/Benchmarking studies" and then clicking on the iconf of the corresponding
study, here this can be edited. The view that opens is identical to the view which is displayed when a new bench-
marking 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").

w-: slobalDos Solution 91 4 Benchmarking studies 17?

Transscnon pesps EMEA Research and Development 2016 208 Orbls

EMEA Research and Development

Indicators (PLIs)

Figure 133: Editing an existing benchmarking study - detailed view

2.3.3. Delete benchmarking study

Under "Documentation Management/Benchmarking Studies" and clicking on ™, 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.
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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").
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Figure 134: Attachment overview

With

$ Search options

, 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 ac-
cording to the following characteristics:

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.

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).
Transaction Group: Indicates the associated transaction group.

Short name: Indicates the optional short name of the attachment.

Attachment type: Describes the type of attachment (e.g. contract, chart, invoice, etc.) This can be de-
fined 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 v indicates that it does.

File name: Refers to the file name of the attachment, by clicking on this the file can be downloaded.
Type: Indicates to which element (module or transaction) the attachment was uploaded.

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 .

NOTE: Individual files in the attachment overview can be downloaded by double-clicking on the file name.
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2.5. Menu item Manage questionnaire

With the questionnaire functionality of globalDoc, you have the possibility to request information from the local
companies through a questionnaire and to use this information in your documentation. Each question in the
guestionnaire is created as a variable in globalDoc. As described in the user manual, you can insert these varia-
bles in the individual modules.

NOTE: With the questionnaire you can create your own variables to make your documentation as individual as
possible.

The questionnaire can be filled in by the local company after activation and finalized for your part. It can also be
edited and closed by the system administrator. While for a system administrator the questionnaire can be reached
under "Documentation administration/Manage questionnaire", for the local user the questionnaire can only be
reached after activation under "Reporting company/questionnaire".

The display of the questionnaire administration changes depending on whether a questionnaire has already been
activated or not. This is explained in detail in the following sections.

2.5.1. Managing questionnaires before activating the 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.

As long as no questionnaire has been used or activated so far, an empty questionnaire mask is opened directly
by default.

le',J- globalDoe Solution 9.2 - Maﬂage qu&gtlonnaire n 1/1/2069 - 12/31/2069 1 ?

Current state: Draft
O Settings Modified by: selma, 3/14/2023 10:05:42 AM Created by: selma, 3142023 10:05:42 AM -

Save

2 Save and close
E Documentation setup ave and

Questionnaire R
Activate

Report configuration Description
Please answer the guestions.

Transaction groups

Benchmarking studies

Processing deadline®
Attachment overview
w Varial
Manage questionnaire ¢ bles
Add question +

i1 Reporting entity ¥ Group entity details

J Tasks

Jly| Analysis

w Optional information

Figure 135: Initial, not activated questionnaire

The functions on the right column can be used to activate/deactivate the questionnaire or to perform other func-
tions. The following functions are displayed with the status inactive:

Current state: Draft

Save

Save and cloze

Activate

Svnc Beporting entity fields
Cloze

Figure 136: Current state “Draft”
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The current status shows whether the questionnaire is active or inactive. With the function "Activate" the ques-
tionnaire can be activated. If the status of the questionnaire is active, "Deactivate" is displayed instead of "Acti-
vate".

As described in detail above, the master data and optional information of a reporting company can be added as
guestions 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".

2.5.2. Creating a Questionnaire

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
guestionnaire, the local users can see the questionnaire.

NOTE: A questionnaire initially has the status "Draft", after saving the questionnaire "Inactive” and then "Active".

= globalDoc Solution 9.1 € Manage questionnaire u 1/1/2019 - 12/31/2019 1 ?
Current state: Inactive
Q Settings Modified by: Martyna, 13/30/2022 12:35:57 PM_ Created by: system, 12/3/2019 12:32:00 PM =~ ——
) Documentation setup Optional Information
. fields
Report configuration Descriptior
Please provide the optional information for
Transaction groups documentation purposes

Benchmarking studies

. 2020
Attachment overview !

Manage questionnaire ¥ Variables

Test 1 Mandatory? Help text: Type: | Text Question v @
777 Reporting entity . Test 2 Mandatory? (] Helptext: (] Type:[Checkbox Question  ~ | g
Test3 Mandatory?()  Helptext: () Type:[DateQuestion  ~| g
s/ Tasks Test 4 Mandatory? ) Helptext: () Type:| Numeric Question v &
Add question 4+

i1 Analysis ¥ Group entity details

* Optional information

Figure 137: 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 deac-
tivated.

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.

2.5.2.1. Section Variables

Clicking on the plus sign + adds a new input field for a question.
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€ Manage questionnaire [™] w2069 - 12/31/2069 22

Current state: Draft
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Save

Name# .

Save and close

Questionnaire .
Activate

Sync Reporting entity fields

Description
Close

Please answer the questions.

¥ Variables

Add question 4

¥ Group entity details

* Optional information

Figure 138: Create new Question

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.

v Variables

Test 1 Mandatory? 0 Help text: Type: | Text Question v | ]

Please enter a help text

Test 2 Mandatory? ] Helptext:[) Type:|Checkbox Question v | ]
Test 5 Mandatory? (] Helptext: (] Type: | Date Question v | i
Test 4 Mandatory? (] Help text: () Type: | Numeric Question ~ | i

Figure 139: Add question
Questions can be of different types:

e Text Question: The answer can be in text form.

e 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.

Click on the icon- ¥ to delete the question.

NOTE: Editing and deleting questions can only be done when the questionnaire is in "Inactive" status.

2.5.2.2. Section Group entity details

This section allows users of the local company to update the master data of their company by answering these
guestions. 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.
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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.

pw-c.- globalDoc Solution 9.1 € Manage questionnaire — 1 ?
Select Reporting entity fields X
Current state: [nactive
() settings Group entity details ¥: Martyna, 11/30/2002 12:38:03 PM Created by: system, s2/3/2019 12:32:07PM  ——0—
Full name .
L Documentation setup Optional Information 2}‘:: name

ERP number

Report configuration Descriptiol Previous name

Please provide the optional information

X Entity type
Transaction groups documentation purposes Country
Address
Benchmarking studies Local currency

deadline*
12/17/2020 —Optional information—————————————————
Attachment overview . P
Name of tax office

+ Variables Address of tax office

Manage questionnaire Tax number - -
Test1 Number of trade register Mandatory? (] Helptext:(] Type:|Text Question v] .
T8 Reportingenty Testz Name of trade register Mandatory?() Helptest: (1 Types| Checkbox Question v | g
Tests B3 Address of trade register Mandatory?)  Helptext:()  Type: [Date Question ] .
o/ Tasks Testa Legal representative (with addrees) Mandatory?()  Helptext: () Type:[NumericQuestion v | g
Business objective of the entity - :
Add question + Formation date
a1 Analysis ~ Group entity details Acquisition date

Alternative business year
- i i i .
Optional information Short business year

Optional information

Close Save

Figure 140: 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 the questions with the icon.

¥ Group entity details

Full name Mandatory? ! Helptext:(]  Type: ™
Short name Mandatory? [ Helptext: [ Type: o
Code Mandatory? ! Helptext:C) Type: ]
ERP number Mandatory?(]  Helptext:[J  Type: ]
Previous name Mandatory?(]  Helptext:[J  Type: o
Entity type Mandatory?[)  Helptext:(]  Type: o
Country Mandatory?(J  Helptext:[J  Type: o
Address Mandatory?[]  Helptext:(] Type: .
Loeal eurrency Mandatory?[J  Helptext:(]  Type: o

Figure 141: Synchronise reporting company fields — Group entity details

2.5.2.3. 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.
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* Optional information

Name of tax office Mandatory? O Help text: 0O Type: \ Text Question v | ]
Address of tax office Mandatory? ) Help text: () Type: | Text Question v ]
Tax number Mandatory? () Help text: (] Type: \ Text Question v | ]
Number of trade register Mandatory? () Help text: () Type:| Text Question v ]
‘Name of trade register ‘ Mandatory? ) Help text: ()  Type: [ Text Question v o
Address of trade register ‘ Mandatory? ) Help text: [ Type: | Text Question ~ ]
Legal representative (with address) Mandatory? (] Help text:[]  Type: [Text Question vl @
Business objective of the entity Mandatory? [ Help text: O Type: \ Text Question ~ | ]
Formation date Mandatory? (] Help text: (] Type:| Date Question vl @
Acquisition date Mandatory? () Help text: ] Type:| Date Question | ]
Alternative business year Mandatory? ) Help text: () Type: | Text Question v o
Short business year Mandatory? O Help text: 0O Type: \ Text Question v | ]
Optional information Mandatory? ) Help text: () Type: | Text Question v ]

Figure 142: Synchronise reporting company fields — Optional Information
2.5.3. Administer questionnaire after activation

2.5.3.1. Overview 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.

© seane s Y I )

Documentation setup

Repart configuration

Manage questicanaire un

777 Reparting entity

o Tasks

Ju Anaysis
Figure 143: 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
e Full name: The full name of the reporting unit

e 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".

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
guestionnaire directly to "final". See the user manual in the chapter Questionnaire.

e Changed by /Changed on: Display the name of the person who edited the questionnaire and the date
when it was changed.

e Questions from 1-n: The remaining columns consist of the questions that have been approved for an-
swering by the center.
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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

Fage 9 items 1
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
guestions that have not been answered, e.g., because the answers were submitted by other means. The changes
can be saved with the Save button.

E[mﬁg'n/ Configuration: This button takes you to the questionnaire itself. Here the system adminis-

trator 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—
= thmwsfmlnnms Click on "Flip rows/columns” to swap the view representation. l.e. the columns in the
previous view are converted to rows.

- PRIl ¢ Manage questionnaire 17?

et = i e | 4 e ] 0 o

Manage questionaaire

i1 Reporting entity
 Tasks

olat Analysis

Figure 144: 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.

: Using the buttons, all questions can be exported and imported back into the globalDoc
Solution after editing.
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U2z
U23

DE-Demo Headquarter' 5000

FR-Demo S.A. Finanzamt Mustersta( MusterstraBe 47,

CZ-Demos.r.0. Finanzamt MusterstacMusterstraBe 47, 111:11/1111111
US-Demo Sales Hub An Finanzamt Musterstac MusterstraBe 47, 111:11/1111111
MEX-Demo Sales Ltd. Finanzamt Musterstac MusterstraBe 47, 111:11/1111111
CH-Demo Finance AG

DE-Research Lab

IT-Demo sales 5.p.A.

DE-Demo Headquarter.

Figure 145: Questionnaire - Export

@ Download template

after filling it with the import button.
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123456780
"123456780
123456789
7123456789
"123456789

Musterstadt
Musterstadt
Musterstadt
Musterstadt
Musterstadt

: With "Download template" you can download the predefined Excel sheet and import it
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3. Program item Tasks

3.1. Overview

A click on "Tasks" redirects the user to an overview page displaying all tasks to be completed or already com-
pleted:

p w{' globalDoc Solution 9.1 T8 Uos-DEDemo Headquarters AG > m 2/3/2019 - 23/31/2019

{3 sertngs N— —
11 Reportingentity v
o Tasks N

1/1/2023 - 12/31/2023 1/1/2021-12/31/2021 1/1/2019-12/31/2019

Overview
‘Task management
Approve admin tasks

Jip Analysis

n ] o  m
>>>>> b Q

Reporting period % s Name+ Open / Submitted / Final Distribution
Jifrorg-fafaois 4D sndora | —— —
1if2o19-12/3/2008  CZ Gzech Republi el ™
yif2019-12/33j2019  DE Germany ‘ I
if209-safzjooy TR e lo] L e
Yifzog-tafzjzo  IT taly |
Yif2019-12/33/2019 M Merico lof [
1/1/2019-12/31/2019 us United States 100%

Figure 146: Overview Tasks

“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
"Selected company". In the same way, the "Reporting period*" ("All periods"”, "Selected period") can be

set and the responsibility under "Responsible*" ("All tasks", "Own tasks") can be changed. ("All Tasks",
"Own Tasks"). Press to H LS accept the selection made.

Depending on the selected dimension, all tasks are listed in tabular form under the pie chart according to different
criteria (such as the reporting period, the country, the code or the respective Accountable, Review and Respon-
sible).

The right column "Distribution” indicates the status of the task with the help of colours: red = open, yellow = in
progress, green = final. The representation of the task status varies depending on whether the selected company
or all companies were selected as the dimension. 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 - selected company").
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Reporting period % *

1/1/2019 - 12/31/2019 AD

1/1/2019 - 12/31/2019 cz

1/1/2010 - 12/31/2019 DE

1/1/2019 - 12/31/2019 FR

1/1/2010 - 12/31/2019 T

1/4/2019 - 1231 /2010 Mx

1/1/2019 - 12/31/2019 Us

1/1/2021 - 12/31/2021 No country code selected

1/1/2023 - 12/31/2023 No country code selected

Figure 147: Overview Tasks

If more than one company has been selected (i.e. "Company" or "Country"),

Name ¥

Andorra

Czech Republic
Germany

France

Italy

Mexico

United States

No country selected

o country selected

Open / Submitted / Final

t/o/o
1/o/o
s/a/o
ofa/1
telo
ofof1
o/i/o
s/efe

4fa/o

Search:

Distribution

100%

as shown in the figure "Overview
Tasks - All Companies", the current processing status (e.g. how many tasks are still unprocessed or in progress)
is shown in the column "Distribution" by means of a bar and percentages. The column "Open / In Progress /
Final" also shows exactly how many tasks are still open, in progress or final.

The pie charts shown indicate for each reporting period the percentage of tasks that are still open, still to be
processed and final in traffic light colours.

NOTE: Only 3 reporting periods are shown: The currently selected reporting period, and the last two current

reporting periods.

The overview of the tasks can also be exported in Excel format using the button .

A

1 Name

2 |Globales TG 1 Erstes Modul in Joachim LF Kapitel 1.1.2
3 Chackiist bearbaiten

4 | Globales Always Modul vor Joachim LF Kapitel 1

5 Divisionales Div1 Erstes Modul in Joachim LF Kapitel 1
6 | Divisionales Div2 Zweites Modul in Joachim LF Kapitel 1
7 |Divisionales Div3 Erstes Modul in Joachim LF Kapitel 1.1

8 Diisionales TG 1 Div4 Zweites Modul in Joachim LF Kapitel 1.1.2

9 | Lokales Zweites Modul in Joachim LF Kapitel 1.1

10 | Lokales Always Erstes Madul in Joachim LF Kapitel 1.1.1
11 | Lokales Never Zweites Modul in Joachim LF Kapitel 1.1.1
12 |Lokales TG1 Drittes Modul in Joachim LF Kapitel 1.1.2
12 | Spezielles Modul nur fur Special Local File

14 | Erstes Modul in Joachim LF Kapitel 1.2

15 | Zweites Modul in Joachim LF Kapitel 1.2

16 | Erstes Modul in Joachim LF Kapitel 2

17 | Zweites Modul in Joachim LF Kapitel 2

18 | Lokales Zweites Modul in Joachim LF Kapitel 1.1

189 | Lokales Always Erstes Modul in Joachim LF Kapitel 1.1.1
20 |Lokales Never Zweites Modul in Joachim LF Kapitel 1.1.1
21 Lokales TG1 Drittes Modul in Joachim LF Kapitel 1.1.2
22 Spezielles Moaul nur fur Special Local File

3| Fratas Modul in _loachim | £ Kanital 12

Figure 148: Export tasks

3.2. Menu item Task management

B c
Processing deadline Linked to
10.10.1944 Globales TG 1Erstes Modul in Joachim LF Kapitel 1.1.2

29.10.2022 Spezielles Modul nur fur Special Local File
10.10.1944 Globales Always Modul vor Joachim LF Kapitel 1

Divisionales Div1 Erstes Modul in Joachim LF Kapitel 1

Divisionales Div2 Zweites Modul in Joachim LF Kapitel 1
Divisionales Div3 Erstes Modul in Joachim LF Kapitel 1.1
Divisionales TG 1 Div4 Zweites Modul in Joachim LF Kapitel 1.1.21/1/1902 -
111902 -
1111902 -
11902 -
111902 -
1111902 -
111902 -
111902 -
111902 -
1111902 -
11111902 -
111902 -
111902 -
1111902 -
111902 -
111802 -

31122024 Lokales Zweites Modul in Joachim LF Kapitel 1.1

31122024 Lokales Always Erstes Modul in Joachim LF Kapitel 1.1.1
31.122024 Lokales Never Zweites Modul in Joachim LF Kapitel 1.1.1
31.122024 Lokales TG1 Drittes Modul in Joachim LF Kapitel 1.1.2

31.12.2024 Spezielles Modul nur fur Special Local File
31.12.2024 Erstes Modul in Joachim LF Kapitel 1.2
31.122024 Zweites Modul in Joachim LF Kapitel 1.2
31.12.2024 Erstes Modul in Joachim LF Kapitel 2
31.12.2024 Zweites Modul in Joachim LF Kapitel 2
31.12.2024 Lokales Zweites Modul in Joachim LF Kapitel 1.1

31.12.2024 Lokales Always Erstes Modul in Joachim LF Kapitel 1.1.1
31.122024 Lokales Never Zweites Modul in Joachim LF Kapitel 1.1.1
31.122024 Lokales TG1 Drittes Modul in Joachim LF Kapitel 1,12

31.12.2024 Spezielles Modul nur fur Special Local File
31129024 Fratas Modul in_Inachim | F Kanital 12

End date

111902 -
111902 -
111902 -
111902 -
111902 -
1111902 -

D E

Module class Country Code

1213111902 Global
12/3111902 Local
12/3111902 Global
12/31/1902 Divisional
12/31/1902 Divisional
12/31/1902 Divisional
12/3111902 Divisional
12/311902 Local
12/3111902 Local
12311902 Local
121311902 Local
1213111902 Local
121311902 Local
121311902 Local
12311902 Local
121311902 Local
12/31/1902 Local
12/311902 Local
121311902 Local
1213111902 Local
121311902 Local
193119021 aeal

F G
GLOBAL
nia GLOBAL
nia GLOBAL
nia JoDiv1
na JoDiv2
nia JoDiv3
nia JoDivd
DE Jo001
DE Jo001
DE Jo001
DE Jo001
DE Jo001
DE Jo001
DE Jo001
DE Ja001
DE Jo001
FR Jo002
FR Jo002
FR Jo002
FR Jo002
FR Jo002
R 18002

Full name

GLOBAL

GLOBAL

GLOBAL

JoDivi

JoDiv2

JoDiva

JoDivd

Joachim Deutschland GmbH
Joachim Deutschland GmbH
Joachim Deutschland GmbH
Joachim Deutschland GmbH
Joachim Deutschland GmbH
Joachim Deutschland GmbH
Joachim Deutschland GmbH
Joachim Deutschland GmbH
Joachim Deutschiand GmbdH
Joachim Frankreich Sar
Joachim Frankreich Sarl
Joachim Frankreich Sarl
Joachim Frankreich Sarl
Joachim Frankreich San
Inachim Frankraich San

Chapter
1.1.2 Joachim LF Kapitel 1.1.2
1.1.2 Joachim LF Kapitel 1.1.2
Local file

1 Joachim LF Kapitel 1

1 Joachim LF Kapitel 1

1.1 Joachim LF Kapitel 1.1

1.1.2 Joachim LF Kapitel 1.1.2
1.1 Joachim LF Kapitel 1.1
1.1.1 Joachim LF Kapitel 1.1.1
1.1.1 Joachim LF Kapitel 1.1.1
1.1.2 Joachim LF Kapitel 1.1.2
1.1.2 Joachim LF Kapitel 1.1.2
1.2 Joachim LF Kapitel 1.2

1.2 Joachim LF Kapitel 12

2 Joachim LF Kapitel 2

2 Joachim LF Kapitel 2
1.1 Joachim LF Kapitel 1
1.1.1 Joachim

1
F Kapitel 1.1.1

LF Kapitel 1.1.2
12 Inachim | F Kanital 12

By clicking on "Task Management" via "Tasks/Task Management", the system administrator gets to the fol-

lowing overview page:
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B globalDoc Solution 9.1 € Task management m 1/1/2019 - 12/31/2019 1 ?

9 [ o] & e[ et 2 | © Seriopte =]

= Documentation setup ¥ | o Loststatuschange | Name |Navigationit] ~ Scope |  Linkedto  |Processingde] Checklist |annuallyrecu] Assigned | Modified by |Modified datd
557 Reportingentity x x i x x x v x v x 4 x x

- O a Edit Master Da Masterdata ~ NAVIGATION_ITEM 12/19/2020 1 globalAdmin  |5/12/2021 1:53

\/ Tasks Om |7 Add benchmarl Documentation MODULE Local Benchmarking St 12/28/2020 3 globaladmin  1/13/2020 10:7

UOlw » Add organisatic Documentation MODULE Organisational chart  |12/19/2020 5 globalAdmin |1/13/2020 10:7

Overview Ow ‘Add two main ¢ Documentation MODULE Key Competitors 12/24/2020 5/ Selma 2/13/2022 g:1€

O & Describe comp: Documentation MODULE Company history 12/20/2020 5/globalAdmin  1/16/2020 3:21

‘Task management Ua # Enter Module ¢ Documentation MODULE Admin edit Module  |12/31/2020 0 globalAdmin  |1/13/2020 1:0§

& 7 Fill out Admin-| Documentation MODULE Admin edit Module  |12/31/2020 1 globalAdmin  |1/13/2020 1:11

Approve admin tasks ] &/ 7/28/202:1 Module assignr Documentation MODULE Functional Analysis (S17/28/2021 1 globaladmin | 7/28/2021 9114

O & Showease the v Documentation MODULE - Showcase variables +|12/25/2020 5 globaladmin  1/15/2020 3:3¢

i1 Analysis # 1/13/2020 Optional Inforr Manage questic QUESTIONNAIRE 12/17/2020 10 globaladmin 1/13/2020 1:0€

N BV Fill out questior Questionnaire NAVIGATION_ITEM 12/17/2020 0 globalAdmin |5/12/2021 3:52

Page[1  |of1 100 v lew 112 0f 12

Figure 149: Task management - Task administration

NOTE: The administrator is only shown the submenu item "Task management" if he has local, divisional or global
access rights in addition to his administrator rights.

NOTE: Provided that a local user has been assigned the role of a local task administrator (" Task administration"
role) by the system/security administrator, the menu item "Task management" is also displayed under the pro-
gram item "Tasks".

The view of all existing reporting periods (tasks) can be sorted by the following attributes by clicking on the
corresponding field:

e Last status change e  Checklist

e Name e annually recurring
¢ Navigation item e Assigned

e Scope e Modified by

e Linked to e Modified date

e Processing deadline
The selected task can be deleted directly using the ™ symbol or edited using the f symbol.

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

Under Tasks/Task management, the detail view for creating a new task is opened by selecting the
button.

In the window that opens, you will first see the "Task details" tab (see illustration "Creating a new task — Tab
"Task details").
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= globalDoc Solution 9.1 «~ Task management m 1/1/2019 - 12/31/2019 1 ?

O Settings
Task details

E ‘ Documentation setup

711 Reporting entity

o Tasks

Overview
Task management
Approve admin tasks

ol analysis

annually recurring

[ Checklist mandatory

Figure 150: Create new task — Tab “Task details”

The creation of a new task requires in the tab "Task details" the input of a “Navigation item*”, which can be
selected with the help of a dropdown menu, by clicking on the empty field, a name must be given to the task, as
well as a short description and the processing time.

Navigation item*: Use this field to specify the area in globalDoc for which you want to create a task. The following
options are available:

Master data
Documentation content
Attachments

Functional analysis

Risk analysis

Transfer pricing analysis
Transaction matrix
Transaction pariners

Transaction groups

If you select "Documentation content”, you must also select a module.
Name: The name of the task

Description: Description of the task

Processing deadline: Is the deadline by which the task has to be completed.
Annually recurring: To be clicked on if the task takes place annually.

Mandatory Checklist: Checklist if these must be checked off / completed before the task is closed. Without
completing the items in the checklist, the complete task cannot be closed. To create a checklist see chapter
“Review process for the modul/checklist”
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After saving and then clicking on s/ of the corresponding task, the "Reporting entities" "Additional guidance"
and "Change history" tabs are displayed next to the "Task details" tab.

=

prie globalDoc Solution 9.1 € Task management m 1/1/2019 - 12/31/2010 1 ?
o Settings Modified by: glohalAdmin, 5/12/2021 1:53:04 PM Created by: globalAdmin, 12/16/2019 10:14:38 AM
= Documentation setup v Taskdetails | Reportingentities  Additional guidance  Change history if"'“““’“
I Reportng ettty Master dats o

o Tasks ~

Overview

Edit Master Data
Description®

Fill all necessary information in Master Data
Task management

Approve admin tasks

Processing deadline *
i1 Analysis 12/19/2020
Please note: Processing deadline Date should be in the future,

annually recurring

Checklist mandatory

Figure 151: Task details

In the second tab "Reporting entities", after saving the new task, provided it refers to Local modules, certain

reporting companies can be assigned or removed using the buttons ~* Assignreportingcompany o

@ Drop selected reporting Company ., ion (see Figure "Create new task - Assignment of reporting entities").

i

globalDoc Solution 9.1 € Task management m 1/1/2019 - 12/31/2019 1 ?
) Settings Modified by: globaldmin, 5/52/2021 :33:04 PM_Created by: globalAdmin, 12/16/2019 10:14:38 AM
ave
o Saveand clos
[Z" Documentation setup v Taskdetails = Reportingentities | Additional guidance ~ Change history S
New
P ) N Delete
313 Reporting entity [ Exclude admininistrators from responsibles .
Tose
o/ Tasks P
Assigned reporting | Selectreporting entities =
Overview
O cCode | B (O] code — | Division | B [Product ] vetrag. | | Division BU  |Productgro] Vetrag:
Task management x N N . . . . x x X x
. O [vo1 PEDemol 1) logg TST same Name
Approve admin tasks O loo2 TST same Name View1-10f1
0 oo ST same Name
i1 Analysis  Drop selected reportin [ 029 Demo Andorra
O vz IT-Demo sales Sp.A.
Note: Please double clicl [ 12 MEX-Demo Sales Ltd nd responsible editor.
0 voz FR-Demo S.A. F LFo1 PG
J voz CZ-Demo 5.0,
[ vog US-Demo Sales Hub
Page[1 |of1 100 v View1-gofg
4 »
OK  Close

Figure 152: Create new task - Assignment of reporting entities

After selecting the reporting company, you can also double-click on the reporting entity to enter a company-
specific key date and a responsible editor. While the fields "Accountable", "Reviewer" and "Responsible"
cannot be edited here, a "Delegate" can be entered as an editor. Click on "Apply" to save the changes.
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17?

Save

Save and close
New

Delete

Close

pwt-l globalDoc Solution 9.1 — Task management m 1/1/2019 - 12/31/2019
o Settings Modified by: globaladmin, 5/12/2021 1:53:04 PM_Created by: globalAdmin, 12/16/2019 10:14:38 AM
E? Documentation setup Task details Renorting entities Additional suidancs Chanse historv
x
_E Reporting entity B
12/19/2020
\/ Tasks
Ass X
Please note: Processing deadline Date should be in the future.
Overview ) ]
]| Accountable —
B [Product grof vetrag
Task management X X
= Admin
Approve admin tasks Views-1of1
i1 Analysis Admin

Del

Apply

Figure 153: Create new task - Edit reporting entity

tab.

€ Task management [ w2/2022-13/31/2022

Close

Modified by: selma, 3/14 /2023 12:51:14 PM Created by: globaladmin, 12/23/2022 10::2:45 AM

Task details Reporting entities Additional guidance Change history ‘
| [ Exclude admininistrators from responsibles |
Assigned reporting entities
O Code | Name |Pmcessing deadh" Accountable | Reviewer | Responsible | Delegated | Business line |Sub business li.nsi
X X X X
O |U01 |DE—Demo Headguarters AG ‘10;‘20;’2023 | Accountableod ‘ Revigwerol | Responsibleot ‘ | AVI | AIR,SAT, AV
L] »
Page[s |of: Vimwi-zofa

i 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 154: Vreate new task - Tab "Reporting entities"

Also note the option "Exclude administrators from the selection of responsible persons" at the top of the

17?

Save

Save and close

The "Additional guindance" tab allows files to be uploaded by drag & drop or via the button . All up-

loaded files are listed in a table and can be downloaded or deleted if desired.
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globalDoc Solution 0.2 4 Task management m 1/1/2022 - 12/31/2022 2

pwe
) settings Modified by: selma, 3/14/2023 12:51:54 PM Created Dy: globsladmin, 12/23/2002 10112145 AM
save
[Z7 Documentation setup v Taskdetails = Reportingentities | Additional gnidance | Change history Save and lose
New
- . . Delete
i1 Reporting entity v )
- Drag & Drop Files Close
o/ Tasks -~
File name | Short name Attachment Type
Overview
x x x
P— Page[r o1 R —
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Figure 155: Create task - Tab "Additional guidance"

NOTE: Under "Additional guidance" documents (for example presentations or guidelines) can be uploaded,
which enable the processor of the task to understand more precisely what is to be done.

NOTE: The attachments uploaded in the "Additional guidance" tab should not be confused with the module
attachments (see "Module attachments”) as they are only used for additional internal explanation of the respective
task or give processing instructions. They are not attached to the transfer pricing documentation under “Create
report”.

In the "Change history" tab, the administrator can track changes (e.g. new processing status, change of dead-
line, assignment of further reporting companies, etc.) to the task (see figure "Create new task - "Change history"
tab").
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Figure 156: Create new task - Tab "Change history"

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)").
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Figure 157: 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.
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£} senegs P ——

[£7 Documentasion sensp Taskdetalls | Additional guidance

Info

Approve nev: central groug: AAB. testing
e st “This task is created automsatically after the central
Broup request
pprow sdmin ik ;
/242023
i Amalysis

anmally recurring

Checkiist mandatory

Navigation iteme
‘Transactios groups

Comments

» systemn [3/a7/3023 3:50:02 P Actions: [Creste]

Figure 158: 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.
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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").

Actions
~ system [1/17/2025 3:51:02 PM] Actions: [Create]
New task created by system

Figure 159: 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").
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Figure 160: 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.

pw_c.- globalDoc Solution 9.1 m 1/1/2019 - 12/31/2019 0 0
Group by: Region & ... v Region name: APAC,EMEA,Global,N...
& Selected group entities
Code 1 Name Short name ERP number Perman... Name ofta... Addressof.. Taxnumber Shortbusi... Country Legal repr...
~ Region name: EMEA
~ Country name: Andorra
o029 Demo Andorra ND
~  Country name: Czech Republic
Uo3 CZ-Demo 5.1.0. Demo s.r.0. Finanzamt M... Musterstrafe... 11/1111111 Max Muster..
= Country name: France
Uoz FR-Demo S.A. Demo S.A. Finanzamt M... MusterstraBe... 11/1111111 Max Muster..
= Country name: Germany
001 TST same Name
002 TST same Name
Uo1 DE-Demo Headquarters AG Demo AG 0001 Finanzamt M... Musterstrafe... 11/1111111 Max Muster...
= Country name: Italy
U22 IT-Demo sales S.p.A. Demo Italy
= Region name: Without region
* Country name: Mexico
U2 MEX-Demo Sales Ltd Demo Ltd. Finanzamt M... Musterstrafe... 11/1111111 Max Muster.
Figure 161: 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 analy-
sis (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 selected

column. In addition, region or country can be sorted by clickingon or

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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- pu;l:l- globalDoc Solution 9.1 n 1/1/2019 - 12/31/2019 0 0

Group by: Region & ... - Region name: APAC,EMEA GlobalN... -
Regi T Countryname | [x] Qs Selected group entities
Code | Name Short name ERPnumber  Perman.. Nameofta.. Addressof.. Taxnumber Shortbusi.. Country Legal repr...
U2z IT-Demo sales S.p.A. Demo Italy
~  Country name: Germany
oot TST same Name
002 TST same Name
003 TST same Name
Uo1 DE-Demo Headquarters AG ~ Demo AG o001 Finanzamt M... MusterstraBe... 11/1111111 Max Muster...
~  Country name: France
Uoz FR-Demo S.A Demo S.A. Finanzamt M... MusterstraBe... 11/1111111
Column Chooser x

~  Country name: Czech Republic
Uoj CZ-Demo s.1.0. Demo s.1.0. Finanzamt M... Musterstrafe.. 11/1111111
~  Country name: Andorra
029 Demo Andorra ND
= Region name: Without region
~  Country name: United States
Uog US-Demo Sales Hub America Demo Ine. Finanzamt M... Musterstrafe... 11/1111111
= Country name: Mexico

U2 MEX-Demo Sales Ltd. Demo Lid. Finanzamt M... Musterstrafle... 11/1111111

Figure 162: 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").

— l’“;"-.. globalDac Solution 9.1 n 1/1/2019 - 12/31/2019 o 9

Group by: Region & ... = Region name: APAC,EMEA,GlobalN... -
[r:] Q s Selected group entities
Code T Name Short name ERPnumber  Perman.. Nameofta.. Addressof.. Shortbusi.. Taxnumber |C|:mntry Legal repr...
* Region name: EMEA busi;
* Country name: Andorra
029 Demo Andorra ND
~  Country name: Czech Republic
Vo CZ-Demos.ro. Demos.ra. Finanzamt M... Musterstrafe... prvzeereett Max Muster...
~  Country name: France
voz FR-Demo S.A. Demo S.A. Finanzamt M... Musterstrafe... /un Mazx Muster..
- Country name: Germany
001 TST same Name
a0z TST same Name
003 TST same Name
Vo DE-Demo Headquarters AG  Demo AG 0001 Finanzamt M... Musterstrafe... 1w/ Masx Muster...
- Country name: Italy
U2z IT-Demo sales S.p.A. Demo Italy
- Region name: Without region
- Country name: Mexico
Utz MEX-Demo Sales Ltd. Demo Ltd. Finanzamt M... Musterstrafe... 1/ Max Muster...

~ Country name: United States

Figure 163: 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 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 "Anal-
ysis" (see figure "Selection of reporting entities - Documentation overview (example)").
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Group by: Region & .. = Region name: APAC,EMEA,Global,N... -

m o Selected group entities
. Code | Name Short name ERPnumber  Perman... Nameofta.. Addressof.. Taxnumber Shortbusi.. Country Legalrepr.. O 029-Demo Andorra
"~ Regionname: EMEA
~  Country name: Andorra I
& 029 Demo Andorra XD
- Country name: Czech Republic
Uo3 CZ-Demoscro. Demosr.o Finanzamt M... MusterstraBe... 11/1111111 Max Muster.
~  Country name: France
Uoz FR-Demo S.A. Demo S.a. Finanzamt M... Musterstrabe... 11/1111111 Max Muster...
~  Country name: Germany
oot TST same Name
002 TST same Name
003 TST same Name
Uo1 DE-Demo Headquarters AG ~ Demo AG 0001 Finanzamt M... MusterstraBe... 11/1111111 Max Muster...
= Country name: Italy
Uz22 IT-Demo sales S.p.A. Demo Italy
= Region name: Without region
= Country name: Mexico
U1z MEX-Demo Sales Ltd. Demo Ltd Finanzamt M... Musterstrafe... 11/1111111 Max Muster.

Figure 164: 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.

Under 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 reiort configurations (standard local file, standard master file, specific configuration) may be se-

lected under Baselad

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.

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").
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B obatDoc Solution 0.1 :] 1/1/2019 - 12/31/2019 9 9

Group by: Region & ... - Region name: APAC,EMEA,Global,N... -
[} Q s Selected group entities
. Code 1 Name Shortname  ERPnumber  Perman.. Nameofta.. Addressof.. Taxnumber Shortbusi. Country Legal repr... ¥ 020 - Demo Andorra
"~ Region name: EMEA
v = Country name: Andorra
[+ 029 Demo Andorra ND
= Country name: Czech Republic
Uo3 CZ-Demos.r.o. Demos.ro. Finanzamt M... Musterstrafe... 11/1111111 Max Muster...
= Country name: France
Uoz FR-Demo S.A DemoS.A. Finanzamt M... Musterstrafe... 11/1111111 Max Muster...
= Country name: Germany
001 TST same Name
002 TST same Name
003 TST same Name
Vol DE-Demo Headquarters AG Demo AG 0001 Finanzamt M... MusterstraBe... 11/1111111 Max Muster...
= Country name: Italy
U2z IT-Demo sales S.p.A Demo Italy
= Region name: Without region
= Country name: Mexico
U2 MEX-Demo Sales Ltd. Demo Ltd. Finanzamt M... Musterstrafe... 11/1111111 Max Muster...

Figure 165: Selection of reporting companies - module overview

The button redirects to a comparison page.

The different reiort configurations (Standard Local File, Standard Master File, specific configuration) can be

selected by BEEAERlE
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 the axes (reporting companies and modules) can be swapped, and the column width is adjustable.

The button x| enables an export to Excel.

The table shows the distribution of modules:

X - Module is manually assigned

A - Module is automatically assigned according to transaction group
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 check-
box in the program item "Analysis" (see figure “Selection of reporting entities - Transaction overview”).
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= = globalDoc Solution 9.1 n 1/1/2010 - 12/31/2019

Region name: APAC,EMEA, Global,N.

00

Region name Iy nam ] Q Selected group entities
. Code 1 Name Shortname  ERPnumber  Perman.. Nameofta.. Addressof.. Taxnumber Shortbusi. Country Legal repr... 9 020 -Demo Andorra
" - Region name: EMEA
v = Country name: Andorra

2] 029 Demo Andorra. ND

~  Country name: Czech Republic
Uo3 CZ-Demo s.r.0. Demo s.r.o. Finanzamt M... MusterstraBe... 11/1111111 Max Muster...
~  Country name: France
Uoz FR-Demo S.A. Demo S.A. Finanzamt M... MusterstraBe... 11/1111111 Max Muster...
*  Country name: Germany
o001 TST same Name
o002 TST same Name
003 TST same Name
Uo1 DE-Demo Headquarters AG Demo AG 0001 Finanzamt M... MusterstraBe... 11/1111111 Max Muster...
*  Country name: Italy
U2z IT-Demo sales S.p.A. Demo Italy
*  Region name: Without region
- Country name: Mexico
Uiz MEX-Demo Sales Ltd. Demo Ltd. Finanzamt M... MusterstraBe... 11/1111111 Max Muster...
Conntry name: Tnited States

Transaction overview

Figure 166: Selection of reporting entities - Transaction overview

The button redirects to a comparison page of selected entities.

The displayed contents are definable via the buttonE——l. 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:

globalDoc Solution 9.1 u 1/1/2019 - 12/31/2019

00

Group by (rows): ...

Group by (columns): ... -

Field Chooser

& Demo Sales Hub America Inc. 18 All Fields
cipi » Country
reh and Development » Country (Related party)
Utz - BR-D: 26,372,235 EUE " Group entity
» Group entity (Related party)
U2 - MEX 30,709.512 EUE Region
e » Region (Related party)

» M Transaction
» Transaction group
Business Line Codes Related Partyo
57:171,747 EUL
Business Line Codes Related Party1
Business Line Codes Related Party2
Y Futer Fields
Business Line Codeso
Business Line Codest
Business Line Codes2

Business Line Ids Related Partyo

Business Line Ids Related Party1

111 Row Fields A bt

¥ Colur

Fields

26,372,235 EUR

30,799,512 EUR

201,686 EUR

57.373:433 EUR

¥ Data Fields

Invoice amount

Figure 167: Selection of fields

Depending on which items have been selected, they can be grouped under the

items.

Group by (columns): and

ities: Transacti : . . . " .
The buttons and allows adding and removing reporting entities and transaction

groups in the displayed table.

The following settings may be changed here :
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e Currencies: Here you can set the currency in which the transaction volumes are displayed. The prereg-
uisite 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 # nextto the name of a reporting entity, its navigable directly to the transaction matrix
of the respective reporting entity.

The buttonﬁ 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.
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