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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 a Software as a Service (“SaaS”) agreement with PwC
Solutions, or that form a group of companies with such a company within the meaning of §§ 15 et seq. AktG
(German Stock Corporation Act) and use globalDoc to create their company- and group-wide transfer pricing
documentation.

This manual may be copied for internal company and group purposes. Under no circumstances may copyright
notices of the Fachverlag, 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 Fachverlag, PwC Solutions
or PwC.

© November 2023
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Release notes

Functional enhancements:

The automatic module allocation has been redesigned to allow flexible allocation rules and exceptions. For
example, modules can now be automatically allocated to reporting entities that fulfil certain criteria, such as
affiliation to a certain business line and / or residence in certain countries.

It is now possible to configure multiple review levels for the modules as well as for the entire documentation
report and to define multiple reviewers for each review level. If multiple reviewers are defined for a certain
review level, approval by one of the defined reviewers is sufficient for this review level. The option to configure
multiple review levels ensures that all review loops required by the group are adhered to for each module
and each documentation report and that compliance with the review process is documented in the system in
an audit-proof manner.

A new, interactive in-tool help system has been integrated. This makes it easier to use the software, espe-
cially for users who do not regularly work with globalDoc.

Where possible, drop-down fields have been added to the Excel files available for download/upload in glob-
alDoc so that the required entries in Excel can now be selected from existing drop-down lists. This avoids
typing errors or different character strings for the same facts.

Functional adjustments:

The partner's country is now displayed in the globalDoc transaction matrix in addition to the existing fields.
The country is now also displayed in the Excel transaction matrix, which can be generated when creating a
documentation report.

Local threshold values for the automatic allocation of modules or the inclusion of a transaction in the Excel
transaction matrix can now be both above and below the global default values.

The questionnaires can now be (temporarily) saved even if there are no entries for mandatory fields. Valida-
tion of whether entries are available for all mandatory fields now only takes place when the status changes.
Thus, the questionnaires can also be answered successively.

French is available as an additional language for the user interface.

In the final review, comments to mark the start and end of a module are no longer displayed in the preview
of the documentation report.

Modules that contain pre-filled templates are now automatically displayed when the report is generated, even
if no user has previously viewed the associated module.

It is now possible to enter several directories per documentation report, e.g., a table of contents, list of figures,
list of appendices, etc.

Global and divisional modules no longer lose their status when a company is added to or removed from the
exception list (only applies to automatically allocated modules).

Reports created using the Create and archive report function are now saved as a draft if the documentation
status is not yet finalized.

Important note:

The receiver variables in the transaction tables have been renamed "Recipient". Any existing tables with
these variables must be adjusted manually.

Your globalDoc Solution® Team
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Preliminary remarks

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

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

In addition to a general introduction to globalDoc, the separate globalDoc user manual contains a detailed 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.

= .
globalDoe Solution g.2
pwe

& settings

@.’ Documentation setup A
E Reporting entity v
&/ Tasks v

] I I Analysis

Figure 1: globalDoc program items for Administrators
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1. Program item Settings

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

+ 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)

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

For the individual navigation points of the menu items "Administration”, "Customizing" and "Email & 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”.

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

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

Module cluster

Administrator manual
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”.

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”.
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”.

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 configuration 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 users by
the role assignment under the navigation point ,Users” are created, de-
fined as standard roles, edited, or deleted.

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

Approver levels

Administrator manual
PwC

It is possible to change the maximum possible approval levels in this
navigation point. On the module side the lowest level (Responsible) is
required, on the documentation side the highest level (Accountable) is
required. Therefore, these levels cannot be deleted. Modules and doc-
umentation are submitted bottom-up (e.g., from Responsible to Re-
viewer), however you don't need to fill in a person on each level in the
group entity configuration. A person with higher level access can always
submit to the next level even though it might not be their turn yet (e.g.,
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an Accountable can finalize the documentation even though it hasn't
been submitted for review).

For further information please refer to chapter: “Approver levels”.

The system administrator can view the navigation structure and rename

o navigation points under “Navigation®.
Navigation

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

In this navigation point, format templates for the reports, transaction ma-

. trix and analyses can be added and edited.
Reporting templates

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

“Analysis template®. allow the description of the applied method, de-
scription of the cost basis, transfer price analysis and appropriateness

. of the transfer prices to be pre-defined for various transfer pricing meth-
Analysis templates ods.

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

Under the navigation point “Licensing", licensing information as well as

Licensing the license key of your globalDoc version are being displayed.

1.1.3. Menu item E-Mail & escalation

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

Navigation item Brief description

Under the navigation point “Setup” it is possible to activate and set up
the e-mail function.

Setup
For more information, see the “Setup” chapter
“Create e-mail” allows you to send individual e-mails.
Create e-mail
For more information, see the “Create e-mail” section.
The "Overview" navigation point lists all emails generated manually by
an administrator or automatically by the globalDoc software and their
Overview dispatch status.

For more information, see the “Overview” chapter.

1.2. Menu item Overview

A click on the "Settings" menu item takes you to an overview page that displays the status of the selected
reporting period and the documentation process so that you can carry out certain actions directly on this overview
page (see Figure "Settings Overview").
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Pw-c" globalDoc Solution 0.2 &« Settings ® @

i Reporting periods
Overtiew 1/1/2023 -12/31/2023

Administration A new Reporting period can be created as a copy from the above selected Reporting period [S75g
Customizing v

Overview current reporting period

Email & escalation v

Divisions, Group entities and Users created in globelDoc. >

Users ?

86

Divisions ?

Group entities ?

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 C"E" 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 2 (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).

s globalDoc Solution 0.2 &« Settings @ @
—
Administration v

Customizing v

Email & escalation v

dateto finalize documentation content*

12/31/2023

(] 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”).

pric globalDoc Solution 0.2 € Settings ® @
-
Administration ~ Start date S| Enddate | Locked | Document output format | Previous period | Modified by | Modified date |
x x v ox v o= x x x
Reporting periods /s |w 1/3/210 Office2007 1/1/2104-1/33/2104 joerg 11/6/2023 B:24:21 AM
/s 1/3/2100 Officezon7 Martyna 11/5/2023 10140156 P
Reporting period seftings /| ® 1/31/2108 Officez007 Marisa. 723 PM
/| ® 1f31/2107 Office2007 Selma Tekin 10/30/2023 4:10:26 PM
Users /@ Officezo07 Selma Tekin 10/19/2023 11:27:52 AM
/| w Office2007 Martyna 10/16/2023 9:01:48 AM
Divisi
s /s Offcezocr Martyna
- /s Offcezocr Hemza
Group entities 1 —
/s Offcezocr Hemza
. /| ®. Office2007 Hamza
Regions
/| ® / Office2007 Hamza
— /| w 12/31/2094 Officezon7 1/1/2022 -12/31/2022 Hama ]
VAl 12/31/2038 Officezo07 +/1/2037-12/31/2037 SelmaTelin 10/12/2023 1536106 P
Curmendies /s Po— Offcezocr +/3/2036 -12/31/2096 SelmaTekin 10f12/2023 3308 P -
»
Module cluster Pagef_]ofs Views-ssckss
Business ine
Matrixorganization
Attachment types

Activitylogs

Security logs

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”).

o Start date
« Enddate
 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.

Viathe icon ® | the selected reporting period can be deleted directly, or it can be edited via the icon /|

NOTE: To avoid accidental deletion of a reporting period, the icon L] for deleting a reporting period is not
displayed if the reporting period has been locked for editing by the system administrator (see reporting period
2022 in the figure "Overview of reporting periods").

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

+ New Creates a new reporting period.

_ Configures the search: “Simple search”, “Extended search” or “Select col-

e options - umns” are available. It is also possible to refresh the search here.
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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”, “ilmport and
Export” and “Export access rights and module distribution” (see also Figure “Create a new reporting period
- Tab Reporting period details”).

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

pw{- globalDoc Solution 9.2 & Settings ® @

Overview

Reporting period details
Administration A

]

Reporting periods Start date” Enterprise name

Reporting period settings —

Users

[ Locked

Officeaooy

Matrixorganization
Attachment types
Activitylogs

Securitylogs

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.

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

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

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

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

By selecting the "New" field in the right command column, you will be automatically transferred to the new form,
to create the new reporting period.

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™).

A . .
pwe globalDoc Sokution 0.2 € Settings
Overview
Reporting period details | Importand Export | Export access rights and module distribution
Administration ~
1. Group entities
Re i ods
Reporting period sftings —y o
Users Import/Export (*ls, *xlsx) 1 Download template
Disisions [3 User
teport/Expor o 1) 1 Dowload template
Group entities
4 Carrenci
Regions
Countrie g
Currencies Import/Export (*.xs, * xlsx, *xlsm) 1 Download template
Module cluster - Action I
Detail view of action logs:
Business ine

Matrix organization
Attachment types
Adtivitylogs

Securitylogs

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
— e suedl This template is filled with the corresponding data by the System administrator and then

uploaded again via the field. The selection field 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 matrix can optionally be added

to import data from external applications, e.g., “TP matrix”. This function requires an interface to the external
application. This is not part of globalDoc.

NOTE: This function is only available when the “TP matrix” add-in is used.

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

71

alDoc (the alternative is to trace changes in the row “Activity logs” and press OP"'“"i"W 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".

By selecting the "Create copy" field in the right command column, the system administrator can copy the selected
reporting period. For more information, see the “Creating a copy of an existing reporting period” chapter.

By selecting the "Delete" field in the right command column, the reporting entity will be deleted irrevocably.
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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™).

- ' i @@
globalDoc Sohution 9.2 & Sett[ngs
Overview
Save
Reporting period details ~ Tmport and Export | Export access rights and module distribution o
Administration ~ Save and cl
[—Generate reports about modules, access rights and user rol EmnenLy
. . New
el Export entire module distribution: [ Export | -
Reporting period setings Export access rights for modles: | Export | Close
Export access rights for navigation:
Users
Export all roles and access rights:
Divisions Automatic module allocation for the current period:

Group entities
Regions
Countries
Currencies
Module cluster
Businessline

Matrixorganization

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 7/ ofthe 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. The same
applies to the “Global” area, which is automatically copied to the new reporting period.

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.

The selection of the reporting companies and globalDoc divisions to be acquired is as follows:

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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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 CopyDat Code | Name - |
x X
JoTG1 Joachim Deutschland GmbH
Xoz Test company
Page[r Jof1 Viswi-20f2

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

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

NOTE: If an entity should not be copied, then you should not select this particular Reporting entity. You may of
course copy such entities (including their tasks and modules) at a later point in time. However, if you subsequently
add a Reporting entity, make sure that this entity does NOT actually exist as a Reporting entity (which only has
not been copied, yet). Otherwise, you would create two (identical) Reporting entities, which will be displayed as
such in globalDoc.

1.3.1.3. Editing an existing reporting period

Under "Settings/Administration/Reporting Periods™ and click on / , 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 < . 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 _ g
globalDoc Solution 9.2 Settings
pwe < 2
Overview
Saw
Reporting period details | Importand Export |  Export access rights and module distribution
Save and close
Administration A
1. Group entitie Create copy
R e — e
F Import/Export (*ds, *.xlsx) B} Import | £2 Download template | g7 Export .
Reporting period settings L Qlos
Divisions (3. Users
Import/Export (+ds, *.xlsx) £ Download template
Group enities
4. Currenci
Regions
Countries
—5. Transaction
Currencies Import/Export (*ds, *lsx, *xlsm) £ Download template
Module cluster —6. Action |
P Openview
Busineee e Detail view of action logs: | Open view |
Matrix organization
Attachment types.

Figure 11: Edit existing reporting period - Tab “Import and Export”
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To import data into globalDoc, an Excel template can first be downloaded via the selection box

LIRSS and saved locally. This template is filled with the corresponding data by the system ad-

ministrator, saved locally and uploaded again via the button. Data already imported into globalDoc can

be downloaded as an Excel file via the selection fieldlsms. Furthermore, it is possible to fill with the trans-
actions via the TP matrix. This function requires an interface to the external application. This is not part of global-
Doc.

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").

pwe globalDoc Solution 9.2 € Settings @ @
Overview
Save:
Reporting period detals ~ Importand Export | Export access rights and module distribution I
Administration ~ e and close
Generate reports about modules, access rights and user rol CEmey
o Neww
Beprimsarsis Export entire module distribution: [ Esport e
Reporting priod settings Export access rights for modules: m Close
Export access rights for navigation:
Users
Export all roles and access rights: m
Divisions Automatic module allocation for the current period:
Group entities
Regions
Countries
Currencies
Module dluster
Business line
Matrix organization
Attachment types.

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 se-
lected 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.
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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.

NOTE: Delegating the editing of a module only gives a user temporary editor right for that module unless that
user also has the Edit local content role for that reporting entity. In this case, the "Edit local content” role remains
in effect beyond the delegation. For details see the description "Role distribution”.

1.3.1.5. Delete reporting period

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

the icon / , by selecting "Delete" in the right command column.
ATTENTION: By deleting, all documentation contents of the reporting period will be lost!
NOTE: To prevent accidental deletion of a reporting period, the delete reporting period icon will not be displayed

if the reporting period has been locked for editing by the system administrator.

1.3.2. Reporting period setting

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

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 7 onatthe 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".
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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:

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

User overview: A new column “Business line code(s) (comma separated)”

Business lines I

BIT - Biotechnology

LFS - Life sciences

BIT - Biotechnology

LFS - Life sciences
HSV
SAT

- Healthcare services
- Satellites

is added to the overview of

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)".
EEEm

(]

Login name # | Last name] First name| User-ID|  Email | Mobile phone mumber | Employer| Department | Role |Repn:'dngenti[\‘ande(s)(numlrasepal'arl Businessline wde(s](unmmasepa:at?d)llastacti\i Creation date | Modified b| Modified d

x x x x x x 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").
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e ed @ Download template
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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. It is best if the company's own template is selected here. This enables the format
templates you specify to be available for selection in the online editor. The creation of report templates and their
use is described in detail in the “Customizing” menu item.

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.

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 organizational chart pptx

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 therefore also the column name. For example, if the file in globalDoc was downloaded in
English, it should also be uploaded in English. The template should also be downloaded with the correct/desired
language setting.

Clicking on "Settings/Administration/User" takes you to an overview page where users that have already been
created are listed (see figure " Overview User (example)").
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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:

¢ Department

* Login name *« Role

e Lastname » Reporting entity code(s) (comma separated)
e First name »  Business unit code(s) (comma separated)

e User-ID e 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:

+

2

ew Create a new user.

@ Delete Delete selected user(s).

Configure the search: Simple search, Advanced search or select col-

& options - umns. Also, the search can be updated here.

2 Download template Download empty Excel template as a template, e.g., for import.
EX Import Import selected user data via filled Excel template.
K3 Export 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").

Administrator manual
PwC 25



e

Email &

B ol < Settings [ voms-szyzom @0e

q

%

g

i
BEAE

esealation v

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:

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

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

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.

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.

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

O

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

[] System-Administrator Q‘ Settings ¢ globalDoc. Herewith is the user able to all changes
on the system-settings. It is to be recommended to keep the number
with system administration rights to a minimum.

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

(] Security admini . s
O 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
- |m copying the user rights of another user. So, there is no need to as-
sign user rights manually.

Copy roles from user: |

£2 Al reporting periods Checking this box gives the user access for all reporting periods.

Table 1: User rights settings

To import several users into globalDoc at the same time, an Excel sheet can be downloaded via the option
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 E3 Import Jp PP
which is already imported into globalDoc can as well be downloaded as an Excel sheet via the option

. This Excel sheet can be edited locally and uploaded again via the option . The new document up-
dates/overwrites the existing data.

1.3.3.2. User roles and access rights

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

Pw{‘ globalDoc Solution 9.2 £ Settings [ wa/zoz3-12/31/2023 @ @

Overview
fobile phone mumiber

Administration ~
All reporting periods
Reporting periods
Reporting period settings Approver level content:
Users Reviewer:
None @
Divisions
Responsible:
None
Gropenties |
Regons Approver level report:
Comtrie I Accountable:
aniries None m
Currencies
User roles
Module cluster
Documentation levels User roles and access rights Divisions/Reporting entities
Business line
Global (ODefault @ (A1 @
Matrix organization
Divisional (ODefault @ (A1 @
Attachment types +
Activitylogs Local + |@Default @ (A1 @ @1

Securitylogs

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
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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
content". If, for example, a certain local module is only to be
edited by a certain central user, the role "Admin edit module" is
assigned to this user. At the same time, the role for the module
concerned must be changed accordingly in the menu item
"Documentation setp" under "Module Assignments". Further in-
formation can be found at "Local modules which can only be

edited centrally”.

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

Admin edit module

Approve tasks

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-

Define content structure 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).

These roles enable the reading and editing of content of mod-

Edit global/dlvisional/local content ules on a global, divisional or local level.

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

Edit Master Data ) ; ;
as in the questionnaire.

With ,Edit Transactions" the user can make and edit transac-

Edit Transactions .
tions.

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.

Manage attachments

This role enables the reading but not editing of content of mod-

Read global/divisional/local content Ll
ules on a global, divisional or local level.

Read/Insert benchmarking studies This user can read and edit benchmark studies.

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.

Task administration
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This role enables the user to read the menu item "Reporting
companies/transactions” or "Reporting companies/master

Read data collection data". (This is only possible if the function "Navigation to "Trans-
actions" is activated in "Settings/Administration/Settings Re-
porting period").

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

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.

Print with Approval

Table 2: User roles explanation

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

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

If not, the following warning is shown:

Alert

@ Please 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.

. ' i @0
globalDoc Sohution 0.2 & Settings ﬁ 1/1/z023 - 12/31/2023
Overview
Approver level content:
Administration ~
Reviewer 3 - module content:
None
Reportng peiots Ea
Reviewer 2 - module content:
Reporting period settings None i |
sers Reviewer 1- module content:
=
Divisions Responsible:
= @
Group entities
Approver level report:
Regions
Accountable 1:
Countries None s
Carvencies smiewer 2 entire report:
None [ £an |
Module cluster Reviewer 1- entire report:
= m
Business line

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.
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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.

i X g
globalDoc Solution 9.2 e Seth_ngs ﬁ 1/1/2023 - 12/31/2023
Overview
Annraver lavel eontent
Assigned companies x
Administration =
Reportingperioc () Code Name Short name | Entity| ERP number| Country | Regions | O] code Name Short name | Entity| ERP number| Country | Regions
x x x |[]x x x x x x x |[]x x x x

Reporfingperiot () |ppap | DE Adminhandbuch

O DEBH DE Benutzerhandbuch
Users O ENAM  |EN Administratormanual

O ENUM  |EN Usermanual
Divisions ) |GLOBAL  |GLOBAL

0 [v23 UK Demo Sales Co. Ltd | UK Sales GB-United EMEA
Groupentities | | O |U24 UK Local File GB-United EMEA

0 [vos UK-Demo R&D Centre IUKR&D | Global | GB-United EMEA

. 0 [vos UK-Demmo Shared Servicd UK S5C Shared GB-United EMEA
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Countries
Page[i Jof1 View1-gofo Page[i Jof1 Nozecordstoview
Currencies
Module cluster OK  Close
Businessline
Local + | @Default @ DAl @ @ a1
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-

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

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

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.

If several levels were provided for reviewing, the assignment would also work in the same way for each review
level.

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 authorization and to make the generation of a report de-
pendent on the approval of an administrator.
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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).

4 Create report T ENAM - EN Administratormanual > [=] 1/1/2023-12/31/2023 @@

Select content type: | Standard Local File v Select report template: | DefaultTemplate v Select output format:

mryere—

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.

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".

. - o
i globalDoc Solution 9.2 <& Create report Il ENAM - EN Administratormanmual ﬁ 1/1/2023-12/31/2023
& seune
Select rantent tvne: | Standard T aeal File v Select rennrt temnlate: | NefanltTemnlate v Select antrnt farmat- [ Ward v
@Y Documentation setup v E =
g e N Report Type:
en

LT Sy Draft report [i]

Master data

sk
File name Status Type | Description Modifiedby | Modified date

Transactions v o

S S — Page[1_Jof1 Norecordstoview

Attachments

Close
e Se L
All transaction groups

Final review
+/ Tasks v
1 I | Analysis

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 user rights described above, there are up to four user roles for each reporting company, which
are assigned by the system or security administrator.
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These four user roles are "Accountable”, "Reviewer", "Responsible” and "Delegated User".

It is possible to configure multiple reviewers per level and to add additional review levels for modules and the
whole documentation. If multiple reviewers are configured, it's sufficient if one person of that level gives their
approval. Using multiple review levels, the four (6, 8, 10, ...) eyes principle can be guaranteed.

You can determine the maximum number of possible reviewer levels. On the module side the lowest level (Re-
sponsible) is required, on the documentation side the highest level (Accountable) is required. Therefore, these
levels cannot be deleted on this page. Modules and documentation are submitted bottom-up (e.g., from Respon-
sible to Reviewer), however you don't need to fill in a person on each level in the group entity configuration. A
person with higher level access can always submit to the next level even though it might not be their turn yet
(e.g., an Accountable can finalize the documentation even though it hasn't been submitted for review).

By creating a separation of roles between modules and transfer documentation, the user can assign the appro-
priate person to the appropriate role at a specific level (module or documentation). For more information, see
"Approver levels".

NOTE: Please note that if a reviewer level is deleted, it will nevertheless still be displayed both in the company
profile and in the group company view until the company profile is actively saved again. The display is then
removed everywhere. The deletion is not retroactive, i.e., it does not apply to all reporting periods. In this case,
when assigning roles in a group entity, you can still see them if this entity is authorized to create reports.

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

The system administrator can assign the roles (Accountable, Reviewer and Responsible) to all users previously
created by the system or security administrator. Only the Accountable role is mandatory. Without an Accountable,
a group company cannot be a reporting company (i.e., every reporting company requires an Accountable). If the
role of Responsible is not assigned, the Accountable is automatically the Responsible as well. A more detailed
description of these user roles can be found in the user manual.

To be able to assign these roles to users as a system or security administrator, you have to first go to the detailed
view of a group entity via "Settings/Administration/Group entity” and then click on of the corresponding entity.

Once there, you may assign the appropriate role to an existing user via dropdown 7" menu in the lower area of
the "Details of group entity” tab under “Creates report?”. Within this tab it is only possible to assign the first
three roles (i.e., Accountable*, Reviewer and Responsible) (see figure "Selection of Accountable, Reviewer and
Responsible").

PMJ',: globalDoc Solution 9.2 & Settings [5] wa/zom3-12/33/2023 @ @
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Approver level content:
Administration ~

Reviewer 3 - module content:
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Reviewer 2 - module content:
Reporting period settings None Ea
s &Eﬂ?‘\w 1- module content:

None [ £aa |
Divisions Responsible:

None m
Group entities

Approver level report:

Regions

Accountable 1:
Comes None E
Carencies 52‘1?\\11"2— entire report:

None [ an |
Module cluster Reviewer 1- entire report:

None m
Business line

Figure 31: 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”.
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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)

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

Alert

User password has been successfully changed.
6 This is new password for that user: [*YWv7cH

Figure 32: 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").

e olobalDocsoltions.s & Settings [5] /a/z0e3 -12/537023 @®
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Countries

% All reportng periods
Curvencies R

Module cluster Approver level content:
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Attachment types one m
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Figure 33: Edit existing user - detailed display
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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").

PW% globalDoc Solution 9.2 & Settings 5 #w/2023-12/33/2023

Overview Modified by: My 11 Created by: dobelsd

[ Islocked out Copy roles from user:|

Login name* nguage
Administration ~ A en-US

Firstname
Reporting periods Employer [ System administrator

Reporting period settings Lastname — [ Security administrator
Users

Divisions

Email

Group enties

Regions

Countries

All reporting periods

Carrencies

Module cluster Approver level content:

Businessline Reviewer 3 - module content:
None
Matrix organization
Reviewer 2 - module content:
None
Attachment types
Reviewer 1-module content:
Activitylogs None

Secuiy logs &L‘P“"S“"E
None

Figure 34: 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 " 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,
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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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Figure 35: Edit existing user - Change password

1.3.3.8. Lock user

-

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

-
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Figure 36: 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.
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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
respective users and remove all selected users at once via the selection field.

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!

7 ' i coms-//enes @@
pric globalDoc Sohution 9.2 & Settings [ #v/z0m3-12/33/2023 v
Overview
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Va GLOBAL GLOBAL ResponsibleG. ReviewerG AccountableG globaladmin 0/15/202310:53:04 AM
Reporting period settings
Users
Divisions
Group entities
Regions
Counties
Currencies
Module cluster
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Business line
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Attachment types
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Securitylogs

Figure 37: 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 or edited via the symbol /.
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The overview page shows various functions which are available to manage the divisions. Those are briefly de-
scribed below:

Create a new division

Delete the selected division(s).

+ New
S Configurate the search: Simple Search, Extended Search, or Select

columns. 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 [j 1/1/2019 -12[31/2019

Overview

Administration A
Reporting periods
Reporting period settings
Users
Divisions
Group entities
Currencies
Regions
Countries
Module cluster
Businessline
Matrix organization
Activity logs
Attachment types

Securitylogs
Figure 38: 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”.

By selecting the "New" field in the right command column, you will be automatically transferred to the new form,
to create the new division.

Administrator manual
PwC 37



1.3.4.2. Editing an existing division

Click on/" in "Settings/Administration/Divisions" to open the detailed view of a selected division (see figure "Edit
existing division - detailed view").
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Figure 39: 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.

NOTE: You will also find information who is Responsible, Reviewer and Accountable for the edited division at
the module and report level. If several review levels for modules have been provided for a company, these apply
not only to local but also to divisional modules.

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

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.
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Figure 40: Overview group entities

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

» Local currency
» Accountable

» Reviewer

« Full name + Responsible

» Short name ; )
, « Business Line (comma separated)
» Permanent establishment of Modified by

« Creates report? « Modified on
« Country

e Approved
+ Code

- -

The selected group entity can be deleted directly via the icon ™ or edited via the icon /.

Group entities that do not show theicon ™ for deletion are reporting entities that constitute transaction partners,

which are involved in business transactions. For these reporting entities, the L icon is hidden to prevent acci-
dental 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

& Delete Delete selected reporting entity(ies)

Configure the search: Select Simple search, Advanced search or

e A Columns. The search can also be updated here

+
]

3 Download template Download an empty Excel template to fill with data for import

Upload filled Excel template to globalDoc. The current data in the

& Import system will be updated automatically.
Download current data as an Excel file. The Excel file can be ed-
2 Export ited and re-uploaded under “import”. The current data in the sys-

tem will be updated automatically.

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

Export entire module distribution

Upload module distribution for a pre-selected reporting entity as
I P 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

T W) & 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 group entity and editing the

master data of already created group entities can accessed by clicking both the and the 7 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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Figure 41: Create new Group entities - Group entity details

To create new group entity, the following data (master data) can be entered 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.
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Figure 42: 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

- 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.

You will also find information who is Responsible, Reviewer and Accountable for the edited group entities at the
module and report level.

NOTE: Please note that there will be roles that have already been deleted but will be displayed until the group
company is actively updated.

If required, further information on the group entity can be added in the tab "Optional information™.
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Figure 43: 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").

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.
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Figure 44: Create new Group entities — Shareholders
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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".

By selecting the "New" field in the right command column, you will be automatically transferred to the new form,
to create the new group entity.

By selecting the "Delete" field in the right command column, the group entity will be deleted irrevocably.

1.3.5.2. Edit existing Group entity

Under “Settings/Administration/Group entities”, by clicking the icon / , 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.

[ < Settings i L @0

o business line assigned.
et

Approved.
Sasnessline

Crestes report?
Approver level content:
sctsityloss Approver level report:

simaekin@pvecom % sdmatekin@pve.com %

Figure 45: 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 + Addmoduleclusters gnq + Addmodules gelection 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).
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Figure 46: Edit existing Group entity — Module distribution

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 S}‘nch“mjz" from group entities [PHLTIETN
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.
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Figure 47: 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).
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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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Figure 48: 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 L .
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 i Delete |

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.

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 49: 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. Regions

Through the navigation item "Regions" under "Settings/Administration/Regions", the system administrator can
edit existing regions, create new regions or remove regions which are no longer required (see figure "Overview
of regions (example)").
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Reporting period settings J marma elobaladmin 8/30/2019 1:33:23 P
7/ |EMEA globaladmin 8/30/2019 1:33:35 PM
Users
Divisions
Group entities
Currencies
Regions
Countries
Module duster Pagels_Jofs Sewa-scha

Business line
Matrix organization
Activity logs
Attachment types.

Security logs

Figure 50: 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

« Name « 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 /.

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

Create a new region.

& Delete Delete selected region(s).

Configurate the search: Select Simple Search, Extended Search or
Select Columns. The search can also be updated here.

+
]
1

8 Search options

1.3.6.1. Create a new region

Through "Settings/Administration/Regions" and by selecting the symbol, he overview for creating new
regions opens (see figure "Create a new region").

Fw{- globalDoc Sohution 0.2 & Settings ® @
Overview
Isactive? Sav
Administration ~ Save and close
New
Reporting periods Countries in this region Close
Reporting perod setings a Code - Name Currency code
Users
Divisions
Group entities
Regions
Countrie
Currencies
Module cluster
Business ine
Pege[TTof 1 —

Matrix organization

Attachment types B Remove selected countries —+Add countries

Activitylogs

Securitylogs
Figure 51: 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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By selecting the "New" field in the right command column, you will be automatically transferred to the new form,
to create the new region.

1.3.6.2. 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").

i globalDoc Solution 9.2 < Settings ® @
Overview Modified by:sysien, oPM Created by: sst 5 gi2fiag P
save
L Isactive? Save and close
inis e active? ' -
Administration A~ T .
Nenw
A Close
Reporting iods . . . .
eparting per Countries in this region
Reporting period setings u] Code B Name Currency code
Users ® ® =
OJap Andorra EUR- Euro
L Oae United Arab Emirates AED- UAE Dirham
Divisions -
OaL Albania ALL-Lek
. Olam Armenia AMD - Armenian Dram
Group entities 020 Angola AOA-Kwanza
Ola Antarctica
Regions Oar Austria EUR-Euro
Ojax ‘Aland Islands EUR- Euro
Countries Olaz Agerbaiian AZN - Azerbaijanian Manat
Ol Bosnia and Herzegovina BAM - Convertible Mark
Currencies Olse Belgium EUR- Euro
Olsr Burkina Faso 'XOF - CFA Franc BCEAD
Module cluster (e Bulgaria BGN - Bulgarian Lev
(w7 Bahrain BHD - Bahraini Dinar
OB Burundi BIF - Burundi Frane
Business ine OB Benin XOF - CFA Franc BCEAO -
. »
Matrix organization Paeof2 »» i [0 v Tiava-scochizs
Attachment types

W Remove selected countries ~+ Add countries
Activitylogs

Figure 52: Edit existing region - detail view

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

1.3.6.3. 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 reiion, he/she can select the re-
spective regions and remove all selected regions at once via the selected field. s Delete

1.3.7. 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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Figure 53: Overview of Countries (Example)

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

e 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 /.

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

+
g

Create a new country.

[ 1]
:

Delete chosen country/-ies.

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

Search options ~
s L= lect Columns. The search can be updated here as well.

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

2 Download template an Import.

1l

Import the chosen currency data via the selected excel template.

3 Export Export all currencies.

1.3.7.1. 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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Figure 54: 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.

By selecting the "New" field in the right command column, you will be automatically transferred to the new form,
to create the new country.

1.3.7.2. Editing an existing country

'y

Clicking on 7 i "Settings/Administration/Countries" to open the detailed view of a selected country (see figure
"Edit existing country - detailed view").
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Figure 55: Edit existing country - detailed view

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

1.3.7.3. 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?

-
P’W{- globalDoc Solution 9.2 & Settings ® @
Overview Modified by )/ 1 Created by
Sare
Cote Save and close
Administration ~ AD
New
o Name® Close
Repartiag periods Andorra
Reporting period settings Domestic transactions to be documented
Users

Preparation deadline

Divisions
Filing deadline
Group entities
Regons Descipicn
Countries
Currencies
Currency
Module cluster EUR- Euro ol
Business line Additional Information
Upload Drag & Drop Files
Matixorganization
Attachment types File name Short name | Attachment Type Modified by Modified date
x x x x x
Activitylogs Page[Tof 1 ——
Securitylogs Note: For editing attachment, please double click on filename
i be provided to i ting national reporting entiti

Figure 56: 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 , or via
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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.

1.3.7.4. 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.

1.3.7.5. 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 counti, he/she can select the
respective countries and remove all selected countries at once via the selection field § Delete §

1.3.8. 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.

@0
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Figure 57: Overview of currency (example)

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

«  Group currency
«  Modified by
« Modified date

« Code
e Name
e Avg. actual value

NOTE: The search result may be narrowed down by entering the search word in the desired column. The entry
is confirmed with ENTER.
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The selected currency can be deleted directly via the symbol

" or edited via the symbol 7

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.

@ Search options ~

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

2 Download template

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

a -+
E g
1

Import the chosen currency data via the selected excel template.

%

Export all currencies.

1.3.8.1. 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").

e alobalDocSohuion .2 & Settings [ wimos -ss/s/zoms @G
Overview i — Group currency Save
Admini tion. ~ Save and close

New

vy actualvalue
Close

Reporting periods

Reporting period settings

Users

Divisions

Group entities

Regions

Countries

Currencies

Module cluster

Business line

Matrix organization

Attachment types

Activitylogs

Securitylogs

Figure 58: 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).
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By selecting the command "Save" or "Save and close" in the command column on the right-hand side, the new
currency is created.

NOTE: There is no automatic currency conversion for the transaction volumes as such. The currency conversion
is only performed regarding the thresholds for the automatic allocation of modules if the currency exchange rate
is specified for the currency. Furthermore, please note that the exchange rate is not multiplied but divided.

1.3.8.2. Edit existing currencies

Click on 7 in "Settings/Administration/Currencies” to open the detailed view of a selected currency (see figure
"Edit existing currency - detailed view").
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Figure 59: 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.

By selecting the "New" field in the right command column, you will be automatically transferred to the new form,
to create the new currency.

1.3.8.3. 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
respective currencies and use the selection field to remove all selected currencies at once.

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

Administrator manual
PwC 55



manufacturers, commission agents) can assign an identical bundle of standard modules (as a "Module cluster")
created by the system administrator especially for these reporting entities.

i slobalDocSchtionss & Settings [ s/stzoes- se/sa/zons @@
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Securitylogs

Figure 60: 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:

e Modified by

. Name. . ¢ 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:

Create a new module cluster.

& Delete Delete selected module cluster.

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

-+
]

8# Searchoptions ~

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).
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Figure 61: 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.):

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

+ 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
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Figure 62: 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.
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By selecting the "New" field in the right command column, you will be automatically transferred to the new form,
to create the new module cluster.

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 / opens 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 clickihgon ® | the selected module cluster is deleted
(the modules remain).

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

1.3.10. Business line

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

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

A new business line can be created via the symbol or deleted again via the symbol.
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Figure 63: Business line - tree view
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Figure 64: 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 65: Setup view of business lines
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Figure 66: 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):

¢ Unit type: Optional specification of the unit type.
¢ Code*: Mandatory specification of the business unit code.
¢ Name*: Mandatory specification of the name of the business unit.
¢ Description of the business area: Optional description of the business area.
The creation is possible in both display forms (tree or grid view). Repeatable.
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Figure 67: Creation of a new business line
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By selecting the "New" field in the right command column, you will be automatically transferred to the new form,
to create the new business line.

1.3.10.2. Edit existing business lines

Through the "Settings/Administration/Business line", clicking on /7 The grid view opens up a detailed view of a
selected business line (see figure "Edit existing business lines - detailed view").

Fw-cl- globalDoc Solution 9.2 & Settings [5] aszo23 -12/31/2023 @ @

Overview

Administration ~

Reporting periods

Reporting period settings

Entity type save
Business line Save and close
New

Code*

AVI

Aviation

Users
Description

Divisions

Group entities

Regions

Countries

Currencies

Module cluster

Business ine

Matrixorganization

Attachment types

Adtivitylogs

Security logs

Figure 68: 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
d & Delete )

fiel
1.3.11. Matrix organization

Through the navigation item "Matrix organisation" ("Settings/Administration/Matrix organisation™) the group
entities may be assigned to the business line. The following overview shows examples of existing assignments.
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Wf‘ globalDoc Solution 9.2 € Settings 5] yw/zoes-12/33/2023 v ® @

Overview
I O e e - oot o
Administration ~ =] Code | Name | Permanent establichmentof | Country | Businesshine | Subbusinessline | Modified by | Modfiedde |
Reporfng periods x x x x x x x x
O /& [ver DE-Demo Headquarters AG DE- Germany AVI- Aviation AIR- Aireraft obaladmin 9/15/2023 10:53:25AM &
Reporting period st O /& [ves DE-Demo Headquarters AG DE- Germany AVI- Aviation SAT - Satelltes gobaldmin
O 7% [va DE-Demo Headquarters AG DE- Germany AVI- Aviation UAV - Unmanned aerial vehid globalAdmin
Users Ol 7 | & [vee FR-DemoS.A FR- France HEC- Healtheare PHA- Pharmaceuticals  |globalAdmin
O/ |7 [vee FR-DemoS.A FR- France HEC- Healthcare BIT-Biotechnology  |globaladmin
Divisions Ol / | & Vo2 FRDemoS.A. FR-France 'HEC- Healthcare LFS- Life sciences globaladmin
O/ | & Vo2 FR-Demo S.A. FR- France HEC - Healthcare EQU - Equipment globalAdmin
Group entities O/ | & [Vez FR-DemoS.A. FR- France HEC- Healthcare HSV - Healtheare services | globalAdmin
O /[ & |ves CZ Demoszro. CZ- Czech Republic AVI - Aviation AIR- Areraft ‘dobaladmin
Regions O 7 [ & [vos IN-Demo Global Technology € IN-India AVI - Aviation UAV - Unmanned aerial vehid globaladmin
O/ [ |ves UK-Demo R&D Centre Ltd. GB - United Kingdom HEC- Healtheare BIT-Biotechnology  |globaladmin
Countries O/ | & |ves UK-Demo Shared Service Cen GB- United Kingdom HEC - Healthcare EQU-Equipment  |globalAdmin,
Ol / | & Uoy PL-Demno Sales Hub EEs.r.o. PL- Poland HEC - Healthcare HSV - Healthcare services | globalAdmin
Currencies O/ | & [ves SG-Demo Sales Hub Asia Inc. SG-Singapore HEC- Healthcare LFS-Lifesciences | globalAdmin
4 »
Module cluster Pags ot Tim-Goct
Business ine
Matrixorganization
Attachment types
Activitylogs
Security logs

Figure 69: Overview of matrix organisation (example)

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

e Business line
e Code e Sub Business line
e Name e Further Sub Business line (if added)
¢ Permanent establishment of ¢ Modified by
e Country ¢ Modified date

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

The selected matrix organisation can be deleted immediately via the symbol ™ or edited via the symbol /.

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

Create a new matrix organisation.

Delete selected matrix organisation(s).

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

s -+
Lk
o
2

B
1

S

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

Download t lat
2 Download template an Import.

Import the chosen matrix organisation data via the selected excel tem-
plate.

i

&
=3

Export all matrix organisations.

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").
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*1

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.

By selecting the "New" field in the right command column, you will be automatically transferred to the new form,
to create the new matrix organisation.

W{- globalDoc Solution 9.2 & Settings @ @

Overview Group entity*

Administration ~

)

Businessline*
Reporting periods &~ [] GLOBAL- Root
=] AVI - Aviation
Reporting period settings AR Aireraft
- [] SAT-Satelltes

Users VAV - Unmanned serial vehide
- [] HEC- Healtheare

BIT- Biotechnology

EQU - Equipment
Group entities HSV - Healtheare services

LFS-Life seiences

Reglons PHA - Pharmaceuticals

Matrixorganization.
Attachment types
Activitylogs

Securitylogs

Figure 70: 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 / (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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- ' i @0
globalDoc Solution 9.2 < Settings
Overview Start date* iod*
10/28/2023 All reporting periods Refresh log
Administration ~ Eortleg
Enddate*
Reporting periods 11/28/2023
Reporting period settings @ Searchoptions ~
Users u] Action date 3 Action User Message
- x X
Divisions = = —
O |11/28/2023 execute report generation martyna.szpieg@pwe.com INFO DocumentationPeriodUnit/ID:26 [Name:EN A
" [ 11/a7/2023 execute report generation joerg gasse@pwe.com INFO DocumentationPeriodUnit|ID:21| Name:UK L
Group entities O ufiyfz023 update System INFO Module| D:665 Name:Background| Class-Loca
0 1y/17/2023 insert System INFO | ModuleTextOrDocument|s22|Name:Module_
Regions O 1/17/2023 insert System INFO ModuleTextOrDocument| 1214 [Name:Module_
O|11/s7/2023 update System INFO Module|ID:665| Name:Background| Class:Loca
Countries 0 11/17/2023 insert System INFO | ModuleTextOrDocument|522|Name:Module_
O|/a7/2023 insert System INFO ModuleTextOrDocument] 1213 [Name:Module_
Currendies O | stf17/203 insert joerg gasse@pwe.com INFO ModuleTextOrDocument] 12 11| Name:Key Com
O |ufay/e0e3 insert joerg gasse@pwe.com INFO ModuleTextOrDocument| 1212 [Name:Key Corr
Moduledluster 0 1y/17/2023 update joerg gasse@pwe.com INFO Module|ID:665| Name:Key Competitors|Class:
O uf16/2023 execute report generation martyna.szpieg@pwe.com INFO DocumentationPeriodUnit|ID:25 Name:EN Ut
BusinessTin O/ uf7/z023 execute report generation selma. tekin @pwe.com INFO DocumentationPeriodUnit[TD:23 [Name:DE Be
siness lne
O 11/7/2023 execute report generation selma. tekin @pwe.com INFO DocumentationPeriodUnit|ID:23 Name:DE Be
X - O 11/7/2023 insert selma.tekin @pwe.com INFO ModuleTextOrDocument] 1209 Name: Freigabe
Matrix organization. O 11/7/2023 insert selma tekin @pwe.com INFO ModuleTextOrDocument| 1210 Name:Freigabe ¥
»
Attachment types Paze[T iz » i [z0 v ] [E—
Activitylogs
Securitylogs

Figure 71: Overview of activity logs (example)

On the overview page, it is possible to select the period to be displayed in the overview by entering "Start date*"
and "End date*". The field "Reporting period*" makes it possible to further filter the selection via the created

reporting periods. To view only entries that are directly related to the report creation, select the option "Only
reporting actions". Using the search option_ Seeianai L 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").

4 A B C D
1 |Export date 01.11.2023

2 Exported by martyna.szpieg@pwc.com

3 Start date 28.10.2023

4 End date 01.11.2023

5

Action date Action Message
- | - | [~ |

7 06.11.2023 Aktualisieren selma tekil Module|ID:1255|Name:Menu item Report configuration EA|Class:Local| DPU:26
8 06.11.2023 Einfligen selma.tekin@) ModuleTextOrDocument|1104|Name:Menu item Report configuration.docx

9 06.11.2023 Einfagen selma tekin@pwc.com ModuleTextOrDocument|1105|Name:Menu item Report configuration.docx

10 06.11.2023 update System Module|ID:1255|Name:Menu item Report configuration EA|Class:Local| DPU:26
11 06.11.2023 insert System ModuleTextOrDocument| 1104|Name:Menu item Report configuration.docx

12 06.11.2023 insert System ModuleTextOrDocument|1106|Name:Menu item Report configuration.docx

13 06.11.2023 Aktualisieren selma.tekin@pwc.com Module|ID:1247|Name:Reporting periods EA|Class:Local|[DPU:26

14 06.11.2023 Einfagen selma.tekin@pwc.com ModuleTextOrDocument| 1107 |Name:Reporting periods.docx

15 06.11.2023 Einflgen selma.tekin@pwc.com ModuleTextOrDocument| 1108|Name:Reporting periods.docx

16 06.11.2023 update System Module|ID:1247|Name:Reporting periods EA|Class:Local|DPU:26

17 06.11.2023 insert System ModuleTextOrDocument| 1107|Name:Reporting periods.docx

18 06.11.2023 insert System ModuleTextOrDocument| 1109|Name:Reporting periods.docx

19 06.11.2023 update System Module|ID:1099|Name:Overview 2|Class:Local| DPU:25

20 /06.11.2023 insert System ModuleTextOrDocument| 1072|Name: Overview.docx

21 /06.11.2023 insert System ModuleTextOrDocument|1110|Name:Overview.docx

22 /06.11.2023 Aktualisieren selma tekin@pwc.com Module|ID:1243|Name:Menu item Administration EA|Class:Local|DPU:26

23 /06.11.2023 Einfugen selma.tekin@pwc.com ModuleTextOrDocument|1111|Name:Menu item Administration.docx

24 /06.11.2023 Einfigen selma.tekin@pwc.com ModuleTextOrDocument|1112|Name:Menu item Administration.docx

25 06.11.2023 Alktualisieren selma.tekin@pwc.com Module|ID:1245|Name:Menu item Overview EA|Class:Local|DPU:26

26 /06.11.2023 Einflgen selma.tekin@pwc.com ModuleTextOrDocument| 1113|Name:Menu item Overview.docx

Figure 72: Excel export activity log

The output from the Excel file contains the following information:
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o Activity date: Indicates the exact time (date and time) of the respective action.
e Date?

¢ Action: Indicates the function performed, which can also be sorted by.

e User: Indicates the user who performed the action.

o 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)”).

P ' ' @0
globalDoc Solution 9.2 € Settings
o S I
Administration. ~ =] Name | Is active? | Modified by | Modified date |
-~
Reporting periods Vi Contracts system. 9/14/2023 422513 PM
Vi Charts system. 9/14/203 4125113 PM
Reporting period settings /7 Background Information system 9/14/2023 2513 PM
O/ | & |Admin globalAdmin 9/15/2023 8:44:24 AM
Users O/ / | & |BenchmarkingStudies ‘globaladmin 915/2023 8:41:39 AM
O]/ | & |Tnvoices globalAdmin 9/15/2023 B:44:53 AM
Di — B
ons O/ | & |Legal Statements ‘globalAdmin 0/45/2023 8145104 AM
Group entities
Regions
Countrie
Currencies
Moditle custer Page[i_Jof1 Views-7aly
Business line

Matrix organization
Attachment types
Activitylogs

Securitylogs

Figure 73: Overview of attachment types (example)

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

e Modified by

. Namg ¢ 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:

Create a new attachment type.

& Delete Delete the chosen attachment type(s).

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

+
{

@& Searchoptions -

With 7/ , it is possible to edit the already existing attachment types and delete’s them with L

NOTE: Predefined attachment types cannot be deleted, but they can be edited or deactivated.
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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").

pw{- globalDoc Solution 9.2 € Settings @ @

Overview

Administration ~

gree

Reporting periods ®
Reporting period settings Isactive?
Users

Divisions

Group entities

Regions

Countries

Currencies

Module cluster

Business line

Matrixorganization

Attachment types

Activitylogs

Security logs

Figure 74: 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 0 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 ¥!"|s 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" 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 / and by click on L , the selected
attachment type is deleted.

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

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)").
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pw% globalDoe Solution .2 €& Settings Q0

. P
Administration ~ [u] Type | D | User | Action | Sodifiedfeld | OldVae | NewVae | Modified by | Modified date |
x x x x x x x x x
Reporting periods O|User ol LogOut System
O | User o LogOut System
Reporting period settings O |User 25/ martyna.szpieg@pwe.com | LogOut martynaszpieg@pwe.com |hamzaali@pwe.com
O | User 25/ martyna.szpieg@pwe.com |LogOut martynaszpieg@pwecom |hamzaai@pwe.com
Users O |User o LogOut System
O|vser 25/ martyna.szpleg@pwe.com | LogOut martynaszpleg@pwe.com |hamza.aki@pwe.com
Divisions O | User 25/ martyna.szpieg@pwe.com |LogOut martynaszpieg@pwecom |hamzaali@pwe.com
N O User 25| martynaszpieg@pwecom | Logut martyna.szpieg@pwe.com |hamza.ali@pwe.com
. O | User 25/ martyna.szpieg@pwe.com |LogOut martynaszpieg@pwecom |hamzaali@pwe.com
Group entities O | User o LogOut System
O|vser 25 martyna.szpieg@pwecom |LogOut martynaszpieg@pwe.com |hamzaali@pwe.com
Regions O | User o LogOut System
O | User 25/ martyna.szpieg@pwe.com | LogOut martynaszpieg@pwe.com |hamzaali@pwe.com
Countries O | User o LogOut System
O | User o LogOut System
Currencies O |User 17 joerg, gasse@pwe.com LogOut i @) @ -
>
Module cluster Page[T]0f8 o>
Business ine
Matixorganization
Attachment types
Activitylogs
Security logs

Figure 75: 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 o New Value

o User ¢ Modified by

e Action e Modified date
e Modified field

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

On the overview page, it is possible to export the list of security logs in tabular form to Excel
(see figure "Excel export security logs") and to search the list ft et ilaccording to rules you have

created yourself. Pressm to close the administration view and forward to the globalDoc overview page.

4 A B c D E F G
1 Type ID User Action Modified field Old Value New Value

2 |User 0 LogOut

3 User 0 LogOut

4 User 25 martyna.szpieg@pwc.com LogOut martyna.szpieg@pwc.com
5 |User 25 martyna.szpieg@pwec.com LogOut martyna.szpieg@pwc.com
6 User 0 LogOut

7 User 25 martyna.szpieg@pwc.com LogOut martyna.szpieg@pwc.com
8 User 25 martyna.szpieg@pwe.com LogOut martyna.szpieg@pwe.com
9 |User 25 martyna.szpieg@pwc.com LogOut martyna.szpieg@pwc.com
10 |User 25 martyna.szpieg@pwe.com LogOut martyna.szpieg@pwe.com
11 |User 0 LogOut

12 |User 25 martyna.szpieg@pwc.com LogOut martyna.szpieg@pwc.com
13 |User 0 LogOut

14 |User 25 martyna.szpieg@pwc.com LogOut martyna.szpieg@pwc.com
15 |User 0 LogOut

16 |User 0 LogOut

17 |User 17 joerg.gasse@pwc.com LogOut joerg.gasse@pwc.com
18 |User 25 martyna.szpieg@pwec.com LogOut martyna.szpieg@pwc.com
19 |User 0 LogOut

20 User 25 martyna.szpieg@pwec.com LogOut martyna.szpieg@pwe.com
21 |User 25 martyna.szpieg@pwc.com LogOut martyna.szpieg@pwc.com
22 User 25 martyna.szpieg@pwe.com LogOut martyna.szpieg@pwe.com

Figure 76: Excel export security logs
In the output of the Excel file the following information is exported:

o Type: Indicates the entity type.
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o ID: Specifies the identification number of the entity.

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

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

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

e Modified field: Indicates in which field the action has been performed.
e Old value / New value: Indicates the change per se.

e 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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ENAM -EN Administratormanual > [=] 1/s/2023-12/33/2023

andreporting purpose.

Repair the hierarchy of group entities for security

Name Description Error count
v Unlk Deletes all i o
" Repair
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v Time-dependentroles h dti c by a DB-Script (outside of the application). o
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Repair ty
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Repair
Name Description Error count
A Tnsertmissing for all reporting periods (with DB-script) 1
v Repairlinks Repairs links b i s for ing periods (with DB-script) o
+ Duplicatevalues in matrix organization h causes i des and during import. The'Fix button deletes duplicate matrix organizations. o
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Upd
Name Description Error count
' Repairlost questions Repairs i o o
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Figure 77: 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").

Pw-c- globalDocSolutiono.2  MELSSI L= @ @

Overview Please correct the errors and try again.
Save changes
Administration v | Analysis
Columns to show in the entity selection sereen:
Customizing A Visible columns Hidden columns
= Group entity: Code = Group entity: Modified by
General = Repartingentity: Name = Group entity: Modified date
= Group entity: Short name
Translations = Group entity: ERP riumber

= tity: P

Roles. = Croup entity: Name of tax office

= Group entiy: Addvess oftax ofce = Group entity: Regions
Approver levels = Group entity: Tax number = Group entity: Business Lines (comma separated)
= Group entity: Short business year = Reporting entity: Type

= Group entity: Country = Reporting entity: Address

= Group entity: Legal representative (withaddress) = Reporting entityz Modifiedby

= Group entiy: Local currency = Reporting entty: Modified date

Navigation
Reporting templates

= Generated: Division = Reporting entity: Code
Analysis templates

= Country: Name = Country info: Modified by
= Country info: Currency code = Country info: Modified date
Licensing
= Country info: Preparation deadline = Country info: Code
Fmail & escalation « | = Coutyinfo: Filing deacline = Country info: Name

= Region: Name = Country info: Domestic ransactions to be documented
= Country: Modified by
= Country: Modified date:
= Country: Code
= Country: Carrency code
= Region: D
= Region: Modifiedby
= Region: Modified date

Figure 78: 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

area (see figure "General settings"). New themes can be added and deleted with the

and

buttons.

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

1.4.2. Translations

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

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

1.4.3. Roles

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

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

pw-c" globalDoc Solution 9.2 € Settings @ @
Administration v |[D Description Role name g Roletype | Defauttrole | Modified by Modified date |
S v lx vl x x
Customizing ~ Vs Assignment bases access Assignment Navigation system 9/14/2023 4:24:50 PM
V Manage attachments DocumentManagement ‘Navigation system /142023 4:24:59 PM
General Z Edit Master Data EditMasterData. Navigation system §/14/2023 4:26:15 PM
7 Edit Transactions EditTransactions Navigation systern 5/14/2023 o615 P
Translations 7 Define content structure ModuleDefinition Navigation system o/14/2023 42459 PM
7 Read divisional content ModuleDivisionalRead Module — 5/14/2023 424759 PM
g V Edit divisional content ModuleDivisionalWrite Module system 0/14/2023 4:24750 P
7 Read global content ModuleGlobalRead Module system 9/14/2023 4:24:59 PM
Approverlevels , - :
7 Editgobl content ModuleGlobaliviite Moduls systern 5/14/2023 424759 PM
I 7 Readlocel content ModuleLocalRead Moduls systern 5/14/2023 424759 P
7 Editlocal content ModuleLocal Vrite Module — 5/14/2023 424759 PM
Reportng emplates 7 Printreport ‘NavigationPrint ‘Navigation system /142023 4:24:59 PM
/7 Read data collection NavigationReadall Navigation system g/14/2023 424359 PM.
Al templates 7 Printwith Approval Prinivithapprovel Navigation systern 5/14/2023 26515 P
7 Read)Tnsert benchmarking studies ReadlnsertBenchmarkingStudies Navigation systern 5/14/2023 gesg AL
Licensing Page[i_Joft Visa-isofis
Email & escalation v

Figure 79: 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
e Modified by
e Modified date

e Description
¢ Role name
¢ 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 /.

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

Create a new role.

Delete selected role(s).

Configure the search: Select Simple Search, Extended Search or 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
additions are necessary in individual cases, new roles can be created via Bl 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").
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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.
« 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

pw-c‘- globalDocsolution o2 MRS 1) OO0

Overview

Administration v Save and close
New

Default permission®
Close

Customizing ~ Read

General
Translations

Roles
Approverlevels
Navigation
Reporting templates
Analysis templates
Licensing

Email & escalation v

Figure 80: 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 7 "Settings/Customizing/Roles" to open the detailed view of a selected role. Roles created by the
system administrator cannot be edited. However, it may be determined whether these roles should belong to the
standard roles or not (see figure "Edit existing roles").
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Edit

Translations
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Figure 81: Edit existing roles

1.4.3.4. Delete role

save
Saveand close
New
Close

Under "Settings/Administration/Roles" and clickon ® | 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.

1.4.4. Approver levels

The system administrator can set the approvel levels and create and edit new user roles via "Settings / Custom-
izing / Approver levels" (see figure "Overview of Approver levels (example)"). No roles are assigned to the users
here, but the approver levels can be defined. The users are assigned the respective roles or, in this case, the
approver levels in the input mask of the company or division. Once the roles have been created and saved, they
can also be assigned in reverse order in the company profile or in the user administration.

is required, on th fon side the highest level (

Pw-c" globalDoc Solution 9.2 & Settings
‘Overview
You can change th i ssibl levels on this page. On the module side the
deleted on this page. Modules and b p (e.g fror
Administration :
¥ | canalways submit to the nextlevel even though it might not be their turn yet e.g. an Accountable can finalize:
Customizing A | Approverlevel content: +
= & Reviewer 3- module content +
Generel = & Reviewer 2 - module content 1
. = W Reviewer 1- module content +
Translations
Responsible +
Roles
Approverlevels
Navigation
Reporting templates.
Analysis templates
Licensing
‘Email & escalation v

Figure 82: Overview of Approver levels (example)
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As can be seen in the illustration, the left-hand column shows the roles for modules and the right-hand column
for the report.

The Accountable and Responsible roles only exist once and cannot deleted. However, several people can be
entered as Accountable or Responsible.

As a system administrator, you can only add or delete additional reviewer levels here.

If there are several reviewer levels, the workflow runs from bottom to top. l.e., in the example of modules, you
have 2 review levels: Responsible -> Reviewer1 -> Reviewer2.

Several users can be assigned to each review level. Not all users on a review level have to approve. The approval
of one user is sufficient for the next level.

It can happen that the system administrator has deleted a review level. In this case, the authorization for these
people who were assigned to this review level is also withdrawn. However, this authorization is still displayed in
the respective location until the company is actively saved by the administrator.

Through the "Settings/Customizing/Approver levels", clicking T create new roles for users. Approver levels
created by the system cannot be edited (i.e., on the module side the lowest level (Responsible) is required, on
the documentation side the highest level (Accountable) is required). However, approver levels created by the

system administrator can be edited. Click on the role name to change it or click on the hamburger icon — and
move it to another position to change the order of the roles. The selected approver level can be deleted immedi-

ately using the icon ™ .

NOTE: A system administrator can create several release levels (at module level and / or at document level) and
also delete them. When deleting, only the role is deleted, and no further queries take place in the background.
Only when users are to be deleted does the system intervene and request a successor for the role or task.

The deleted levels and the users assigned to them can still be seen on the reporting entity page (also in the Excel
download), but they no longer have any rights/roles and cannot be uploaded again via Excel upload. If a task is
assigned to such a user at the time the approver level is deleted, the task is completely reopened, i.e., it is
reassigned to the person responsible (for a module) or the user who submitted the report for review.

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

1.4.5. 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.
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Figure 83: Overview of navigation structure (example)

& Settings (5] w/a/eons-se/zspaoas v O]O)
Edit Name Modified by Modified date
7 seitings System. 9/14/2023 4:25:00 PM
,  Administration system. 9/14/2023 4:2500 PM
P Reporting periods system. 9/14/2023 4:25:00 PM
P Reporting period settings system. 9/14/2023 4:25:00 PM
y Users system. o/14/2023 4:25:02 PM
s Divisions system. 9/14/2023 g:25:01 PM
P Group entities System. 9/14/2023 4:25:01 PM
P Regions System. 9/14/2023 4:25:03 PM
, Countries system. 9/14/2023 422503 PM
P Carrencies system. 9/14/2023 4:25:03 PM
P Module cluster system. 9/14/2023 4:25:02 PM
P Businessline system. 9/14/2023 4:25:02 PM
y: Matrix organization system. 9/14/2023 4:26:36 PM
V) Attachment types system. 9/14/2023 4:25:03 PM
P Activitylogs System. 9/14/2023 4:25:02 PM
, Secuity logs system. 9/14/2023 4:25:03 BM
P Consistency checks system. 9/14/2023 4:25:03 PM
, ~ Customing system. 9/14/2023 4:25:01 PM
P General system. 9/14/2023 4:26:31 PM
y: Translations system. 9/14/2023 4:25:03 PM

Through the "Settings/Customizing/Navigation", clicking 4 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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Figure 84: Edit navigation point
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Navigation element

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").
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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

. ModuleLocalWrite

. ModuleDivisionalRead

. ModuleDivisionalWrite

. ModuleGlobalRead =
Copy rights from: | v |
+ Assign all @ Unassign all

OK

Figure 85: 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.

=izn i Unassignall

If necessary, all roles can be assigned by clicking on once or removed by clicking on once

1.4.6. 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").
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Figure 86: Components of a reporting template

1.4.6.1. 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.

globalDocSolution o2 [ARSRLES @G
Overview
Reporting templates £ Module_template.docx Delete template.
9 Copy template
Administration v | copy of DefaultTemplate 2 Temmplate_Module. local_versions.docx R
Download standard varizbles
B | veviempisenme 2 Terplate_ Modle_Overview._Transacton_group.does .
s copy of DefaultTemplate £ Template_Overview_Transaction_groups docs
General £ Template_Overview_Transaction_matrixdocx
eari £ Template_Overview_Transaction_parters docx
Trensletions K2 Template_Report docx
Rol &3 Template_TextModule.docx
cles
2 Template_Transfer_pricing_anahsisdocx
Approverlevels Nofile chosen ]
Navigation
Reporting templates

Analysis templates
Licensing

Email & escalation v

Figure 87: 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.
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NOTE: The name of the reporting template has not contained any special characters.

The new reporting template may now be selected, and the seven associated Word templates can be adapted.
To do this, select the report template to be changed (here: manual template) in the "Report templates" selection

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

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

1.4.6.2. 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
important so that the correct module template is used. Initially, this is generally the default report tem-
plate "DefaultTemplate™ from globalDoc.

—Report:
Default template

DE Template Manuals

o

Text block used asa

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 88: Report period - default template
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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.

pw‘cl globalDoc Solution 0.1 € Report ccmﬁguraﬁcm 1/1/e0e3 - 12/31/e023 1 ?
e I e e
[E] Documentation setup 4 ] Name | Tpe | Scope | Country | Company | rsacive | sdeulr | Modifiedby | Modifieddate |
S ‘ PR [—T : et : :
# |Overall library Special General 1/1/2001 12:00:00 AN
T [ # |Standard Loeal Fle Local file General globalAdmin 1/13/2023 9:39119 AN
I @ # |Adminhandbuch Deutsch Local file Country AD- Andorra Selma
i s 1| @ | # |Adminmanual English Local flle Country AF - Afghanistan Selma
1| @ # |Benutzerhandbuch Deutsch Local file Country AE - United Arab Emirates Selma
Manage questionnaire # |Standard Master File Master file General Selma
Ol @ | # |Usermanual English Local file Country AG - Antigua and Barbuda Selma 1/17/2002 11:55:11 Al
71T Reporting entity
of Tasks
Jup Analysis
Figure 89: Overview of report types
pw?-.- el S VTPl & Report configuration 5] vasaoes-12/zu/z0e3 @ @
€ serwnss Steps to complete O Import chapter structure ® Define modules O Variables ot R '
&P Documentation setup ~
Report type details ~
Report configuration
oo v =
Type Isactive
Benchmarking studies Local file
et DefTemplte
Manage questionnaire
- ing entity Dragand drop to modify the order. Modules are freely distributeable. Note that changes are not persisted directly and are to be submitted via 'save button
f e s
«/ Tasks v
Local file aF
alljanalyss  1General information Modules:6 Distributedzy +
= / W Background [Local] /' B3 + Distributed: 1
= / i Organizational Structure [Global] & /' EY +
= / W Organisational chart [Local] /' B3 + Distributed: 1
= / & Key Competitors [Local] = /' EX + Distributed: 1
= / W Company history [Locall /* E¥ + Distributed: 1
= /' i - Showcase variables + Attachments - [Local] /' B3 +4
Figure 90: 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.
2. open the relevant module and check whether the module was saved with the correct template. 1.
1.

have the report templates been correctly stored in the “Report Configuration” and “Settings Report Period”.

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
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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.
1.4.7. Analysis template

1.4.7.1. Creating a new analysis template

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

can be opened by selecting the button (see figure "Create a new analysis template"). Fields marked with
an asterisk (*) are mandatory fields. Herein, the description of the applied method, the description of the cost
basis, the appropriateness of the applied method as well as the appropriateness of the transfer prices can be
documented in the various tabs, which are then available to local users in the program item "Reporting compa-
nies/Transactions/Analyses/Transfer price analysis".

1,w-cl- PR RSPl < Einstellungen @ @

Ubersicht
Analysevorlage erstellen

Administration v

Customizing ~

. Artder Analyse
Allgemmein
Comparable uncontrolled price method

Ubersetzungen

dten Methode il der Kostenbasis Ve i ly \heit der Ve

Freigabecbenen

E-Mail & Exinnerungen v P

Figure 91: 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
o 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 / , 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").
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1.4.7.2. 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)").

pw_cl- globalDoc Solution 9.2 <€ Settings ® @
Administration v |[O Type of analysis | Option name | itemal comment on text optid Modified by | Modified date |
Customizing ~ 0| / | @ |Comparable uncontrolled price method Test i martyna.szpieg@pwe.com 11/29/2023 10:11:04 AM

Generel

Translations

Roles

Approver levels

Nevigation

Reporting templates

Analyss emplates

Licensing Page[t_Joft
Email & escalation ~

Figure 92: 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 e Modified date

¢ Internal comment on text option

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

The selected analysis template can be deleted immediately via the symbol ® and edited via the symbol /|

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

Create a new analysis template.

# Delete Delete a selected analysis template.

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

8 Searchoptions ~

n
]

1.4.7.3. Delete Analysis Template
Through the "Settings/Customizing/Analysis templates" and click on L , the selected analysis template is de-
leted.
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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

once.

o remove all selected analysis templates at

1.4.8. 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)").

pw-:- globatDoc Sotutionoz LRI 11 ©0

Reporting templates
Analysis templates
Licensing

Email & escalation v

Figure 93: 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

The current license will be deletad.
The application will be unavailble until a valid license iz submitted.

2 Are you sure to change the license key?

Figure 94: 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").

Administrator manual
PwC 82



FW-C- globalDoc Solution 0.2 € Settings @ @

Overview

Generate e-mails?
Administration v U O 2

Send emails directly? Manually
Customizing ~ M o

email? Runnow
Email & escalation ~ | | Foroeemal? = ° ==l
(]} —Status report for task approvers (entity speci
Setup Application Url

https://staging globaldocsolution.pwe.com/demos/ °

Createe-mall Manually

—
de_globaldoc. hotline@pwe.com o
Eeclaiontinelobos ]
Nestoscalatondnions |
for ini:

Manually

Figure 95: 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

Bumn mow . .
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

expires. With el , @ 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-mail

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 96: E-mail & Reminders — Create e-mail

The icon E opens a window with all users created in globalDoc. The users can be displayed according to roles.

With a mouse click, the users can be selected to whom the e-mail or a copy of the e-mail is to be sent (see figure
"Create e-mail - recipient selection”).
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Figure 97: 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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pwe globalDoc Solution 9.2 & Settings @ @
e I
Administration v O To (eomma separated) | Subject | stams | Templatecode | TemplateName |Numberofattempt]is hmi] Modifiedby | smodifedaae |
x X v x x x x| vix x x

Customizing v | O/ | & |martynaszpieg@pwe.com holgerlodglobaldoc - Task Approve new group entity: Demo 1 has Waiting SYS-001 New admin task creat 0 martyna.szpieg@pwe.com 11/28,2023 9:26:49 AM
‘Email & escalation A

Setup

Create e-mail

Oversiew

Page[ofx

Figure 98: Overview of all unsent e-mails

The displayed e-mails can be deleted L] 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").

globaDocSolution oz R UIETE] @O
-
dmini: . v Search
.
Customizing v [To (comma separated) + | [contains 1 18
Email &. Jation ~ © Reset Find 2
m =] To (comma seperated) | Subject [ starus Templete-Code | Template-Nerne | Number of attempt] Is ] Modified by Modified date
e O/ | rty i holger log globaldoc - Task -group entity: Demo 1 has Waiting S¥S-001 New admin task creat of ‘martyna.szpieg @pwe.com 11/28/2023 9:26:49 AM
Create e-mail
Overview
Page[ s —

Figure 99: "Unsent e-mails - Extended search

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

can
then be searched according to the rules created.

1.5.4. Sending rules

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

Incident Standard recipient

Responsible delegates task to Delegate Delegate
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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 finalizes task

Responsible

Responsible finalizes task (no reviewer config-
ured)

Accountable finalizes 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 assigned to an 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-

" . . L
ample)"). A new reporting type, in turn, can be created by clicking on (reference to Create new report
type).
Pw-c" el PR EY Il < Report configuration [l vaszoz3-12/31/2025 v @@
Settings
@ T
@ Documentaton setup ~l o Neme | e | s | Country | Company | Gacive | Bdeue | Modifiedby | Modifieddate |
ot o Sl 5 5 =l wlk = =
7 Overal library Special General 1/1/2001 12:00:00 AM
Transaction groups O] / | & |specific Structure Italy Local file Country IT- Traly globaladmin
Ve Standard Local File Local file General globalAdmin
Benchmarking studies / Standard Master File Master file General globalAdmin
O / | & |DEAdminhandbuch Special Company DE Adminhandbuch selma.tekin@pwe.com [10/1
Attachment overview O| / | & |DEBenutzerhandbuch Special Company DE Benutzethandbuch selma.tekin@pwe.com [10/1
O / | & |ENAdministratormanual Special Company EN Administratormanual selma.tekin@pwe.
Manage questionnaire 0| / | @ |ENUsermanual Special Company EN Usermanual
@Rgpmin;mmy v
/ Tasks v
alganass
Pege]ofs r—

Figure 100: 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”.

Clickon 7 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 |sactive

e Type e |s default?

e Scope ¢ Modified by

e Country ¢ Modified date
e Company

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

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

Deleting a selected reporting type (s).
Search opti > Configure the search: Select Simple Search, Extended Search or Se-
w s lect Columns. The search can be updated here as well.

2.1.1. Create a new Report type

. % Import chapter stmcture ) Define modules ) Variables
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.

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

o 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

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

e ' i : @0
oS T CTE N < Report configuration ] wz0e3- 1273372023
o Settings Modified by: elobaladmin, 5/15/2023 10553504 AM Created by: slobaladmin, o/15/2023 10:53:04 AM
Stepstocomplete O Tmport chapter structure @ Define modules O Variables

@Y Documentation setup ~
Report type details: Standard Local File (Local file, General)

Reportconfiguration Drag and drop to modify the order. Modules are freely distributeable. Note that changes are ot persisted dicectly and are to be subitted via save button

Transaction groups
Local ile +
Benchmarking studies 1 General information Modules:6 Distributedzg -+
) =/ & Badkground [Locall /' B3 + Distributed: 1
Attachment overview:
= / # Organizational Structure [Global] & / £ +
Manage questionnaire = /' @ Organisational chart [Local] /' £ + Distributed: 1
¢ & Key Competitors [Locall & /' B + Distributed: 1
- -
Lili Reporting entity v = / W Companyhistory [Local] /' B3 + Distributed: 1
= / & - Showcasevariables + Attachments - [Local] / £Y +
/' Tasks v
Modules:>

2 Deseription of Relevant Transactions
olj anatysis =/ & Transaction overview [Global] & /' EY +
= /' & Description of Relevant Transacti Services) - Mexico local [Local] /* EY +

+
Modules:1 +

3 Functional Analysis
4 Selection of the Transfer Pricing Method
= /' Description of Transfer Pricing Methods [Global] /* B3 +

v 5 Application of the Transfer Pricing Method Modules:1 Distributed:1  +

Figure 101: 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 Band new

. Changes are saved via the button = .

modules can be created via
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® Impart chapter structure ) Define modules () Variables

When you select , the following overview opens up:
pw{- PE SR TR < Report configuration ] waszoes-1z/3y/2023 @@
& settings Modified f Created

Steps to complete @ Import chapter structure O Define modules O Variables 0}

&Y Documentation setup

Pesr Report type details A
. ) Namet Scoper
Transaction groups Standard Local Fle General
Benchmarking studies Type Isactive
Local fle
Attachment overview Termplate
DefaultTemplate
Manage questionnaire
1111 Reporting entity v
‘Data source:* File: ‘split modules at:*
o Task - Import  prom file [} Choose File | No file chosen Heading 3
ol g 2matyss
Stored chapter structure
Local file O +E

\ = 1 General information : @at+B
Figure 102: 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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pw-c" EOTL UL OPEE < Report configuration 5] 372023 -12/33/2023 @ @

& Settings Wodified b 1 Created s ssi04 30
Steps to complete @ Import chapter structure O Define modules O Variables
@ Documentation setup ~
T e Report type details ~
. Name* Scope*
‘Trensection groups oo Tl Bl e
Benchmarking studies copy of DefaultTemplate Tsactive
DE Template Manuals
Attachment overview
DefaultTemplate

Manage questionnaire
EN Template Manuals

-
1111 Reporting entity e

- PwC Template e sotmodiles

 Tass v | rrome 0 | [Choose e | Notlechosen Heading 3 TRoRT
alpamasss

Stored chapter structure

Local flle O#

v = 1General information G: &
Figure 103: 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 onﬁ

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.

1,"“'@ LN RS RUPEE € Report configuration (5] waaoas-sz/zy/z0ms @ @
&P settings Modified 1 Created —
Steps to complete © Import chapter structure O Define modules O Variables
&P Documentation setup
Report configuration Report type details A~
) . Namet Scope-
Transaction grougs Standard Local Fil General
Benchmarking studies Tper Isactive
Localfle
Attachment overview Template
DefaultTemplate
Manage questionnaire
111 Reporting entity v
Data source:® File: Splitmodulesat*
VT - Import  ppom file ) Choose File | No file chosen Heading 3 IMPORT
a1 amasis

Stored chapter structure

Local file

w0
"

[
+ +
+ + + +wow

~ = 1General information

(<]
[ ]

= & Background
= @ Organizational Structure

= & Organisational chart

= @ Key Competitors

Figure 104: 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").

],“"'m O RUYEE € Report configuration (5] waaoas-sz/auszons @ @
€ setings Modified by: gctelsd M1 Created /2023 1053704 1
Steps to complete @ Import chapter structure O Define modules O Variables [P Nt RER TIeanbEte]
&P Documentation setup oSO =
Report confgaration Reporttype details ~
. R Name* Scope*
Trensaction groups Standard Local Fle General
Benchmarking studies Type* Is active
Local fle
Atachment overview Template
DefaultTemplate
Manage questionnaire
1111 Reporting entity v
Data source:*
o Tasks v Import  overall library ° TR
oy amatysis
Stored chapter structure
o]
Local file O: +B

v = 1 General information ¢ §t+BE

= § Background +
= & Organizational Structure +
— & Organisational chart +
= & Key Competitors ® +

Figure 105: 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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Fw{' LLCUE LR TR € Report configuration [5] #a/2023 -s2/34/2023 O]O)

€3 settings Modified by y a1 Created
Steps to complete @ Import chapter structure O Define modules O Variables [l %8

@& Documentation setup
@ fouration Report type details A
. Name* Scope®
Transaction groups Standard Local File General
Benchmarking studies Tper Isactive
Localfile
Attachment overview Template
DefaultTemplate
Manage questionnaire
111 Reporting entity v
Data source:* File: ‘Split modules at:*
 Tasks v Tmport  From file ° No file chosen Heading 3 IEALRDE
1l analysis
Stored chapter structure
Loaal file O +B2
v = 1General information : @at+tB
= i§ Background +
= @ Organizational Structure +
—
= i Organisational chart +
= @ Key Competitors @ +

Figure 106: 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.

®
®

A globalDoc Solution 9.2

Tili ENAM-EN Administratormanual > [=] 1/1/2023-12/31/2023

AT«
£
S
=3
A
g
g

£ settings
@ Documentation setup ~
Repor configaration
‘Transaction groups
Benchmariing studies
Attachment overview
Manage questionnire
il Reportingentity v

+/ Tasks

<

H
B
X

alnanayss

About | globalDoc Solution 9.2.0:14105 © 2023 PwC. Allrights reserved.

Figure 107: 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").

- PRSPPIl & Report configuration (5] /a/20e3-12/31/2023 @0®

&3 settings Maocified by ; 1 Created '
Steps to complete @ Import chapter structure O Define modules O Variables [

@Y Documentation setup ~

Report type details: Standard Local File (Local file, General) v
Report configuration

Transaction groups Data source:* File: ‘Split modules at:*
Tmport  From file © [ ChooseFile | Nodile chosen Heading 3 AR
Benchmarking studies
Atachment overview
Imported chapter structure Stored chapter structure
Manzge questionnaire
- - ” L -
1111 Reporting entity ¥ v = Administrationmanual Local file Oz +2
= Administrationmanual 5 v = 1General information : WtB
+ Tasks v
= Table of Contents = & Background +
ol anaysis = Table of Contents > = & Organizational Structure ® +
¥ = Legal Matters = § Organisational chart +
= Legal Matters = § Key Competitors e +
= Release Notes e o +
= Release Notes X
= & - Showease varibles + Attachments - +
= Preliminary remarks " 5 -
' = 2 Description of Relevant Transactions A X B
= Preliminary remarks
= § Transaction overview > +
= Program item Setings
= & Description of Relevant Transactions (Support Services) - Mexico local +
= Program item Settings

= 3 Functional Analysis

(<]
W
-
+

T —

Figure 108: 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" in 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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l,w'c" LU BN UPEE € Report configuration 5] #/v/2023-12/33/2023 ® @

& settings Modified ) 1 Created by: siobalsdmin g/ s304AM

Steps to complete © Import chapter structure O Define modles O Variables

Report type details: Standard Local File (Local file, General) v

& Documentation setup ~

Report configuration

Transaction groups Datasource:* Template
Import Template ° IMPORT

Benchmarking studies

Attachment overview

Stored chapter structure

Till Reporting entity v Local file 0=

Manage questionnzire

' = 1General information
+/ Tasks v
= & Background

ol anaysis = & Organizational Structure e
— & Organisationl chart

= & Key Competitors

= & Company history

= & - Showease variables + Attachments -

v = 2 Description of Relevant Transactions

a
W

[ ]
ak

= @ Transaction overview

o

B+ +m + + + + + + @@

= @ Description of Relevant Transactions (Support Services) - Mexico local

=  Functional Analysis

<]
W
[ 1]
ak

Figure 109: 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.

s ) -
slobalDoc Solution 5.0 € Report configuration tl S — 1 ?
1} sentings Stepsto complete ® Import chapter structure O Define modules O Variables

ES Documentation setup
Report type details: Report from template (Loeal file, General)

Report configuration

Benchmarking stadies

Attachment overview

Imported chapter structure Stored chapter structure
Manags questionnaire Expand all
Indexes. +
771 Reporting entity . P
o Tasks Purpose and scope.

Crzanisational structare
y1 Analysis
Description of Demo Group business

Intangibles
Financial Activities
Financial and Tax Position

» Local File

Figure 110: 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.

l,w-c" el B3 R TEN < Report configuration [l vaszoes - rz/zyzozs @ @
£ setings Modified { Created /2023 10153:04 01
TImport tructure O D O e NN 1 Download template|
&P Documentaionsetup ~
Report type details: Standard Local Fle (Local file, General) -
Reportconfigmaion
‘Transaction groups Data source:®
Import  Gyera]] library e
Benchmarking studies

Attachment overview

Imported chapter structure Stored chapter structure
M: ti i
T
i1l Reporting entity vV Masterfile Local fle O: +B
 Tadks . = Purpose and scope (Master File) © ' = 1 General information : @+R
= Organisational structure ) = i Background +
'Il'ml"m = Description of Demo Group business ® = W Organizational Structure @+
= Intangibles. ® = @ Organisational chart +
= Financial activities ® = @ Key Competitors ® +
— Financial and tax position @ = ® Companyhistory +
Local file = & - Showcase variables + Attachments - +
Specil files = a Description of Relevant Transactions . X e
' = 1Descrizione generale della Societa = @ Transaction overview o +
= Storia e evoluzione recente della societd @ = @ Description of Relevant Transactions (Support Services) - Mexico local +
= Lineamenti generali dei mercati di riferimento © = 5 Functional Analysis * m+R
H . n
Figure 111: Import "Standard for select report type
1) 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:

l,w-c" PO S SRR PP € Report configuration (5] 1ay20e3-12/31/2083 @ @
& serunss Stored chapter structure
& Documentation setup ~
i Local file Oz +B8
SR ¥ — aE s w+E
Transaction groups = & Background +
. = & Organizational Structure o +
= & Organisational chart +
Attachment overview .
= & Key Competitors ® +
Manage questionnaire = i@ Company history i
11T Reporting entity - = & - Showease variables + Attachments - +
o « = 2 Description of Relevant Transactions : w+B
o Tasks v
= & Transaction overview e+
1) analssis — & Description of Relevant Transactions (Support Services) - Mexico local +
= ol = @+D
W = 4 Selection of the Transfer Pricing Method : @+B2
= & Description of Transfer Pricing Methods +
W = ;5 Application of the Transfer Pricing Method : @+E2
= @ Local Benchmarking Study (Research and Development) +
= 6 Storage of deliverables = g 2

E

1Y

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 will 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 / enables the editing of already existing modules and with + within new modules corresponding

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

Crag and drop te medify the erder. Modules are fresly distributeable. Mote that changes are not persisted directly and are to be submitted via 'save’ butten

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

2.1.3.1. Module details

Clicking on the symbol 4 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 Assignments" tab, the "Assigned Roles" ("Edit" and "Read") can be assigned. In addition,
module cluster ("Assigned cluster”) can be viewed, added and, if necessary, removed. Both is possible by

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

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

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

roles by clicking on them. Using the buttons ¢ Unassignall g system administrator can either assign
all roles at once or discard them.

p.,‘.',c Ll P < Report configuration 5] wzoa3-12/33/2023 ® @
£ settings Modified by: 3artmz, o/ 1 Created
S
&P Documenttion sep N - smesnd o
Central module Task  Reporting entities Copymodule
. - Dovwnload standard variables
Report configuration Edit access control * |, assigned to any

Close

Transacton groups

Unassigned roles: Assigned roles:
Benchmarking studies cick o add cickto remove

. Easypeasyedit . Editglobal content Edit
Attachment overview . Easypeasyread . Read global content Read

Manage questionnsire

Tl Reportingentity v
+/ Tasks v
sl anass

+asignall | i Unassignall

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.

pie ' i @@
LS R N PE < Report configuration 5] 11/2023-12/31/2023
€} settings Modified by: Marty 1 Created /2023 114348 801
Save
& Do tion s - - - - Save and close
P Moduledetails | Moduleassignments | Central module attachments  Task | Reporting entities @y
g & fion Edit ch e ® Download standard variables
Close
Transaction groups
Unassigned clusters: Assigned clusters:
Benchmarking studies click to add click to remove.
. Production 1

Attachment overview

Manage questionnire 1
1111 Reporting entity v
+/ Tasks v :
) anaissis

+Asignall @ Unassignall
~
0K
]
Name Short name: Entiy type ERP number Country Regions Busingss line Sub business ling Triple sub line 4th Sub Busines

uts CH-Demo Fina. Financing (FIN) CH-Switzerland  EMEA HEC BITLFS

Figure 115: Assigned clusters

2.1.3.3. Module cluster and Filter function

As explained in the previous chapters, module clusters can be created and assigned to the companies. This has
the advantage of combining modules in a cluster and assigning them collectively to the entities.

If a cluster has been used, this can be recognized directly under the "Module assignments” tab.

1,“-"5 globalDoc Solution 0.2 € Report configuration [5] #1/2023-12/31/2023 @ @
€} settings Modified by ' Created e
¥ Documentati N
Q fon setup Module assi Central modul Task co
. - . Ove: o sions.
Report configuration Edit cluster assignments *
Doviload terplate
Transectiongroups Dovnload standard variables
Unassigned clusters: Assigned clusters: Close
Benchmarking studies dickioadd cick toremove
. Production 1
Attachment overview
Manage questionnaire |
111 Reporting entity v
+/ Tasks v :
) analysis
+assignall @ Unassignall
~
G

Name Shortname Entty type ERP number Country Regions Business ine Sub business ine

Figure 116: Module assignment - module cluster

NOTE: The rules relating to the assignment of modules have no effect if a module cluster has been assigned to
a company. This means that the rules are ineffective in this case and the module is always assigned.

New Filter Function to explain, here are in short how is work:

[Name] Contains 'DE' And [Name] Contains 'CZ' And ([Name] Contains 'Request' Or [Name] Contains 'CH")
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Filter Builder

And
> Name Contains DE
> Name Contains CZ
> Or
» Name Contains Reguest

> Name Contains CH

Filtering is set up as follows:

If | start at the top with AND, | connect all my conditions with AND. The group with the condition which starting
with OR is also linked with AND. But the conditions listed after the OR are only linked to each other with OR or
are in relation to each other.

This means:
List all companies that contain "DE" AND "CZ" AND ("Request" OR "CH") in their name.

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 = “=ErmpeERzaniEss | Reporting entities may be removed again by ticking

@ Drop selectad reporting entities |

the corresponding reporting entities

If a module has been assigned via @ Automatische Allokation 4, j4o ranorting 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").

p":' globalDoe Solution 5.2 € Report configuration Bl vwzom-aizyzoz @ @

"Moified by: il pr. i,/ 22710 P._ Greated By selmcki o, 1202 4542 X
& seinss

& Documentation setup ~ Moduledetzils | Moduleassignments | Central moduleatizchments | Task

‘Report eonfiguration. Assigned clusters:

Todle detais has:
Transaction groups

Senchmackig stadies 2 Always assigned:
[ENAM- EN Administratormanual, ENU2 - EN Usermanuzl

=2
st e
2 Never assigned:
None [
St qasicnzais
Py 3 Rule based assignment:
111 Reporting entity v
a. Master data rules:
o Tasks v ene =
N 'b. Transaction data rules:
allsmac oy =
Assigned companies: A
e}
” —-—
;;;;;;;;;
-
5 0 @ w o

Figure 117: Edit modules - "Module assignments" tab
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Figure 118: Automatic assignment — Exceptions

2.1.3.4. 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").

pw% globalDoc Solution 9.2 & Report configuration [5] w1/2023-12/33/2023 @ @
o Settings Modiified by: globaladmin, o/15/2023 10:53:304M Greated by: globaladmin, o/15/: 53:30 AM
Save
¥ Documentation setw ~ Saveand dose
9) ® Moduledetails  Module assignments | Central module attachments | Task Copy modie
. o Overviewlocalversions
. Downioa termplate
Drag & Drop Files b
T fon groups Download standard variables
Close
File name | Short name AttachmentType | Isconract | Report | Reference | Modifiedby | Modified date
Benchmarking studies
Page[[ Jof1 Norecordstoview
Attachment overview Note: For editing attachment, please double click on filename
Mansge questionnzire
-
111 Reporting entity v
/ Tasks v
a1 Analysis

Figure 119: Edit module - "Central module attachments” tab

2.1.3.5. 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@ #dditem to Checklist..  Thege checklists

have to first be completed when processing the task before the status of a module can be changed.

pw% pr TR YY I < Report configuration [5] w/z023-12/31/2023 @ @
& Settings Modified by = 1 Created b o/ a
Save
¥ Documentation setu ~ Save and close
©) ® Moduledetails | Module assignments | Central module attachments | Task g
Report configuration Navigation item* ) Overviesylocal versions
e Checklist
Documentation content Download template
Transaction Download standard variables
groups Name* Close
© adaitemto Checklist .
Benchmarking studies
Description®
Attachment overview
Manage questionnaire
Processing deadline *
1111 Reporting entity v
+/ Tasks v annually recurring
al g amatssis

() Checklist mandatory

Figure 120: Edit modules - tab "Task"

2.1.3.6. 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 = © Pmopseleciedreportingentifies 5y © Asslensespoming =niiE= \hich gre 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.

pw-c" globalDoc Solution 9.2 € Report configuration [E] vaszoes-s2/31/2023 @ @

&P settings Modified by: Maryma, o/ ssoston 411 Created by

Save

O’ tion ~ Save and close

Central Task | Reporting entities Copy module
Reportconfigaration in'\nloadimdarc'ana:les
lose
Assigned companies
Transaction groups

Name Code | ing de| level conte] e conte] el | | | | repor
Benchmarking studies
x x x x x x x x x x x

Norsordstovier

Attachment overview Page[T ] » o
Manage questionnaire Note: Please double click on the assigned reporting entity to edit the entity specific deadline and responsible editor.
1111 Reporting entity v
+/ Tasks v

sl nanaysis

Figure 121: Edit modules - "Reporting entities" tab
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2.1.3.7. 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
A

Figure 122: Edit module - further functions

Save: Changes are saved, but you remain in the same view.
¢ 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.

globalDoc Solution 9.2 € Report configuration [5] w/a/2023-12/31/2023 @ @

pwe

& Settings

Save
Moduledetails | Module assignments  Central module attachments Save and cose

Download standard variables
Please save the entries on this page and then define the assignments of this module to the reporting companies in the "Module assignments'tab. Without such a module assignment, the T
Report configuration ‘module will not be assigned to any reporting company!

O‘ Documentation setup A~

Chapter* Print option*
Transaction groups i X X
5 General information Optional

Benchmarking studies R . . .
Module name’ The selection of a transaction group in "Module

Copy of Background details' has no effect on the automatic allocation of
Attachment overview this module. Please navigate to Module assignments'
Module dass* to set up the allocation

Manage questionnaire Local Transaction group

Figure 123: 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.

o Overview of local versions: This function offers the possibility of an overview of the module, its use
and changes in the assigned reporting companies. The head office can use it to download an overview
of the differences in content.

¢ Download template: Downloading the underlying template for the module.
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o Download standard variables: globalDoc has standard variables that can be used as placeholders in
the modules. These standard variables can be downloaded here as a Word file.

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

Report configuration
someone@example.com a
Report configuration

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

Figure 124: Report configuration

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

2.1.3.8. 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.

. e globalDocSolutiono2  WCaNSsts] @0

Overview . .
Role name* Roletype*

Navigation
Administration v

Description Default permission*
Customizing ~ Create, edit and delete

General
Translations

Roles

Approver levels
Navigation
Reporting templates
Analysis templates
Licensing

Email & escalation v

Figure 125: 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
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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".

pric globalDoc Solution 0.2 & Report configuration ] wv/z023-12/33/2023 ® @
£ settings Modified by: Marty, /28,2023 swog:00 201 Created
save
&Y Documentation setup A N Saveend dose
Central Task | Reporting entities
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Unassigned roles: Assigned roles:
Benchmarking studies dick to add dicktoremove
. Easy peasy edit . Editglobal content Edit
Attachment overview . Easy peasyread . Read global content Read

Manage questionnaire
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+ Tasks v
alianatyts
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Figure 126: 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™).

a

globalDoc Sohution 9.2 e Set[]_ngs ﬁ 1/1/2023 - 12/31/2023 ® @
Overview
Approver level content:
Administration ~
Reviewer:
None
Reporing peods B
Responsible:
Reporting period settings None m
Users Approver level report:
Divisions Accountable:
None m
Group entities
Regions User roles
Documentation levels User roles and access rights Divisions/Reporting entities
Countries
Global (ODefautt @ (AL @
Currencies Select 106s
Module cluster Divisional ODefault @ (AL @
+ | select roles
Businessline
Local + |@Defautt @ DAL @ Al
Matrix organization

Figure 127: 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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Figure 128: Overview transaction groups (example)

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

symbols ¥ or via the symbol E (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 Ediadit is 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:

¢ Number: Individual numbering of the transaction groups?

¢ 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.

¢ Modified by: Shows the user who last made changes to the transaction group.
e Modified date: Indicates the time and date of the last change.

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

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

Create a mew transaction group.

& Delete Delete a selected transaction group.

+
{

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

w options  ~ lect Columns. The search can be updated here as well.

3 Download template Excel-Template for download.

B Import transactions Import the transactions.
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@ Export transactions Export the transactions

Table 3: 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").

i . . Country:speeific preparation deadine N/A
pwe LRt RO PP Transaction groups 5] waszozs -12/31/2023 " e flingdeaine /A, ® @

£ settings

Details | Central attachments
@Y Documentation setup ~

E

E
Code* Gener N
a

Report configuration

Transaction groups
Benchmarking studies . -
() Analysis flag Description
Attachment overview
[0 Ts reserved for filtered transactions (raw data)?
Manage questiomnzire
-
1111 Reporting entity v

/' Tasks v

alpanass

Figure 129: 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):

¢ 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.

¢ 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.

¢ 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. Local threshold values for
the automatic allocation of modules or the inclusion of a transaction in the Excel transaction matrix can
be both above and below the global specification of the general materiality threshold for I/C Matrix.

¢ Description: The transaction can be described in more detail here.
¢ Analysis flag: Should the transaction group be part of a group analysis?

¢ Is reserved 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

the transaction group by dragging and dropping or using the button d (see figure "Creating a new trans-

action group - "Central module attachments" tab").

. 5 Country-spocific preparation deadline: N/A
pw‘c.' ot Eie PPl Transaction groups [ vajzoz3-12/31/z023 e e
& settings
Save
Details Central attachments Sav \d o
& Documentation ety N eanicoe
New
Report configuration File name Short name AtachmentTpe | Dcontrat | Report Reference Modified by Modified date E
Pael ot [osm——
Transaction groups
Benchmarking studies
Attachment overview
Manage questionnaire
il Reportingentity -
+ Tasks v
alpamasis

Figure 130: "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 @.

i . . ‘Country-specific preparation deadiine: N/A @ @
globalDoc Solution 9.2 Transaction groups ﬁ 1/1/z023 -12/31/2023 Country-specific filing deadline: N/A
& settings
Save
Details Central attachments Save and clos:
o’ Documentation setup A TREEE
Parent element General materiality threshold for I/C matrix ® New
Reportconfiguration A Research and Development Euro Cose
Code* " .
. General materiality threshold fo ®
Transaction groups @]
Euro
Benchmarking studies e Description
Attachment overview
(0 Analysis flag
Manage questionnaire
(] Xs reserved for fltered transactions (raw data)?
-
1111 Reporting entity v
+/ Tasks v
alpanassis

Figure 131: Create Sub-Transaction group- tap "Details"

Administrator manual
PwC 108



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

icon” . 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)").

p“'.'c pPoTEuro PP < Benchmarking studies @ @
e I T [
& Documentation setup ~l[O Name | Region | Country | Firstyearofstudy | Lastsearofstudy | Isfinencialupdate? | Modfiedby |  Modifieddate |
x x x ~
Report configuration 0| / | @ | |EMEA Researchand Development EMEA 2019 globalAdmin
O] / | @ | % NAFTA Support Services Americas 2019 globalAdmin
‘Transaction groups O| # | @ |©|EMEA Support Services EMEA 2019 globalAdmin
O]/ | @ | |FRSupportServices FR - France 2019| globalAdmin
vl i O/ / | & |©|DEResearch and Development DE - Germany 2019 dobaladmin
O] / | & |1 |USResearchand Development S - United States 2019 globaladmin /2
Attackn e = . .
Hachment overviey O/ | & |© NAFTAResearch and Development | Americas o elobalAdmin /2512023 9:46:56 AM
o O] / | @ | |APACSupport Services APAC 2019 globalAdmin 9/15/2023 924711 AM
Manage questionnaire
-
1111 Reportingentity v
+/ Tasks v
alpamatysis
Page[T Jof1 Viws-8of8

Figure 132: Overview of benchmarking studies (example)

The buttons ® | # | @ 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:

¢ Name: Enter a name for the benchmarking study.

o 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.

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

¢ 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:

[P RN WS ¢ Borchmarking studies 0

L sevings

& Documentasonses ~
N

Transasion groups

Figure 133: 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):

¢ Name*: Enter a name for the benchmarking study.

o 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?
o Database version: Enter version and year of the study

¢ Regional or local study?*: Here you can choose between "country" and "region". This influences
whether regions or countries can be selected in another field.

o 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 L] 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 PLI type*: Indication of the profit comparison indicator used in the benchmarking study. If the desired
PLI type does not appear in the list, a separate PLI type can be added by clicking on "Other".

¢ Number of comparables*: The number of comparable companies must be entered here.
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¢  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.
¢ Median*: The median of the range for the profit indicator determined in the study.

o 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 icon 7 ofthe 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").

I ol < Benchmarking studies 0

Drag & Drop Files

Lastyearofsrut Daabase
2019 2021 Orbis

Figure 134: 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.

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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WJ'E POTLIIOIPE < Attachment overview 5] yy/zoe3-12/33/2023 v @ @

£ settings :
@ Documentation seup ~ || cote | Reportingentity |  Navigationitem | Name | Transaction groug|  Shortname | ttachment Ty 1s contra{ Report |Referend| Flename |  Provideddate | Tipe [ ntocified b Modified aa|
Reportcontizaion x [viz [vix vix x x x x x
GLOBAL |GLOBAL 5 Generalinformation | Organizational Structure Group Chart 2023 |Charts X |v v Group Chartof the Demo ¢ ModuleAttachment  |joachim.sohro/18/2023 3
Transacton groups GLOBAL|GLOBAL Masterfle Intangibles Patent List BeckgoundInff X | v v List of patents.slsx ModuleAttachment ‘globaladmin
GLOBAL (GLOEAL Master fle Organisational structure Org Chart Charts X v v Org structare jpg Moduleattachment globaladmin o/15/2023 10
Benchimarking stadies GLOBAL GLOBAL Masterfil Organisational structure Legal Chat Charts X |v v Legal Chart ppt Moduledtiachment | globalAdmin o/ 15/2023 10
Attachment overview
‘Manage questionnzire
7111 Reporting entity v
+/ Tasks v

sl analysis

Page[iJof1

Figure 135: Attachment overview

With , 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:

o Code: Refers to the company code (see also chapter "Create new group company/Edit master data of
a group company").

e Reporting entity: Indicates the reporting company to which the annex belongs.

o Navigation item: Indicates the structure item in the report to which the annex belongs.

o« 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 ¥ indicates that it does.

o File name: Refers to the file name of the attachment, by clicking on this the file can be downloaded.
o 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.

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
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questionnaire 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.

WJ'E POt TE < Manage questionnaire (5] va/zoe3-12/33/2023
&P settings Modified Created
=
) e a
P Documentation setup A~ | Questionnaire (copy)
Report configuration Description Y
Please provide the optional information for Clos
Transecton groups documentation purposes
Benchmarking studies
Processing deadline®
12/17/202:
Attachment overview V)
Manage questionnaire v Wbk
> Group entity details
1111 Reporting entity v L 5
L1} Reporting entit > Optional information
+/ Tasks v

sl analssis

Figure 136: 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 close

Activate

Sync Reporting entity fields

Close

”

Figure 137: Current state “Draf
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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".

NOTE: The questionnaire variables should not be set to inactive until the reports have been finalised. Otherwise,
the answers via the questionnaire variables will not be displayed.

The questionnaires can be (temporarily) saved even if there are no entries for mandatory fields. Validation of
whether entries are available for all mandatory fields now only takes place when the status changes. This means
that the questionnaires can also be answered successively.

As described in detail above, the master data and optional information of a reporting company can be added as
questions to the questionnaire by clicking on "Synchronise reporting company fields™.

You can use the function "View all answers™ to display an overview of all answers. The view and management

options are explained further in the chapter "Manage questionnaires after activation™.

2.5.2. 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
questionnaire, the local users can see the questionnaire.

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

PW{- globalDoc Solution 9.2 4 Manage questionnaire 5] 2023~ 1273172023
€ setiog Modified by: globaladmin, o/ I Created by: zisbalsdmi 1
Name*
o’ on setup A~ Questionnaire (copy)
Report configuration Description
Please provide the optional information for
Transaction groups documentation purposes
Benchmarking studies

Pr eadline*

12/17/202;
Attachment overview a7/2023

V' Variables

Manage questionnaire
1L |Number of employees Mandatory? ) Helptext:@  Type:[Numeric Question v | &
10 Reporting entity v Headcount FTE a the end of FY (December 31)
«/ Tasks v
z
Analysis .0 - _
|I| ? 12, [Were there business restructurings during the reporting period? Mandatory? () Helptext:®@  Type:[TextQuestion v | &
Yes/no
If yes, please shortly describe the restructuring.
z
13 [Name of CFO Mandatory? ) Helptest: ) Type:[ToxtQuestion | &
14. |Founding date Mandatory? ) Helptext:[) Type:[DateQuestion v | &
5 [Annual report available Mandatory? ) Helptext:()  Type:[Checkbox Question v |

non s 1L

Figure 138: 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.
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2.5.2.1. Section Variables

Clicking on the plus sign + adds a new input field for a question.

€ Manage questionnaire [™] 122069 - 127312060 212

Cwrrent state: Draft
Modified by: selma, 3/14/2023 10:05:4z AM Created by: selma, 3/14/2023 10:05:42 AM _—

Save

Name* -
Save and close

Questionnaire N
Activate

Syne Reporting entity fields

Close

Drescription
Please answer the questions.

Processing deadline*

w Variables

Add question 4

¥ Group entity details

¥ Optional information

Figure 139: 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? ) Help text: Type: | Text Question v | w

Please enter a help text

Test 2 Mandatory? ] Helptext:[) Type:|Checkbox Question v | ]
Test 3 Mandatory? (] Helptext: (] Type: | Date Question V@
Test 4 Mandatory? (] Help text: () Type: [ Numeric Question ~ | i

Figure 140: 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.
o Date Question: The answer must be a date.
¢ 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. Please
ensure that you save your changes frequently.

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
questions. After answering the fields, the administrator can check the data and then update the master data.

In order for company data to be processed by the local user, the function "Synchronise reporting company
fields" must be executed in the right column.
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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.

€ Manage questionnaire — 29
Select Reporting entity fields x
i . Current state: Inactive
—Group entity details T y: Martvaa, 11/30/2022 12:38:03 PM Created by: system, 12/3/2010 2:92:07 PM
Full name
3 3 Shert name
Optional Information e

ERP number
Previous name
Entity type
Country
Address

Local currency

Descript
Please provide the optional information

documentation purposes

12/17/2020 *t)ptional information——————————
Name of tax office
e Address of tax office

Tax number
Number of trade register
Test 2 Name of trade register Mandatory? Help text:

Test 1 Mandatory? ) Helptext: (] Type:|Text Question

bos Question |

Test3 Address of trade register Mandatory?)  Help test:[) Type:[Date Question
Legal representative (with address)

~
Mandatory? () Helptext:[] Type:[Numeric Question

i 3 Business objective of the entity
Add question 4 Formation date
w Group entity details Acquisition date

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

Optional information

Close Save

Figure 141: 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 L the questions with the icon.

w Group entity details

Full name Mandatory? ™ Helptext:[(]  Type: ™
Short name Mandatory?(]  Helptext:[J  Type: o
Code Mandatory? ! Helptext:[]  Type: ™
ERP number Mandatory? D Helptext:[]  Type: o
Previous name Mandatory? [ Helptext:[]  Type: ™
Entity type Mandatory?[J Helptext:[]  Type: ™1
Country Mandatory?[J  Helptext:(J  Type: o
Address Mandatory? ([ Helptext:  Type: 1
Local currency Mandatory?[)  Helptext:(  Type: ]

Figure 142: 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

Address of tax office

Tax number

Number of trade register

‘Name of trade register

Address of trade register

Legal representative (with address)

Business objective of the entity

Formation date

Acquisition date

Alternative business year

Short business year

Optional information

Mandatory? O
Mandatory? [
Mandatory? (J
Mandatory? (J
Mandatory? [
Mandatory? [
Mandatory? ]
Mandatory? [
Mandatory? (]
Mandatory? U
Mandatory? [
Mandatory? O
Mandatory? [

Figure 143: Synchronise reporting company fields — Optional Information

2.5.3. Administer questionnaire after activation

2.5.3.1. Overview of responses

Help text: 0O
Help text: [
Help text: (J
Help text: [
Help text: [
Help text: [
Help text: O
Help text: [
Help text: [J
Help text: [
Help text: [
Help text: 0O
Help text: [

Type: \ Text Question

Type: | Text Question v
Type: \ Text Question v |
Type: | Text Question v
Type: | Text Question v
Type: \ Text Question ~ |
Type: \ Text Question e |
Type: | Text Question ~
Type: \ Date Question e |
Type: | Date Question |
Type: | Text Question v
Type: \ Text Question v |

v |

Type: | Text Question

B8 8 88 8 8 8B 8 &8 8 8 &

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.

P globalDoc Solution 0.2

pwe

£ settings

@Y Documentation setup
Report configuration
Transaction groups
Benchmarking studies
Attachment overview
Manage questionnaire

1111 Reporting entity

+/ Tasks

sl analysis

€ Manage questionnaire
Code T Fullname Current state
(Al
DEAD DE Adminhandbuch In progress
DEBH DE Benutzerhandbuch In progress
ENAM EN Administratormanual In progress
ENUW EN Usemanual In progress
uos UK-Demo R&D Centre Ltd In progress
uos UK-Demo Shared Service Ce. In progress
U2 UK Demo Sales Co. Lid In progress
U2 UK Local File In progress
Q 50 100 500

Figure 144: Overview answers

Viodified by

martynaszp.

martyna szp.

martyna szp.

martynaszp.

martyna szp.

martyna szp.

martynaszp.

martyna szp.

Viodifed date

121132023

12132023

12432023

121132023

12132023

12432023

121132023

12132023

essre... | NameofCFO

Foundng date

Annual report available

(

(=

Oo0ooooooo

Tmport/Export: TR

Group entiy detaits

Full name

DE Adminhandbuch

DE Benutzerhandbuch

EN Administratorman,

EN Usermanual

UK-Demo R&D Centr.

UK-Demo Shared Se.

UK Demo Sales Co. Ltd

UK Local File

UKR

UKS

UKS

In the overview list, the answers are sorted by reporting companies by default. The columns of the overview
consist of the following fields:

e Code: The unique code of the reporting entity

¢ Full name: The full name of the reporting unit

¢ Current status: Status of the questionnaire from the point of view of the local user. He can change the
status of the questionnaire for his company from "In progress" to "Delegated™ or "Completed".
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If the user is the responsible for the reporting company, it is possible to change the status of a questionnaire and
thereby pass the questionnaire on to the reviewer or a user with the role "Approve tasks" to check the changes
made ("Submit for approval”). If there is no reviewer or user with the role "Approve tasks", you can set the
questionnaire directly to "final". See the user manual in the chapter Questionnaire.

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

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

NOTE: All questions and the status of the questionnaire for each reporting unit can also be changed or entered
directly in the view by the system administrator.

Below the overview list, it is possible to change the display of the number of responses from 20 to 50, 100 or 500.
The default setting is 20. Likewise, the answers in the view can be scrolled forwards and backwards by clicking

Page 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
questions that have not been answered, e.g., because the answers were submitted by other means. The changes
can be saved with the Save button.

o & mn 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.

= Fﬁpm“‘rmlm Click on "Flip rows/columns" to swap the view representation. l.e. the columns in the
previous view are converted to rows.

pw-:' globalDoc Solution 0.2 € Manage questionnaire @ @

Qs e e T

&Y Documentation setup A cose DEAD DEBH ENA ENUW
Report configuration

Transacton groups

Benchmarking studies

Attachment overview 1211312023 1211312023 1211312023 1211312023 121132023 1211372023 12132023
‘Manage questionnaire

1111 Reporting entity v

+/ Tasks v

alpamanysis
DE Adminh. DE Benutze. EN Administ EN Userma. UK-DemoR. UK-Demo S. UK Demo S. UK Local File

DEAD DEBH ENAM ENUM uos uoe uz3 u24

Figure 145: 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.
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: Using the buttons, all questions can be exported and imported back into the globalDoc
Solution after editing.

Full name Number of Were there Nameof CFO  Foundingdate Annual report X k. = X Tax number Number of trade

DE-Demo Headquarter' 5000 No Max Mustermann 7/1/2020 Trus Tst 111:11/1111111 1456789 Musterstadt

FR-Demo S.A. Finanzamt Mustersta( MusterstraBe 47, 11 (1111111 123456789 Musterstadt
Uo3 CZ-Demo s.r.0. Finanzamt MusterstacMusterstraBe 47, 111:11/1111111 "123456789 Musterstadt
Tog US-Demo Sales Hub A Finanzamt Mustersta« MusterstraBe 47, 111:11/1111111 123456789 Musterstadt

Uiz MEX-Demo Sales Ltd. Finanzamt Musterstac MusterstraBe 47, 111:11/1111111 123456789 Musterstadt
U16 CH-Demo Finance AG

Uz21 DE-Research Lab
U22 IT-Demo sales S.p.A.
U23 DE-Demo Headquarter.

Figure 146: Questionnaire - Export

@ Download template . " ) . .
: With "Download template" you can download the predefined Excel sheet and import it

after filling it with the import button.
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3. Program item Tasks

3.1. Overview

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

i globalDoc Solution 9.2 & Tasks i Uo1-DE Demo HeadquartersAG > [7] 1/1/2023-12/33/2023v
“ & Dimension* Responsible*
PR— St T
7111 Reporting entity v
«/ Tasks ~

1/1/2108 - 1/31/2109 1/1/2100 - 1/31/2100 1/1/2023 - 12/31/2023

Overview
Task management.
Approve admin tasks

o) amatyets

| or W or W o W Final
Search
Reportingpericd ¥ % Name % Open /Final Distribution
oz seflons G Seiednd E— —

Figure 147: 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 y_ L LZ3 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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10 Uo1-DE Demo Headequarters AG > £ wjzons -12/3v/e

Reportingperiod ¥ ¥ Name ¥
1fyfeos3-12fa1fzozg  CH Switzerland
1/1/2023-12/31/2023  CZ Czech Republic
1/1/2023-12/31/2023  DE Germany
1/1f2023-12(31/3023 FR France
1f1/2023-12/33/2023  IT Ttaly
1/1/2023-12/31/2023  MX Mesico
1/1/2023-12/31/2023  No country code selected No country selected
1/1f2023-12f31/2003 PP P-Countryyyy
1/1/2023-12/31/2023  US United States
1/1/2100- /31/2100 BR Brazil
yfyfzi00-1/feio0 CH Switzerland
1/1/2100- 1/31/2100 cz Czech Republic
1//2100-/31/2100  DE Germany
1/1/2100- 1/31/2100 DZ Algeria
1/2/2100-1/31/2100  FR France
iJyfz00-1/31fzi00 T Italy
1/2/2100-1/31/2100  MX Mesico
1/1/2100-1/21/2100 Us United States.

Figure 148: Overview Tasks

Search:

©
S

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

Al v S Name

B

|Name

|Processing deadline  Linked to

1
2 Update background information

3 Update organizational structure

4 Module assignment - Divisionales Modul TG

5 | Transaction overview

6 Description of Transfer Pricing Methods

7 Business Overview (Research and Development)

8 Description of Relevant Transactions (Research and Development)

9 Transaction Matrix (Research and Development)

10 |Functional Analysis (Research and Development)

11 |Selection of the Transfer Pricing Method (Research and Development)
12 | Application of the Transfer Pricing Method (Research and Development)
13 |Business Overview (Support Services)

14 | Description of Relevant Transactions (Support Services)

15 Transaction Matrix (Support Services)

16 Functional Analysis (Support Services)

17 ' Selection of the Transfer Pricing Method (Support Services)

18 |Application of the Transfer Pricing Method (Support Services)

19 Organisaticnal chart

20 Key Competitors

21 Company history

22 - Showcase variables + Attachments -

23  Automatische allokation

Figure 149: Export tasks
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31
31

.12.2024 Background
.12.2024 Organizational Structure

06.04.2026 Divisionales Modul TG

31
31
31
31
31
31
31
31
31
31
31
31
31
31
31
31
31
31
31

.12.2025 Transaction overview

.12.2025 Description of Transfer Pricing Methods

.12.2025 Business Overview (Research and Development)

.12.2025 Description of Relevant Transactions (Research and Development)
.12.2025 Transaction Matrix (Research and Development)

.12.2025 Functional Analysis (Research and Development)

.12.2025 Selection of the Transfer Pricing Method (Research and Development)
.12.2025 Application of the Transfer Pricing Method (Research and Development)
.12.2025 Business Overview (Support Services)

.12.2025 Description of Relevant Transactions (Support Services)

.12.2025 Transaction Matrix (Support Services)

.12.2025 Functional Analysis (Support Services)

.12.2025 Selection of the Transfer Pricing Method (Support Services)

.12.2025 Application of the Transfer Pricing Method (Support Services)
.12.2025 Organisational chart

.12.2025 Key Competitors

.12.2025 Company history

.12.2025 - Showcase variables + Attachments -

.12.2025 Automatische allokation

l
End date
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
1/1/1624 -
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3.2. Menu item Task management

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

lmj'u globalDoc Solution 9.2 € Task management 5 wasz023-12/33/2023 ® @
&P settings
[ | o ot ] o sewnop
@ Documentaton setup Yo Name | NavigatonTem | Scope | Linkedto | Processing deadtine | Checkist | annuallyrecurring | Assigned |  Modifiedby | Modifieddate |
i Reportingentity o x x x x x vl x v x x x x
- 0| / | & |Moduleassignment- D Documentation conten MODULE Divisionales Modul TG 4/6/2024 o|globaladmin a/17/2023 11435554
VT A O] 7 | @ |TestCheckiist Documentation conten| MODULE TestTaskNew 8/31/2023 1 Martyna 9/21/2023 9:23:57 Al
O| / | & |TestTask Documentation conten) MODULE ‘TestTaskInModule 9/8/2023 0 Martynal. 10/13/2023 11:51:09 4
i O / | @ |Updateb: und infl Documentation conteni MODULE Ba ind 12/31/2022 1{Martyna 9/28/2023 11:09:00 4
Overview
O / | & |Update Master File (De Documentation conten MODULE Description of Demo Group business 12/31/2022 1/globaladmin a/17/2023 114356 4|
T 0| / | & |Update Master File (i Documentation conten MODULE Finencial activities 12/31/2022 allrupa 9/4/202310:58:58 Al
O] / | & |Update Master File (Fir Documentation conten) MODULE Financial and tax position 12/31/2022 1/globalAdmin 4/17/2023 11:43:56 A
Approve admin tasks 0| / | & |Update Master File (In{ Docamentation conten{ MODULE Intangbles 12/31/2022 1/globalAdmin a/17/2023 1143356 A
0| / | & |Update Master File (Or Documentation conten MODULE Organisational stracture 12/31/2002 1/globalAdmin a/17/2023 1143156 A
oly anaysis O] | & |Update Master File (Pu Documentation conten| MODULE, Purpose and scope (Master File) 12/31/2022 1 Martyna 7/13/2023 9i54iq1 A
O /| & |Update organizational { Documentation conten{ MODULE Organizational Structure 12/31/2022 2/globalAdmin 4/17/2023 154355
/ Questionnaire (copy 2)| Manage questionnaire |QUESTIONNAIRE. 9/30/2023 ojoerg 10/31/2023 2:52:10 B
Page ot o—

Figure 150: 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".

NOTE: Questionnaire tasks may no longer be deleted once they have been created. If they are deleted, the
questionnaire template can no longer be edited, and activation/deactivation is no longer possible.

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 ¢ Modified date

e Processing deadline

The selected task can be deleted directly using the ™ symbol or edited using the ' 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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e PESLEEIN PPN < Task management I

& settings
Taskdetails
&P Documentation setup v
T11] Reporting entity v
+/ Tasks ~
Overview Descriptic
Tesk management

Approve admin tasks
Processing deadline *

alyanaisis

annually recurring

[ Checllist mandatory

Figure 151: 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 4 of the corresponding task, the "Reporting entities" "Additional guidance"
and "Change history" tabs are displayed next to the "Task details" tab.

i

pwe globalDocSotution o2 MM LN SUENELINE A 5] vuseozs-sz/su/zoz3 @@
&P settings Modified by: sobalich 1 Created :
e
&P Documentation setup v Taskdetails | Reportingentities | Additional guidance | Change history e
New
1111 Reporting entity v . e Module® Delste
- D tation content o Close:
Divisionales Modul TG [Local] x v
/' Tasks A e
Module assignment - Divisionales Modul TG~ Checkdist
Overview
Description®
‘Task management Please submit the module according to the © Additemto Checkist.
deadline.
Approve admin tasks
III Analysis Processi adline *
4/6/2024

annually recurring

[J Cheeklist mandatory

Figure 152: 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

@ Drop selected reporting company function (see Figure "Create new task - Assignment of reporting entities").

p,,-',c POELER TR € Task management 5] wy/z0m3-12/31/2023

£} settings

Modiified by: flosaladmin, 4 1 Created by finfa0ng 14355 A0
@ Documentation setup v Taskdetzls = Reportingentiies | Additional guidance  Change history
11i1 Reporting entity v 7] Exclude admininistrators from responsibles
+/ Tasks ~
Assigned reporting entities
Overview ‘
0 Name Code [processi e o s + | Flevel content| Approver level report: | pprover level report: | pprover level report: |
‘Task management x x x = o z
Noraedsto ey
s S E T o e e e
1 Drop selected reporting entities + Assign repc = 2 = = E X 5 il
II| Analysis | Uog |US-DemosS Local Us| Local Ut
Note: Please double click on the assigned reporting | U2 | FR-DemoS Local Ushamzz_f | | S
O |Uog |CZ-Demo s|Responsi hamza +1 Joachim | hamza_t 23456,
PagelJofs pr——
{ »
OK Close

Figure 153: 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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l,.,‘l,c PRSI TE < Task management 5] 13/z0e3 - 12/33/2023

&P settings slobaladmmn, o7/ 1 Created by v ety AN
P Documentation setup v ‘ Task details ‘ Reporting entities | Additional guidance |~ Change history ‘
1] Reporting entity A | x|
Processing deadline *
v ~ /6/202.
Assigned reporting entil % 4
Overview
(] Name Approver level content: svel report: | Approver level report: | Approver level report: 4
Task management x Reviewer 3 -module content x x x
(O |US-Demo Sales Hub America In | | Local User |
Approveadmintasks 1ok
Reviewer 2- modle content
o) analysis e e

Reviewer 1 - module

Note: Please double click on1

Apply || Close

Figure 154: Create new task - Edit reporting entity

Also note the option "Exclude administrators from the selection of responsible persons™” at the top of the
tab.

l’"_.-ﬂ globalDocSolutions.: ML QUENELLI Ve ] waszozs-sz/su/zozs @ @
“ N Modified by: dobaladh 1 Created /
® Save
) . A . - Saveand close
@Y Documentation setup v Taskdetails | Reportingentities | Additionalguidance ~ Change history
New
T " " Delete
1111 Reporting entity v I [ Exclude admininistrators from responsibles l ©
ose
/' Tasks ~
Assigned reporting entities
Overview
u] Name | cote | ing des| | | tex] | approver levelreport: zeport: | repart: |
‘Task management X x x X x x x x x
03 |US-Demo Seles Hub America Inc Uog |4/6/2024  [Local User | | | | | | Local User |
Approve admin tasks PagelsToft fe——
||| Analysis W 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 155: Vreate new task - Tab "Reporting entities"

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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e RS SS YA < Task management {5 y/yfzoss - s/sa/z0z3 @®

o Settings Modified by: dobelad 1 Created
save
. . . - . . Save and clc
ov Documentation setup v Taskdetails | Reportingenties | Additionalguidamce | Changehistory o Saeaddo
New
7111 Reporting entity v X PeE
Upload Drag & Drop Files Close
/' Tasks A~
Filename Short name Attachment Type
Overview . . .
Page[iJofs Nomdstovin
‘Task management
Note: For editi: ible click on filename
Approve admin tasks
alganass

Figure 156: 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").

thJ' globalboc Solution 0.2 4 Task management [] waszose-seizuizoee 1?
) Settings Modified by: selma, 3442023 1z:51:24 P Created Dy: zlobaladmin, 1223 /2022 10:32:49 AM
Save

[=" Documentation setup v Taskdetails = Reportingentities = Additional guidance | Change history famaaicie
=1 | New

" o Delets
71 Reporting entity + selma [3/14/2023 12:51:14 PM] Actions: [LinkID] c;:
J Tasks N v selma [3/14/2023 12:50:39 PM] Actions: [LinkID|Bearbeitungsfrist ]

+ globalAdmin [12/23/2022 10112:49 AM] Actions: [Status]
Overview

+ globalAdmin [12/23/2022 10:12:49 AM] Actions: [Status]
Task management

Approve admin tasks

i1 analysis

Figure 157: 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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pw‘c.' PR TSN < Approve admin tasks [5] z0m3-=/33/z023 v @G

& s
- [« b [ bt s [ St
P Documentation setup ¥ 1o Name | Scope | Processing deadline | Checklist |
T Reporting entity . x x x v o=
- O] / | & |Approve new central group: A AB. testing 'TRANSACTIONGROUP 10/9/2023
o Tasks A O]/ | & |approvenew central group: D.3456. Test 3456 TRANSACTIONGROUP 10/25/2023
(| # | & |Approvenew central group: E.123. Test Martyna TRANSACTIONGROUP 10/30/2023
Oversien 0| / | & |Approvenew central group: H. Mamufacture TRANSACTIONGROUP 12/9/2023
O] /| @ |Approvenew central group: 4565432245, testtesttest 'TRANSACTIONGROUP 11/6/2023
‘Task management 0| / | & |Approvenew group entity: H-GroupEntityy GROUPENTITY 12/6/2023
0| / | & |Approvenew group entity: H-GroupEntitys GROUPENTITY 12/6/2023
Approve admin tasks O] / | @ |Approvenew group entity: ryio GROUPENTITY 10/16/2023
O] / | & |Approvenew group entity: sdfg GROUPENTITY 10/16/2023
1 anaiysis 0/ | & |Approvenewgroup entity: sdfg GROUPENTITY 10/16/2023
0| / | & |Approvenew group entity: Test Martyna GROUPENTITY 19/10/2023
O] / | & |Approve new group entity: Test Martyna GROUPENTITY 10/10/2023
O] / | & |Approve new group entity: Test Martyna GROUPENTITY 10/10/2023
O] / | & |Approve new group entity: Test Martyna GROUPENTITY 10/20/2023 -
»
Page[i Jof1 Views 20020

Figure 158: 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.

pwcj Bttt S < Approve admin tasks [l vtz @ @
@ amyrzont gy
E] o sep RNy per—
1] Reporting entity ~v e
Info . o
 Tasks ~
Overvine nevcentral groups A testing
Taskrmanagement
Approre admin ks
i
‘anmually recurting
Chechlistmandatory

Navigation item+
groups

Please note: Processing deadline Date should bein the fture.
Comments -~
Actions -~

» Martyma [s0/2/2023 12:3720 PM] Actions: [Situs]

» sjstem(10/2/2023 10:38:48 AM] Actions: [Create]

Figure 159: 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 A

» Martyna [10/2/2023 12:37:10 PM] Actions: [Status]

» system [10/2/2023 10:38:48 AM] Actions: [Create]
Figure 160: Task details - Actions
If the task is linked to a document or is a system-generated task, the tab "Additional guidance" also appears.

In this tab, subject-specific information, if available, is stored on the system side (see illustration "Edit admin task
release - "Additional information" tab").

pw-c" ORI T OTE < Approve admin tasks 5] warz0e3- 1273172023 @ @

@ seanes Modified by: Marty Created by: 5=t

Save and clos:
&Y Documentation setup v Taskdetails | Additional guidance ave and close
- A Delete
1111 Reportingentity v

File name | Short name Attachment Type Close
/' Tasks A

x x x
Pags[T ol [
Overview

‘Task management

Approve admin tasks

sl amanysis

Figure 161: 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{- TobalDoc Soluztion o. 5 v v @@

Group by: Region ... - Region name: Americas, APACEMEA . -
(r} Selected group entities
Code T Name Short name ERP number Perman.. Nameofta.. Addressoft.. Taxnumber Shortbusin... Country Legalrepre... Local curre... Division Preparati
~  Region name: Americas
~  Country name: Mexico
Uz MEX-Demo Sales Ltd. Demo Lid. Finanzamt M. MusterstraBe ... 11/1111111 Max Musterm... MXN-Mexic... DIV 1-Function_Rese...
~  Country name: United States
Uog US-Demo Sales Hub America Inc. Demo Inc. FinanzamtM.. Musterstrabe... 11/1311111 Max Musterm... USD-USDol.. DIV1-Function_Rese...
~  Region name: EMEA
~  Country name: Czech Republic
Uog CZDemo sro. Demosro. FinanzamtM.. Musterstrafe... 1/t Max Musterm... CZK-Czech.. DIV1-Function Rese.. 10/13/202
~  Country name: France
Uoz FR-Demo S.A. Demo S.A. Finanzamt M. MusterstraBe ... 11/1111111 Max Musterm... EUR- Euro DIV 1 - Function_Rese...
~  Country name: Germany
Uoi DE-Demo Headquarters AG Demo AG 0001 Finanzamt M. MusterstraBe ... 11/1111111 Max Musterm... EUR- Euro DIV1 - Function_Rese... 12/31/202;
Xo1 Selma Demo Selma EUR- Euro DIV 3 - Function_Deli... 12/31/202
~  Country name: Italy
U2z IT-Demo sales SpA. Demo Italy EUR- Euro DIV 3 - Function_Deli.
~  Country name: Switzerland
U6 CH-Demo Finance AG CHF - SwissF... DIV 3 - Function_Deli..
~  Region name: Without region
~  Country name: P-Countryyyy
Po1 PGroupEntity AAA -Triple... DIV:-Function_Rese.. 9/1/2023
Figure 162: 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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Regionname 1 | Countryname ! G Q Se Selected group entities
Code T Name Short name ERP number Perman... Nameofta.. Addressoft.. Taxnumber Shortbusin... Country Legalrepre... Local curre... Division Preparati
~ Region name: Americas
~ Country name: Mexico
Ui MEX Demo Sales Lid. DemoLtd. Finanzamt M... MusterstraBe... 1/ Max Musterm... MXN-Mesic.. DIV:1-Function_Rese..
~ Country name: United States
Tog US-Demo Sales Hub Americalne. Demolne. Finanzamt M... MusterstraBe... 1a/sumsn Max Musterm... USD-USDol.. DIV:1-Function_Rese..
~  Region name: EMEA
~  Countryname: Czech Republic
Uo3 CZDemosro. Demoscr.o. Finanzamt M... MusterstraBe... 11/sussss Max Musterm... CZK-Czech... DIV1-Funetion Rese.. 10/13/202
~  Countryname: France
Too FR-DemoS.A. DemoSA. Finanzamt M... MusterstraBe... 11/1um1 MaxMusterm... EUR-Euro  DIV1-Funetion_Rese..
~ Country name: Germany
Tor DE-Demo Headquarters AG DemoAG 0001 Finanzamt M... MusterstrBe... 11/mmn MaxMusterm... EUR-Euro  DIV1-Function_Rese... 12/31/202;
o1 Selma Demo Selma EUR-Ewr ~ °TT T mY
- Country name: Italy Column Chooser x
Uz2 IT-Demo sales S.p.a. Demo Italy EUR - Eun
- Country name: Switzerland. Address
6 CH-Demo Finance AG CHF -Swit .
~ Region name: Without region
~ Country name: P-Countryyyy Code
Pox PGroupEntity

A8 -Trp

Modified by

Figure 163: 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").

globalDoc Solution 0.2

= &k
E o

Group by: Region ... -

{5] 1/v/z023-12/31/2003

Region name: Americas APACEMEA...

@O

Regionname 1 | Countryname 1 =] Selected group entities
Code T Name Shortname ERPnumber ~ Perman.. Nameofta.. Addressoft.. Taxnumber Shortbusin.. Country Legalrepre... Local curre... | Division ‘Preparati
- Region name: Americas Addres
~  Countryname: Mesico
U2 MEX-Demo Sales Ltd. DemoLtd. FinanzamtM... Musterstrafe... 11/urrann Max Musterm... MXN-Mexic... | DIV1-Function_Rese..
~ Countryname: United States
TUog US-Demo Sales Hub America Inc.  Demo Inc. FinanzamtM... Musterstrafe .. 11/ Mas Musterm... USD-US Dol.. | DIV 1- Function_Rese...
~ Regionname: EMEA
~  Country name: Czech Republic
Uog CZ-Demos.ro. Demosro. FinanzamtM... MusterstraBe... 11/ Max Musterm... CZK-Czech... | DIVi-Function_Rese... 10/3/202
~  Countryname: Framce
Uoa FR-DemoS.A. DemoS.A. FinanzamtM... Musterstrafe... 11/urrann Max Musterm... EUR-Euro | DIV1- Function_Rese..
~ Countryname: Germany
Uor DE-Demo Headquarters AG Demo 4G 0001 FinanzamtM... Musterstrafe .. 11/t Max Musterm... EUR-Euo | DIV1-Function Rese.. 12/31/202;
Xor Selma Demo Selma EUR-Bur ™7 m
~ Country name: Inaly Column Chooser X
Uao TT-Demosales S.p.A. Demo Italy EUR- Eun

~ Country name: Switzerland
U6 (CH-Demo Financs AG

Region name: Without region

CHE -8 1y 1o Siring

~ Country name: P-Countryyyy Code
Por PGroupEntity AAA-Trp
Modified by

Figure 164: 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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—] B lobaiDoc Sotution 0.2 2023 - 12/31/2023 v @ @
y 1/1/2023 - 12/31/2:
= pwe gl E| /2023 -12/31/2023

Group by: Region ...

Regic Countryname 1 @ Q Searc Selected group entities
. Code T Name Short name ERPnumber  Perman.. Nameofta.. Addressoft.. Taxnumber Shortbusin... Country Legalrepre... Localcurre.. Division Preparati () Uo9- US-Demo Seles Hub America Inc.
¥~ Region name: Americas @ Uio-MEX-Demo Sales 4.
v ~  Country name: Mexico
v U2 MEX-Demo Sales Ltd. Demo Ltd. FinanzamtM... MusterstraBe... 11/1111111 Max Musterm... MXN - Mexic... DIV 1- Function_Rese...

v ~  Country name: United States
v Uog 'US-Demo Sales Hub AmericaInc. Demo Inc. FinanzamtM... Musterstrafle... 11/1111111 Max Musterm... USD-USDol.. DIV1-Function_Rese...
~  Region name: EMEA
= Countryname: Czech Republic
Uog CZ-Demos.r.o. Demos.r.o. FinanzamtM... MusterstraBe... 11/1111111 MaxMusterm... CZK-Czech.. DIV1-Function Rese... 10/13/202
~  Country name: France
Uoz FR-Demo S.A. Demo S.A. FinanzamtM... Musterstrafe... 11/t Max Musterm... EUR - Euro DIV1-Function_Rese...
~  Country name: Germany
Uo1 DE-Demo Headquarters AG Demo AG 0001 FinanzamtM... MusterstraBe... 11/1111111 Max Musterm... EUR - Euro DIV1-Function_Rese... 12/31/202;
Xor Selma Demo Selma EUR-Euro DIV3-Function_Deki.. 12/31/202;
~  Country name: Italy
U2 IT-Demosales S.p.A. Demo Italy EUR - Euro DIV 3 - Function_Deli...
~  Country name: Switzerland
U6 CH-Demo Finance AG CHF - Swiss ... DIV 3-Function_Deli...
~  Region name: Without region
~  Country name: P-Countryyyy
Poi PGroupEntity AAA-Triple... DIVi-Function Rese.. g9/i/2023

Figure 165: Selection of reporting entities - Documentation overview (example)

The button redirects to the comparison page.

By selecting the business year at the top of the screen, you can choose which period you would like to compare.
Only comparisons of different reporting companies within one business year are choosable.

Unde it's determinable whether the order of the contents displayed should be by entity (the modules of
one company horizontally next to each other and the modules of the other entities below) or by module (the
modules of one entity vertically below each other and the modules of the other entities next to it).

The different report configurations (standard local file, standard master file, specific configuration) may be se-

lected under Bt

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 obaipocSolution 23 @ @
= oz 1/1/2023 - 12/31/2023
= pwe ¢ [ y/zong -12/31/

Group by: Region ... ~  Regionname: AmericasAPACEMEA.  ~

Regionname | | | Countryname T -] Q. Search Selected group entities
. Code T Name Short name ERPnumber  Perman.. Nameofta.. Addressoft.. Taxnumber Shortbusin.. Country TLegalrepre.. Localcurre.. Division Preparati (@ Uos - US-Demo Sales Hub America Inc.
() Ut2- MEX-Demo Sales Ltd.

~  Region name: Americas

v ~ Country name: Mexico

v Uiz 'MEX-Demo Scles Lid. DemoLtd. FinenzamtM... Musterstralie .. 11/asuns MaxMusterm... MXN-Mexic.. DIV1- Function_Rese..

v ~  Countryname: United States

v Tog US-Demo Sales Hub Americalne. Demolne. FinenzamtM... Musterstrafe... 13/assas Max Musterm... USD-US Dol.. DIV - Function_Rese..

Region name: EMEA
~  Country name: Czech Republic
Tog CZDemosro. Demos.r.o. FinanzamtM... MusterstraBe... 11/ Max Musterm... CZK-Czech... DIV1-Function Rese.. 10/13/202:
~ Country name: France
To2 FR-DemoSA. DemoS.a. FinanzamtM... MusterstraBe... 11/111111 Max Musterm... EUR-Euro  DIV1- Function_Rese..
~  Country name: Germany
Uox DE-Demo Headquarters AG DemoAG 0001 FinanzamtM... MusterstraBe ... 11/asssas Masx Musterm... EUR-Euro DIV1- Function_Rese... 12/31/202;
Xo Selma Demo Selma EUR-Ewo  DIV3-Function Deli.. 12/31/202;
~  Country name: Italy
Us2 IT-DemosalesS.pA. Demo ltaly EUR-Ewo  DIV3-Function Deli...
~  Country name: Switzerland

U6 CH-Demo Finance AG CHF - Swiss F... DIV 3- Function_Deli...

Region name: Without region
~  Country name: P-Countryyyy

Por PGroupEntity AM -Trile.. DIV1-Function Rese.. g/1/2023

Figure 166: Selection of reporting companies - module overview

The button redirects to a comparison page.

The different report configurations (Standard Local File, Standard Master File, specific configuration) can be
selected by BEEaRl

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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Group by: Region ... ~  Regionname:AmericasAPACEMEA.

Regionname T | | Country name T ) Q Search Selected group entities
. Code 1 Name Shortname  ERPnumber  Perman.. Nameofta.. Addressoft. Taxnumber Shortbusin.. Country Legalrepre... Local curre... Division Preparati () Uo9- US-Demo Sales Hub America Inc.
B ) Uzz2- MEX-Demo Sales Lid.
~  Region name: Americas
% * Country name: Mexico
v U MEX-Demo Sales Ltd. DemoLd FinanzamtM... Musterstrae .. 11/zitiits MaxMusterm... MXN-Mexic... DIV1-Function_Rese..
v ~  Country name: United States
v Uog US-Demo Seles Hub America Inc. Demo Inc. FinanzamtM... Musterstrae .. 11/xitiiss Mat Musterm... USD-USDol.. DIV1-Function_Rese..

- Region name: EMEA
~ Country name: Czech Republic
Uoz. CZ-Demos.r.o. Demosur.o. FinanzamtM... MusterstraBe ... 11/1t11111 Max Musterm... CZK-Czech... DIVi-Function_Rese.. 10/13/202

- Country name: France

Uoz FR-Demo S.A. DemoS.A. FinanzamtM... Musterstrabe .. 1s/asssas Max Musterm... EUR-Eure  DIVs - Function_Rese...

~ Country name: Germany
Uos DE-Demo Headquarters AG DemoAG o001 FinanzamtM... Musterstrafe .. 13/1ssa1 MaxMusterm... EUR-Ewo  DIV1-Function_Rese... 12/31/202;
Xo1 Selma Demo Selma EUR-Ewo  DIV3-Function Deli.. 12/31/202;

~ Country name: Italy
Ue2 TT-DemoslesSpa. DemoTtaly EUR-Ewe  DIV3-Function_Deli..
~ Country name: Switzerland
U6 ‘CH-Demo Finance AG CHF - SwissF... DIV 3 - Function_Deli...
~ Region name: Withoutregion
~  Country name: P-Countryyyy
Pos PCroupEntity AAA-Triple... DIV:1-Function_Rese... 9/3/2023

Figure 167: Selection of reporting entities - Transaction overview

The button _“ shasbusted 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:

= > ; =g Qlo)

Groupby(eolumns).. -  Groupby(rows)..  ~  Groupentities: DEAD - DE Adminha... ~  Transaction groups: A Research and ... -
& - Demo R&D Centre Ltd. Uos - UK-Demo R&D Cenfre [#4 Tatal | w17k TTL Tnwmn Chawnd Samsinn Cantar 434 Tink TTV T Chiwsd Snvwinn Conter [td, Total | U3 - UK Demo Sales Co. Ltd /' U23 - UK Demo Sales Co. Ltd Total
~ Provider Provider Total Field Chooser x ~ Recipient Recigient Total
AResearch and Development £ All Fields £EE Row Fields E Distribution Service
Uo1-DE-Demo 100,000 GBP 100,000 GBP 0 * Country 30,000 GBP 250,000 GBP 250,000 GBP 250,000 GBP
Headquarters AG » | CountryRelated party)
» Group entity 30,000 EUR 350,000 EVR 350,000 EUR 350,000 EVR
» Group entity (Related party)
30,000 CZK
» Region
» Region (Related party) 30,000 USD
» M Transaction
» | Teansaction group
450,000 EUR 450,000 EUR 450000 EUR
Business Line Codes Related Partyo
Grand Total 100,000 GBP 100,000 GBP 100 Business Line Codes Related Party: 30,000 GBP 800,000 EUR 800,000 EUR 800,000 EUR
Buciness Line Cod 30,000 EUR 250,000 GBP 250,000 GBP 250,000 GBP
usiness Line Codeso 2
Y Fitter Fields ¥ DataFields 30,000 CZK
B 30,000 USD

Invoice amount

Business Line Ids Related Party:

Business Line Idso

Business Line Ids1

Figure 168: Selection of fields

Depending on which items have been selected, they can be grouped under the Group by (eolumns): EH

items.

The buttons and allows adding and removing reporting entities and transaction
groups in the displayed table.

The following settings may be changed here :

e Currencies: Here you can set the currency in which the transaction volumes are displayed. The prereg-
uisite for this is the correspondingly stored exchange rates under Currencies.
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o Display totals (columns): Here you can select which totals are to be displayed in the table columns.
¢ 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 7/ next to 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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