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Legal Disclaimer

This manual is protected by copyright. It may only be used by companies that have concluded
a license agreement with the Fachverlag Moderne Wirtschaft GmbH (hereinafter referred to
as "Fachverlag") for the indefinite use of globalDoc Solution® or those who form a group
within the meaning of §§ 15 ff. AktG with such a company and use globalDoc Solution® to
prepare their entity and group-wide transfer pricing documentation.

This manual may be copied for internal entity and group purposes. Under no circumstances
may the Fachverlag’s and/or PwC's copyright notices be changed or removed.

The right of use does not include the modification, distribution and public reproduction or
any duplication beyond the aforementioned purpose. This requires the express written con-
sent of the Fachverlag or PwC.

© October 2018
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Release Notes

With the release of versions 7.0 and 7.5, everything revolves around a modern and simplified
layout, workflow improvements and new useful functions without adding complexity. Simply
put, we focused on making globalDoc Solution® more consistent, efficient and reliable while
maintaining its unsurpassed flexibility and manageability. Some noticeable improvements

are:

A built-in, and further improved, Online Editor for content editing with placeholder
support;

A review process which is now directly integrated into the modules for an improved
documentation workflow;

The further development of the document version tracker which now has a comparison
function similar to Word;

The modernization of the dashboards with an integrated task management to view the
status quo of documentation projects and corresponding tasks;

More filters for the "Module assignments" tab; and

Simplified, minimalist and modern design, for a better user experience.

We would like to thank you for your constructive feedback and suggestions, which enable us
to make globalDoc Solution® constantly better.

We look forward to our further successful cooperation.

Your globalDoc Solution® team
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Preliminary Remarks

In addition to the explanations in the User Manual, this globalDoc Solution® Administrator
Manual describes the program items of the main menu relevant only for users with adminis-
trator rights.

These are the program items "Settings" and "Documentation structure". Only users with the
corresponding System- and Security administrator rights can access these program items.
They are not visible (modifiable) on the home screen of a local user. This also partially ap-
plies to certain navigation items of the program item "Assignments".

In addition to a general introduction to globalDoc Solution®, the separate globalDoc Solu-
tion® User Manual contains a detailed description of working with globalDoc®. This com-
prises the required user information and a detailed description of the program items "Re-
porting company" and "Assignments", including the respective submenus that are relevant
for both local users and administrators.

TIP: We recommend that administrators first familiarize themselves with the User Manual
and only then read this supplementary Administrator Manual.

. globalDoc Solution 7.5
Settings
Documentation structure

Reporting company

Assignments

Screenshot 1: globalDoc Solution® Program items
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1. Program item Settings

The program item "Settings" offers a user, with the corresponding System- and Security ad-
ministration rights, the possibility to manage all the settings of globalDoc Solution® centrally
via the following menu items:

o Menu item "Administration", in which the basic globalDoc Solution® settings can be
made via various navigation items (see following illustration);

o Menu item "Customizing", in which, via various navigation items, individual settings
regarding roles, navigation, reporting templates and analysis templates can be made
and detailed information on licensing can also be called up (see also following illustra-
tion); and

. Menu item "Email & escalation", in which, via various navigation items, the Email-
function can be activated and the automatic sending of Emails can be set (see also the
following illustration).

See Screenshot 2 below for the individual navigation items within the menu items "Admin-
istration", "Customizing" and "Email & escalation".

Administration
Reporting periods
Reporting period settings
Group entities
Divisions
Users
Currencies

Countries

Central transaction groups Customizing

Module cluster Roles

Action log Navigation Email & escalation
Document types Reporting templates Setup

Security logs Analysis templates Compose
Consistency checks Licensing Overview

Screenshot 2: Program item Settings including its submenus
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1.1 Short Description

1.1.1 Menu item Administration

Navigation item Short description

Reporting periods Under this navigation item, the System ad-
ministrator can manage the reporting peri-
ods. New reporting periods can be created,
whilst existing ones can be edited, copied or
deleted.

For further information, see the section en-
titled "Reporting periods".

Reporting period settings This navigation item can be used determine
the settings for the individual reporting pe-
riods.

For more information, see the chapter enti-
tled "Reporting period settings".

Group entities This navigation item contains the admin-
istration of group entities. Here, the System
administrator can create group entities,
define group entities as reporting compa-
nies, edit, or delete group entities. Further-
more, group entities, including their master
data, can be exported or imported as an
Excel file. In addition, modules and module
clusters can be assigned to the respective
Group entities.

For further information, see the chapter
entitled "Group entities".

Divisions Under "Divisions”, new globalDoc-divisions
can be created, whilst existing ones can be
edited or deleted. Each globalDoc-division
contains modules that are only relevant for
a certain set of reporting companies and can
only be edited by users who have the editor
role for the particular globalDoc-division.
globalDoc-divisions are often formed ac-
cording to regional, functional, transaction-
al or business-segment-related criteria.

For further information, see the chapter
entitled "Divisions”.
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Users This navigation item contains user admin-
istration and role assignment. The adminis-
trator can create, edit or delete users and
their role assignment, here. It is also possi-
ble to lock, unlock, change or reset existing
users' passwords. In addition, users and
user data can be imported and exported as
Excel files.

See the chapter entitled "Users" for more
information.

Currencies "Currencies" shows all currencies entered.
Here, the administrator can delete, add and
edit currencies. The currencies created here,
may be selected when creating a report.

See the chapter entitled "Currencies" for
more information.

Countries Here, it is possible to manage countries that
can be used in the documentation.

For further information, see the chapter:
"Countries".

Central transaction groups Transaction groups are created, edited or
deleted under "Central transaction
groups". Transaction groups are used to
assign transactions in transaction matrices
and modules.

For more information, see the chapter enti-
tled "Central transaction groups".

Module cluster Under this navigation item, modules can be
combined into specially defined clusters
(e.g. Master File) and distributed to report-
ing companies.

For further information, see the chapter:
"Module cluster".

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

For more information, see the chapter enti-
tled "Action log".
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Document types Under "Document types", the administrator
can define, edit or delete folders under
which the uploaded attachments are to be
stored when generating the report.

For more information, see the chapter enti-
tled "Document types".

Security logs The administrator can use the "Security
logs" function to track the activities of the
Security administrators in globalDoc’s user
management (navigation item: "Users") and
export an overview as an Excel file.

For more information, see the chapter enti-
tled "Security logs".

Consistency checks Under the navigation item "Consistency
checks", the administrator has access to
consistency checks of databases, which al-
lows to spot errors and problems at a
glance.

For more information, see the chapter enti-
tled "Consistency checks".
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1.1.2 Menu item Customizing

Navigation item Short description

Roles Under this navigation item, the roles, which
the administrator can assign to users under
the navigation item "Users", may be creat-
ed, defined as standard roles, edited or de-

leted.
See the chapter entitled "Roles" for more
information.

Navigation With "Navigation", the System administra-

tor can view the navigation structure and
rename navigation items.

For more information, see the chapter enti-
tled "Navigation".

Reporting templates In this navigation item, you may upload
format templates for the reports, the trans-
action matrix and the analyses.

For more information, see the section enti-
tled "Reporting templates".

Analysis templates "Analysis templates" allow, for specific TP
methods, a predefinition of the description
of the TP method used, as well as a descrip-
tion of the cost base, the transfer pricing
analysis and the appropriateness of the
transfer prices.

See the chapter entitled "Analysis tem-
plates" for more information.

Licensing License information and the license key of
your globalDoc Solution® version are dis-
played under the navigation item

"Licensing".
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1.1.3 Menu item Email & escalation

Navigation item Short description

Setup Under the navigation item "Setup", it is pos-
sible to activate and set up the email-
function. Furthermore, experimental func-
tions of globalDoc Solution® can be
switched on or off here.

For more information, see the chapter:
"Setup".

Compose "Compose" allows to send individual emails.

For more information, see the chapter:
"Compose".

Overview The navigation item "Overview" lists all
sent, waiting and erroneous emails.

For more information, see the chapter:
"Querview".
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1.2 Menu item Overview

By clicking on the "Settings" program item, an overview page will be displayed showing the
status of the selected reporting period and the documentation process. A range of specific
actions can be performed directly from this view:

€ Settings j

Overview Documentation periods:
1/1/2019 - 12/31/2019
Administration v
Anew documentation period can be created as a copy from the above selected documentation period

Customizing v

Email & escaation . | Status setup
Summary of basic entities
Diions )

4

Users ?

Documentation process workflow

3

No documentation procees started yet. Please start the process.

Screenshot 3: Settings overview

On this overview page, first, a specific reporting period can be selected. For this reporting
period, both a summary of the group entities and users ("Status setup") as well as a status of
the documentation process ("Documentation process workflow") are displayed.

Using the selection field , a new reporting period can be created. For more information,
see chapter "Create a copy of an existing reporting period".

In the "Status setup" area, a click on the button =] (in the "Details" column) allows the System
administrator to go directly to the navigation item "Group entities" (more under "Group enti-
ties") and "Users" (more on this under "Users").

In the "Documentation process workflow" area, a new documentation process may be started
by clicking on the symbol (] (in the "Details" column) (see screenshot 4).

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

documentation process is to be created must first be selected under "Documentation period"
(in the upper area of the view).
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Overview

Administration v

Customizing V| —Period settings & start documentation process
Start date

Email & escalation v 1/1/2019
End date
12/31/2019

Deadline of the reporting period*
12/31/2019

() Individual process description

About | globalDoc Solution 7.5.0.9562 © 2

Il rights reserved.

Screenshot 4: Start Documentation process workflow
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1.3 Menu item Administration

1.3.1 Reporting periods

Under the navigation item "Reporting periods", the System administrator can manage
and, if necessary, remove existing reporting periods or create new reporting periods.

€ Settings B &

Oersten A o |

Administration N strtdate | Enddae | Locked |  Documentouputformat | Previousperiod |  Modifiedby |  Modifieddate |
x X v X v x X x X
Reporting periods i | # |1/1/2010 12/31/2019 Office2oo7 1/1/2016 - 12/31/2016 | globalAdmin 9/24/2018 12:00:36 PM
§ | 7 iszor 12/31/2017 Officea007 dobaladmin 3/6/2018 2:57:38 P

Reporting period settings & |/ 1/1/2016 12/31/2016 Officezoo7 globalAdmin 5/0/2017 7:16:43 PM
Group entities
Divisions
Users
Cutrencies
Countries
Centrel transaction groups
Module cluster Pagels of: views-gafy
Action log About | globalDoc Solution 7.5.0.9562 @ 2018 - PwC. Al rig

Screenshot 5: Overview of the Reporting periods

The reporting periods can be sorted according to the following values by clicking on the cor-
responding field:

Start date e Previous period
End date e Modified by
Locked e Modified date
Document output format

€ Settings 1

Overview + New | {3 Searchoptions

Administration N tartdate | Enddate | Locked | Documentoutouiformat | Previowsperiod | Modifiedbv | Modifieddate

X x v ox v ox X x x

Reporting periods 1/1/2019 12/31/2019 Office2007 1/1/2016-12/31/2016  |globaladmin 9/24/2018 12:00:36 PM

»
NN N

1/1/2017 12/31/2017 Officez007 lobaladmin 3/0/2018 2:17:38 P

Reporting period settings

1/1/2016 12/31/2016 Office2007 globaladmin 5/9/2017 7:16:43 PM

Group entities

Divisions

Users

Carrencies

Countries

Central transaction groups

Module cluster Pegels Jofs Views-aefs

Action log About| globalDoc Solution 7.5.0.9562 © 2018 - PwC. All rig

Screenshot 6: Sorting the Reporting periods
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The selected reporting period can be deleted directly using the symbol W or edited using the
symbol 4 .

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

+ New Create new reporting period

{ Searchoptions v Configure the search: Select "Simple search", " Extended
search" or Columns. The search can also be refreshed here

m Close administration view and redirect to globalDoc Solu-
tion® home page

1.3.1.1  First creation of a Reporting period in globalDoc Solution®
Under Settings / Administration / Reporting periods, the detail view for creating a new Re-
porting period will be displayed by selecting the button.

The detail view of a Reporting period consists of the tabs "Reporting period details",
"Import and Export" as well as "Access rights" (see Screenshot 7).

TIP: If files from an existing reporting period (e.g. reporting companies, users, modules or
module contents, etc.) are to be used in the new reporting period,too , the "Create copy"
function must be used (see chapter "Create a copy of an existing Reporting period").

€ Settings X

Overview

Save and continue

Reporting period details | Importand Export  Accesstights oo e

Administration A
Modified by: globaldmin, 5/0/2057 7:16:43 PM Created by: Joachim Sohn, 10/37/2015 11:09:34 AM Greatecony
. . New
Reportin, iod:
EREE Start date® Enterprise name .
01/01/2016 ? ink by email
Reporting period settings Send lnk by email
Close
End dater Deadline of the reporting period*
Group entities 12/31/2016 2
Divisions Locked

Document o

ocument output format
Users Office2007

Screenshot 7: Create new Reporting period — Reporting period details
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To create a new reporting period, the following data in the tab "Reporting period details"
must be entered:

TIP: Only the fields marked with (*) must be filled in.

. Start and End date*: determination of the start and end date of the new reporting
period
o Enterprise name: name of the group for which the report is to be generated

. Deadline of the reporting period*: closing date for the the documentation process
workflow

o Locked: Activating the “Locked” function closes a reporting period. Local users can no
longer edit the data contained in that period. When a new reporting period is created,
the locked function remains deactivated.

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

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

In the second tab "Import and Export", group entities, users and transactions, with
associated master data can be imported (see screenshot 8).

& Settings 1

Overview

Reporting period details | Import and Export | Access rights

Administration A

1. Group entiti
Reporting periods Nere
Import/Export (* s, * xlsx) 0 Tl o Delete
Reporting period settings Send ink by email
(2. Shareholder Close
Group entities Impost/Expost (* s, *dsx) & Download template
Diisions (3. User
. Import/Export (* xls, * dsx) & Download template
sers
4. Transact
Currencies
Import/Export (* xls, * dsx) & Download template
Countries
5. Action I
Centraltransaction group: Follow link to open corresponding view: Open view

Screenshot 8: Create new Reporting period - Import and Export

To import data into globalDoc Solution®, an Excel template can first be downloaded via the
selection field h et 2l and saved locally. The System administrator fills in this
template with the corresponding data, saves it locally and uploads it again using the field

R Via the selection field , data already imported into globalDoc Solution®
can be downloaded as an Excel file.

Furthermore, the row "4. Transactions" offers the possibility to import data from external

applications. This specific function requires an interface to the external application, which is
not a feature of globalDoc Soution®.
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€ Settings 1

Overview Start date*
0/29,/2018 y Refresh st
Administration ~ Exportlog
Reporting periods 10/22/2018
Repoing prid settings [ ]|
Group entities Action date Action User Level Message |
Divisions * * ® * *
10/22/2018 insert globaladmin INFO ModuleTextOrDocument| 740/ Nameiy. g
. 10/22/2018 insert globaladmin INFO ModuleAttachment|727| Name:List of pe
Users 10/22/2018 insert globaladmin INFO ModuleTextOrDocument|746| Name:1.6
i 10/22/2018 insert globaladmin INFO ModuleTextOrDocument| 728 Name:3. |
Currencies 10/22/2018 insert globalAdmin INFO ModuleTextOrDocument| 733/ Name:=. (
10/22/2018 insert globalAdmin INFO ModuleTextOrDocument]| 719| Name:s. F
Countries 10/22/2018 insert globalAdmin INFO ModuleTextOrDocument|742| Name:q.2,
10/22/2018 insert globalAdmin INFO ModuleAttachment|731| Name:Org strud
Central transaction groups 10/22/2018 insert globalAdmin INFO ModuleTextOrDocument|730| Name:2. ¢
10/22/2018 insert globalAdmin INFO ModuleTextOrDocument| 739| Name:.4|
Module duster 10/22/2018 insert globaladmin INFO ModuleTextOrDocument| 721 Name:6. §
10/22/2018 insert globalAdmin INFO ModuleTextOrDocument| 738| Name:1.4|
Action log 10/22/2018 insert globalAdmin INFO ModuleTextOrDocument]| 724 Name:1.1
10/22/2018 insert globaladmin INFO ModuleAttachment|734| Name:Org struf
Document types 10/22/2018 insert globaladmin INFO ModuleTextOrDocument| 743/ Name:4.
Security logs Pagels Jofar o wilis ¥ [o—

Consistency checks

Screenshot 9: Create new Reporting period - Action log

The navigation item "Action log" enables the administrator to trace which user performed
which type of action on which object (module, reporting company, reporting period). By en-
tering the "Start date" or "End date", the period to be displayed in the overview can be
selected. The "Reporting period" list field allows to further filter the selection by the reporting
periods created. To view only entries that are directly related to report creation, the option
"Only reporting actions" must be selected (see screenshot 9).

In the third tab "Access rights", Excel overviews of module distribution, user roles and ac-
cess rights can be exported (see screenshot 10).

€ Settings 1

Overview
Reporting period details  Import and Export | Access rights
Administration N
—Generate reports about user roles and access righ Create copy
. . New
Reporting periods Exportall module distribution: e
Reporting petiod settings Export access rights for modules: Send link by email
Close
Export access rights for navigation:
Group entities
Export all roles and access rights:
Divisions
Users
Currencies
Countries

Screenshot 10: Create new Reporting period — Access rights

Page 17



globalDoc Solution® 7.5

1.3.1.2 Create a copy of an existing Reporting period

By clicking on the symbol # under Settings / Administration / Reporting periods / Report-
ing period details, the detailed view of the selected reporting period will open (see screenshot
11). The System administrator can copy the selected reporting period using the "Create
copy" check box in the right command column. Existing reporting companies and glob-
alDoc-divisions can be partially or completely copied from the existing reporting period and
copied into a new reporting period, thus forming the basis for the documentation of this new
reporting period.

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

The left table in the lower area of the opened detail view provides the System administrator
an overview of the reporting companies and globalDoc-divisions of the previous period that
have not yet been assigned to the new reporting period. This function allows to copy any or
all of the local modules of the selected reporting company and the divisional modules of the
selected globalDoc-division into the corresponding reporting period.

In contrast, the table on the right shows the reporting companies and globalDoc-divisions
that have already been assigned to the relevant reporting period.

€ Settings 2

Overview

Reporting period details | Importand Export | Access rights
Administration ~
Modified by: globaladmin, 5/24/20:8 12:00:36 P2 Created by: globaladmin, 9/24/2018 1115750 201

Reporti iods
eporting perio Start date* Enterprise name

01/01/2019 ?

Reporting period settings
End date*
Group entities 12/31/2010

Divisions Locked

/

Copy Dat: Code Name e | Code Name s

Central transaction groups = x x =
U5 JP-Demo Agent Un BR-Demo Sales

Ui MEX-Demo Sales Ltd. DIV1 BU_Gadgets
Uo7 PL-Demo Sales Hub EEsr.o. DIV 2
DIV3 Region_Asia U6
DIV4 Region_Eurape Uy
U3 RU-Demo Sales s.r.0. Uog
Uio SA-Demo Sales Ltd. U8
Uo8 SG-Demo Sales Hub Asia Inc. Uox el

Uos UK-Demo R&D Centre Ltd. Uz0 DE-Demo Parts Europe GmbH
Tos UK-Demo Shared Service Center Ltd. Uoz FR-Demo S.A.

Module cluster

Action log

Document types

Security logs

§ 886860888

Consistency checks
Page[s |of1 5 v Views - 55 of s Page[s of1 5 v Views- ss0fss

Customizing v

Email & escalation v

Screenshot 11: Detail view of the Reporting periods — Reporting period details

To copy the corresponding reporting companies and "globalDoc-divisions” into the new
reporting period, the corresponding companies / divisions are selected by checking the box.

By clicking on the symbol , these are copied into the new reporting period (right table).
The "Global" level modules are automatically transferred to the new reporting period.

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

A click on the symbol # under Settings / Administration / Reporting periods opens the de-
tail view of the selected reporting period. This detail view consists of the tabs: "Reporting
period details", "Import and Export"; and "Access rights".

In the lower right-hand area of the detail view presented in the "Reporting period details"
tab (see screenshot 11), the reporting companies and globalDoc-divisions that have already
been assigned to the relevant reporting period are displayed. In contrast, the table on the left-
hand shows those reporting companies and globalDoc-divisions that have not yet been trans-
ferred to the following period. Please note that this is only applicable if the selected reporting
period has been created as a copy of an existing reporting period.

You can use the symbol > I copy selected reporting companies and globalDoc-divisions

from the previous period to the new reporting period. Using the symbol ] will remove the
selection. The "Global" level modules will be automatically transferred to the new reporting
period.

In the second tab "Import and Export", data on group entities, their shareholders, users
and transactions can be imported (see screenshot 12).

€ Settings 1

Overview

2 brvmieed e

Group entities o & Download template
ivisior U
I
Currenci ies
o Action logs
(rnum\ i o open corresponding view: == ‘

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

To import data into globalDoc Solution®, first, an Excel template should be downloaded via

the selection field and saved locally. Consequently, the System
administrator may complement the template with the corresi ondini data, save it locally and

finally upload it via the button . The selection box KR offers the possibility to
download data that has already been imported into globalDoc Solution® as an Excel file.

In the third tab "Access rights", Excel overviews of module distribution, user roles and ac-
cess rights can be exported (see screenshot 13).
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€ Settings B X

Overview
Saveand continue
Reporting period details | Importand Export | Access rights caveand close
Administration ~ ave and close
X Create copy
[~Generate reports about user roles and access P
i i New
Reporting periods Export all module distribution: e
Reporting period settings Export access rights for modules: [ o3 Send link by email
Close

Export access rights for navigation:
Export all roles and access rights:

Group entities

Divisions
Users
Currencies

Countries

Screenshot 13: Detail view of Reporting periods — Access rights

1.3.1.4 Lock Reporting period

Under Settings / Administration / Reporting periods, selecting the symbol # will open the
detail view of the selected reporting period. By selecting the "Locked" option, the reporting
period will close, i.e., the affected data can no longer be changed (see screenshot 14). The Sys-
tem administrator can reopen a locked reporting period for editing at any time by deactivat-
ing the "Locked" option.

€ Settings 1

Overview
— - - Saveand continue
Reporting period details | Importand Export | Access rights oo doee
Administration ~ ave and close
Modified by: globaladmin, 5 /24/20:8 12:00:36 P\ Created by: slobaladmin, /242048 1itsmi50 AM Crat ey
N New
Reportin; iods
B Start date® Enterprise name Delete
01/01/2019 ? e
Reporting period settings Send link by emal
Close
End date* Deadline of the reporting perio
Group entities 12/31/2019 12/31/2019 ?
Divisions Tocked
Document output format
Users Office2007
Carrencies Pred porting Copied reporting company
1/1/2016 - 12/31/2016 1/4/2015 - 12/31/2019
Countries Copy Dat: Code Name B | Code Name B
Central transaction groups * * * *
S JP-Demo Agent N Un BR-Demo Sales -
Module duster @ U= MEX-Demo Sales Ltd. DIV BU_Gadgets
@ voy PL-Demno Sales Hub EE s.ro. DIVa BU_Toys
tionl “ Dvg Region_Asia Us6 CH-Demo Finance AG
i g 5
ction log @ v Region_Europe Us CN-Demo Agent
4 i P 4
@ v RU-Demo Sales s.r.o. Uog CZ-Demos.ro.
Document types 4 [t SA-Demo Sales Ltd. ) DE-Demo Factory GmbH
@ U8 SG-Dermo Sales Hub AsiaIne. Uot DE-Demo Headquarters AG
Security logs ¥ |Uos UK-Demo R&D Centre Ltd. U0 DE-Demo Parts Europe GmbH
“ U UK Demo Shared Service Center Ltd. . Uoz FR-DemoS.A. .
Consistency checks 1 1 v
Pagels |of1 5 v [——— Pagelt |ofs s v P——
Customizing v
Email & escalation v

Screenshot 14: Lock Reporting period

NOTE: If not the entire reporting period shall be blocked for editing by local users, but only
a single module, the status of this module can be set to "finished" by a user with the "Ap-
prove tasks" role. Please see the User Manual, under the chapter "Program item reporting
company / Status of module" for details.
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1.3.1.5 Delete Reporting period

The selected Reporting period will be deleted under Settings / Administration / Reporting
periods by selecting the symbol ¥,

1.3.2 Reporting period settings

Under Settings / Reporting period settings, the following settings for the individual report-
ing periods may be made (see screenshot 15)

Overview The settings apply to the

Reporting period: | %/2/2019 - 12/31/2019

Administration

—Navigati Analys
Reporting periods Enable navigation to Max. funetional or risk
transactions analysis value

t ? 3 ?
Reporting period settings
Enable management
§ area inlegal-
Group entities .

‘management import

Divisions

D
Users Check management Default template
entities one-sided in DefaulTemplate
. transactions for user-

Currencies rights? Attachment header

? Please find attached the following additional informati| ?

Countries
Can change all

properties in import?

Central transaction groups ) 2

Enablelocal currency

Module cluster values for transactions

Adtionlog

Screenshot 15: Reporting period settings

. The "Enable navigation to transactions" function can be activated to record trans-
action-related data for the transaction matrix as well as for the functional, risk and
transfer pricing analysis. For more information, see chapter "Settings / Customizing /
Analysis templates" and the User Manual under the chapter "Reporting company /
Transactions".

o The option "Enable management area in legal-management import" is only
relevant when the additional feature TP matrix is in use. For further information, see
chapter "Settings / Administration / Import of Legal Management".

. The setting "Max. functional or risk analysis value" determines the maximum
value (between 1 and 5) of a function to be assumed by the reporting company or of a
risk to be borne by the reporting company in the functional and risk analysis. In order
to use these functions with globalDoc Solution®, the option "Transactions" must be
activated.

. Activating the option "Check management entities one-sided in transactions
for user-rights?" causes the management unit for transaction partners to be ignored
in the case of transactions for user rights. Transactions with unauthorized management
units for transaction partners are still displayed in the transaction matrix.
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The setting: "Can change all properties in import?" allows or prevents the editing
of imported transaction data uploaded to globalDoc Solution® under Reporting Com-
pany/Transactions/ Matrix.

"Enable local currency values for transactions" enables the amounts to be rec-
orded in the respective group currency and as well as in local currency. If only one cur-
rency is activated, an automatic conversion with the (averaged) exchange rates will take
place during the comparison. If this function is re-deactivated, only the local currency
amounts translated into group currency will be retained.

Under "Default template", a report template for the recent reporting period can be
chosen. "DefaultTemplate" is the preset form of template.

The selection box "Attachment header" enables to edit the text block, which refers to
an attachment included in the appendix of a report.

1.3.3 Group entities

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

The overview page shown below (see screenshot 16) can be opened via Settings / Administra-

tion /

Group entities, and shows all group entities that have already been created.

Overview

Reporting period: ~+/1/2019 - 12/31/2019

siminin ~ | O BT o [ Y ) P

Reporting periods Approved | Code | Full name Short name | Permanen{ Creates report? | Has transactions? | Country |Local currend Modified by [ Modified dat{
vix x x x % v ox v ox x x x x

Reporting period settings i/ Un BR-Demo Sales 2 BR-Brazil | BRL- Braziliarglobaladmin |9/24/2018 11:!
TRV U6 CH-Demo Finance AG td CH - Switzerlay CHF - Swiss Fr globalAdmin |9/24/2018 11:¢
Group entities i/ Usq CN-Demo Agent ’ CN-China |CNY - Yuan RelglobalAdmin |g/24/2018 11:4
. 7’ Uog CZ Demoss.ro. ’ CZ- Czech Rep CZK - Czech KiglobalAdmin | o/24/2018 11:¢
Divisions Vs U8 DE-Demo Factory GmbH e DE - Germany |[EUR-Euro  |globaladmin |g/24/2018 11:¢
~ Vi Uos DE-Demo Headquarters AG Demo-HQ v DE - Germany EUR-Euro |globalAdmin | ¢/24/2018 12!
Vsers i/ Uzo DE-Demo Parts Europe GmbH e DE - Germany EUR-Euro |globalAdmin |g/24/2018 11:4
Carrencies i/ Usza DE-Research Lab DRL DE - Germany EUR-Euro  |globaladmin |g/24/2018 11:¢
7/ Uoz FR-Demo S.A. ’ FR-France |EUR-Euro |globalAdmin |9/24/2018 11:{
Countries Vi Ug FR-Demo Services Informatique S.A. ’ FR-France |EUR-Euro |globaladmin |g/24/2018 11:{
i/ Uoy IN-Demo Global Technology Center v IN-India  |INR-Indian R|globaladmin |g/24/2018 11:f
Centealtransaction groups i/ Usy IR-Demo Int. Prop. Holding Ltd. ’ IR -Iran, Isla EUR - Euro | globalAdmin |9/24/2018 11:{
i/ Uss JP-Demo Agent JP-Japan | JPY-Yen globaladmin |g/24/2018 11:{
Module duster i/ Us2 MEX-Demo Sales Ltd. MX-Mexico |MXN - Mexical globalAdmin |g/24/2018 11:¢

i/ Uo7 PL-Demo Sales Hub EE s.r.0. PL-Poland |PLN-Zloty |globalAdmin |9/24/01f

Actionlog Page[s Jof2 w w1 v o

Document types ‘Export all module distribution e e e e = e A
Chosse File | No‘ile chosen
Security logs

Screenshot 16: Overview of Group entities

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

Code

Full name

Short name

Permanent establishment of
Creates report?

Has transactions?
Country

Local currency
Modified by
Modified on

The selected group entity can be deleted directly via the symbol W or edited via the symbol

Group entities that do not show the symbol ® for deletion are reporting companies that con-
stitute transaction partners, which are involved in business transactions.

The overview page provides various functions for managing the group entities, which are

briefly described below:

4+ New

Create new group entity

Delete selected reporting entity(ies)

O B =
il

]

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

B Download template

Download the Excel template to fill it in
locally with data

é.

Upload Excel template to globalDoc
Solution®

%

Download data already imported into
globalDoc Solution® as an Excel file

Close "Administration view" and redi-
rect to the globalDoc Solution® over-
view page

Export all module distribution

Download the module distribution of all
Group entities as an Excel file

Export module distribution

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

Create reporting entities from selected group entities

Convert selected group entities into re-
porting companies

Import module distribution

Upload module distribution for a pre-
selected reporting company as an Excel
file. The file to be imported can be cho-
sen via the selection box "Choose File".
NOTE: A module can only be discarded
manually. In comparison, additional
modules may be imported via "Import
module distribution”
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1.3.3.1 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 or the # button in the respective row of the grid.

The detail view consists of the tabs "Group entity details", "Optional information" and
"Shareholders" (see screenshot 17).

Reporting period: Save and continue

Group entity details Optional information Shareholders

ERP number
Previous name
Default business relation type

Is Permanent establishment?

Approved

Creates report?

Screenshot 17: Create new Group entities - Group entity details1

To create a new group entity, the following data (master data) can be enterd in the tab
"Group entity details":

TIP: Only the fields marked with (*) must be filled in.
o Full name*: full name of the group entity including legal form

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

o Code*: specification of an entity code

o ERP number: optional specification of the ERP-number

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

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

o Approved

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

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

o Country: country in which the group entity is resident

o Address: address of the group entity

. Local currency: local currency in the country in which the group entity is resident

TIP: To simultaneously create several group entities, the Excel import function under Set-
tings / Administration / Reporting periods can be used.

If required, further information on the group entity can be stored in the tab "Optional
information" (see screenshot 18).

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

€ Settings i 3

Overview Reporting period: —

Administration ~

Group entity details | Optional information | Shareholders
Reporting periods

Reporting period settings

Group entities

Document types Legal representative (with address)
Security logs
Consistency checks Business objective of the company
Customizing v

Email & escalation v

Screenshot 18: Create new Group entities — Optional information

If a transfer pricing documentation is to be created for the group entity in globalDoc Solu-
tion®, the "Creates report" selection box in the "Group entity details" tab must be
activated. This transforms the group entity into a reporting company.
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In the "Shareholders" tab (see screenshot 19), the shares held by the individual
shareholders can be specified. The System administrator can select the desired shareholder
in the selection box "Shareholders" and enter the corresponding percentage share. In
addition, the period for which the shareholder structure is valid is determined by specifying
the start and end date.

€ Settings 1

Orersfesy Reporting period: o

Administration A

Group entity details |~ Optionalinformation | Shareholders
Reporting periods

Sharehalders Share

Reporting period settings
eporting period setting Uo: - DE-Demo Headquarters AG

Group entities From*
01/01/2019 12/31/9999

| Shareholders Share From To

Divisions

Users

Currencies

Countries

Screenshot 19: Create new Group entities — Shareholders

By selecting the "Save" or "Save and close" command in the right-hand command column,
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 created
by the system after clicking "Save" (see screenshot 20).

1.3.3.2 Edit existing Group entity

Under Settings / Administration / Group entities, by clicking on the symbol rd , the detail
view of a group entity appears. If the selected group entity is a reporting company, the tabs
"Group entity details", "Optional information", "Module distribution" and
"Shareholders" will be displayed here (see screenshot 20).
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Reporting period: Modified by: globalAdmin, 9/24/2018 11:57:50

New
Group entity details Opticnal information Module distribution Shareholders

Full name* Company type
CN-Demo Agent Agent (AG)

Country

CN - China x v

ERP number

Previons name CNY - Yuan Renminbi x v
Default business relation type

Is Permanent establishment?

Approved
#| Creates report?

Screenshot 20: Edit existing group entity — Group entity details

The information stored after 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 companies, 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 global, divisional and local modules or module clusters can be assigned to
the selected reporting company via the + Addmoduleclusiers apd + Addmodules geloction boxes. In
addition, module distributions can be copied from other entities.

If a module cluster has been assigned, the modules covered by the module cluster are also
listed in the "Assigned Modules" table, but highlighted in yellow (see screenshot 21).
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€ Settings 5 3

Overview . ooy || ot i = vl Modified by: globaladmin, 5/24/2018 s1:57:50 AM Created by: TPm-Admin, 150 AM
Reporting period: > Save and continue
Administration ~ Save and close
New
Group entity details ~ Optional information | Module distribution | Shareholders i
- - Delete completely
Reporting periods .
Send link by email
Reporting period settings Assigned modules: Close
Group entities Module name Module class| ~ Creation date
x x
Divisions 1.3 Business strategy support services - Dif Divisional  |g/24/2018 11:59:4
1.4 Business activities Local 9/24/2018 1115715
Users 1.6 Local competition Local o/24/2018 13:575
1.7 Business Restructurings Local 9/24/2018 11:57:5
Currencies 2.4 Support Services - Divisional Divisional | 9/24/2018 11:59:4
3.2 Support Services - Divisional Divisional  |g/24/2018 11:59:4.
Countries 4 Description of TP methods Global 9/24/2018 111575
4.3.1 Support Services - TP method, Bench Divisional  |9/24/2018 11:59:4
Central transaction groups 4.3.2 Support Services - Local Financials | Local 9/24/2018 131575
|Purpose and scope | Global |9/24/2018 12:57:5
Module cluster [organisational Structure |Global
Pagels |ofz w» i[5 v
Actionlog
@ Drop selected modules + Add modules
Document types

Security logs Assigned module clusters:

Consistency checks Name
x
Customizing v 01_Master File
Email & escalation v
Pageli Jofs s v Vieva-sota
& Drop selected module clusters + Add module clusters
Copy module distribution from company: v m

‘ Julia Reifferscheid (DE) x

Screenshot 21: Edit existing Group entity — Module distribution

The individual modules or module clusters already assigned can be removed using the selec-
tion fields © Dropselected moduleclusters ) & 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.

1.3.3.3 Add proposed Group entities

Local users have the possibility to suggest new transaction partners for acceptance in glob-
alDoc Solution® (Reporting company / Transactions / Transaction partners via the selec-
tion field RaSLEERERea Biil)). In the overview page under Settings / Administration /
Group entities, the transaction partners proposed by the local users are highlighted in red
until the System administrator approves them (see screenshot 22).
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€ Settings 2

Overview Reporting period: 1/1/2016 - 12/31/2016 v
fr— T oo [ e~ Y ... o | i o o s []
Reporting periods a8 pproved | Code | Full name | Shortname |Permaner] Creates report? | Has transactions?| Country |Local curren] Modified by| Modified daf
vox x x x x vl v x x x x

Reporting period settings

Vs @ U1t BR-Demo Sales & ] BR-Brazil |BRL- Braziliaglobaladmin 6/27/2017 4:
Gi titie - . .

roup enties Olw|»zs @ U6 CH-Demo Finance AG ’ @ CH - Switzerl; CHF - Swiss FglobalAdmin |6/27/2017 4:
Olw |7 v U14 CN-Demo Agent &7 @ CN-China |CNY - Yuan R globalAdmin 9/24/2018 1:

Divisions
/ - Uog CZ-Demos.ro. v @ CZ - Czech Re CZK - Czech K globalAds 4
w V4 v U8 DE-Demo Factory GmbH 7 Fl DE - GermanyEUR - Euro | globalds 2

sers

7’ @ Uos DE-Demo Headquarters AG Demo-HQ ’ 2 DE - GermanyEUR - Euro | globalAd %
SR BiVg Gl Uzo DE-Demo Parts Europe GmbH v Fl DE - Germany EUR - Euro | globalds &

Currencies
Ola|rs g Uzt DE-Research Lab DRL g DE - GermanyEUR - Euro | globalAdmin 5/24/2017 8:
/ s Uo2 FR-Demo S.A. v @ FR-France EUR-Eurc globalad: 4t

Countries
Ve g Uiy FR-Demo Services Informatique g g FR-France |EUR-Euro |globalsd P
Central transaction groups LAY 4 ¢ |vos IN-Demo Global Technology Cent 4 ' IN-Indie |INR-Indian |globalsd &
Ol & |/ @ Uiy IR-Demo Int. Prop. Holding Ltd. g Fl IR - Iran, Islal EUR - Euro | globald: &
Module cluster Olw |/ ® Ui JP-Demo Agent v 0 JP-Japan |JPY-Ven |globalad &
7/ ? Uiz MEX-Demo Sales Ltd. g 2 MX - Mexico | MXN - Mesici globalAd: &
Action log Pagels of2 wr i[5 v ] E———

Document types Export all module distribution [l Export module distribution [ll Approve selected group entities [l Create reporting entities from selected group entities
Security logs No file chosen Import module distribution

About | globalDoc Solution 7.5.

Screenshot 22: 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 s Afterwards, the "Approve"-command in the right-hand command
column must be selected (see screenshot 23).

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

€ Settings b §

Overview Modified by: selma, 10/1/2018 12:28:50 PM Created by: selma, 10/5/2018 12:28:50 PM

B Save and continue
Administration ~ Sayelandcoss
Group entity details ‘Optional information Shareholders
. . New
Reporting periods
Full name* Company type Delete
Reporting period settings Test Neues Konzernunternehmen Send link by email
Close
o Short name Country
Group entities
Please select a country v
Divisions
Coder Address
U24
Users
ERP number
Currencies
Local currency
Countries Previous name Please select a currency v

Central transaction groups
Default business relation type

Module cluster Indirect shareholdings
Actionlog (1 Is Permanent establishment?
Approved

Document types

Security logs

Screenshot 23: Detail view of Group entity - Approve proposed Group entity
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1.3.3.4 Delete Group entity

The selected group entity is deleted under Settings / Administration / Group entity by click-
ing on the symbol .

NOTE: To avoid unintentional deletion, all modules and transactions of a reporting entity
must first be deleted.

1.3.4 Divisions

Under the navigation item "Divisions" via Settings / Administration / Divisions, the System
administrator can edit existing globalDoc-divisions, create new globalDoc-divisions or re-
move globalDoc-divisions that are no longer required. In globalDoc Solution® the term "divi-
sions" does not only refer to divisions or business units of a group. Rather, a wide variety of
categories can be defined as "divisions" for the classification of reporting companies. glob-
alDoc-divisions are often formed according to regional, functional, transactional or business-
segment-related criteria. Divisions allow information to be assigned to specific categories of
reporting companies and to control information processing in the modules of these catego-
ries (divisions) by flexible role assignment under "Users".

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

globalDoc-divisions are mandatory for the creation of divisional modules and they simplify
the administration of access rights. This allows a user to be assigned editor rights for a specif-

ic division, automatically giving the user editor rights for all divisional modules assigned to
that division.

TIP: The globalDoc-division must be created before creating divisional modules!
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€ Settings 2

Overview Reporting period: 1/1/2016 - 12/31/2016

i A <]

Reporting peiods [E] Code | Name . Modified by Modified date |
x x x x
Reporting period settings O| & |# DIV: BU_Gadgets globalAdmin 3/30/2017 5:37:13 PM
5] # DNV 2 BU_Toys globalAdmin 3/30/2017 5:37:25 PM
Group entities [E 7/ D Function_R&D globalAdmin 3/30/2017 5:38:34 PM
O |, pmve Function_Support Services globalAdmin 3/30/2017 5:38:48 PM
JisEE # |GLOBAL GLOBAL Joachim Sohn 10/17/2015 11:09:34 AM
) Ol |z |Dvs Region_Asia globalAdmin 3/30/2017 5:36:37 PM
Users O & |7 |pvy Region_Europe lobalAdmin 3/30/2017 513650 PM
Currencies
Countries
Central transaction groups
Module cluster
Actionlog Pagels_|of Views-7of7
Document types 8 - PwC. b

Screenshot 24: Overview of the globalDoc Solution® Divisions (Example)

In the overview page, the divisions can be sorted and filtered according to the following
properties:

e Code e Modified by
¢ Name e Modified date

1.3.4.1 Create new Divisions

The detail view for creating new divisions can be accessed under Settings / Administration /
Divisions by selecting the symbol (see screenshot 25).

€ Settings 1

Overview . X e
Repo poiih | SR - = Save and continue
Administration ~ | TR Saveand close
Divisional New
Reporting periods Name Close
Reporting period seftings
Code
Group entities
Divisions
Users
Currencies
Countries

Screenshot 25: Creation of new Divisions

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

o Type: no input required, pre-filled with "Divisional"
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. Name: division name
o Code: optional entry of a division code
The new division is created by selecting the "Save" or "Save and close" command in the

right-hand command column. Modules can then be created and assigned to a division under
Documentation structure / Documentation setup / Define Modules.

1.3.4.2 Edit existing Divisions

Under Settings / Administration / Divisions, the administrator can access the detail view of a
selected division by clicking on the symbol e

€ Settings 1

Overview Modified by: elobaladmin, o/24/20:8 159142 A3 Created by: slobaladmin, 9/24/2018 13159142 AN

Reporting period: /12019 1251/ 20 =

Administration ~

Reporting periods Namet
Funetion_R&D
Reporting period settings
Code
Group entities DIV 5
Divisions
Users

Currencies

Countries

Screenshot 26: Detail view Divisions

As it is the case for any entry of new data, the fields "Name" and "Code" can be modified.

The processing of the user default roles is explained in more detail in the section "Roles".
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1.3.5 Users

In the "Users" section, the System administrator can manage and update existing users, cre-
ate new users for a certain period of time, and, if necessary, remove users that have already

been created.

Via Settings / Administration / Users, an overview page of the already created users as well
as the available functions for managing these users can be opened (see screenshot 27):

€ Settings 1

Reptigpeid:
stsin - BN .| b 1] o 1 |
Reporting periods Login nar#] Last name | Firstname| User-1D | Emsil | Mobilep| Employer | Departmen{  Role |Reporting con] Las activity date|  Creation date. [Modifid by Modified
Reporting period settings /| globalAdmin| Custom 10/22/2018 6/16/2009 globalAdmin|g/25/2018 11
§ | / |localassigned 3/9/2018 392018 globaladmin3/9/2016 2:1
Group entities i |/ localuser 3/9/2018 3/9/2018 globalAdmin|3/g/2018 2:4
/ selma Custom 10/19/2018 9/20/2018 globalddmin 10/4/2018 g
Disisions § / SelmaEmail selma.tekin@ pe.e Standard |.DIV 1.DIV 6,D]o/25/20:8 9/23/20:8 alohalAdmin o/25/20:8 11
Users
Currencies
Countries
Centea] transaction groups
Module cluster
Actionlog Pagels |of1 5 v Views-gof5
Document types

Screenshot 27: Overview of created Users

On this overview page, a specific reporting period has to be selected. Then, created users
linked to that reporting period will be displayed. The view of all users created for the selected
reporting period can be sorted by clicking on the following fields (see. screenshot 28):

Login name

Last name

First name

User ID

Email

Mobile phone number
Employer

Department

Role

Reporting company code(s)
Last activity date

Creation date

Modified by

Modified date
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€ Settings 1

Overview ing period: | 3/2016-13/31/2016 v

— - EEErETTE B o e o ] s [

Reporting periods [E] [Login nartd Last name| First name UserD [ Email _[Mobile p] Employer [Departmen| Role [Reporting con] Last activity date| _Creation date |Modified by{Modified

x x x x x x x x x x x x x x

Reporting period settings /| globaladmin Custom 10/22/2018 6/16/2009 globaladmin|g/25/2018 11

5 & | / localassigned s/s/z018 al9/z018 clobaladmin3/9/2018 211

Group entities T8 |/ localuser slo/z08 alof2018 globaladmin 3/9/018 211

- # selma Custom 10/19/2018 9/20/2018 globalAdmin 10/4/2018 g:

Divisions O] & | # |Selma Email selma. ekin@pwe.c Standard |,DIV 1.DIV 6,DIg/25/2018 o/25/2018 globaladmin|g,/25/2018 1

Users
Currencies

Countries

Central transaction groups
Module cluster

Actionlog

Document types

Screenshot 28: Sorting of Users

TIP: The results can be narrowed down by entering the searched word in the desired col-
umn. The entry is confirmed with ENTER.

The selected user can be deleted directly using the symbol W or edited using the button s’

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

described below:

4+ New

Create new user data / user

B
£
o

Delete selected user

tions

e
g
«

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

@ Download template

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

Import selected user data

Export all registered users

HE-
)
:

Close administration view and redirect to globalDoc Solu-
tion® overview page
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1.3.5.1 Create new User

Under Settings / Administration / Users, the detail view for creating a new user is opened by
selecting the button . Fields marked with (*) are mandatory.

& Settings 1

Overview . e
Reporting period: Save and continue
oin name* — Save and close
inistrati A~ | Loginname Language
Administration ¢ @ Must change passviord .
. . Close
Reporting periods System administrator
First name Employer
Security administrator
Reporting period settings
Last name Department
Group entities
Divisions UserID Last password changed
Users.
Email
Carrencies
Countries Tobile phone number
Central transaction groups
Copy roles from user: - m
‘Module cluster All reporting periods
Actionlog Levels Roles Units
Document types Global Default @ (41 @
Security logs
Divisional Default @ (41 @ A1l Selectun
Consistency checks + | selec
Local Default @ (411 All[ Selectunits
Customizing ~ o elault @ °
+ .
Email & escalation v

Screenshot 29: Create new User

When creating a new user, the following data can be entered:

. Login name*: This is the only mandatory field and required for a successful login.
o First name: optional specification of the user's first name
o Last name: optional specification of the user's last name

o User-ID: optional assignment of a unique user identification number

. Email: optional specification of the user's email address!

o Mobile phone number: optional specification of the user's mobile phone number
o Language: optional specification of the user's preferred language

o Employer: optional specification of the user's employer

o Department: optional specification of the department in which the user employed

' The email address is mandatory if the email-function of globalDoc Solution® shall be used!
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o Last password change: Displays the date of the last password change. After the cre-
ation of a new user, no date is recorded.

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

This selection prompts the user to change the
Must change password personal password at the time of the first
login.

If this field is checked, the user is locked out

and can no longer access globalDoc Solution®.

This selection remains deactivated when a

new user is created and must be set manually
[] Is locked out if necessary.

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

N By checking this checkbox, the wuser is
(] System-Administrator assigned the right to access the program item

"Settings" ' 5™ of globalDoc Solution®-

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

¢ Security administrator NOTE: By default, the Security administrator
' role is assigned to the System administrator.
In this case, the checkbox "Security
administrator" ist not visible. The Security
administrator role must be determined when
installing the software.

The System administrator or the Security
administrator, if assigned during the

Copy olesfromwser: {0 installation process, may copy the roles,
assigned group companies and divisions of
one user to another user.

To import several users simultaneously into i lobalDoc Solution®, an Excel template can be

downloaded via the selection field EEadalEdSRid and saved locally. The System
administrator complements the template with the corresponding data, saves it locally and re-

uploads it using the field. Via the selection field , data already imported
into globalDoc Solution® can be downloaded as an Excel file.
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1.3.5.2 Distribution of Roles

Consequently, the relevant reporting companies and roles are assigned to the new user. The
following functions are available to the System administrator for processing the role distribu-

tion (see screenshot 30):

Copy roles from user: v m

All reporting periods

v
Levels Roles Units
Global Default @ (Al @
Divisional Default @ (Al @ All
+
Local Default @ (Al @ All
+
Screenshot 30: Create new User - Role distribution
o Roles: The System- or Security administrator can assign a specific role to the user.

Selecting the "Default" option assigns the defined standard roles to the user for the se-
lected reporting company. The default roles may be defined under Settings / Customiz-
ing / Roles, see section "View / edit existing roles".

o Units: The System- or Security administrator can select the units for which the roles
exist. By selecting the option "All", the respective role is assumed for all reporting
companies, including the reporting companies that will be created in the future.

By clicking on

a drop-down menu for selecting the

user roles, divisions or group companies will open. These functions are briefly explained

below:

Approve tasks

This role allows the user to release work results in the
course of the workflow management.

Define content structure

This role allows the user to create local modules for the
reporting company (status of a local System
administrator). This role can be split, for example, if
local modules are not to be centrally maintained by the
System administrators. Similarly, defined content
structure can be assigned to a user for divisions and
the global area (status of a divisional or global System
administrator).

Edit global / divisional / local
content

These roles enable the user to read and edit the
contents of global, divisional or local modules.
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Manage attachments

The user can attach or delete new files for the
respective modules in the program item "Appendix
overview'".

Read global / divisional / lo-
cal content

This role enables the user to read contents of global,
divisional or local modules, but not to edit them.

Task administration

The user can access the program item "Assignments".
In the role of task administrator, the user can create
and assign tasks to other users and view the status of
tasks at the local, divisional or global level.

Edit data collection and Read
data collection

This role allows the user to edit or read the menu item
"Reporting company / Transactions"2.

TIP: The roles "Read global content" and "Read divisional content" are also displayed
in the "Local" area. For local users, it is sufficient to select this role only in the "Local" area.

NOTE: If roles at local or divisional level are assigned to the user, group companies or divi-
sions must be assigned to the user in the "Units" column. Otherwise, the user will not be cre-
ated correctly and the following warning will appear:

Department

Alert

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

Mobile phone number

Levels

Glabal

Divisional

All reporting periods
v

Roles Units

Default @

Default @ Al

Screenshot 31: Create new User - Role distribution warning message

2 This is only available if the function ,Enable navigation to transactions“ under Settings / Administration / Re-

porting period settings is activated.
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1.3.5.3 Assign password

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

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

After selecting the "Save" or "Save and close" command in the right-hand command col-
umn, the new user is created and will receive his or her personal password by email. With
this password, the new user can log in to globalDoc Solution® for the first time.

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

After selecting the "Save" or "Save and close" command in the right-hand command col-
umn, the new user is created. A message with the password of the new user appears on the
screen (see screenshot 32). This password must be communicated to the new user before the
first login. After closing the notification by selecting "Ok", the new user can log in to
globalDoc Solution® for the first time with the password received.

€ Settings 2

Overview Modified by: slobaladuiu, /22 218 9:58:43 2 Created by: slobaladsuis, 3 a0

Administration

@ Mnst change passward
Is locked oy
System ac

Security administrator

Reporting periods

Reporting period settings

Group entities

Divisions

Users

Currencies

Countries

Central transaction groups

All reporting periods
Module cluster

Units

Actionlog Levels

Document types

Security logs Divisioual 1 Default @ 1Al @ Al sele

Consistency checks
Local Default @ (1A @ Al so
Customizing

+ || Select role

Fmail & esealation ~

Screenshot 32: Create new User - Password of the new User

1.3.5.4 Edit existing Users

Under Settings / Administration / Users, the detail view of the selected user will be displayed
by clicking on the symbol # (see screenshot 33).
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Overview

Adsinistration

Reporting periods

Reporting period: */ 32035 12512050

Moditied by s adumin

e R

[ Must chan,
s locked

Reporting period sottings. Em
Lest nam Send link by emai
Group entities Close
User-1D.

Divisions

Tsurs

Central transaction groups

Mochile chister

Mobile phone number

Copy roles from users [ =]

All reportiog periods

=4

Actonlox Levels Roles Tasits
Global iDcfault @ AL @
Document tvpas =
Divisionsl [CODefuult @ AL @ 5 a1l [ soleet units
+ |[ Seleat rolus
Lacal LiDefaule @ LIAT @ 0 an it
Custamizing ~ + |esetmes votem
Eunnail & escalation ~ About | globalDoc Solution 7.5.0.9562 @ 2018 - PwC. All righ

Screenshot 33: Edit existing User

In this view, the information stored when the user is created and the user's roles can be

edited (see section "Create new User").

1.3.5.5 Reset the password of an existing User

Under Settings / Administration / Users, the detail view of the selected user will be displayed
by clicking on the symbol s

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

€ Settings b §

Overview

. ooy | et ot Modified by: elobaldmin. 3/9/: 1 Created by: globalad LY
Reporting period: Saveand continue
Administration A | Loginnames Language — A Saveand close
localuser () L= s Change passward
() Islocked out R
" . Reset password
Reporting periods First name - (7] System administrator
mployer iy
Reporting period settings
fimima Send link by email
Department
Group entities Co=s
L User-ID
Divisions Additional information
Users
Email
Currencies
Last password chenged
) Mobile phone number 3/9/2018 2114750 PM
Countries
Central transaction groups Copy reles fromuser:| v]
All reporting periods
Module cluster 2}
Actionlog Levels Roles Units
Global [CDefault @ (1A @
Document types
Select roles
Security logs Divisional [[/Default @ (Al @ 5 All | Select units
. + | Select roles
Consistency checks
Local [CDefault @ (1AL @ O A0 Select units
Customizing v + [ Setectr
Email & escalation v .IDo 2018 - Py k

Screenshot 34: Edit existing User — Reset password
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Option 1: Assign new password (email-function activated)

After selecting the "Save" or "Save and close" command in the right-hand command col-
umn, the user will receive his or her new personal password by email.

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

After selecting the "Save" or "Save and close" command in the right-hand command col-
umn, a notification with the user's new password will appear. This must be communicated to
the corresponding user before the first login. After closing the notification by selecting "Ok",
the user can log into globalDoc Solution® with the new password received.

€ Settings 2

Overview Modified by: globaladmin, 10/22/201810116:2 431 Created by: globeladmin, o/20/2018 1:08:47 23

Reporting period:

Saveand continue

i 9 Login name* Language
Administration A | Lo @ Must change password

de-DE
Is locked out
Employer System administrator o
Security administrator

Reporting periods First name

i . Send link by ema
Reporting period settings nd link by email

Last name Close
Department
Group entities

Divisions

Additional information

Users .
Email

Currencies

Mobile phone number

Countries Alet
@ User password has been successfully changed
Central transaction sroups o roles from user = m This is new password for that user: O%wD.1Ly
=S Al reporting periods

Module dluster
Actionlog Levels Roles Units

Global yDefarle @ (A1 @
Document types

Divisional + [ @Defeut @ (141 @ @ a1
Security logs Local + |@Defaul @ (141 @ 2 al

Consistency checks

Screenshot 35: Edit existing User — New password

1.3.5.6 Change the password of an existing User

Under Settings / Administration / User, the detail view of the selected user will be displayd
by clicking on the symbol 7.

Selecting the "Change password" command in the right-hand command column will open
a pop-up window in order for the System administrator to change the user's existing
password (see screenshot 36). To change the password, the System administrator must know
the user's old password.

NOTE: The password characteristics (e.g., minimum length of the password, any necessary
digits and special characters, duration until the password is required to change) can be de-
termined individually for the group when the software is installed for the first time. The same
applies to a possible "Single-Sign-On" without an additional password or a possible "2-factor-
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authentication". By default, the password must be at least eight characters long, including
upper and lower case letters, digits and at least one special character.

€ Settings B 3

Overview X . [ 4f1/20 Modified by: globladmin, 10/23/2018 10::7:32 M Created by f20/: 147 PM
T e e Save and contine
i A | Loginname® Languaze - . bz
o b % Must change passwo Change password
de-DE -
() Islocked out
A ) B Reset password
Reporting periods First name () System administrator
Employer e New
(] Security administrator .
Reporting period settings Send link by email
P — Change password x Close
Group entities Old password*
Divisions re
New password*
e
Email
X Confirm new password*
Currencies
Mobile phone number
Countries
5 Ok | Close
Central transaction groups Copyrolesfromusers|
All reporting periods
Module cluster «
fdily Levels Roles Units
Global @Default @ AL @
Document types
Divisional + |@Default @ DAL @ I a1
Security logs @ o 3
Local + |@Default @ DAL @ @ Al
Consistency checks About | globalDoe Solution 7.5.0.9562 © 2018 - PwC. All rights reserved.

Screenshot 36: Edit existing User - Change password

1.3.5.7 Lock out User

Under Settings / Administration / User, the detail view of the selected user will be displayed
by clicking on the symbol g
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Overview . < 3. [ 1/1/2016 - 12/31/201 Modified by: globalAdmin, 10/23/20:8 101732 AM_Created by: globaladmin, 9/20/2018 1:08:47 PM
Reporting period: = Save and continue
Administration A | Loginname* Language Save and
oy Must change password ha .
selma y Chang
de-DE
Reporting periods First name System administrator
Emploger g _ New
Security administrator ——
Reporting period settings yema
Last name el
. Department
Group entities
. User-ID
Divisions
Users
Email
Currencies
Mobile phone number
Countries
Central transaction groups Cralsmen 52l covy
All reporting periods
Module cluster
Actionlog Levels Roles Units
Global @Default @ C1AI @
Document types
Divisional + |#iDefault @ DAL @ @ Al
Security logs Local + (@Default @ DAl @ @ an
Consistency checks

Screenshot 37: Locking Users

Selecting the "is locked out" option denies the user the right to access globalDoc Solution®.
NOTE: If the user repeatedly enters an incorrect password, the system will lock out the user.

In this case, the administrator can unlock the user by removing the "Is locked out"
checkmark.

1.3.5.8 Delete User

The selected user will be deleted under Settings / Administration / Users and by selecting
the ® symbol.

TIP: If the System administrator wants to delete more than one user, it is possible to select
the respective users and remove them using the selection field B,

1.3.6 Currencies

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

Overview Reporting period: | /3/2016 -12/31/2016

— ~ | I O T -]

Reporting periods 5] Code | Name Avgaunt. actual value Normed currency Modified by Modified date |
x x x x x x
Reporting period settings O| & | # |AED UAE Dirham system 6/7/2016 3:53:44 PM
O | # |aFN Afghani system 3/9/2018 11:31:29 AM
Group entities u‘ " ‘ 7 ‘A]_L Lek system ‘3/g/amsn:3n:ngM
O & |/ |aD Armenian Dram system 3/9/2018 13:31:29 AM
Divisions Ola |z axe Netherlands Antillean Guilder system 3/0/2018 11:31:29 AM
O/ & |/ |a0a Keanza system 3/5/2018 11:31:20 AM
Users Ol & | # |ars Argentine Peso 10.3606593064| Euro TPm-Admin 6/20/2016 11:59:07 AM
i O & |/ |avp Australian Dollar 1.4750451478| Euro TPm-Admin 6/20/2016 11:59:07 AM
Currencles Ol |/ |awe Aruban Florin system 3/9/2018 11:3::29 AM
i Ol @ |z |a Azerbaijanian Manat system 3/0/2018 13:31:20 AM
Countries O |/ Bam Convertible Mark system 3/0/2018 13:31:29 AM
Central transaction groups a Barbados Dollar system. 3/9/2018 11:31:29 AM
= Taka system 3/0/2018 13:31:2 AM
Modle cluster @ Bulgarian Lev system 6/7/2016 3:53:44 PM
@ Bahraini Dinar system 3/9/2018 11:31:20 AM
sctionloz Pagels |ofiz > w5 v [Ea—

Document types

Screenshot 38: Overview of globalDoc Solution® Currencies

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

e Code ¢ Normed currency
¢ Name ¢ Modified by
e Average actual value ¢ Modified date

1.3.6.1 Create new Currencies

The detail view for creating new currencies can be opened via Settings / Administration /
Currencies by selecting the symbol (see screenshot 39).

€ Settings

Overview

e Sl S Save and continue
Administration A~ | Coder Name* Normed currency Save and close

TST Test New

Reporting periods Close
Avgun. actual value

Reporting period settings 123456

Group entities

Divisions

Users

Currencies

Countries

Screenshot 39: Create new Currency

To create a new currency, the following data must be entered:
o Code: mandatory entry of the currency code

o Name: name of the currency
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o Normed currency: group currency

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

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

1.3.6.2 Edit existing Currencies

Under Settings / Administration / Currencies, the detail view of a selected currency will be
opened by clicking on the symbol s’

€ Settings 1

Overview o oo (il Modified by: system, 3/9/2018 15:31:29 A0 Created by: system, 3/g/2048 s1:3¢:2 AM
Reporting period: Saveand continue

Saveand close

Administration A | Coder Name* Normed currency
ANG . : ; .
Netherlands Antillean Guilder

Reporting periods Delete
Avg.unt. actual value Send link by email

Reporting period settings Close

Group entities
Divisions
Users
Carrencies

Countries

Screenshot 40: Detail view Currency

Here, the "Name" as well as the "Average actual value" can be edited.

1.3.7 Countries

Under the section "Countries" via Settings / Administration / Countries, the System ad-
ministrator can edit existing countries, create new countries or remove countries that are no
longer required.
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€ Settings 1

Administration ~l[® Code | Name | Modified by Modified date |
x x x x
Reporting periods Ol & |2 |PF French Polynesia system 7/11/2018 4113:02 PM
Ola|r|E French Southern Territories system 7/21/2018 4:13:02 PM
Reporting period settings Olw|o|ca Gabon system 7/11/2018 4i13:02 PM
Ola|rem Gambia system 7/21/2018 4:13:02 PM
Group entities O |/ |cE Georgia system 2/11/2018 4:33:02 PM
# |DE Germany system 7/11/2018 4:13:02 PM
Divisions Ol w |/ |en Ghana system 7/11/2018 4:13:02 PM
Ola|sa Gibraltar system 7/21/2018 4:33:02 PM
s o
e Ola |7 Greece system 7/11f2018 4:33:02 M
) Ola |z Greenland system 7/21/2018 4:13:02 PM
Currencies :
Ola|s|cD Grenada system 7/21/2018 4:13:02 PM
. Ola|zcp Guadeloupe system 7/21/2018 4:33:02 PM
O & |# |cU Guam system 7/11/2018 4:13:02 PM
Central transaction groups Ol & |/ |cT Guatemala system 7/11/2018 4:13:02 PM
Ola|s|ce Guernsey system 7/21/2018 4:13:02 PM
Module cluster Pagels Jofyr - Teva-sgofasy
Actionlog alDoc Solution 7.5.0.9562 © 2018 P rights d.

Screenshot 41: Overview of Countries

The countries can be sorted and filtered
properties:

in the overview according

to the following

¢ Code
¢ Name

¢ Modified by
e Modified date

1.3.7.1  Create new Countries

The detail view for creating new countries can be accessed under Settings / Administration /
Countries by selecting the symbol (see screenshot 42).

€ Settings 1

Overview

Code* Name*
TST Test countrs|
Administration ~
Code max length is 2 letters
Reporting periods

Reporting period settings
Group entities

Divisions

Users

Currencies

‘Countries

Screenshot 42: Create new Countries

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

o Code: specification of the country code

. Name: country name

Save and continue
Save and close
New

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

1.3.7.2 Edit existing Countries

Under Settings / Administration / Countries the detail view of a selected country will be dis-
played by clicking on the symbol s

€ Settings 1

Overview Modified by: system. 7/11/2018 a:z3:02 PM_Created by: system, 7/a1/2018 4:13:02 PM.

Code® Name+
Administration ~ GR

Reporting periods
Reporting period settings

Group entities

Screenshot 43: Detail view countries

Again, the entered "Name" may be edited.

1.3.8 Central transaction groups

Under the section "Central transaction groups", the System administrator can define,
edit or delete transaction groups. The defined transaction groups can be assigned to modules
and transactions to ensure uniform use and presentation of intercompany transaction groups
in all documentation reports. Central transaction groups can be selected via Settings / Ad-
ministration / Central transactions groups.
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€ Settings b §

Overview

Reporting period: 1/1/2019 - 12/31/z019
S - T o
Reporting periods Number | Transactiontype | ame Aapproved | Analysis flag Modified by Modifieddate |
x x x v x v x x x
Reporting period settings i/ B Service Transactions RED serviees 7 globaladmin of24/2018 1157:50 AM
At Service Transactions| Support Services v elobaladmin of24/2018
Group entities s /|B[C Delivery Transaction] Delivery of fiished goods g elobaladmin of24/2018 1157150 AM

Divisions

Users

Currencies

Countries

Central transaction groups

Module cluster

Actionlog

Document types

Screenshot 44: Overview of Central transaction groups

+ New Create a new central transaction group

Delete a central transaction group after

W Delete . .
previous selection

Choose between "Simple search", "Advanced
search", and "Select columns"

il

Delete a central transaction group after

previous selection

7 Edit a central transaction group after previ-
ous selection

= Detail view of a central transaction group

1.3.8.1 Create new Central transaction group

The detail view for creating a new central transaction group can be accessed via Settings /
Administration / Central transaction groups by selecting the symbol |+ New |

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

TIP: Only the fields marked with (*) must be filled in.

. Transaction type*: selection of a transaction type to which the new transaction
group shall be assigned (e.g. sales transactions, services, licenses)
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o Code*: assignment of a code to identify the new transaction group
o Description: optional description of the new transaction group
o Name*: name of the new transaction group

o Analysis flags
. "Is reserved for filtered transactions (raw data)?"4

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

Overview . .
Reporting period: Save and continue

Save and close
Details New

Administration
- : Close
Reporting periods Transaction type* Description
Reporting period settings
Group entities
Is reserved for filtered transactions (raw data)?

Divisions
Users

Analysis flag

Currencies

Countries

Screenshot 45: Create new Central transaction group

1.3.8.2 Edit existing Transaction groups

By clicking on the symbol 4 , the detail view of a selected transaction group will be displayed.

In the detail view, the System administrator can edit the information that has been saved at
the point of transaction group creation (see "Create new Central transaction group").

3 Only applicable if the specific globalDoc Solution® function for the transfer pricing analysis shall be used. Given
that the transfer pricing analysis shall not be done individually for each I/C transaction, but consistently for the
whole transaction group, the checkbox must be activated if.

4 Only relevant in conjunction with TP matrix - defines whether the transaction data for the corresponding transac-
tion group is to be obtained via a manual import or via the TP matrix. The TP matrix generates the raw data via an
ERP interface (e.g. an SAP interface), transforms it into transaction data (including filter transactions) using pre-
defined rules and consolidates it into a transaction group. If this option is selected, transaction data for this trans-
action group cannot be uploaded to globalDoc, but is obtained via the TP matrix.
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1.3.8.3 Add proposed Transaction group

Local users can suggest new transaction groups for acceptance in globalDoc Solution® (under
Reporting company / Transactions / Transaction groups). Until the System administrator
approves the transaction partners proposed by the local users, these remain highlighted in
red under Settings / Administration / Central transaction groups.

The approval by the System administrator is performed by opening the detail view of the
transaction group by clicking on # and then selecting the "Approve selected central
groups" command in the lower part of the view. Only after this approval by the System ad-
ministrator does the transaction group originally requested locally appear in the list of trans-
actions for further use by local users without red highlighting.

€ Settings 1

Overview Reporting period: | ¥/1/2016-12/3

S— - ]
Reporting periods Number | Transactiontype | Name | approved | anaysiciag | Modifiedby |  Modifieddate |
Reporting period settings 7/ B A ~ Service Transactions R&D services L4 selma 9/21/2018 2:25:00 PM
Group entities /| m B * Service Transactions Support Services 7 selma 10/1/2018 12:27:42 PM

[] []

Divisions Ola|smlc Delivery Transaction Delivery of finished goods Z dlobaldmin 5/5/2017 811758 PM
Users.
Currencies
Countries
Central transaction groups
Module cluster
Actionlog et
Documsatspes

Screenshot 46: Approve selected central groups

1.3.8.4 Delete Central transaction group

Under Settings / Administration / Central transaction groups, the selected transaction
groups can be deleted by clicking on the symbols Wor i R
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1.3.9 Module cluster

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

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

Overview Reporting period:  3/1/2016 -12/31/2016

s ~ | I -]

Name | Description Modified by Modified date |

Reporting periods

01_Master File globaladmin 9/24/2018 2:30:21 PM
02_R&D Services globalAdmin 9/26/2018 g:26:49 AM

Reporting period settings

Group entities

Document types

Screenshot 47: Overview Module cluster

1.3.9.1 Create new Module cluster

The detail view for creating a new module cluster can be opened under Settings

/Administration /Module cluster by selecting the symbol EEE. The detail view consists of
the three tabs "Module details", "Assigned reporting entities" and "Assigned mod-
ules"(see screenshot 48).
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Overview Reporting period: | ¥/2/2016 - 12/31/201

Administration
Module details | Assigned reporting entities  Assigned modules New

Reporting periods
Reporting period settings

Group entities

Screenshot 48: Create new Module cluster

To create a new module cluster, the following data must be entered in the "Module details"
tab:

. Name: name of the new module cluster

. Description: optional description of the new module cluster

In the "Assigned reporting entities" tab, the relevant reporting companies can be as-

signed to the new module cluster via the selection field * Assign reporting entity 1. o U by
clicking @ Drop selected reporting entity

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

by selecting * Assignmodule o removed by clicking on the jcon ¢ Prop selected modules

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

1.3.9.2 Edit existing Module cluster

Under Settings / Administration / Module cluster, the detail view of a selected module clus-
ter will be displayed by clicking on the symbol ' 4

In this view, the information stored when the module cluster has been created can be edited
(see section "Create new Module cluster™).
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1.3.9.3 Remove Module cluster

By clicking on the symbol # under Settings / Administration / Module cluster, the selected
module cluster will be deleted (the modules themselves will remain).

1.3.10 Import legal-management

This function is currently only relevant if the TP matrix add-on feature is also used.

To activate the function, the checkbox "Enable management area in legal-
management import" under Settings / Administration / Reporting period settings has to
be activated (see screenshot 49). For further information, see section "Reporting period set-

tings".

Overview The settings apply to the

Saveand continue

i iod: | 112017~ 12/31/2017
e P Saveand dlose

Administration ~
—Navigati -Analysi Close

Reporting periods Enable navigation to Max. functional or risk

transactions analysis value

? 1 ?

Reporting period settings.

Enable management

» area inlegal-

Group entities .

management import

v ?
Divisions
s —Repor

Users Check management Default template

entities one-sided in DefaulTemplate L2

transaetions for user-
Currencies rights? Attachment header

2 Please find attached the following additional informati 2

Countri
ountiies Can change all

properties in import?

Central transaction groups d ?

Enable local eurrency

Module cluster values for transactions

Import legal

Management entities

Adtionlog

Screenshot 49: Activation of legal-management import

With "Import of Legal-Management" under Settings / Administration / Import of Legal
Management, it is possible to view a list of units, export the list or import an already created
list of management units. To unlock the navigation item, it first has to be activated under
Settings / Administration / Reporting period settings.
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€ Settings 5 3

Overview Reporting period: | 1/1/2017 - 12/31/2017

Administration ~

o
T T P s TN [ Choose File | No file chosen

File select & download - eanti
Reporting periods ’7

Reporting period settings

Group entities

Countries
Central transaction groups
Module cluster

Import legal-mansgement

Screenshot 50: Import of legal-management

1.3.10.1 File selection & download —Management entity list

With the icon , the table can be downloaded as an Excel file. The
button triggers the download of a template that supports the creation of the

management unit list. Via the button Browse. | " a file can be selected and upload-
ed with the symbol | @ 1mport |

1.3.11 Management entities

This function is currently only relevant if the TP matrix add-on feature is also used.

In this case, it is possible under Settings / Administration / Management entities to create
management entities, to export them or to import an already created management entity list
(see screenshot 51). To enable the navigation item, it first must be activated under Setting /
Administration / Reporting period settings (see screenshot 49).
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€ Settings b §

Overview 7 . f1/2017 - 12]31/" -
Reporting period: 1/1/2017 - 12/31/2017

sinitn A e Y ] RIS

Reporting periods [] Code | Name Entity type | Modified by | Modified date |

x x x x x
Reporting period settings

Group entities

Divisions

Users

Currencies

Countries

Central transaction groups

Module cluster

Import legal-management Page[t |of1 o recordsto view

Management entities

Screenshot 51: Management

1.3.12 Action log

Under the navigation item "Action log", the System administrator can track changes within
globalDoc Solution®.

Previous versions are also stored in globalDoc Solution®. The action log enables the System
administrator to trace which user performed which type of action on which object (module,
reporting company, reporting period).

The overview page opens under Settings / Administration / Action log (see screenshot 52).

€ Settings 5 3

Overview Start date* Reporting period*
9/22/2018 All reporting periods
Administration ~
End date 7] Only reporting actions
Reporting periods a022/2018
Reporting period settings n
Group entities 5] Action date & Action User Level Message |
Divisions . * * * = *
[ |10/22/2018 insert globalAdmin INFO ModuleTextOrDocument|740|Name:4
N O 10/22/2018 insert zlobalAdmin INFO ModuleAttachment|727 Name:List of
Users T 10/22/2018 insert globalAdmin INFO ModuleTextOrDocument| 746 [Name:1,
. O 10/22/2018 insert zlobalAdmin INFO ModuleTextOrDocument|728 | Name:3|
Currencies [ [10/29/2018 insert globaldmin INFO ModuleTextOrDocument 733 Name:o.
O 10/22/2018 insert zlobalAdmin INFO ModuleTextOrDocument|71g|Name:s,
Countries [ |10/22/2018 insert globalAdmin INFO ModuleTextOrDocument|742| Name:4]
O 10/22/2018 insert zlobalAdmin INFO ModuleAttachment|731| Name:Org stry
Central transaction groups 0 |10/22/2018 insert globaladmin INFO ModuleTextOr Document|730 [ Name:2)
O 10/22/2018 insert lobalAdmi INFO ModuleTextOrDocument| 739 Name:1,
Module cluster [ |10/22/2018 insert globalAdmin INFO ModuleTextOrDocument| 721 [Name:6,
O 10/22/2018 insert globaladmin INFO ModuleTextOrDocument|738 [Name:1,
Import legal-management [ 10/22/2018 insert lobalAdmin INFO ModuleTextOrDocument|724 [Name:s,
O 10/22/2018 insert globaladmin INFO ModuleAttachment|734/Name:Org stri
Management entities O 10/22/2018 insert globalAdmin INFO ModuleTextOrDocument|743 [ Name:4,
Action log Pagels Jofar wr w15 v [em—

Document types

Screenshot 52: Overview of Action log
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By entering the "Start date" or "End date", the period to be displayed in the overview can
be selected. The reporting period list field allows to further filter the selection by the created
reporting periods. To view only entries that are directly related to report creation, the option
"Only reporting actions" must be selected.

1.3.12.1 Resfresh list

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

1.3.12.2 Export Action log

Under the Settings / Administration / Action log, by clicking on the "Export log" command
in the right-hand command column, the action log is exported to Excel (see screenshot 53).

Al - £ || Exportdate v
A B o D E F -

1 |Export date ] 22102018

2 |Exported by globalAdmin

3 |Start date 22.09.2018

4 |End date 22102018

5

6 Action date |+ Date |~ Action A User A Message A

7 24.09.2018 11:47:65 24.09.2018 Einfugen g D dUnit|ID-100]Mame-GLOBAL |Code"GLOBAL|DP-02 09 2019 - 31.12 2020|DPU-GLOBAL

8 24.09.2018 11:57:58 24092018 Einfigen globalAdmin ModuleTextOrDocument|386|Name 4 1 TP methods docx

9 24.09.2018 11:57:58 24.09.2018 Einfugen globalAdmin ModuleTextOrDocument|385|Name:

10| 24092018 11:67-58 24.09.2018 Einfigen globalAdmin ModuleTextOrDocument|384|Name-4.1 TP methods docx

" E 24092018 Einfiigen globalAdmin ModuleTextOrDocument|383[Name:1.6 Local competition docx

12| 24092018 11:57-58 24092018 Einfugen globalAdmin ModuleTextOrDocument|382|Name-1.6 Local competition docx

13| 24.09.2018 11:67:58 24.09.2018 Einfigen globalAdmin ModuleTextOrDocument|381|Name:1. Purpose.docx

14| 24092018 11:57-58 24.09.2018 Einfiigen globalAdmin ModuleTextOrDocument|380|Name 1. Purpose docx

15| 24092018 11:57-58 24092018 Einfugen globalAdmin ModuleTextOrDocument|379|Name 6. Financial and Tax Position docx

16| 24.09.2018 11:57:58 24.09.2018 Einfigen globalAdmin ModuleTextOrDocument|378IName:6. Financial and Tax Position.docx

17| 24092018 11:67-58 24.09.2018 Einfiigen globalAdmin ModuleTextOrDocument|377|Name 5. Financial activities docx

18| 24092018 11:57-58 24092018 Einfugen globalAdmin ModuleTextOrDocument|356|Name 1.1 Purpose docx

19| 24.09.2018 11:57:58 24.09.2018 Einfigen globalAdmin ModuleTextOrDocument|357|Name:1.4 Business Activities.docx

20| 24092018 11:567-58 24.09.2018 Einfiigen globalAdmin ModuleTextOrDocument|358|Name-1.4 Business Activities docx

21| 24092018 11:57-58 24092018 Einfugen globalAdmin ModuleTextOrDocument|353|Name 4 3 2 Support senices financials docx

22| 24.09.2018 11:57:58 24.09.2018 Einfugen globalAdmin ModuleTextOrDocument|360Name:4.3.2 Support senices financials.docx

23| 24092018 11:567:68 24.09.2018 Einfugen globalAdmin ModuleTextOrDocument|361|Name 4 2 2 R&D senices financials docx

24| 24092018 11:57:58 24092018 Einfiigen globalAdmin ModuleTextOrDocument|362|Name 4 2 2 R&D senices financials docx

25| 24.09.2018 11:57:58 24.09.2018 Einfugen globalAdmin ModuleTextOrDocument|363|Name:1.1 Purpose.docx

26| 24092018 11:567-68 24.09.2018 Einfugen globalAdmin ModuleTextOrDocument|364|Name 2. Organisational Structure docx

27| 24.09.2018 11:57.468 24.09 2018 Einfigen g 65[Mame-Org structure jpg

28| 24.09.2018 11:57:58 24.09.2018 Einfugen globalAd Modul Mame:Legal Chart.ppt:

29| 24092018 11:567-68 24.09.2018 Einfigen globalAdmin ModuleTextOrDocument|367IName 2. Organisational Structure docx

30| 24.09.2018 11:57.48 24.09 2018 Einfigen g 6&[Mame-Org structure jpg

31| 24092018 11:57-58 24092018 Einfugen globalAd Modul Mame:Legal Chart pptx

32| 24092018 11:57- 24.09.2018 Einfigen globalAdmin ModuleTextOrDocument|370IName-3. Description of the business docx

33| 24092018 24092018 Einfiigen globalAdmin ModuleTextOrDocument|371|Name-3. Description of the business docx

34| 24092018 11:57- 24092018 Einfugen globalAdmin ModuleTextOrDocument|372|Name 4. Intangibles docx

36| 24.09.2018 11:67:68 24.09.2018 Einfigen g 3IName:List of patents.xlsx

36| 24092018 11:57:58 24.09.2018 Einfiigen globalAdmin ModuleTextOrDocument|374|Name 4. Intangibles docx

37| 24092018 11:57:58 24092018 Einfugen globalAd Modul ‘5[Name-List of patents xlsx -

Action logs 4 >
Ready = - ] +

Screenshot 53: Excel-export of Action log

The following information will be contained in the exported Excel file:
. Action date: indicates the exact time (date and time) of the respective action

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

. Message: displays further information, for example, on the reporting company and
the reporting period

1.3.12.3 Empty Action log

Under the Settings / Administration / Action log, by clicking on the command "Empty ac-
tion log" in the right command column, the complete recording of the performed activities
will be deleted.

1.3.13 Document types

Under the navigation item "Document types", the System administrator can define folders
under which uploaded attachments are stored when the report is generated.

€ Settings 2
I O T E

Administration . Name | Is active? | Modified by | Modified date |

Reporting periods /| Contracts 2 clobaladmin
7 |Cliarts = slobaladinin
/| Background Information “ ¢lobaladmin
/| admin 2 elobaladmin

Reporting period settings

Group entities
Divisions

Users

Currencies

Countries

Central transaction groups

Module cluster Pagels |of: 5 v
Import legal-management

Management entities

Actionlog

Document types

Screenshot 54: Overview Document types

The symbol # enables the editing of already existing document types. These can be deleted
;

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

Note: Predefined document types cannot be deleted.

New document types can be created with the function .
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€ Settings 2

Overview 8
Name Save and continue
Admintsteation R Save and close
dming New
Sort order* -
Reporting periods o o
Reporting period settings @ Isactive?

Group entities

Divisions

Users

Currencies

Countries

Central transaction groups
Module cluster

Import legal management
Management entities
Actionlog

Document typas

Screenshot 55: Creation of Document types

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

1.3.14 Security logs

In the "Security logs" section, the System administrator can track changes made by the
Security administrator.

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

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

Einstellungen

5 3
[ ]|

Berichiszeitraume

Einstellungen Berichtszeitraum

Entititsyp |  EntititID |  Entitit |  Aktiontyp | Eigenschafisname |  AlterWert |  Newerwert | Geindert von | Geindertam < |
Konzernunternehmen x x x x x x x x
) |GDRole 18| NavigationPrint Update Standardrolle? False True globalAdmin Dienstag, 26. Juni 2018 10:38:37
Divisionen ) |GDUser 215/ ANO-local Insert Rollen NavigationEditAll | Gl globalAdmin Dienstag, 26. Juni 2018 10:34:45
© [GDUser 215/ ANO-local Insert Rollen ModuleLocalWrite | G globalAdmin Dienstag, 26. Juni 2018 10:34:43
Benutver O [GDUser 215/ ANO-local Insert Rollen ModuleDivisionalReac globalAdmin Dienstag, 26. Juni 2018 10:34:42
) |GDUser 215/ ANO-local Insert Rollen Mo lobalRead | C globalAdmin Dienstag, 26. Juni 2018 10:34:.
Wahrungen () GDUser 215/ ANO-local Insert Rollen DocumentManagemer globalAdmin Dienstag, 26. Juni 2018 1¢
) |GDUser 215/ ANO-local Insert Rollen NavigationPrint | GE:/globalAdmin Dienstag, 26. Juni 2018 1¢
R © [GDUser 215/ ANO-local Delete Rollen NavigationEditall | GI globaladmin Dienstag, 26. Juni 2018 10:34:43
Lander ) |GDUser 215{ANO-local Delete Rollen NavigationPrint | GE:| globaladmin Dienstag, 26. Juni 2018 10:34:43
) |GDUser 215 ANO-local Delete Rollen ModuleLocalWrite | G globalAdmin Dienstag, 26. Juni 2018 10:34:45
Zentrale Transaktionsgruppen () |GDUser 215/ ANO-local Delete Rollen ModuleDivisionalReac globalAdmin Dienstag, 26. Juni 2018 10:34:45
) |GDUser 215/ ANO-local Delete Rollen ModuleGlobalRead | ¢ globalAdmin Dienstag, 26. Juni 2018 10:34:45
Modulgruppierungen O [GDUser 215/ ANO-local Delete Rollen Document)Managemer globaladmin Dienstag, 26. Juni 2018 10:34:43
© [GDUser 215/ ANO-local Insert ANO-local globalAdmin Dienstag, 26. Juni 2018 10:34:20
Import von Legal-Management ) |GDUser 215 ANO-local Insert Benutzername ANO-local globalAdmin Dienstag, 26. Juni 2018 10:34:2¢
Management Einheiten
seitels vonzs »> »1[15 ¥ Pr——

Titigkeitsprotokoll

Screenshot 56: Security logs
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Via the icon , the table may be exported to Excel. The search options function
allows to search the table according to self-created rules.

Al - fe Entity type
A B c D E F G H |
1 |Entity type Entity ID  Entity Aktion type Property name Old Value New Value Modified by Modified date
2 |GDUser 216 gaga Insert gaga globalAdmin  ##fsessy
3 |GDUser 216 gaga Insert Login name gaga globalAdmin sy
4 |GDUser 216 gaga Insert Is locked out False globalAdmin | sy
5 |GDUser 216 gaga Insert Roles ModuleGlobalRead | GE:GLOBAL | ME: All globalAdmin | kS
6 |GDUser 216 gaga Insert Roles DocumentManagement | GE:GLOBAL | ME: All  globalAdmin  ##sssssig
7 |GDRale 18 NavigationPrint Update Standardrolle? False True globalAdmin | #essss
8 |GDUser 215 ANO-local Insert Rollen NavigationEditAll | GE-All globalAdmin | sy
9 |GDUser 215 ANO-local Insert Rollen ModuleLocalWrite | GE:All globalAdmin | sy
10 | GDUser 215 ANO-local Insert Rollen ModuleDivisionalRead | GE:All globalAdmin  #HEHHHERHEE
11 |GDUser 215 ANO-local Insert Rollen ModuleGlobalRead | GE-All globalAdmin | sy
12 |GDUser 215 ANO-local Insert Rollen DocumentManagement | GE:All globalAdmin | sy
13 |GDUser 215 ANO-local Insert Rollen NavigationPrint | GE:-All globalAdmin | kY
14 |GDUser 215 ANO-local Delete Rollen NavigationEditAll | GET1 globalAdmin | sk
15 |GDUser 215 ANO-local Delete Rollen NavigationPrint | GE:T1 globalAdmin | sy
16 |GDUser 215 ANO-local Delete Rollen ModuleLocalWrite | GE-T1 globalAdmin sy
17 |GDUser 215 ANO-local Delete Rollen ModuleDivisionalRead | GE-T1 globalAdmin | sy
18 | GDUser 215 ANO-local Delete Rollen ModuleGlobalRead | GE:T1 globalAdmin  #HEHHHERHEE
19 |GDUser 215 ANO-local Delete Rollen Documenthlanagement | GE-T1 globalAdmin | sk
20 |GDUser 215 ANO-local Insert ANO-local globalAdmin | #essss
21 |GDUser 215 ANO-local Insert Benutzername ANO-local globalAdmin | kY
22 |GDUser 215 ANO-local Insert Ist gespertt False globalAdmin | sy
23 |GDUser 215 ANO-local Insert Rollen ModuleGlobalRead | GE:GLOBAL globalAdmin  #HEHERHERHEE
24 | GDUser 215 ANO-local Insert Rollen DocumenthManagement | GE:GLOBAL globalAdmin sy
25 |GDUser 215 ANO-local Insert Rollen MoaduleDivisionalRead | GE:D1 globalAdmin | sy
26 | GDUser 215 ANO-local Insert Rollen ModuleDivisionalWrite | GE-D1 globalAdmin | kS
27 |GDUser 215 ANO-local Insert Rollen DocumentManagement | GE:D1 globalAdmin | sk
23 |GDUser 215 ANO-local Insert Rollen NavigationEditAll | GE:T1 globalAdmin | #essses
29 |GDUser 215 ANO-local Insert Rollen ModuleLocalWrite | GE-T1 globalAdmin | sy
30 |GDUser 215 ANO-local Insert Rollen MoaduleDivisionalRead | GE:T1 globalAdmin | sy
31 |GDUser 215 ANO-local Insert Rollen ModuleGlobalRead | GE:T1 globalAdmin  #HEHHHERHEE
32 |GDUser 215 ANO-local Insert Rollen DocumenthManagement | GE:T1 globalAdmin | sy
33 |GDUser 215 ANO-local Insert Rollen NavigationPrint | GE-T1 globalAdmin | #essss
34 |GDUser 210 Andrey Insert Rollen ModuleGlobalRead | GE:GLOBAL | ME: All globalAdmin | kY
35 |GDUser 210 Andrey Insert Rollen DocumentManagement | GE:GLOBAL | ME: All  globalAdmin  ####ississ
36 |GDUser 210 Andrey Delete Rollen TaskApprover | GE:GLOBAL | ME: All globalAdmin  #HEHERHERHEE
37 |GDUser 210 Andrey Delete Rollen ModuleGlobalWrite | GE:GLOBAL | ME: All globalAdmin sy
38 |GDUser 210 Andrey Delete Rollen ModuleDefinition | GE:All | ME: All globalAdmin | sy
39 |GDUser 210 Andrey Delete Rollen ModuleDefinition | GE-DIV 1 | ME: All globalAdmin | kS
40 |GDUser 210 Andrey Delete Rollen ModuleDefinition | GE:DIV 6 | ME: All globalAdmin | sk
41 |GDUser 210 Andrey Delete Rollen ModuleDefinition | GE-DIV 5 | ME: All globalAdmin | #essss
42 |GDUser 210 Andrey Delete Rollen ModuleDefinition | GE-DIV 2 | ME: All globalAdmin | sy
43 |GDUser 210 Andrey Delete Rollen ModuleDefinition | GE:GLOBAL | ME: All globalAdmin | sy
44 | GDUser 214 Brenda Insert Brenda globalAdmin  #HEHERHERHEE
45 | GDUser 214 Brenda Insert Benutzemame Brenda globalAdmin | sy
46 |GDUser 214 Brenda Insert Sprache en-Us globalAdmin | sy
47 | GDUser 214 Brenda Insert Ist gespertt False globalAdmin | #HHkEHEHEY

Sheetl [l

Screenshot 57: Excel-Export of Security logs

The exported Excel file will provide the following information:

. Entity type: specifies the type of entity

o Entity ID: identification number of entity

o Entity: specifies the entity

o Action type: specifies the nature of the performed action
o Property name: name of the property

o Old value / New value: indicates the performed changes

. Modified by / Modified date: specifies the person who performed the changes and
the respective date of modifications
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1.3.15 Consistency checks

The navigation item "Consistency checks" has been created to give access to the consisten-
cy checks of the databases. In doing so, potential defects and problems may be detected at a
glance.

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

g ity
38 GLOBAL- GLOBAL 1/1/2017 - 12/31/2017
ettings
Overview
—Repair modul
Administration ~
Name Description Defect count
Reporting periods Invalid admin-modules Fixes admin-modules that are local/global but are not connected to GLOBAL. o
Reporting period settings ' Histrorized modules in tasks Delete all tasks with reference to historized modules. o
Group entities v Unallowed copies of modules Deletes unallowed copies of divisional/global or data-collection modules. o
- v Invalid module type Shows modules, that have an invalid module type. °
Divisions
v Invalid module task templates Fixes module task-templates. A local module copy cannot be referenced in a task-template. o
Users
Currencies. Repai
—Repair
Countries Name Description Defect count
A Taskduplicates Deletes task-duplicates. 2 Details [l Fix
Contal apsctionroups z 3 == =
Module cluster R
—Repair
Import legal-management Name Description Defect count
Management entities ' Unallowed divisional/global transactions  Deletes all divisional/ i isi ions are not allowed. o
Actionlog
—Repair
Document types Name Description Defect count
Security logs (Optional) Nicht kopierte/getrennte . . .
& 5 c o -
b chatten Behebt die der iiber 1 | Details |
Consistency checks
Customizing v Rol
Name Description Defect count
Email & escalation v
+  Time-dependent roles Shows eutstom and time-dependent roles. Correetion is done by 2 DB-Seript (outside of the application). o

Screenshot 58: Overview Consistency checks
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1.4 Menu item Customizing

1.4.1 Roles

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

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

1.4.1.1 Manage Roles

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

€ Settings 2

T e —— o
Administration o Description | Role name <] Role type | 15 defauit role? | Modifiedby |  Modifieddate |
Customizing ~ # |Assignment bases access Assignment Navigation system 3/9/2018 11:31:29 AM
/ Manage attachments DocumentManzgement Navigation “ sysem +/18/2014 54106 P
Roles /| Define content structure ModuleDefinition Navigation system 7/18/2014 6:54:06 PM
Module 7 system 7/18/2014 6:54:06 PM
Navigation Module 7] system /
ModuleGlobalRead Module 2 system
Reporting templates ModuleGlobalWrite Module system
. ModuleLocalRezd Module system
Analysis templates /| Editlocal content ModuleLocalWrite Module B system
Leonsing / Edit data collection NavigationEdicall Navigation “ sysem -/
/ | Print report NavigationPrint Navigation system 7/18/2014 6:54:06 PM
Email & escalation o # Read data collection NavigationReadAll Navigation system 7/18/2014 6:54:06 PM
P £ s «

Screenshot 59: Overview Roles

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

1.4.1.2 Create new Roles

By selecting the symbol under Settings / Customizing / Roles, the detail view for cre-
ating new roles will be displayed.

In order to create a new role, the following data must be entered:

. Role name: name of the role to be created
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o Description: optional description of the created role
. Role type: definition of whether the role is navigation-related or module-related

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

read

edit

— edit and delete

create, edit and create

€ Settings 2

Overview

Role name* Role type*

Navigation

Administration v

Customizing A
Roles
Navigation
Reporting templates
Analysis templates
Licensing

Email & escalation v

Screenshot 60: Create new Roles

1.4.1.3 View / edit existing Roles

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

clicking on the symbol # . Roles preset by the system cannot be edited. However, the System
administrator can determine whether these roles should be considered as standard roles or
not.

€ Settings 1

Overview Modified by: system, ~/38/2014 6i54:06 231 Created by: system, 7/28 /2013 6:54:06 P\

Role name* Role
Administration v DocumentManagement Navigation

¥ Is default

- Description
Customizing # | Manage attachments

Roles

Navigation
Reporting templates
Analysis templates
Licensing

Email & escalation v

Screenshot 61: Edit roles
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1.4.1.4 Delete Roles

A selected role can be deleted under Settings / Administration / Roles by clicking on
symbol M. Roles created by the system cannot be deleted.

1.4.2 Navigation

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

€ Settings 2

Overview Reporting period: | 1/1/2019 - 12/31/2019

Administration

Eait Name Modified by Modified vate
- Settings system
Customizing ~
~ Administration system
Roles Reporting periods. system.
Navigation Reporting period settings system
Group eatities systens
Reporting templates
Divisions system
Analysis templates T —

Licensing system

system
Email & escalation v

7
/’
’
7
’
7
s
7
’
’ Central transaction groups system
’ Module cluster system
’ Tmport legal management system
’ Management entities system
’ Actionlog system
’ Document tvpes system
’ Securitylogs system
’ Consistency checks system
4 T Customizing system
’ Roles system
’ Navigation systens
’ Reporting templates system
’ Analysis templates system
’ Licensing system
»  ~ Email &escalation system
’ Setup system
’ Compose system

Screenshot 62: Overview Navigation

1.4.2.1 View / edit existing Navigation items

Under Settings / Customizing / Navigation, the detail view of a selected navigation item will
be opened by clicking on #° . Navigation items created by the system cannot be edited.
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€ Settings b 3

Overview " sod: | 1/1/2019-12/31/2019 Modified by: system, /112048 4r:2:50 P\ Created by: system, 7/s1/2048 4:42:50 P10

Reporting period: Save and continue
Administration v | Nevigation clement 3 save and close

Reporting company details Assigned Roles: Send link by email

. - Close
Customizing ~ NevigationReadall Read
NevigationEditall Edit
Roles

Please enter the translations for the navigation elements.

Navigation Language Navigation element
de Details Berichtsunternehmen
Reporting templates en Reporting company details

Analysis templates
Licensing

Email & escalation v

Screenshot 63: Edit Navigation items

The name of the navigation element is shown in both German and English. For some
navigation items, it is possible to change the names for the individual languages. In addition,
some navigation items show already assigned roles and the respective rights. Using the

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

Add Roles x
Unassigned Roles: Assigned Roles:

click to add click to remove

* Assignment - * NavigationReadAll Read

* Administrator * NavigationEditall Edit

* TaskAdministrator
* TaskApprover
* NavigationPrint

* ModuleLocalRead

ModuleLocalWrite

ModuleDivisionalRead

ModuleDivisionalWrite

* ModuleGlobalRead

* ModuleGlobalWrite T
Copy rights from: Ml Copy
+ Assign all @ Unassign all

OK

Screenshot 64: Add Roles

Furthermore, it is also possible to copy the rights of other navigation items by selecting the
function ka2,
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1.4.3 Reporting templates

In the "Reporting templates" section, the System administrator can create and edit report
templates. The navigation item "Reporting templates" can be accessed via Settings / Cus-
tomizing / Reporting templates.

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

1.4.3.1 Adjust Reporting templates

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

€ Settings 2

Overview

Reporting templates

Administration . | DefaultTemplate

Customizing A | @ Isactive?

Roles

Navigation

@ Template_TextModule.doc

Reporting templates @) Template_Transfer_pricing_analysis.doc

@) Template_Overview_Transaction_partners.doc

Analysis templates

Licensing

Email & esealation v

Screenshot 65: Reporting templates components

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

To create an individual report template, an existing report template has to be copied using
the function "Copy template" in the right command column (here: "DefaultTemplate").
This allows individual Word templates to be customized. Word templates that are not re-
placed are retained.

Note: The "DefaultTemplate" is stored in the system and cannot be deleted or edited.
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€ Settings 1

Overview
Reporting templates @ Template_Overvien_Trensaction_partaers.doc Delete template
Administration ~ | copy of DefaultTemplate (® Template_Transfer_pricing_analysis doc
nload variables
B e — @ Template_TextModule.doc e
Customizing A
copy of DefaultTemplate & Template_Report.doc
Roles @ Template_Overview_Transaction_groups.doc
@ Lsactive? ® Template_Overview_Transaction_matrix.doc
Navigation @ Template_Module_local_versions.doc
— @ Template_Module_Overview_Transaction_group.doc
® Module_template.doc
Analysis templates -
Choose File | Mo file chosen
Licensing
Email & escalation v

Screenshot 66: Create template - Copy template

Afterwards, the copied report template must be renamed.

The template is renamed by entering a new name in the line "New template name" (here:
Manual template, see screenshot 67 and 68) and, subsequently, must be saved by clicking the
command "Save" in the right-hand command column.

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

€ Settings 1

Overview
Reporting templates @ Template_Overview_Transaction_partners.doc Delete template
Administration « | copy of DefaultTemplate @ Template_Transfer_pricing_analysis.doc
nload variables
e name ® Template_TestModuledoc
Customizing "
copy of DefaultTemplate @ Temgplate_Report.doc
Roles ® Template_Overview_Transaction_groups.doc
@ Isactive? () Template_Overview_Transaction_matrix.doc
Navigation @® Template_Module_local_versions doc
e & Template Module_Overview_Transaction_groupdoc
® Module_template.doc
Analsis templates =
Choose File | No file chosen
Licensing
Email & escalation v

Screenshot 67: Create template - Rename template

The new template is now selectable and the seven associated Word files can be customized.
To do this, the report template to be changed (here: Manual template) must be selected in the

"Reporting templates" selection box. With a click on the symbol '&:', the system
adminitrator can download, save and edit the Word templates associated with the chosen
report template (here: Manual template), e.g., "Template_Overview_Transaction_partners".
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€ Settings 2

Overview

Reporting templates 6TEmplatE,Oven’ie“,Tlansactiun,matr'm.dou
Administration « | Handbuch Template ® [remplate_Overview_Transaction_groups.doc
ewtemplate name (© [Template_Overvien_Transaction_pertners.doc
Customizing ~ :
Manual template @ [remplate_reportdoc
Roles (@ [remplate_Texthioduledoc
@ Isactive? & [Template_Transfer_pricing_analysis.doc
Nevigation et
— (@ [remplate_Module_Overview_Transaction_group.doc
| Irempite Modue tocal versions.doc
s emplts Choose File | Yo file chosen
Licensing
Email & escalation v

Screenshot 68: Create template - Download template

After editing in Microsoft® Word and local saving, the individually modified Word templates

can be uploaded via | BroWse.. | anq with the same name (here: Tem-

plate_ Overview_Transaction_partners.doc). The modified report template (here: Manual
template) is then available in globalDoc Solution® and can be selected under "Report" and
used for the report.

Note: The name and document type of the Word document to be uploaded must exactly
match the name of the Word template to be replaced (e.g. "Template_Report.doc").

1.4.4 Analysis templates

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

Via Settings / Customizing / Analysis templates, an overview page can be opened (see
screenshot 69) that shows the analysis templates already created:

€ Settings 2

I O e ]
Administration o Type of analysis | Option name | Internal comment on te.‘l Modified by | Modified date |
x x x x x
Customizing ~ @  # |Resale price method RPM globalAdmin
@ | / |Costplus method c+ globaladmin
Roles & | / |Comparable uncontrolled price method cup globalAdmin
Navigation
Reporting templates
Analysis templates
Licensing
Email & escalation v
P f s (

Screenshot 69: Overview of Analysis templates
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The list of all existing analysis templates can be sorted by the following values by clicking on
the corresponding field:

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

tion

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

The selected analysis template can be directly deleted by using the symbol B or edited using
the symbol r'd

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

+ New Create a new analysis template

Delete selected analysis template

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

Close the administration view and redirect to the glob-
alDoc Solution® overview page

1.4.4.1 Create Analysis templates

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

sis template will be displayed by selecting the button . Fields marked with (¥*) are
mandatory. The description of the method, the description of the cost basis, the appropriate-
ness of the applied method and the appropriateness of the transfer price can be documented
in various tabs. The documented information is then available to the local users under the
program item Reporting Companies / Transactions / Analyses / Transfer pricing.
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€ Settings 2

Overview
eate ysis template Save and continue
C > analysis ter pla 2 u

Saveand close
New

Administration v

Option name* Internal comment on text option

Customizing A~ Close

Roles Type of analysis
Comparable uncontrolled price method

Navigation
Description of applied method | Description of the costbase  Appropriatness of applied method  Appropriatness of transfer pricing
Reporting templates
Analysis templates
Licensing

Email & escalation v

Screenshot 70: Create a new Analysis template

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

. description of applied method

o description of the cost base
o appropriateness of applied method
) appropriateness of transfer pricing

1.4.4.2 Editing existing Analysis templates

By clicking on the symbol # under Settings / Customizing / Analysis templates, the detail
view of the respective analysis template will be opened. Here, information added when creat-
ing a new analysis template can be edited (see "Create Analysis templates").
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1.4.5 Licensing

License information and the license key of the used globalDoc Solution® version are dis-
played under the navigation item "Licensing".

€ Settings i §

Overview Espiration date Max. number of
12/30/2099 11:00:00 PM reporting companies Change

P, 30 Close
Administration » | 4 Isactivation timespan valid?

Is historization active?
Customizing A Is expired?
Roles
Navigation
Reporting templates
Analysic templates
Licensing

Email & escalation v

Screenshot 71: Licensing information

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

€ Settings b 3

Overview Expiration date Max. number of

12/0/2099 11:00:00 PM reporting companies Chenge
. . 30 Close
Administration V| 4 Is activation timespan valid?
Is historization active?
Customizing ~ Ts expired?
Roles
Navigation Confirm
Are you sure to change the license key?
Reporting templates The current license will be deleted
The application will be unavailble until a valid license is submitted.
Analysis templates
Licensing
Email & escalation v

Screenshot 72: Deletion License key
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1.5 Menu item Email & Escalation

1.5.1 Setup

Under "Setup", the email-function in globalDoc Solution® can be activated, email addresses
can be edited and the escalation intervals of the respective emails can be set.

—Email & Escalation

Generate emails?

?
Send emails directly?

?
Application Url

?
Email From
tpmatrix@datenwerk-it.de ?

Screenshot 73: Email setup

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

By specifying the initial address, direct access via the emails is enabled. The sender address
can be changed here.
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—Status report for task administrators (global dashboard)
Last escalation date
g/25/2018 2:09:31 PM
scalation interval®
Dailyv

—Reminder for open system administrator tasks
Last escalation date

Escalation interval®

Weekly

Day of weak*

Mondav

Run now

—Status report for task approvers (company dashboard)
Last escalation date

Escalation interval®

Monthly

Screenshot 74: Setup Escalation intervals

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

Run now

via the icon , emails can be sent manually.

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

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

o The "Status report for task approvers" function triggers a process where users

with the role of a task approver receives an Excel overview of the status of a company at
pre-selected times.
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—Reminder for upeoming deadline
Last escalation date

Option 1: Notify before (day)
Option 2: Notify before (day)

Option 3: Notify before (day)

—Contract system
Contract system link

Screenshot 75: Setup Reminder for upcoming deadline

The function "Reminder for upcoming deadline" offers the possibilii to configure up to
Run now

three email reminders before the deadline expires. With the button
minder email can be set up manually.

, a direct re-

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

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

€ Settings 5 3

Overview .
From [tpmatriv@datenwerk-itde v

Administration ~ | To (comma separated) [ Create email peraddress? CJ CC (comma separated)
Customizing v
Email & escalation A
Setup
Subject
Compose
Overviens
Message text Is html? L)

Screenshot 76: Input mask for email creation

Pressing the icon E opens a window that displays all users. Users can be sorted by roles.
Users to whom the email or a copy of the email should be sent can be selected with a mouse
click.

Select user emails x ‘
Roles
| v]
o Login name | Email | Mobile phone nurrl Department | Role | Reporting company code{s)l
X x x x b4 X
]| Selma Email |se].ma.tekin @pwe.com ‘ | ‘ Standard | DIV 1,DIV 6,DIV 5,DIV 4,D]11
Page El of 1 i3 v Viewi-1of1

Screenshot 77: Receiver selection
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Instead of sending an email to all selected addresses, a single email can be sent to each indi-
vidual address as desired using the option "Create email per email address?".

Additionally, an option to send the email in "html" format is available.

1.5.3 Overview

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

€ Settings 5 &

B

Administration o To (comma separated) | Subject | status  |Templote-Cod|Template-Nen] Trycount |Ishtn] Modified by | Modified date |
x x | x x x x |[]x x x

Customizing v & | / |selmatekin@depwecom |Test Waiting o globalAdmin o/25/2018 2:22:00

\ " | 7 ‘selma.wldn@pm:.oom ‘TEST \Waiu‘ng \ \ \ o \glubaudmm ‘g 25/2018 2;.6;341

Email & escalation ~ & | / notinitialized TP documentation for SG-Demo Sales H Waiting TASKoor New task o globaladmin 5/25/2017 5:58:35 1

@ | / |notinifialized TP documentation for SA-Demo Sales L{Waiting TASKoo: |Newtask o globaladmin 5/25/2017 5:58:35 1

Setup # | # |notinitialized TP documentation for BR-Demo Sales: Y Waiting TASKoa1 New task o globalAdmin 5/25/2017 5:58:35 1

@ | / |notinitizlized TP documentation for MEX-Demo Sales Waiing TASKoo: |Newtask o globaladmin 5/25/2017 5:38:35 1

Compose & | / notinitialized TP documentation for RU-Demo Sales s/ Waiting TASKoor New task o globaladmin 5/25/2017 5:58:35 1

. @ | / |notinifialized TP documentation for CN-Demo Agent: | Waiting TASKoo: |Newtask o globaladmin 5/25/2017 5:58:35 1

Overview & | / notinitialized TP documentation for JP-Demo Agent: I Waiting TASKoo: New task o lobalAdmin 5/25/2017 51581351

i | # [notinitialized TP documentation for IR-Demo Int. Pro Waiting TASKoot New task ° globalAdmin 5/25/2017 5581351

i | # |[notinitialized TP documentation for DE-Demo Factory Waiting TASKoor New task o globalAdmin 5/25/2017 5:58:35 1

@ | / |notinifialized TP documentation for DE-Demo Parts EWaiting TASKoo: |Newtask o globaladmin 5/25/2017 5:58:351

& | / |notinitialized TP documentation for UK-Demo R&D C Waiting TASKoo: |Newtask o globalAdmin 5/25/2017 5:38:35 1

§ | / |notinitialized TP documentation for DE-Demo Headq{ Waiting TASKoo: |Newtask o globaladmin 5/25/2017 5:58:34 1

@ | / [notinitialized TP documentation for US-Demo Sales H Waiting TASKoor New task o globalAdmin 5/25/2017 5:58:34 1

Pagels |ofo »> m[iz ¥ View: -150f128

Screenshot 78: Overview of all unsent emails

Displayed emails can be deleted ™ or opened ’ , if necessary. For a better overview, the
emails can be sorted according to the values of each column. The search option allows to se-
lect certain columns or to search for specific rules via the "Extended search" function.

%]
arch

Se:

|

Subject ¥ | contains v | test I;l
Status v | equal v Waiting v I;I
*~ Reset Find »
To (comma separated) Subject | Status |Template—(}cd4 Template—Narr{ Try count | Is htn{ Modified by Modified date
i/ selmatekin@de.pwecom Test Waiting o globalAdmin 9/25/2018 2:22:00
&  # |selmatekin@pwecom  TEST Waiting o slobaladmin g/25/2018 2:16:34 1

Screenshot 79: Extended search

By clicking on the icon \l/, new rules for a search can be defined. Similarly, clicking on the
icon = will remove rules. The created rules can then be applied to search emails by using the

. Find »
function ™ 7.
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2. Program item Documentation structure

2.1 Menu item Documentation setup

The program item "Documentation structure” allows the System administrator to edit the
structure of the documentation.

The menu item "Documentation setup" offers the possibility to choose between three op-
{®) Define chapters

. Import chapter strueture '/ Define chapters ‘® Define modules . .
tions: P P P First, the option al-

lows to change the structure of the documentation and to create or delete new chapters. The
second option ¥ Define modules 1ofeorg to the creation of new modules for the respective chap-

ters. The third option °* [mportchapterstructure\anapleg the import of existing documentation
structures.

- PERISEYNSEPEN  « Documentation setup 1

1) Settings Reporting period: | /32016 -12/33/2016 Steps to complete () Import chapter structure () Define chapters ® Define modules =
E’, Documentation structure A | Drag and drop to modify the order. Modules are freely distributeable. Note that changes are not persisted directly and are to be .
submitted via save! button S &
Documentation setup
Indexes +
Attachment overview ¥ Master File Modules: 6+
. # Organisational Structure [Global, Word document upload] & B
i1 Reporting company v
# Purpose and scope [Global Word document upload] & B
,/ Assignments v # Description of Demo Group business [Global,Word document upload] [ [
# Intangibles [Global,Word document upload] 5 B
# Finandial Activities [Global,Word documentupload] 5 B
# Financial and Tax Position [Global,Word document upload] 5 [
¥ Local File Modules: 21 Distributed: 106 Attachments: 8+
¥ 1General Modules: 10 Distributed: 82 Attachments: 7+

#" 1.1 Purpose and scope [Global,Word decumentupload] & G
# 1.2 Management Structure [Local, Word document upload] Bs Distributed: 20
#" 1.3 Business Strategy R&D [Divisional:Function_R&D,Word document upload] [ B

# 1.3 Business strategy support services [Divisional: Function_Suppert Services Word document upload] 5
# 1.4 Business activities [Local, Word document upload] & B Distributed: 20 Attachments: 2.
#' 1.5 Competition R&D [Divisional:Function_R&D,Word document upload] & B

# 16 Local competition [Local, Word document upload] [ Es Distributed: 20 Attachments: 4

#" 17 Business Restructurings [Local Text] & Distributed: 20

# W Test2 Geiindert [Local,Word online editor] E Distributed: 1

# W Testneues Modul [Local, Word online editor] B Distributed: 1 Attachments: 1

> Transactions Modules: 4 +
¥ 3 Functional and risk analysis Modulesia +
» 4 Transfer Pricing Analysis Modules: 5 Distributed: 24 Attachmentsi 1+

Screenshot 80: Overview Documentation setup
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2.1.1 Define Chapters

Choosing the option ® Pefinechanters yho £5]1owing screen (see for example screenshot 81) will

be displayed:

Reporting period: 1/1/2016 - 12/31/2016 v Steps to complete Import chapter structure ® Define chapters ©' Define modules

Drag and drop to modify the order. Chapters are freely distributeable. Note that chang
Indexes # @ +
Master File # +
~ Local File # +
1 General s H O+
2 Transactions o H O+
3 Funetional and risk analysis o H O+
4 Transfer Pricing Analysis o H +

Screenshot 81: Define chapters

The symbol + is used to create new chapters or new subchapters. It is necessary to insert a
meaningful chapter title. The chapter structure will be saved using the command "Save".

Reporting period: 1/1/2016 - 12/31/2016 - Steps to complete ) Import chapter structure ® Define chapters ' Define modules

Drag and drop to modify the order. Chapters are freely distributeable. Note that changes are not persisted directly and are to be submitted via 'save’ button

Indexes # @+

Master File # +

¥ Local File # +
1 General v H

Please enter a chapter name o H §+

2 Transactions o H T

3 Funetional and risk analysis v # +

4 Transfer Pricing Analysis & # +

Screenshot 82: Create new chapter

Chapters can be moved by selecting the respective chapter and holding the left mouse button.

Selecting the symbol # will activate the automatic numbering of the individual chapters.

Empty chapters can be deleted using the ®-icon.

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

ings.
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2.1.2 Define Modules

After selecting the checkbox ® Define modules , the following view (example) will be displayed:

€ Documentation setup 2

Reporting period: 1/1/2016 - 12/31/2016 = Steps to complete ) Import chapter structure ) Define chapters ® Define modules —

Drag and drop to modify the order. Modules are freely distributeable. Note that changes are not persisted directly and are to be

submitted via 'save' button Search: Q
Indexes TP
¥ Master File Modules: 6+
# Organisational Structure [Global, Word document upload] & B
# Purpose and scope [Global, Word document upload] Y [
# Description of Demo Group business [Global Word document upload] & B
# Intangibles [Global.Word document upload] & [
# Financial Activities [Global Word document upload] A B
# Financial and Tax Position [Global,Word document upload] & B
~ Local File Modules: 21 Distributed: 106 Attachments: 8+
¥ 1General Modules: 10 Distributed: 82 Attachments: 7+

# 1.1 Purpose and scope [Global,Word document upload] 5 Eu
# 1.2 Management Structure [Local,Word document upload] B Distributed: 20
V4 1.3 Business Strategy R&D [Divisional:Funetion_ R&D,Word document upload] B

# 1.3 Business strategy support services [Divisional:Function_Support Services,Word document upload] &5 G

# 1.4 Business activities [Local.Word document upload] &7 B Distributed: 20 Attachments: 2

# 1.5 Competition R&D [Divisional:Function_R&D,Word document upload] & [

# 1.6 Local competition [Local, Word document upload] 5 [ Distributed: 20 Attachments: 4

rd 1.7 Business Restructurings [Local, Text] = Distributed: 20

# W Testo Getindert [Local,Word online editor] Eu Distributed: 1

# W Testneues Modul [Local,Word oxline editor] B Dictabpiad B o mani=s
¥ 2 Transactions Modules: 4+
» 3 Funetional and risk analysis Modules: 2+
¥ 4 Transfer Pricing Analysis Modules: 5 Distributed: 24 Attachments: 1+

Screenshot 83: Define Modules

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

Given that content has already been uploaded to a certain module, a click on the symbol @
will open the module content of global and divisional modules. In case of local modules, a
content preview will be displayed. Via the symbol 4, module content or content preview,
respectively, can be replaced.

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

NOTE: Only modules without already uploaded documents can be deleted. For this reason,
the module contents must be deleted before the module itself can be deleted.
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€ Documentation setup j

Modified by: globalAdmin, 8/4/2017 5:25:41 PM Created by: globalAdmin, 3/30/2017 5:31:24 PM

Reporting period: /=080 182 20E Save and continue

Save and close

Copy module
Module details Module assignments

Overview local versions

Chapter* Download template

Template document
1 General Local Download variables
Choose File | No file chosen Ij New
Module name* Print option* Send link by email
1.2 Management Structure Optional Uploaded document acts as a template for Close
content
Input format* Master/local file
Word document upload OECD local file

Transaction group

Screenshot 84: Module details

Under "Module details", information about the chapter, transaction group, module class,
print option, input format and type of file (Master File or Local File) can be specified. Fur-
ther, a module name is required for creating the module. A template document can be select-

ed with ChooseFile and uploaded using the symbol [ .

If a template document is uploaded to a global or divisional module, the module content will
be automatically uploaded, too. If a template document is uploaded to a local module, the
local user can use this template document as a starting point for creating documentation un-
der Reporting Company / Documentation content.

NOTE: Only after having saved the template document, the option to upload it will be avail-
able.
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€ Documentation setup 1

Modified by: globalAdmin, 8/4/2017 5:25:41 PM Created by: globalAdmin. 3/30/2017 5:31:24 PM

Reporting period: /=070 7 50 205 Save and continue
Save and close
. R Copy module
Module details Module assignments

Overview local versions

v Download template

Assigned roles: Download variables
. New

Edit local content Edit Send link b .

end link by email

Read local content Read Close
Assigned clusters:

02_R&D Services

Reporting entities using current module:

Code | Name E] | Shert name | ERP number | Country |
Un BR-Demo Sales BR - Brazil
Ti6 CH-Demo Finance AG CH - Switzer]
Uy CN-Demo Agent CN - China
‘Uog, ‘(ZDEIDDEI.D. | | ‘(Z-Cmdllll
U8 DE-Demo Factory GmbH DE - German
[vox |DE-Demo Headguarters {Demo-HQ | | DE - Germar|
Uzo DE-Demo Parts Europe G DE - German
Uoz2 FR-Demo S.A. FR - France
Ug FR-Demo Services Inform FR.- France
Uog I¥-Demo Global Technold IN - India
Uy IR-Demo Int. Prop. Heldi: IR - Iran, Isle
Uig JP-Demo Agent JP - Japan
Ui2 MEX-Demo Sales Ltd. MX - Mexico,
Uoy PL-Demo Sales Hub EE s, PL - Poland
Uiz RU-Demo Sales s.r.0. RI - Russian
el Pagels lofz > w3 v View - 15 0f 20
@ Drop selected reporting entities + Assign reporting entities

Screenshot 85: Module assignments

In the tab "Module assignments", the "Assigned roles" ("Edit" and "Read") can be allo-
cated. In addition, module clusters ("Assigned clusters") can be viewed, added and re-
moved if necessary.

The section further lists which reporting companies use the current module. Reporting com-
panies to which the module is to be allocated can be assigned the modules via

+ Assign reporting entities Reporting companies can be removed via
@ Drop selected reporting entities

2.1.3 Import chapter ctructure

Existing chapter structures may be imported by choosing the check-
box '* Import chapter strueture |
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€ Assignments ™ GLOBAL-GLOBAL ) m 1/1/2016 - 12/31/2016 ~
Reporting pertad: | 4/1/2016- 12/31/2016 Steps to complete ® Tmport chapter structure ) Define chapters ) Define modules
Data source:
Template v
Template
B

Screenshot 86: Overview Import chapter structure

The following data sources can be selected for import.

2.1.3.1 Fromfile

STEP 1

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

Data source:
| From file v

File:
Choose File | INo file chosen

Split modules at:
Heading 3 v

Screenshot 87: Import chapter structure - From file

STEP 2
After the import of chapters has been confirmed by clicking on the symbol EBEEZE, the

selected file will be shown in form of its chapter strucutre (see screenshot 88). Chapter
headings may be manually edited at this point.
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€ Documentation setup

I

Reporting period: | * /1/2019 - 12312019 v Steps to complete ® Import chapter structure ) Define chapters ' Define modules =

Expand all

This manual is protected by copyright. It may only be used by companies that have luded a license with the Fachverlag Moderne Wirtschaft GmbH (hereinafter
referred to as "Fachverlag") for the indefinite use of globalDoc Solution® or those who form a group within the meaning of 8§ 15 ff. AktG with such a company and use
globalDoc Solution® to prepare their entity and group-wide transfer pricing documentation.

This manual may be copied for internal entity and group purposes. Under no circumstances may the Fachverlag’s and/or PwC's copyright notices be changed or removed.

The right of use does not include the modification, distribution and public reproduction or any duplication beyond the aforementioned purpose. This requires the express
written eonsent of the Fachverlag or PwC.

© October 2018

» Module: System administrators 1+ ¥
» Module: Security administrators +
¥ Module: Task administrators +

Task administrators

Task administrators take over workflow management responsibility. They can, but do not have to, be system administrators with the most extensive authorization rights.

Screenshot 88: View of imported file

The next view that will be displayed after having saved ("Save") will show a comparative
presentation of the "Imported chapter structure" and the "Stored chapter structure".
The "Saved chapter structure" refers to the chapter structure that has already been saved in
globalDoc®.

There are three different possibilities of designing the import: *4l'*New' Mapped  The selection
"All" will lead to an import of all chapters. In comparison, the functions "New" and
"Mapped" will only import the selected chapters (see screenshot 89).
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¢ Documentation setup ) §

Reporting period: | 1/3/2019 - 12/31/2019 = Steps to complete ® Import chapter structure © Define chapters © Define modules p—

/A1l ® New O Mapped

Imported chapter structure Stored chapter structure
~ General variables to be used in all oth @ # ® + O P jlegalDisclaimer wH# +0
& General variables to be used in all other templates [ ¥ 2Release Notes w# +0D
~ Specific variables/templates to be use s # @ + 0 P gPrelimineryRemarks w# +0
# Specific variables/templates to be used in all other ter 55 4 Generalintroduction to globalDoc w# +0
~ g First Steps # +0D
& Contract list template = 5 st Steps i
First Steps =
& Business transactions for a module
¥ 6 Program item raporting company s H +0D

&

Program item reporting company

¥ 6.1 Menu item Reporting company ¢ @ # + 0
Menu item Reporting company details =
¥ 6.2 Menu item Documentation cont w# +0
Menu item Documentation content =
Module Detals tab &
Module Attachments tab &
Change History tab #
Status of the module =
¥ 6.3 Menu item Attachments wH# +0D
Menu item Attachments ®
¥ 6.4 Menu item Transactions v #H O+

Screenshot 89: Import of chapters — From file

If "New" is selected, new or edited chapters will be highlighted yellow in the column "Im-
ported chapter structure".

Given that "Mapped" has been chosen, only identical chapters will be highlighted in yellow.
Under the option "All", there will be no highlighting.

NOTE: The mere selection of chapters does not initialize their import. The presentation of
both chapter structures only serves as a means of comparison. The selected chapters must be
shifted manually via the Drag-n-Drop option to be successfully moved.

As soon as the decision about which chapters to import has been made, these chapters can be
moved towards the desired position in the "Stored chapter structure" via Drag-n-Drop by
using the symbol on the left side next to the chapter titles.

Similar to the explanations made in the previous chapters, displayed symbols such as * can
be used to reorganize the chapter structures by inserting additional chapters or subchapters.
For further information, see section "Define chapters".

The import will be finalized after clicking the button "Save" in the right command column.
The button "Exit" will cancel the action.
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2.1.3.2 Documentation period

STEP 1

"Documentation period" should be chosen from the dropdown menu if an already exist-
ing documentation period serves as the source of data. A specific documentation period can
be selected via the dropdown menu "Documentation periods".

Data source:
Documentation period v

Documentation periods:
1/1/2017 - 12/31/2017 v

Import

Screenshot 9o: Import chapter structure - Documentation period

STEP 2

As soon as the function has been confirmed by clicking on the button IEEEEE], the "Stored
chapter structure" will be displayed. At this point, a new chapter may be defined (see sec-
tion "Define chapter").

Again, there are three different possibilities of designing the import: = Al*New' Mapped The
selection "All" will lead to an import of all chapters. In comparison, the functions "New" and
"Mapped" will only import the selected chapters (see screenshot 91).

If "New" is selected, new or edited chapters will be highlighted yellow in the column "Im-
ported chapter structure".

Given that "Mapped" has been chosen, only identical chapters will be highlighted in yellow.
Under the option "All", there will be no highlighting.

NOTE: The mere selection of chapters does not initialize their import. The presentation of
both chapter structures only serves as a means of comparison. The selected chapters must be
shifted manually via the Drag-n-Drop option to be successfully moved.

As soon as the decision about which chapters to import has been made, these chapters can be
moved towards the desired position in the "Stored chapter structure" via Drag-n-Drop by
using the symbol on the left side next to the chapter titles.

Similar to the explanations made in the previous chapters, displayed symbols such as *+ can
be used to reorganize the chapter structures by inserting additional chapters or subchapters.
For further information, see section "Define chapters".

The import will be finalized after clicking the button "Save" in the right command column.
The button "Exit" will cancel the action.
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¢ Documentation setup i 3

Reporting period: 1/1/2018 - 12/31/2018 v Steps to complete ® Import chapter structure © Define chapters ) Define modules T

Al ONew ® Mapped

Imported chapter structure Stored chapter structure
Indexes o# @§F +0D Indexes g# W+D
™ Master File # @+ D ¥ MasterFile o# +0D
— Organisational Structure ® 5 0 Organisational Structure =4
. Purpose and scope [E ] Purpose and scope &
= Description of Demo Group business E 50 Description of Demo Group business e
— Intangibles E— ] Intangibles &
— Financial Activities Z 5 0 Financial Activities e
~ Financial and Tax Position E ] Financial and Tax Position &
~ Local File ¥ ©+ D ¥ LocalFile g# +0
¥ 1General ¥ 0+ 0D ¥ 1General a# +D
1.1 Purpose and scope e} 1.1 Purpose and scope e
1.2 Management Structure # 1.2 Management Structure
1.3 Business Strategy R&D = 1.4 Business activities =
1.3 Business strategy support services e} 1.6 Local competition A
1.4 Business activities e} 1.7 Business Restructurings e
1.5 Competition R&D = § Testz Geindert
1.6 Local competition & § Test neues Modul
1.7 Business Restructurings cag ¥ 2 Transactions g H# +0D
_ @ Tests Geiindert ° & 2. Grouping of Transactions
~ § Testneues Modul ] i 2.2 Transaction volumes
v o Transactions a# ©+0D 3 Functional and risk analysis gH# T +D
# 2-1Grouping of Transactions ¥ 4 Transfer Pricing Analysis g# t0

Screenshot 91: Import of chapters - Documentation period

2.1.3.3 Template

STEP 1

The third way to import a chapter structure is based on a template. Both the globalDoc
Solution® default template as well as any self-created template (via Settings / Customizing /
Reporting templates) can be used. The template to be used can be selected via the dropdown
menu (see screenshot 92, here: "Master Local Template").

Data source:
Template v
Template
| Master Local Template v
Import

Screenshot 92: Import chapter structure — Template
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STEP 2

After the import of chapters has been confirmed by clicking on the symbol EMEEES, the
second step involves a comparative presentation of the "Imported chapter structure" and
the "Stored chapter structure". This presentation helps to identify missing chapters and
enables the System administrator to move chapters using a Drag-n-Drop function.

There are three ways of designing the import of chapters: —al®New Mapped T "All" is selected,
all chapters will be imported. In comparison, the functions "New" and "Mapped" will only
import the selected chapters (see screenshot 93).

If "New" is selected, new or edited chapters will be highlighted yellow in the column "Im-
ported chapter structure".

Given that "Mapped" has been chosen, only identical chapters will be highlighted in yellow.
Under the option "All", there will be no highlighting.

NOTE: The mere selection of chapters does not initialize their import. The presentation of
both chapter structures only serves as a means of comparison. The selected chapters must be
shifted manually via the Drag-n-Drop option to be successfully moved.

As soon as the decision about which chapters to import has been made, these chapters can be
moved towards the desired position in the "Stored chapter structure" via Drag-n-Drop by
using the symbol on the left side next to the chapter titles.

Similar to the explanations made in the previous chapters, displayed symbols such as + can
be used to reorganize the chapter structures by inserting additional chapters or subchapters.
For further information, see section "Define chapters".

The import will be finalized after clicking the button "Save" in the right command column.
The button "Exit" will cancel the action.
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€ Documentation setup

Reporting period: | /12018 - 12/31/2018 -

Steps to complete @ Import chapter structure ©

Define chapters © Define modules

(Al ONew ® Mapped

Imported chapter structure
Indexes
¥ Master File
— i Purpose and scope
Organisational Structure
Deseription of Demo Group business

Intangibles

Financial Activities
= Financial and Tax Position
¥ Local File
¥ 1General
# 1.1Purpose and scope
— @ 12Management Structure
i 1.3 Business Strategy R&D
= i 1.3 Business strategy support services
# 1.4 Business activities
— i 15Competition R&D
# 1.6 Local competition
~— i 17 Business Restructurings
¥ 2 Transactions
# 2.1Grouping of Transactions
— § 2.2 Transaction volumes
i 2.3 R&D services
= @ 2.4 Support Services

¥ 3 Functional and risk analysis

Stored chapter structure
@ # @ § + Indexes
¥ O0F + ¥ Master File

Organisational Structure

i}
b}
L]
L] = Purpose and scope
(] Deseription of Demo Group business
(] — Intangibles
L] Financial Activities
L] = Financial and Tax Position
w#¥ ©# + D0 ¥ LoclFle
@ # @F + D ¥ 1General
1.1 Purpose and scope
— @ 12Management Structure
1.4 Business activities
= 1.6 Local competition
1.7 Business Restrueturings
— § Testz Geiindert
i Test neues Modul
¥ 2 Transactions
@ # @F + D i 2-1Grouping of Transactions
= § 2.2 Transaction volumes
3 Functional and risk analysis
¥ 4 Transfer Pricing Analysis
4.1 Description of TP methods

422 R&D services - local financials
2% @@ +0D

Screenshot 93: Import of chapters — Template
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2.2 Menu item Attachment overview

The menu item "Attachment overview" under Settings / Documentation structure / At-
tachments overview shows a table containing all attachments that have been received during
the documentation.

B globalDoc Solution 7.5 & Attachment overview 1

() settings Reporting period: /1/2016-12/31/2016
£ Documentationstructure ~ [ ]
Documentation setup Seareh
[E3]
Attachment overview Code v [contains v =
711 Reporting company v  Reset Find »
Code |Reporting com| Navigation item Name |Tmnsacﬁun grl Short name | Docum pnttl Is co mrl Rsponl Rs]erenl File name Type | Modified | Modified el
o Assignments “~ | Uoi |DE-Demo Head{1General Test neues Modul TestAnhang | Charts x ~ Notifications.doex  [Moduleattachment |globalAdm|g/26/2018!
Uo: | DE-Demo Head{x General 1.4 Business activities| X ~ ~ Notificationsdoes | ModuleAttachment |selma  |9/27/2018]
Uos | DE-Demo Head(1 General 1.4 Business activities Local Competito Charts X ~ v Local Competitors_G{ModuleAttachment  |selma 10/2/2018
Uo: | DE-Demo Head(1 General 1.6 Local competition, Overview Gadge Charts x v v Local Competitors_G{ModuleAttachment |selma |9/21/2018
Uo: | DE-Demo Head(4 Transfer Pricing Ani4.3.2 Support Service! Cost base servied Background | X x x List of patentslss  [ModuleAttachment |globalAdm|s/9/2017 8
Uoz |FR-DemoS.A. |Transaction matrix |Uo2_Ui8_SCR_EUR Test Neue Trans x v v xmas-71219_150_sm: BusinessTransactiondselma  |9/26/2018,
Uoz | FR-DemoS.A. |1General 1.6 Local competition, M ~ ~ Berichtsunternehmen|ModuleAttachment |selma  |9/26/2018
Uoz  |FR-DemoS.A. |1General 1.6 Local competition, x v v Berichtsunternehmen|ModuleAttachment |selma  |9/26/2018
Uoz |FR-DemoS.A. |1General 1.6 Local competition, X v v xmas-71219_150_smz ModuleAttachment [selma  |9/26/2018|
DIV5 |Function_R&D |2 Transactions 2.3 R&D services R&D Agreement Contracts | v v R&D Agreement.pdf |ModuleAttachment |globalAdm|s,/g/2017 8
DIV6 |Function_Supp2 Transactions 2.4 Support Services Service Agresme Confracts | v v Service Agreement.pd ModuleAttachment  |globalAdm 5/9/2017 8|
GLOBAIGLOBAL Master File Intangibles PatentList  |Background ] X ~ ~ List of patentsalss  [ModuleAttachment |globalAdm|s/24/2017
GLOBAIGLOBAL Master File Organisational Structf Org Chart Charts x v v Org structurejpg  |ModuleAttachment |globaladm|s/g/2017 8
GLOBAIGLOBAL Master File Organisational Struct| Legal Chart | Charts X v v Legal Chartpptx  |ModuleAttachment |globalAdm|5/24/2017
Page[s |of1 5 v Ve ofaa

Screenshot 94: Documentation structure - Attachment overview

The button Fi sk suast 4 can be used to search the attachments for self-created rules.
. Code: code for the entity

o Reporting company: displays the reporting company to which the attachment be-
longs

. Navigation item + Name: shows the path of attachment location

. Transaction group: displays the corresponding transaction group if an attachment is
uploaded to a transaction

. Short name: optional short name of the entity
o Document type: type of document

. Contract / Report / Reference: Indicates whether it is a contract and/or a refer-
ence, and whether this appendix can be seen in the report

. File name: name of attachment, the file can be downloaded by clicking on the file
name

. Type: shows the type of element (module or transaction) to which the attachment has
been uploaded
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3. Program item Assignments

3.1 Overview

By clicking on the program item "Assignments", an overview of all completed tasks and tasks
to be completed will be displayed.

s globalDoc Solution 7.5 & Assignments I Uo1- DE-Demo Headguarters AG 5 m 1/1/2016 - 12/31/2016
Setti
£ setngs Dimension* Period* Responsible*
9 Documentation structure » Current company All Period All Tasks

%1 Reporting company v
Assignments ~
J /172019 - 12/31/2019 /172016 - 12/31/2016

‘Task management

Approve Admin Tasks

M Open Submitted for approval

Reporting period Name Assignee Approver Processing deadline Status

Check management

ya 1/2016 - 12/3; 6 atractare selma selma 9/28/2018 o
Module assignment - 1.4
Business activities . .

7 1/3/2016 - 12/31/2016 ILocal Word Dokument globalAdmin globalAdmin 9/30/2018 o
hochladen]

’ 1/3/2016 - 12/33/2016 Berichte sichten selma selma 9/28/2018 L
Describe Business

7 1/1/2016 - 12/31/2016 Restructurings 3/30/2018 o
Module assignment - Test 2

Va 1/1/2016 - 12/31/2016 [Local,Word-Online globalAdmin globalAdmin 9/27/2018 (1]
Editor]
Module assignment - Test

7 1/1/2016 - 12/31/2016 neues Modul [Local Word- ~ globalAdmin globalAdmin 9/27/2018 o

Dokument hochladen]

7 1/1/2016 - 12/31/2016 Enter R&D Financials 3/1/2018 L

Screenshot 95: Overview Assignments

The filters provided in the upper part of the section can be used to sort the displayed tasks.
The selection field "Dimension" allows for filtering tasks based on either the currently se-
lected company ("Current company"), individual countries ("Country") or the whole MNE
("Company"). Similarly, the filter "Period", offers the possibility to choose between tasks for
the current period or for all periods. Under "Responsible", it is possible to filter for tasks
that are assigned to oneself or whether all tasks should be shown. A click on the symbol
will trigger the application of the selected filters.

After the desired filter is selected, all tasks are shown in tabular format under the pie chart.
Depending on the chosen dimension, all tasks are listed according to different criteria (such
as the respective distribution, the task status, the processing deadline, the approver, the as-
signee, the country abbreviation or the code).

The exemplary table shown above (see screenshot 95) displays the tasks' name, the person to
whom the task is assigned, the person who will approve it and the deadline for completing it.

Page 89



globalDoc Solution® 7.5

The right-most column shows the status of the task by using colors: open (red), submitted
(vellow) or final (green). The letters indicate whether the task refers to a local (L), divisional
(D) or global (G) module.

NOTE: "Code XX / Name No Country" refers to a Master File that has not been assigned to
a specific country.
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3.2 Menu item Task management

Via the menu item "Task management" the following overview table can be accessed:

chl globatDoe Solution ~.5 € Task management 1

1) Settings Reporting period: | 3/1/2019 - 12/31/2019 v
R Y - - [ ¢ oxce [ oo -]
% Reporting company . Search
[+]
 Assipumenns o Name ¥ | contains v =
Reset Find o
Task management
Name Linked to

Approver Lrecuming | Assigned Modified by Modified date

pprove Admin Tasks # | / |Anlage aufeabe Local Uf Dox t| 1.5 Competition R&D [Divisional,id 1 o| globaladmin
& | / [Beri D mient | 1.6 Local competition [Local E) 1| globaladmin
0

Documentation content | 1.7 Business Restructurings [Local,
n D fon content 1 ition R&D [Divisional,

2/selma

o| globaladmin
globaladmin 2 o| globaladmin
globaladmin 2 o| globaladmin

# | / [Module assignment - 4.4

Screenshot 96: Assignments overview table

New tasks can be created using the symbol .

In the opening window, the two tabs "Task detail" and "Reporting entity" will be
displayed (see screenshot 97)

€ Task management 5 3

Reporting period:

Task detail Reporting entities

Module*

Description*

Processing deadline +

¢ Is recarring
Lock content on final state

Turn off commenting

Screenshot 97: Create a new Task

At this point, a task name as well as a task description can be defined. Specific task properties
may be adjusted and a special module can be explicitly assigned to the task. Furthermore, it
is possible to assign or remove a reporting company to or from the task.

After saving, two new tabs are displayed: "Additional guidance" and "Change logs". The
tab "Additional guidance" allows to upload files. All uploaded files are listed in a table and
can be downloaded or deleted if desired.
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TIP: Under "Additional guidance", documents such as presentations or guidelines can be
uploaded to support the assignee working on the task by conveying what exactly should be
done.

4 Task management 1

Modified by: glsbalsdmin, :o0,18/2018 P Created by: globalAdmin, 10/18/20:8 2130111 PM

Reporting period: *% =010 0t 2o Save and continue
Save and close
Task detail Reporting entities ‘Additional guidance Change logs New

Delete

Drag & Drop Files Skl
Close

File name Short name Document type
o Page|s |of1 s [

Note: For editing attachment, please double click on filename

Screenshot 98: Additional guidance

The tab "Change logs" allows for tracking changes.

€ Task management B 3

0 sod: 1/1/2019-12/31/2019 Modified Dy: globaladmin, 10/38/ 2028 P Created by: globaladmin, 10/18 /208 2:3013 PM.
A e Save end continue

Save and close
Task detail Reporting entities Additional guidance Change logs New
Delete.

» globalAdmin [10/18/2018 2:30:11 PM] Actions: [Status] Send link by email

Close

Screenshot 99: Change logs

The created tasks are listed under the navigation item "Task management" and can be

modified by clicking on the symbol # or may be deleted by clicking on the W -icon. The
search function enables the user to search for tasks according to self-created
rules. Finally, the resulting list of tasks can then be exported as an Excel table by clicking on

the symbol IS
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€ Task management

Reporting period: 1/1/2019 - 12/31/2019 v

B

Search |
|| contains M| =
* Reset Find »
5] Name | Navigationitem | Linked to Processing deadline Approver Is recurring Assigned Modified by Modified date
1| @ | # |Anlage aufgehe Lacal Ut Documentation content 1.5 Campetition R&D [Divisional i 10/1/2018 - o giobaladmin 10/1/2018 11:00:02 AN
0| @ | / |Bericite sichten Documentation content 1.6 Local campetition [Local,Word d o/28/2018 - 1 globaladmin 10/1/2018 1103727 AM
0| @ | # |Checkthe deadlines | Documentation content 1.7 Business Restructurings [Local,T{ 10/10/2018 - 2/ selma 10/4/2018 221717 BM
/| @ | / |Himveise einarbeiten | Documentation content 15 Campetition R&D [Divisional W o/28/2018 - o globaladmin of24/2018 1:50:43 AM
O] @ | / [Moduleassignment 1.4 1.4 Business activities [Local,Word o 10/18/2018 globaladmin - o globaladmin 10/18/2018 23011 P
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Screenshot 100: Overview Tasks
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3.3 Menu item Approve Admin Tasks

The menu item" Approve Admin Tasks" provides a list of system-generated tasks for a
selected reporting period. Transaction groups and group entities (e.g. transaction partners)
that have been requested by the user but are not yet created in globalDoc Solution® are dis-
played. In addition, uploaded reports that have been corrected outside of globalDoc Solu-
tion® are listed. Only the System administrator has the right to access this menu item and to
approve or reject the listed queries or uploaded reports.

€ Approve Admin Tasks 2

Reporting period: | 1/1/2016 - 12/31/2016

]
Search
+
Name v | [contains v -]
© Reset Find o
Name Navigation item Linked to Processing deadline Approver | | Status Modified by Modified date
& | | Approve new central grouj Central transaction groupd ATG 12 R &D Services of28/2018 B |veiting for approval system 9f21/2018 2:25:00 PM
® | ~ | Approve new central grouy Central transaction groups B.Us3 Test Neue Transaktionsgruppe |10/8/2018 B [vvaiting for approval globaladmin 10/1/2018 12:35110 PM
& | # |pprove new report: DE-D Report 5/18/2017 approved globaladmin 5/11/2017 6:58:30 PM
& | | Approve new group entity] Group entities Uz4 - Test Neues Konzernunternchme 10/8/2018 B [rejeciea elobaladmin 10/1/2018 12:36:34 PM
Fage[ Jofs s v S

Screenshot 101: Overview of "Approve Admin Tasks"

If a task has been rejected due to "Reopening", the task status is marked with the symbol ]
and the status text displays "Rejected".

If the approval of a task is still pending, the task is marked with the symbol.. As soon as the
task is approved, the task's symbol is additionally ticked

The System administrator gains access to further detailed information on the selected task by
clicking on the symbol 7.

€ Approve Admin Tasks 1

rting period: | 1/1/2016 - 12/31/2016 Modified by: slobaladmin, 5/ss/324 6:35:33 PAL Created by: system, 5/sa/ 3047 6158:24 P ——
Lr i = Save and continue

Save and close
Taskdetail | Additional guidance = Changelogs

Reopen

Delete
Names e
Approve new report: DE-Demo Headquarters AG end link by cmail
Close
Description®
This task is created automatically after the print

request

Processing deadline
5/18/2017

Navigation item*
Report

Comment

Please note: the processing deadline is exceeded.

Screenshot 102: Detail view of "Task detail”
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The name, the description, the processing deadline and the navigation item are generated by
the system and do not require any further input.

Depending on the task status, the options "Approve" and "Reopen" are shown in the com-
mand column on the right side. The Admin can select the respective option according to his
or her personal assessment.

If a document is linked to the selected task or the task has been generated by the system, the
tab "Additional guidance" will be displayed. Under this tab, any information specific to
the subject, if present, is stored in the system.

€ Approve Admin Tasks 1
Reporting peried: 17101 a 0 Modified by: elobaladmir, 5/s /2017 6158:39 P Created by: svstem, 5/13 /2047 6158124 P r—————

Save and close

Task detail | Additional guidance | Changelogs Reopen
Delste
Send link by email

File name Short name Document type Is contract Report Reference | Modified by Modified date o
LF_2016_DE-Demo_Headquariers_AG_2017-05-11 () x X X globalsdmin 5/11/2017 6:58:39 PM
p Pagefs |of1 5 T Viewi-1of1

Screenshot 103: Detail view of "Additional guidance"

The "Change logs" tab is generated by the system and is used to better track the task and
change history by listing the individual intermediate steps of task processing.

¢ Approve Admin Tasks ) 4
5 iod:  1/1/2016 -12/31/2016 Modified by: globalsdmin, 5/11/2017 6:58:39 BM Created by: system, 5/11/2097 6i58:24 FM .
Exporting peciod: - ) N ) 3 Save and continue
Save and close
Task detail Additional guidance Change logs Reopen

Delste
+ globalAdmin [5/11/2017 6:58:39 PM] Actions: [Status] Send link by email

Close

b system [5/11/2017 6:58:24 PM] Actions: [Erstellen]

Screenshot 104: Detail view of "Change logs"

Tasks are deleted in the same way as it is done in other sections in globalDoc Solution®. By
selecting the ™ icon, the selected task will be deleted. By clicking on the ' -fields, several

tasks can be selected and deleted by clicking on the i sl button.

Page 95



globalDoc Solution® 7.5

List of Screenshots

SCREENSHOT 1: GLOBALDOC SOLUTION” PROGRAM ITEMS ......vuveieererieieesieesessesssesssesessssssessssesessssssssssssesssssesssssessssssesens 5
SCREENSHOT 2: PROGRAM ITEM SETTINGS INCLUDING ITS SUBIMENUS....cceeeeteserrrereeeesessunrrereeeessssansseseesssessssssseesesssssssssseseessans 6
SCREENSHOT 3: SETTINGS OVERVIEW .iiiiiiieieieieieeeeee e eeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaeeaaeaaaeas 12
SCREENSHOT 4: START DOCUMENTATION PROCESS WORKFLOW ....ceiiiiieiiiiiiieieeeieeeeeeeeeeeeeeeeeese e e e eaeaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaens 13
SCREENSHOT 5: OVERVIEW OF THE REPORTING PERIODS ... .14
SCREENSHOT 6: SORTING THE REPORTING PERIODS ....uuuvvvvreeeesessnrrereesesessassssseessssssssssseesesssssssssessessssssssssessessssnssnnseseesssns 14
SCREENSHOT 7: CREATE NEW REPORTING PERIOD — REPORTING PERIOD DETAILS...ceeteeiiurrrreeeeeesrenrrereeeeesssannsreeseesssssssnseseesenns 15
SCREENSHOT 8: CREATE NEW REPORTING PERIOD - IMPORT AND EXPORT .....uevtiiiieeeieiiiirireeeeeessirrtreeeeeesssnnnnneeeessssssnnnseeeeeenns 16
SCREENSHOT 9: CREATE NEW REPORTING PERIOD = ACTION LOG ..uuuuvvvrreeeeessunrrereeessessansssseesesssssssssseesessssssssssessesssssnsnssessesssns 17
SCREENSHOT 10: CREATE NEW REPORTING PERIOD — ACCESS RIGHTS ..iiiiiiiiiiiiiiiiiiieieieieieeeeee e e eeeee e e eeeeee e e naen e e e e e e e e e e e e e e aaaaa e 17
SCREENSHOT 11: DETAIL VIEW OF THE REPORTING PERIODS — REPORTING PERIOD DETAILS ... .18
SCREENSHOT 12: DETAIL VIEW OF REPORTING PERIODS - IMPORT AND EXPORT ...cciiiiiiiiiiiiieee e e cecittteee e e e eeeiatre e e e e e e eeannneeeaeeeas 19
SCREENSHOT 13: DETAIL VIEW OF REPORTING PERIODS — ACCESS RIGHTS c1iiiiiiiiiieiiieieieieeieeeee e ee e eeea e e e a e e e e e e e e e a e e e e e 20
SCREENSHOT 14: LOCK REPORTING PERIOD. .. .uuvuteeeeeessurrereeeesessanssereeesssssasssssesssssssasssseesessssssssseesssssssssssseseessssnssnseseessss 20
SCREENSHOT 15: REPORTING PERIOD SETTINGS .vvvteeetessuurrereeeessssansrereessssssasssnsessssssssssssseessssssssssssessessssssssssessessssssssnsessessss 21
SCREENSHOT 16: OVERVIEW OF GROUP ENTITIES..ccveeereeererereeeeeensnens .22
SCREENSHOT 17: CREATE NEW GROUP ENTITIES - GROUP ENTITY DETAILS.ccttitiiiiiiiiieieieieieeeeeeeeeeeeeeeeeaeeeaee e e ne e e e e e aaaaaaaaaaaaaaaaa s 24
SCREENSHOT 18: CREATE NEW GROUP ENTITIES — OPTIONAL INFORMATION ..ciiiieiiieieieieieceeeeeeeeeeeeee e e eeeeee e e eeee e e e e e e e ee e e e e e e e e e e 25
SCREENSHOT 19: CREATE NEW GROUP ENTITIES = SHAREHOLDERS.....ciiiiiiiiieieieieieeeeeieeeeeeeee e e ee e e eeae e e e e eeee e e aa e e e e e e e e e e e e e e aaaaaaa e 26
SCREENSHOT 20: EDIT EXISTING GROUP ENTITY — GROUP ENTITY DETAILS 1ieiiieiiiiiiiiieieieeeeeeeeeeee e e eeee e e e e e e ae e e eaea e e e e e aaaeaaaaaaaaaa e 27
SCREENSHOT 21: EDIT EXISTING GROUP ENTITY — MODULE DISTRIBUTION ....uuuvvvreeeeeessirrrreeeeesssanrereeseesssssssseessessssssnnsesessesns 28
SCREENSHOT 22: OVERVIEW OF GROUP ENTITIES — ADD PROPOSED GROUP ENTITY... ... 29
SCREENSHOT 23: DETAIL VIEW OF GROUP ENTITY - APPROVE PROPOSED GROUP ENTITY ...uvvvereeeeireurrereeeeesssannnreeeessssssnnnseeeeessns 29
SCREENSHOT 24: OVERVIEW OF THE GLOBALDOC SOLUTION® DIVISIONS (EXAMPLE) v...evuvviereerieeeiereeseereeetesesstesessssenessaenens 31
SCREENSHOT 25: CREATION OF NEW DIVISIONS ...cciiiiiiiiiiieecceeeeee et e e e e e e e e e e e e e e e e e e e e 31
SCREENSHOT 26: DETAILVIEW DIVISIONS ....cciiiiiiieiiieiecececee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e 32
SCREENSHOT 27: OVERVIEW OF CREATED USERS .. ..33
SCREENSHOT 28: SORTING OF USERS...eeeeiieeuutrereeeeessiouttereeessssiansseseeesssssassssseesssssssssssseesesssssssssseesesssssssssseessssssssssnseesesesns 34
SCREENSHOT 29: CREATE NEW USER .1etteeeiieuutreteeeeeesiuttereeeesessnsseseessssssassssseessssssassssseesessssssssssessessssssssssesessssssnssnseseesenns 35
SCREENSHOT 30: CREATE NEW USER - ROLE DISTRIBUTION ..1eeeeiesuurrereeesesssnrrnreeesssssassseseesessssssssssessessssssssssessssssssssnnseesesssns 37
SCREENSHOT 31: CREATE NEW USER - ROLE DISTRIBUTION WARNING MESSAGE....cceeeesiurrrreeeeesssarrereeeeessssssssseeseesssssssnseneessnns 38
SCREENSHOT 32: CREATE NEW USER - PASSWORD OF THE NEW USER....ciiiiiiiiiiiiiiicecccceee et aea e e e a e e e e 39
SCREENSHOT 33: EDIT EXISTING USER..cccveiiiiiiiiiiiiieieeeeeeereeeeeeeees

SCREENSHOT 34: EDIT EXISTING USER — RESET PASSWORD

SCREENSHOT 35: EDIT EXISTING USER — NEW PASSWORD....ceeeeeesiurrrereeeeesssnrrereessesssasseseesessssssssseesesssssssssseesesssssssnsessesesns
SCREENSHOT 36: EDIT EXISTING USER - CHANGE PASSWORD ......ccuuuvrrreeeeeessnrsreeeeesessassseseessssssssssseesessssssssssessesssssssnnsessesssns 42
SCREENSHOT 37: LOCKING USERS ....vvvtteeeiesiuurtereeeeesssiutteeeesessssassseseesssssssssssseessssssssssseessssssssssssesssssssssssssesessssssssssseesesess 43
SCREENSHOT 38: OVERVIEW OF GLOBALDOC SOLUTION” CURRENCIES. .44
SCREENSHOT 39: CREATE NEW CURRENCY 1.iiiiiiiiiiiieiiiei ettt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaeas 44
SCREENSHOT 40: DETAILVIEW CURRENCY 1.iiiiiiiiiiiiieieceeeeee e ee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaeaaaeas 45
SCREENSHOT 41: OVERVIEW OF COUNTRIES iiiiiiiiiiieiiieiiiiieieeieeeeeee e ee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaeas 46
SCREENSHOT 42: CREATE NEW COUNTRIES ..iiiiiiiiiiieiiieieieeeeee et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaeas 46
SCREENSHOT 43: DETAIL VIEW COUNTRIES. ... uuvtttteeeeeessurrereeeesessassseseessesssasssssesssssssssssseesssssssssssseessssssssssssessesssssssssessesssns 47
SCREENSHOT 44: OVERVIEW OF CENTRAL TRANSACTION GROUPS.. .. 48
SCREENSHOT 45: CREATE NEW CENTRAL TRANSACTION GROUP ....uuuvririeeeeessutrrreeeseessesrereesessssssssseesessssssssssessessssssssnseseesenns 49
SCREENSHOT 46: APPROVE SELECTED CENTRAL GROUPS ...cciiiiiiiiiiiieieieieeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaeas 50
SCREENSHOT 47: OVERVIEW IMIODULE CLUSTER..c1tttttitieiiieeeieeeeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaeas 51
SCREENSHOT 48: CREATE NEW IMODULE CLUSTER 111titiiitiiieiiieeeiee e eeee et eeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaeas 52
SCREENSHOT 49: ACTIVATION OF LEGAL-MANAGEMENT IMPORT... ...53
SCREENSHOT 50: IMPORT OF LEGAL-MANAGEMENT .....uuuttiteeeesesiutrereeeeeessssseseesessssassssseesssssssssssseessssssssssssessesssssssnsessesssns 54




globalDoc Solution® 7.5

SCREENSHOT 51 IMIANAGEMENT ....uttttteeeieeiutteeeeeeeeasiussereeeeeeaaasssssseeaseaaassssssaaseeaaassssessasssaasssssssseesssanssssesssessannssseseaeeann
SCREENSHOT 52: OVERVIEW OF ACTION LOG .iiiiiiiiiiiieieieeeeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaeas
SCREENSHOT 53: EXCEL-EXPORT OF ACTION LOG v1eeeiiesuurrereeeesssionsrereeeessssassssseessssssasssssessessssssssssessessssssssssessesssssssnsessesess
SCREENSHOT 54: OVERVIEW DOCUMENT TYPES ......

SCREENSHOT 55: CREATION OF DOCUMENT TYPES

SCREENSHOT 56: SECURITY LOGS .tiiiiiiiiiiiieieeeieieeee e et e e et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eaeaaaaaeaens
SCREENSHOT 57: EXCEL-EXPORT OF SECURITY LOGS .eiiiiiiiiiiiiiiiiieeeeeeee et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaeas 59
SCREENSHOT 58: OVERVIEW CONSISTENCY CHECKS 11ititiiiiieiiiiiiieieieeeieeeeeeeee e e e eeeeeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaeas 60
SCREENSHOT 59: OVERVIEW ROLES ... .
SCREENSHOT 60: CREATE NEW ROLES...ceeiiieuutieteeeeessiiettereeeesessassseeeesessssasssnseesssessssssseesssssssssssesssssssssssssessesssssssnnseseesssns
SCREENSHOT 612 EDIT ROLES ..eieiiiiiieteeseeeietieeeeeeeessutteseeeessssassseseeeeessssssssseeessessassssseesssssssssssseesesssssssssseneesssnnssnnseeeeeesn
SCREENSHOT 62: OVERVIEW NAVIGATION.....uutttteeeeeessurtereeeesesiesssereeesssssassssseessssssassssseesesssssnsssseesssssssssssseesessssssssnsessesess 63
SCREENSHOT 63: EDIT NAVIGATION ITEMS ...uevvvereeeeeessurrereeeesessossseseeessessassssseesssessasssssessesssssssssessessssssssssessessssssssnseseessss 64
SCREENSHOT B4: ADD ROLES .. iiiiiiiiiieiiiie et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaas 64
SCREENSHOT 65: REPORTING TEMPLATES COMPONENTS ... .. 65
SCREENSHOT 66: CREATE TEMPLATE = COPY TEMPLATE .eiiiiiiiiieiiieeeeeeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaas 66
SCREENSHOT 67: CREATE TEMPLATE = RENAME TEMPLATE ..vvteeetesiutrereeeeesssnrrereesssessasssseesssssssssssseessssssssssssessessssssssnsessesssns 66
SCREENSHOT 68: CREATE TEMPLATE - DOWNLOAD TEMPLATE 1eeeuuvtvtreeeeeessntrereesesessansseseesessssssssseesessssssssssessessssssssnsessesesns 67
SCREENSHOT 69: OVERVIEW OF ANALYSIS TEMPLATES «.uuvvttreeeesesrurrereeeessssassseseeesesssassssseesesssssssssseessssssssssssessessssssssssesesssss 67
SCREENSHOT 70: CREATE A NEW ANALYSIS TEMPLATE ... ..69
SCREENSHOT 71: LICENSING INFORMATION ..iiiiiiiiiiiiiiieieieieeeieeeeeeeee e e e e e eeae e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaeaaaaaaaaaaaeas 70
SCREENSHOT 72: DELETION LICENSE KEY 1.iiiiiiiiiiiiiiieieieieeeeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eaaaaaaaeas 70
SCREENSHOT 73 EMAIL SETUP .ttt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaeaeas 71
SCREENSHOT 74: SETUP ESCALATION INTERVALS ...cititiiiiiiieieieeeeeeeeeeee et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaeas 72
SCREENSHOT 75: SETUP REMINDER FOR UPCOMING DEADLINE «..uevvvvreeeeesssnerereeeseessensssseesessssssssseeseesssssssssessesssssssnnseseesesns 73
SCREENSHOT 76: INPUT MASK FOR EMAIL CREATION .
SCREENSHOT 77: RECEIVER SELECTION ..ceetteeuuutteteeeessssussnreeessesssssnseessssssasssssesssssssassssesssssssssssseessssssssssssessssssssssssseseessss
SCREENSHOT 78: OVERVIEW OF ALL UNSENT EMAILS iiieiiiiiiiiiiieieieeeeeeeeee e ee e e eee e e eee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaaens 75
SCREENSHOT 79: EXTENDED SEARCH ..iiiiiiiiiiiiiiiieiieeeeeee et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaeas 75
SCREENSHOT 80: OVERVIEW DOCUMENTATION SETUP...ciiiiiiiiiiiiieeeeeeeeee et ee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaeas 76
SCREENSHOT 81: DEFINE CHAPTERS

SCREENSHOT 82: CREATE NEW CHAPTER

SCREENSHOT 83: DEFINE IMIODULES ...evteeeieeittiereeeeeessuttereesessssnsseseeesssssassssseeesssssassssessessssssssseesessssssssssesssssssnsssnseseesess 78
SCREENSHOT 84 IMIODULE DETAILS ..vvvtteeeteeuutrereeeesessausseseessssssassssseessssssassssseessssssssssseessssssmssssessessssssssssesesssssssssssessesssn 79
SCREENSHOT 85: IMODULE ASSIGNIMENTS ..iiiiiiiiiiiiiiiieieieieieieeee et e e e e e e eeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaaaaaaaaaaaeas 80
SCREENSHOT 86: OVERVIEW IMPORT CHAPTER STRUCTURE.....ciiiiiiiiieieiiieieieeeeeeeeeee e e e e eeeae e e e e ae e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaas 81
SCREENSHOT 87: IMPORT CHAPTER STRUCTURE - FROM FILE ... .81
SCREENSHOT 88: VIEW OF IMPORTED FILE 1eitiiieiiiiieiiiiieieieieeeeeeee et e e eee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaeaeaaaaaaaeas 82
SCREENSHOT 89: IMPORT OF CHAPTERS — FROM FILE.....uuvttreeeeeeiiutrereeeeesasssseseeessessansssseesessssssssseessesssssssssesssssssssssnsessesenns 83
SCREENSHOT 90: IMPORT CHAPTER STRUCTURE - DOCUMENTATION PERIOD ...uvvvveeeeeesiurrrreeeeesssaurereeseessssssssseessessssssnnseseesenns 84
SCREENSHOT 91: IMPORT OF CHAPTERS - DOCUMENTATION PERIOD...ceeeeeesssurrrreeeeeessenrrrreesessssssssreeseessssssssseesessssssssnseseesssns 85
SCREENSHOT 92: IMPORT CHAPTER STRUCTURE — TEMPLATE ..

SCREENSHOT 93: IMPORT OF CHAPTERS — TEMPLATE ...eiiiiiiiiieieeieeeeeeeee e ee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaeaeas
SCREENSHOT 94: DOCUMENTATION STRUCTURE = ATTACHMENT OVERVIEW. ...ciiiiiiiiiiiiieieiececeeeeee e aee e e e e e e e e e e n e e e e 88
SCREENSHOT 95: OVERVIEW ASSIGNMENTS . c.ettitiiiiieieiiiiieieieeeeeeetee e e e e e e ee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaeaaaeaaaaaeaeas 89
SCREENSHOT 96: ASSIGNMENTS OVERVIEW TABLE .eeieeuuetttreeeesesinrrereeeeesssasssnseessssssasssseesesssssssssesssssssssssssessessssssssnsessesess 91
SCREENSHOT 97: CREATE A NEW TASK . eeeeiieiiuutiteteeeeeiiittetteeesssieusseeeeesssssessseseeessssssssssseesessssssssseseessssssssssessessssnsssnseeeesess 91
SCREENSHOT 98: ADDITIONAL GUIDANCE .... .92
SCREENSHOT 99: CHANGE LOGS ...vvvvvvrteeesesiuutrereeesssssausseseeesssssassseseessssssasssssessssssssssssseesssssssssssseesessssssssssessessssssssseseessss 92
SCREENSHOT 100: OVERVIEW TASKS ..eiiiiiiiiiiieiiieiiieeeeee et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaeaaaaaeaaas 93
SCREENSHOT 101: OVERVIEW OF "APPROVE ADMIN TASKS" eiiiiiiee e e ettt e e e e ettt e e e e e e e eeatar e e e e e e eeenaasaeeeeeseennsnnaeeeaaaaan 94
SCREENSHOT 102: DETAIL VIEW OF "TASK DETAIL" ...iettitieeeeeeieitteeeeeeeeseuteteeeeeeesesssseeaaeeesanssssessaeeseasssssesssessensnsseseaeennn 94
SCREENSHOT 103: DETAIL VIEW OF "ADDITIONAL GUIDANCE".... ... 95
SCREENSHOT 104: DETAIL VIEW OF "CHANGE LOGS" ... .ttiieeeeitieeeiteeesiteeeesteeesssteeesstaeeesssssessasesessssaeesasssessnssesssnnsseennnnnns 95

Page 97



globalDoc Solution® 7.5

K¥*X

globalDoc Solution® 7.5 Administrator Manual

© Fachverlag Moderne Wirtschaft GmbH, October 2018

Page 98



	Legal Disclaimer
	Release Notes
	Preliminary Remarks
	1. Program item Settings
	1.1  Short Description
	1.1.1 Menu item Administration
	1.1.2  Menu item Customizing
	1.1.3  Menu item Email & escalation

	1.2  Menu item Overview
	1.3  Menu item Administration
	1.3.1 Reporting periods
	1.3.1.1 First creation of a Reporting period in globalDoc Solution®
	1.3.1.2  Create a copy of an existing Reporting period
	1.3.1.3  Edit existing Reporting period
	1.3.1.4 Lock Reporting period
	1.3.1.5 Delete Reporting period

	1.3.2 Reporting period settings
	1.3.3 Group entities
	1.3.3.1  Create new Group entity / Edit master data of Group entity
	1.3.3.2 Edit existing Group entity
	1.3.3.3 Add proposed Group entities
	1.3.3.4  Delete Group entity

	1.3.4 Divisions
	1.3.4.1 Create new Divisions
	1.3.4.2 Edit existing Divisions

	1.3.5  Users
	1.3.5.1  Create new User
	1.3.5.2  Distribution of Roles
	1.3.5.3  Assign password
	1.3.5.4 Edit existing Users
	1.3.5.5 Reset the password of an existing User
	1.3.5.6 Change the password of an existing User
	1.3.5.7 Lock out User
	1.3.5.8 Delete User

	1.3.6 Currencies
	1.3.6.1 Create new Currencies
	1.3.6.2 Edit existing Currencies

	1.3.7 Countries
	1.3.7.1 Create new Countries
	1.3.7.2 Edit existing Countries

	1.3.8 Central transaction groups
	1.3.8.1 Create new Central transaction group
	1.3.8.2 Edit existing Transaction groups
	1.3.8.3  Add proposed Transaction group
	1.3.8.4 Delete Central transaction group

	1.3.9  Module cluster
	1.3.9.1 Create new Module cluster
	1.3.9.2 Edit existing Module cluster
	1.3.9.3  Remove Module cluster

	1.3.10 Import legal-management
	1.3.10.1 File selection & download –Management entity list

	1.3.11 Management entities
	1.3.12 Action log
	1.3.12.1 Resfresh list
	1.3.12.2 Export Action log
	1.3.12.3 Empty Action log

	1.3.13 Document types
	1.3.14 Security logs
	1.3.15  Consistency checks

	1.4  Menu item Customizing
	1.4.1 Roles
	1.4.1.1 Manage Roles
	1.4.1.2 Create new Roles
	1.4.1.3 View / edit existing Roles
	1.4.1.4  Delete Roles

	1.4.2 Navigation
	1.4.2.1 View / edit existing Navigation items

	1.4.3  Reporting templates
	1.4.3.1 Adjust Reporting templates

	1.4.4 Analysis templates
	1.4.4.1 Create Analysis templates
	1.4.4.2 Editing existing Analysis templates

	1.4.5  Licensing

	1.5  Menu item Email & Escalation
	1.5.1 Setup
	1.5.2  Compose
	1.5.3 Overview


	2. Program item Documentation structure
	2.1 Menu item Documentation setup
	2.1.1  Define Chapters
	2.1.2  Define Modules
	2.1.3 Import chapter ctructure
	2.1.3.1 From file
	2.1.3.2  Documentation period
	2.1.3.3 Template


	2.2  Menu item Attachment overview

	3. Program item Assignments
	3.1 Overview
	3.2  Menu item Task management
	3.3  Menu item Approve Admin Tasks

	List of Screenshots

