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Legal matters

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

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

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

© June 2022

page 5



‘ globalDoc Solution® User manual 9.0

Release Notes

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

The software response speed in cases of a large data volume and many automatically assigned modules
has been increased.

Business line allocation of Group entities

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

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

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

Revision of the automated e-mail notifications

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

Improvement of the automated assignment of transaction-related modules

When selecting "Automatic Allocation", the user can now specify the allocation of the module to one or

"non

both transaction partners: "Provider & Recipient", "Provider only", "Recipient only".
Improvements in transaction management

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

Extensions of the questionnaire function

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

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

No empty transaction overview when creating a report

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

Changes to the roll forward

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

Task overview

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

Dropdown lists in Excel import

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

Improvement of numerous functions based on user feedback

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

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

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

e Inthe Documentation content navigation item, the Input Format field has been removed, which
reduces the number of mouse clicks required.

e If a user can edit only one report for the selected company, the report selection (Master File /
Local File) is no longer displayed, which also reduces the number of mouse clicks.

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

e  When creating a report in review mode, the mark which identifies the begin of a module has
been optimized.

page 7



globalDoc Solution® User manual 9.0

e Several linguistic changes have been made to the user interface, for example the Documents
folder has been renamed to Attachments, and the name of a currency can now be used as a
variable.

e Finally, the upload of a central transaction matrix for the entire group is now possible in the
navigation item “Reporting period” as well as in the navigation item "Transaction groups".

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

Your globalDoc-Solution® team
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Preliminary remarks

In addition to a general introduction to globalDoc (Chapter 1), this globalDoc User manual contains a
description of the first steps in working with globalDoc (Chapter 2) as well as a detailed description of
working with globalDoc, in particular a detailed description of the program items "Reporting
company" (Chapter 3) and "Tasks" (Chapter 4) relevant to all users (see also Figure "globalDoc
program items for all users”):

Reporting entity
Tasks
Figure 1: globalDoc program items for all users

Chapter 4 of this user manual also describes basic Task administration features relevant to users with
the user right “Task administration”.

The separate globalDoc Administration manual describes the advanced functions that are only relevant
for the administrators of your globalDoc system (see figure “Additional program items for

administrators”).

Depending on the user rights assigned to you by your System- or Security-Administrator, not all
program items may be enabled.

Settings

Documentation setup

Figure 2:Additional program items for administrators

For a better understanding of the terms contained in this User manual, you will find the most
important term definitions in Chapter 5. General click paths through the globalDoc tool and an
explanation of the variables available for an automated creation of your documentation reports can
be found in the appendix of this manual (Chapter 6).
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1 General introduction into globalDoc

1.1 The idea behind globalDoc

globalDoc is the continuously optimized solution developed by PricewaterhouseCoopers GmbH WPG
("PwC") for the worldwide documentation of transfer prices within a corporate group.

globalDoc was developed based on national and international documentation regulations in order to
meet the requirements of transfer pricing documentation efficiently and comprehensively.

globalDoc is designed to be flexible so that both medium-sized groups of companies and multinational
corporations can meet the various international documentation standards to the highest degree.

globalDoc facilitates, simplifies, and standardizes the documentation process worldwide through a
modular structure of documentation content, centralized collection of information relevant to several
reporting companies, systematic compilation of documentation already available within the group, the
option of central administration and automated upload of documentation-relevant data from existing
IT systems, as well as integrated and comprehensive workflow management.

1.2 The features of globalDoc

1.2.1 Common documentation platform for all persons
involved in the documentation process

To cope with the complex structures of a corporate group, the persons involved in the documentation
process from top management, the individual business lines and the reporting companies work on a
common documentation platform.

All employees entrusted with documentation tasks have access to globalDoc and, depending on their
authorization, to the database stored on a central web.

1.2.2 Modular structure of the documentation contents

The documentation contents are divided into individual text blocks. These text blocks are valid for all or
several reporting companies or only for a single reporting company. By assigning all text blocks relevant
to a reporting company, an individual documentation report is created for each reporting company.

Text blocks that are relevant for all reporting companies are created centrally and can be automatically
assigned to all reporting companies via the documentation level designated as “Global” in globalDoc.

Text blocks that are relevant for several, but not all, reporting companies are also created centrally and
assigned to all companies that require these text blocks for their documentation via the documentation
level called “Divisional” in globalDoc. Any number of divisions can be created in globalDoc. For
example, a globalDoc division can contain text modules that are relevant for companies in a region,
business area, or function, or for companies that are transaction partners in a particular transaction
group.
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Text blocks that are only relevant for a single reporting company are usually created by employees of
this reporting company locally and assigned to this single reporting company via the so-called “Local”
documentation level. For such Local text modules, the head office can make prefilled templates available
to local users for download in globalDoc.

The documentation of transfer prices in globalDoc thus takes place at three documentation levels (see
Figure "Documentation levels").

GLOBAL

DIVISIONAL

Figure: Documentation levels

The outline structure for the individual documentation reports, and the grouping of transactions
specified by the group serve as the basis for the structured entry of information in the individual text
modules. Through this procedure and a documentation creation process based on the division of labor,
the workload in connection with the documentation is significantly reduced in the long term.

Before entering information in globalDoc it is therefore advisable to create a concept ("architecture
plan"/"blueprint") regarding the structure of the documentation and the assignment of tasks to the
individual users of the globalDoc software.

1.2.3 Centralized collection of information relevant for several
reporting entities

While group information that is relevant for all reporting companies is usually recorded by the corporate
headquarters at the Global level of globalDoc, the documentation is refined to the level of detail required
for the respective reporting company by further subdividing it into information recorded divisionally
(for several reporting companies) and information recorded on a local level (only for one reporting
company).

As a rule, the local user uses the Local level of globalDoc only to insert company-specific information
not entered by the central authorities (Global or Divisional documentation levels) that is only relevant
for his or her reporting company. For such Local text modules, the corporate headquarters can provide
the responsible user with centrally prefilled templates, as already mentioned.

Depending on the documentation level, specific information is entered as shown below (see Figure
"Possible documentation contents on the different documentation levels of globalDoc"). The assignment
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of the documentation contents to the individual documentation levels depends on the respective
documentation concept ("architecture plan").

From this global, divisional, and local information, globalDoc can create individual reports for each
reporting company, which do not reveal which information has been created on a global, divisional or
local documentation level.

GLOBAL DIVISIONAL LOCAL

MNE'‘s Organisational Division background Company background
structure General description Business strategy
Description of MNE‘s Business relationships Local financial overview
business R&D pool Organizational chart
MNE'‘s intercompany System-/Process Transaction analysis

financial activities documentation - Business relationships
TP-policy Purchasing - TP analysis
Central transaction groups Service provision (Extraordinary issues)
Intangibles
Functional and risk analysis
Benchmarking study

Figure: Possible documentation contents on the different documentation levels of globalDoc

1.2.4 Central management of documentation-relevant data

The business transactions to be documented (transactions or transaction groups) as well as the group
companies involved in the documented business transactions (transaction partners) can be managed
centrally in globalDoc to avoid redundancies. Additional specific transaction groups and partners can
be added to the centrally managed lists of transaction groups and transaction partners by local users,
but these are only available to all users after they have been granted the respective authorization by the
system administrator.

Uploading documentation-relevant data from existing IT systems via Excel interfaces avoids time-
consuming and error-prone manual data transfer to transfer pricing documentation. Direct interfaces
between existing IT systems and globalDoc can be programmed separately depending on the data
quality already available on the IT side. However, such interfaces are not part of the globalDoc software.

Transactions or transaction groups, transaction partners and/or transaction volumes for a single
reporting company can also be entered by the local user, for example, if the documentation concept of
the group provides for a largely decentralized responsibility for the documentation contents.

1.2.5 Workflow management

Workflow management enables the central controlling and monitoring of the tasks to be performed by
the various globalDoc users within the documentation process. This ensures a goal-oriented and
updated workflow process by local users as well as the control of the documentation process by the
corporate headquarters.
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For each text block which requires editing in globalDoc, a corresponding task is automatically created
by the system.

In the workflow management of globalDoc, additional tasks can also be defined and delegated to local
users. The tasks of the local users of a reporting company can be assigned to individual team members
in globalDoc and, depending on the processing status, have a different traffic light color (red = “new” or
“in process” or “reopened”; yellow = “in review”; green = “final”). In addition, reminders of due tasks
can be sent to local users via email and a status overview of the tasks created can be generated. Thus, it
can be ensured that all work steps for the creation of your documentation reports are completed in time.

1.2.6 Optionally available additional functions

For further automation of the use of globalDoc it is possible to use the following, optionally available
additional features. Furthermore, interfaces to your existing IT systems and databases (participation
database, employee database, contract database, etc.) can be set up. The additional features TP matrix
and TP questionnaire as well as any programmed interfaces to other IT systems or databases are not
part of the globalDoc software.

1.2.6.1 TP matrix

The TP matrix add-on feature supports you in creating the transaction matrix and allows you to de-
termine the transaction volumes of your intra-group relationships based on the booking data available
in your financial accounting system. Optionally it allows you to set up an interface from your ERP system
to TP matrix. To ensure consistent and error-free documentation, TP matrix also allows transaction
volumes to be matched between the performing and receiving reporting companies.

1.2.6.2 TP questionnaire
The add-on feature TP questionnaire enables local data retrieval using individually created
questionnaires as well as the centralized or decentralized import of data from existing systems. The

answers to the TP questionnaire questions can be automatically transferred as placeholders into the
documentation contents of globalDoc.

1.2.6.3 CbC2Go

As part of the evaluation and aggregation of the data, CbC2Go, a specific further development of TP
questionnaire, also supports you in the preparation of country-by-country reporting (CbCR).

1.3 The user roles of globalDoc

1.3.1 System administrators

System administrators are globalDoc users with the most extensive authorizations. For users with
administrator rights, a separate administrator manual is available in which the program items of
globalDoc relevant exclusively for this user group are described in addition to the explanations in this
user manual.
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1.3.2 Security administrators

Security administrators are responsible for the creation and administration of user roles. If required,
the Security administrator role for creating users and assigning user roles can be removed from the
System administrator’s role. In this case, only a Security administrator can create and manage users in
globalDoc, whereas a System administrator has all other administrator rights.

Again, please refer to the Administrator manual, which, in addition to the explanations in this user
manual, describes the program items of globalDoc that are exclusively relevant for this group of users.

Only the System- and Security administrator have administrator rights, whereas all other user roles
described below have specific functions with certain read and edit rights, which are assigned to the users
by the System- or Security administrator.

1.3.3 Users with the right Task administration

Users who hold the role "Task administration" take over tasks in the Workflow Management. They can
but do not have to be System administrators with the most extensive permissions at the same time.

Since local users can be assigned the rights of a local Task administration user, the basic functions of the
Task administration relevant to local Task administration users are described in Chapter 4 of this
manual.

1.3.4 Users with the right Approve tasks

The users who are responsible at the Local, Divisional or Global documentation level, and hold the
role "Approve tasks", are entitled to review and approve work results prepared locally (for a specific
reporting entity), divisionally (for a group of reporting entities that share a common characteristic) or
globally (for all reporting entities of the group).

1.3.5 User rights of Local users

In this manual, the term local user is used for all globalDoc users who are neither System- nor Security
administrators. They can, but do not have to, have the already mentioned user rights "Task
administration" and "Approve tasks".

Depending on the authorization concept selected in your group, the System- or Security administrator
will assign each user individual read and write permissions to the different areas of globalDoc. For this
reason, a user can usually only see certain areas of globalDoc and only perform actions released by the
System- or Security administrator. Depending on the documentation level, different roles can be
assigned to the local users:

e Admin edit module
e Approve tasks
Global i
e Define content structure

e [Edit global content
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Manage attachments
Read global content

Tasks administration

Divisional

Admin edit module
Approve tasks

Define content structure
Edit global content
Manage attachments
Read global content

Tasks administration

Local

Admin edit module
Approve tasks
Assignment bases access
Define content structure
Edit local content

Edit Master Data

Edit Transactions
Manage attachments
Print report

Print with Approval
Read data collection
Read divisional content
Read global content

Read local content

Read/Insert benchmarking studies

Task administration

Table: Possible user roles for local users

1.3.6 Reporting entity related user roles

In addition to the user rights described above, up to four user roles can be assigned to each reporting
entity by the System- or Security administrator.

Those four user roles are: “Accountable

» o«
b

Reviewer

2«
b

Responsible” and “Delegated”.
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One Accountable and one Responsible user must be assigned to each reporting entity. All other user
roles are optional. How these other user roles are related to each other and what their tasks are is
outlined in the following illustration.

Has overall responsibility for the documentation of a reporting
company and confirms the report as a whole
(e.g. CFO of the reporting company)

J,Confirms & prints final report

]

Confirms module final

Is responsible for maintaining and creating the local module contents
(for example, employees of the local tax department of the reporting
company)

NOTE: Accountable and Responsible can be the same person!
Figure: Relationship between Accountable and Responsible

If only an Accountable User is assigned to a reporting entity, the system automatically assigns this user
also the user role Responsible. The above figure illustrates the relationship between Accountable and
Responsible, as well as their responsibilities.

The user with the role Responsible can assign individual modules to another globalDoc user for
processing, to the so-called Delegated User. The role assignment to Responsible remains the same. The
delegate role exists only until the Delegated User has completed the task or the delegation is revoked by
the Responsible (see Figure "Relationship between Accountable, Responsible and Delegated User").

Has overall responsibility for the documentation of a reporting
company and confirms the report as a whole
(e.g. CFO of the reporting company)

A &Confirms & prints final report

(]

Confirms module final

Is responsible for maintaining and creating the local module contents
(for example, employees of the local tax department of the reporting
company)

Delegates single
modules, if needed

Has sufficient information to maintain the local module content and
does the groundwork for the Responsible

Figure: Relationship between Accountable, Responsible and Delegated User

To comply with the principle of dual control, the System- or Security administrator can optionally assign
the role of a Reviewer (see Figure "Interaction of all roles").
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Has overall responsibility for the documentation of a reporting
company and confirms the report as a whole
\l’ (e.g. CFO of the reporting company)

Confirms & prints final report

D Nonfirms modules final

Optional: Reviews content of the local modules
(e.g. employee of the central tax department)

Can re-open submitted Submits modules for
modules confirmation

Is responsible for maintaining and creating the local module contents
(e.g. employees of the local tax department of the reporting
company)

lDeIegates single
modules, if needed

Has sufficient information to maintain the local module content and
does the groundwork for the Responsible

Figure: Interaction of all roles

These, reporting entity related user roles simplify the documentation creation process and increase its
transparency.

1.3.6.1 Accountable

Every reporting entity must have an Accountable.

An Accountable is a globalDoc user who has the final responsibility over the entire documentation
process of a reporting entity and finally confirms the documentation report of a reporting entity.

Similarly, an Accountable can also be the Responsible for the reporting entity if no other user has been
selected as Responsible for the reporting entity.

1.3.6.2 Reviewer
If desired, a Reviewer can be defined for each reporting entity.

The Reviewer is a globalDoc user who can check modules edited by the Responsible and submitted for
review and confirm them as final or reopen them for editing if necessary.

1.3.6.3 Responsible

Every reporting entity must have a Responsible.

The Responsible is entitled to edit Local modules and, if a reviewer has been defined, to submit modules
to the Reviewer for approval. If there is no Reviewer, the Responsible can directly set modules as final.
In addition, the Responsible has the right to delegate the editing of modules to other users, the so-called
Delegated Users.

As already mentioned in the Accountable section, the Accountable is, by default, the same user as the
Responsible unless a different Responsible has been defined.
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1.3.6.4 Delegated User

The Delegated User is a globalDoc user who is only granted temporary editor rights for a module by the
Responsible. As explained in the Responsible section, a user becomes a Delegated User when a
Responsible assigns the editing of a module to a user. As soon as the module has been delegated to the
user, he can start processing it and can, upon completion, submit it to the Responsible again. By
submitting the module, the delegation is terminated and all editor rights for the respective module are
automatically revoked from the Delegated User, unless the user has any of the other user rights described
above for the module.

1.4 The modules of globalDoc

The term "module" is used in globalDoc to describe placeholders for the individual text blocks. Any
number of files can also be attached to each module. For each file attachment, it can be individually
defined whether it should be published as an attachment to the transfer pricing documentation or only
be used internally for archiving it in globalDoc, such as meeting minutes, internal presentations, Excel
spreadsheets and other data sources for backup purposes.

1.4.1 Module classes

In accordance with the three documentation levels in globalDoc (Global, Divisional and Local), the
modules are also divided into three classes. A module class indicates to which level the information is to
be assigned (see Figure "Module classes").

¢ Global modules are usually created by the headquarters and contain general information that
is relevant to documentation for all reporting companies.

¢ Divisional modules are created by centralized departments (e.g., business unit, national
holding company, central group-internal service provider) and contain specific information that
is relevant to documentation for several, but not all, group companies. Any number of
divisions can be formed (e.g., by regions, functions, transactions, business areas, etc.), to
which any number of modules can be assigned.

¢ Local modules are usually created by the local report companies themselves and therefore
only contain information relevant to local documentation. It is also possible to create modules
at the “Local” level that can only be edited by the headquarters.
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Global Modules
All modules are valid for all legal entities (LEs)

Divisional Modules
Each module can be applicable for 2 or more LEs

Function Region Business unit
TP analysis Type of entity Ete.

Local Modules
Each module is applicable only for exactly 1 individual LE

3

TP method@ Financial results LE ] Ete.

Figure: Module classes

In this way, the corporate headquarters and other centralized offices can transfer the centrally available
information to the local reporting companies via globalDoc in the form of global or divisional text
modules and file attachments. Also, the headquarters can support the local companies by providing
prefilled text templates which can be used for the creation of local modules. It is important that the
documentation contents of such text modules and file attachments are abstract, reusable and therefore
free of details of individual local companies, or that only the variables (placeholders) available in
globalDoc are used for specific information. Only then can these text modules and file attachments be
used efficiently across multiple entities.

More detailed explanations of the variables available in globalDoc and their uses can be found in the
appendix of this User manual and in the Administrator manual.

In globalDoc, text modules can be created both by uploading Microsoft Word files or plain
(unformatted) text, or by editing a chapter using the in-tool editor.

1.4.2 Formatting the contents of modules

Detailed information about working with globalDoc can be found in the following chapters of this user
manual.

However, we would like to point out at this early stage that when working on module content, you must
take good care to ensure that the formatting of the Word files of all modules entered in globalDoc is
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consistent. Only with consistently formatted Word files can a consistently formatted report be generated
automatically and without manual (re-)formatting.

A preformatted Word file can be generated by the user in the detail page of each module (for details see
chapter 3) by clicking on:

Download ~

@& Download template

If the template contained by default in globalDoc is used under , the following
formatting is set for the headings if the respective text block is to contain headings (many headings are
also predefined by the System administrator, so additional use of headings in the respective text block
is only necessary if it is to be further subdivided):

Heading level Template

A. Heading 1
A1 Heading 2
A1a Heading 3
A1 Heading 4
Ail1.1a Heading 5

If you always use the same format template when creating modules, you can of course use your own
standard. A reformatting to the globalDoc standard is not necessary in this case.

If a format different from the default format is desired, users with the respective administrator rights
can generate their own module template.

NOTE: Tables and graphics inserted in modules cannot always be displayed in the correct format during
the report generation due to the program. It is therefore recommended that the user either attaches
tables and graphics as file attachments detached from the documentation text (detailed information on
attaching in globalDoc can be found in chapters 3.3.4 and 3.4 of this User manual) or converts the
corresponding table or graphic into an image file (e.g. JPEG file format). This can then be inserted
directly into the Word module. Furthermore, it is recommended not to select the table format templates
(under the tab "Draft") from Microsoft Word 2007 or a newer version for a desired table format, but to
set up the desired table format manually via the shadowing and frame function directly in globalDoc, as
format problems can occur during the output of the report if done otherwise.

If text passages are transferred directly from websites into modules, it must be ensured that the texts
are inserted as unformatted text in Word, since otherwise Internet objects that are not visible to the user
may flow into the text of the module, which can cause errors during report generation.
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If, however, the module formats are not displayed correctly, both the module template and the module
content should be downloaded from globalDoc, each as a Word file. Then the module content must be
inserted into the downloaded, empty module template. In this file, which now contains the format
templates of your company, the respective formats must then be assigned once again. Afterwards, the

file can be saved and uploaded to globalDoc again as a Word file.

1.5 Overview of the most important symbols of the

user interface

By clicking on the different symbols in globalDoc, a user with the corresponding user rights can create,
edit, and delete data records, modules, etc. The following table provides an overview of the most

important symbols.

Symbol

Description

Unfolding of the navigation points

I‘f'l'xl
L=

Download file
Upload file
’ Detailed view/Edit
® Tj Delete
New data set
£ Add rule (Search function)
1 Delete rule (Search function)
N Print preview
» Replace pre-filled template
+4

Create chapter/module

Preview (module content)

Display information
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Close the open program point and forward to
the start screen

Forwarding to the program point “Task
Management”

Forwarding to the program point “Task TP
Documentation”

Forwarding to the program point “Report”

Jo ¢ o &

Import Import of an (Excel)-file

B Export Export of an (Excel)-file

Figure: The most important symbols of the globalDoc modules
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2 First steps

2.1 Login
To register in globalDoc, please enter the Internet address provided to you into your Google Chrome

v , Microsoft Edge e or Mozilla Firefox Q browser. If other browsers are used, it may not be
possible to display globalDoc without errors.

If Single-Sign-On (SSO) has been enabled in your globalDoc system, the globalDoc start screen opens
immediately.

Otherwise, after entering the Internet address, the following login window appears (see figure "Login
window of globalDoc") enter the data provided to you by the system or security administrator. Usually
these are username and password.

In the login window (see Figure "Login to globalDoc"), enter the data provided to you by the System- or
Security administrator, usually username and password:

Login

Username*

Password*

LOGIN

Figure: Login to globalDoc

It is optionally possible to introduce two-factor authentication. If your group chose this option, after
entering the username and password, another field appears in which a six-digit OTP code must be
entered, which you will receive by email or SMS (see Figure "Two-factor authentication (OTP-Code
entry)"). Please note that a new OTP code is generated at each login:
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" Resend OTP-Code.
Back to login page
Please submit the OTP-
Code which is already sent
to your registered mobile
number or email.

OTP-Code (One-Time-Pad via ...

|

Figure: Two-factor authentication (OTP-Code entry)

NOTE: If the password is entered incorrectly several times, the username will be locked and
needs to be unlocked by the security administrator. Due to security reasons, the user does not
receive any additional notification about being locked out by the system.

2.2 Home Screen

After a successful login the start screen appears (see Figure "Home screen of globalDoc"). The start
screen contains an overview of the tasks assigned to you and any completed documentation reports
already available as well as the program items of the main menu of globalDoc that have been released
by the system/security administrator for the respective user on the left side of the screen. As a rule, the
main menu of a local user will look like this:

Figure: Home screen of globalDoc

Depending on the responsibilities and the project status, you can access tasks in three different
categories:

“Management Tasks* ° displays those management tasks, previously set up by a Task
administration user, which still need to be performed.

“Documentation Tasks” @ displays those tasks related to the preparation of the TP
documentation, which still need to be performed. Unlike the manually created "Tasks Management",
these are tasks automatically created by the system with reference to open modules of the transfer
pricing documentation.
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With the symbol 4 you can directly navigate to the respective task.

.-'l_\l

In the menu “Create report” and by clicking < you can download the final reports and print
them respectively (in the screenshot above, no final report is available yet).

A click on the printer-icon takes you to the globalDoc user interface, where you can download and
print new reports from the selected reporting company (see menu item "Create report").

2.2.1 Help and contact

The icon Bl in the upper right-hand corner of the screen provides you with further information on
globalDoc and allows you to access the current manuals. Here, you also have the option of directly
contacting your globalDoc contact person at PwC.

By clicking the symbol Bl you can access the user manuals of the current version, as well as all additional
information and material provided by the system administrator (see Figure "Help section overview").
Depending on the assigned role, the help section offers more or less categories for a user to choose from:

;s

pwe globalDoc Solution 9.0 (— E Uo1 - DE-Demo Headquarters AG > m 1/1/2021-12/31/2021 v
11 Reporting entity v
Manuals and How-to videos
'/ Tasks ©t Manuals and How-to videos
Additional help documents
@ Report_Variables.docx
@) Ubersicht.doex

Figure: Help section overview
Under the section "Manuals and How-to videos", the link "Manuals and How-to videos" will take you

directly to globalDoc's external support page (see Figure "External support page of globalDoc").
Depending on the language settings on your browser, the page will open either in English or in German.
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Manuals Videos version 8_2 Videos version 8_0 Further documents CONTACT US

Supplementary Material &
Y . AV LD 5

Supplementary Material for globalDoc

Solution®

Thank you for your trust in globalDoc Solution®. This information page supports you in using our software: Here
you will find user manuals, short videos on various functions and frequently asked questions as well as further
documents.

Figure: External support page of globalDoc

On the external support website, you will find user manuals and videos, sorted by globalDoc version.
This page is updated on an ongoing basis.

You can also contact the globalDoc contact persons at PwC directly via a contact form on the globalDoc
external support website.

In the "Additional help documents" section, you will usually find group-specific documents that
your System administrator has uploaded for your support.

2.2.2User profile

By clicking the profile-symbol E you can view your individual profile, change your language settings
for the user frontend, change your password and log out of the system, or (see Figure "User profile").
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globalAdmin

MY ACCOUNT

language: en

LOG OoUT

Figure: User profile

Via the icon E and a click on , your profile will be displayed (see Figure "Overview
User Profile").

& {0 ot DEDemo Headquarters A ) m srfanas—sxfgspanza s

guzg Loginname
en-Us lobaladmin

Mot change password

Lasta
423/
Systom administrator

Secusity administrator

User roles

Glokal 10
Divisional ATy

Local a0 an

Figure: Overview User Profile

Changes to the user profile cannot be made here. These must be carried out by the Security
administrator.

Below the "User profile" button, you can select the desired language. If you move the mouse cursor over
"en" (as an example), all languages enabled in your globalDoc system are displayed. Here you can
directly select the desired language. By changing the language, the complete globalDoc user interface
will be displayed in the selected language, but the language of the documentation content will not
change.

NOTE: As described later in this manual, Excel files and Word template templates can be
downloaded/uploaded in globalDoc. It should be noted that when uploading Excel files, the language
set in globalDoc must correspond to the language set in Excel and thus also to the column name. So, if
due to the language settings in the user profile a file was downloaded in globalDoc, e.g., in English
language, the edited file must be uploaded again also in English language. Likewise, the template should
also be downloaded with the correct/desired language setting.

2.2.3 Selection of Reporting entity and Reporting period

The current reporting company and reporting period are displayed in the top left corner of the window
on a red background (see Figure "Display of the reporting company and reporting period").
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11 Uoi - DE-Demo Headgoarters AG m ififzozd - 1zf31f2021 W

Figure: Display of the reporting company and reporting period

If the local user has the appropriate authorization, he or she can select another reporting company

and/or another reporting period. This is done by a click on the E symbol in the top left corner and a
subsequent click on Select in the appearing window. The user can also select the reporting period in
the top left corner (see Figure "Selection of the reporting company and reporting period").

Select reporting entity *®

Code Name Country Our Sector Division Sub-Division

I X X X x X
Select |DIVZ Function_Delivery of Finished Goods o~
Select | DIV 4 APAC Division
Select | DIV S EMEA Division
Salect | DIVE NAFTA Division
Salect | GLOBAL GLOBAL
Salect | Uoz DE-Demo Headquarters AG DE - Germany AVI ATR.SAT,UAV
Sslect |Una FR-Demn 5.4. FR- Francs HEC BIT,EQU,HSV,LFS,PHA
Salect |Uog CZ-Deme 1.0, (CZ - Czach Repablic AVT ATR
Select | Uog U5-Diemo Sales Hub America Inc. US - United States HEC PHA
Select | Uzaz Transaction test
Salect |Uzaz REGH GE - United Kingdom HEC EQU
Salect | Uiz MEX-Demo Salss Ltd, DX - Mexico AVLHEC AIR,SATUAV.EITLFS
Salect | U0 CH-Demo Finance AG CH - Switzerland HEC BIT.LFS
Salect |Uzz IT-Demo sales S.p.A IT - Htaly HEC HSV -
4 »

Faze[i |ofu ot

Close

Figure: Selection of the reporting company and reporting period

At the end of the list, you can scroll through existing companies using the arrowheads
Page|r |of1 or expand the display by specifying the lines to be displayed.

In the top right corner of the windows, the deadlines with respect to preparation and filing of the TP
documentation are shown. More detailed information regarding deadlines and details with respect to
the reporting in a specific country can be implemented by an system/security administrator within the
menu item ,,Reporting companies/Master Data/Reporting deadlines details“ (Chapter 3.1).

NOTE: Depending on the documentation strategy selected in the group, the legal deadlines by which
the report must be submitted to the tax authorities at the latest can be displayed under “Filing
deadline”, for example. Under “Preparation deadline”, the date by which the report must be
completed can also be displayed, e.g., because it can be requested by the tax authorities from this date
onwards (see Figure "Preparation and filing deadline").

Preparation Deadline: 11/27/2020 1 l’

Filing Deadline: 12/31/2020 .

Figure: Preparation and filing deadline
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2.2.4 Navigation to the individual program items

On the start screen, depending on the assigned roles, various program and menu items are displayed in
the menu column on the left side of the screen. The figure "Program item of a local user" depicts the
program items of a local user:

Reporting company

Tasks

Reporting entity
Tasks
Figure: Program items of a local user

By clicking on the respective program item of the main menu, you will reach the respective submenus,
provided they have been activated for you.
The following sections provide a first overview of the individual program items of the main menu as well
as their respective submenus and navigation items. A detailed description of how to work with these
program items is given in chapter 3.

The following figure shows the submenus of the program item "Reporting entity":

NOTE: Depending on the user rights assigned to you by the system/security administrator, not all
submenus may be visible to you.
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Reporting entity

Master data

Transactions
Transaction matrix
Transaction partners
Transaction groups
Analysis

Documentation content

Attachments

Create report

Questionnaire

Figure: Submenus of the program item "Reporting entity"

If a user has the role "Task administration", he can navigate to the submenu in program item “Tasks”

by clicking (depending on the user rights assigned to the user by the system/security
administrator, not all submenus may be visible to you here either):
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/' Tasks
Task management
Approve admin tasks
Tasks
Crarview
Task management
Approve admin tasks
Figure: Program item "Tasks"

The program item "Tasks" provides the local user with an overview of the tasks assigned to him. The

tasks are either assigned centrally by a system/security administrator, or they are created by the local
user (with appropriate rights).

A change to the detailed view (by clicking on the 4 icon directly in the start screen or alternatively in

the submenu “Tasks/Task management” by clicking on the 4 icon in the column “Name”) allows the
user to navigate directly to the corresponding navigation item of the task.

Basic task administration functions that are relevant for local users with the role "Task administration"
are described in chapter 4.
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3 Program item Reporting entity

Below ,,Reporting entity “, the following submenus are being displayed:
Reporting entity
Master data
Transactions
Transaction matrix
Transaction partners
Transaction groups
Analysis
Documentation content
Attachments
Create report
Questionnaire

Figure: Submenu of program item "Reporting entity"

NOTE: The menu items available to you depend on the user rights set up for you by the security
administrator. It is therefore possible that some of the menu items described in this manual are not
visible for certain users.

3.1 Menu item Master data

Within the menu item "Master Data" the general information of the reporting company can be
inserted, viewed, and edited in the tab “Reporting company details” (see Figure "Reporting
company details").

These include information regarding the full name, short name, previous name, entity type, country,
address, ERP number, and the local currency of the respective entity. The input-fields marked with an
asterisk (*) must be filled in. The obligatory input-field “Code” must be filled with an alphanumerical,
individual number. The number can be chosen freely for each entity.
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Reporting company details Optional details Reporting deadlines details
Full name* Entity type
DE-Demo Headquarters AG Central Entrepreneur (CEN)/ Manufacturer (M:
Short name Country
Demo AG DE - Germany

. Address
Code Musterstrafie 11
Uox

11111 Musterstadt
ERP number
0001
. Local currency

Previous name EUR - Euro
Demo AG

Figure Reporting company details

NOTE: The fields not marked with an asterisk (*) do not have to be filled in. However, information can
be inserted into these fields as variables in the documentation reports. If such a field is used as a variable
but no entry is made, the variable remains empty when the report is generated.

Furthermore, it is possible to fill in additional information in the tab “Optional details“ (see Figure
"Optional details of a reporting company").

Reporting company details Optional details Reporting deadlines details
Name of ta Formation date
Finanzamt Musterstadt 1/1/1990

Musterstrafe 47, 11111 Musterstadt

123456789

Optional information

of trade

Musterstadt

trade r

rafe 3-64, 11111 Musterstadt

entity
pany e ultimate parent of the
Demo group. Its purpose is the development,

marketing and distribution of gadgets and toys.

Figure: Optional details of a reporting company

In the tab "Reporting deadlines details" you can enter your own preparation and filing deadlines or,
if necessary, adjust the deadlines entered by the system administrator. The stored details are then
displayed in the top right-hand corner of the start screen.
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3.2 Menu item Transactions

In accordance with national and international documentation regulations, it is necessary to document
transactions between group companies, stating their actual volumes and currencies.

In the menu item "Transactions", the transactions already entered are displayed in the form of a pivot
table (see Figure "Transactions’ overview").

In this overview table you have the possibility to adjust the view. You can group the transactions by
transaction partner, country or transaction group and also determine the currency of the financial data.

99 1,000
1001 008

201,000

100,000

200,000

16,000

519,000

2000 247,999

Figure: Transactions’ overview

In addition, you can navigate to the corresponding submenus via the navigation items "Transaction
matrix", "Transaction partners", "Transaction groups" and "Analysis" (see Figure "Submenu of program
item "Reporting entity"").

3.2.1 Transaction matrix

Under the navigation point "Transaction matrix" it is possible to specify the transactions in more
detail regarding the type of transaction, the volume or the type of product or service (see Figure
"Transaction matrix").

€ Transaction matrix T8 Uor -DE Demo Headquarters A6 5[] yu/z0m - /zayzox v

-+ 2 | @ 0o [ ot Erpor: [ [m— pep—
[a} Transaction parh]l Transaction partner Transaction code | Transaction group | Role of reporting entity | mvoice cumnd Contractual basis Invoice amount |:\gmament a\zﬂ4 Modified by | Modified date

x x x x = x x x v = x x

O & | # |uo8 SG-Demo Sales Hub Asia Inc. Uos_UoB_ooo1 Research and Developmen Recipient EUR - Earo 200,000.20| globaladmin \4/24/2021 Brgzii0 AN
O & | # |ver PL-Dermo Sales Hub EE=r.0. Usi_Uor_ooos Research and Developmen Recipiznt TUR - Faro 155,000.00. =lobalidmin 4/14/2021 Brqzao AN
O & | # |vos UK-Damo RéD Centre Ltd. Uos_Uos_oo01 Support Services Recipient EUR - Earo 13,000.00| globaladmin |4/14/2021 Bi42:10 AN
O & | # |Uos |UK-Demo R&D Centre Ltd. Uos_Uos_A_REC_EUR |Research and Developmen Recipient EUR - Earo 2,000,000.00| zlobalAdmin \4/14/2021 B:42:10 AN
O| & | # |zo2 TR-Damo 5.4 Uss_Usz_ooos Support Services Provider TUR - Faro s55.00, lobaladmin |4/14/2021 824200 AM
O| & | # |Uo2 FR-Demo 5.4 Uos_Uoz_oooz ‘Support Services Recipient EUR - Earo 1,000.00 globaladmin \4/24/2021 Brgzia0 AN
O & | # |8 DE-Demo Factory GmbH Uo1_TU18_oooz Delivery of Finished Goods Recipient EUR - Earo 200,000.00| zlobaldmin \4/14/2021 Big2:10 AM
O & | #|us DE-Demo Factory GmbH Uos_Ui_coo3 Delivery of Finished Goods Recipient EUR - Earo 300,000.00| elobaladmin \4/14/2021 8:42:10 AN
O & |/ |us8 DE-Demo Factory GmbH Uos_Us8_ooo1 ‘Support Services Recipient EUR - Earo 1,000.00| slobaladmin \4/14/2021 Brazi10 AN
O| & | # |ooz (CZ-Dems sr.o. Uos_Usz_ooos Support Services Provider TUR - Earo 400100, zlobaladmin l4/14/2021 142010 AM
O & | # |Uos |CZ-Demo s, Uos_Uo3_oooa Support Services Recipient EUR - Earo gg8.20] globaladmin \4/14/2021 Bigzia0 AN
O & | # |Un BR-Demo Sales Uos_Uss_ooor Support Services Recipient EUR - Earo 16,000.00 zlobalAdmin \4/14/2021 B:42:10 AN
4 L3

e _Jots

Figure: Transaction matrix

page 34



globalDoc Solution® User manual 9.0

Within this submenu item it is possible for the user to create new transactions via and to delete
existing transactions via or ®  respectively. The deletion of transactions is irrevocable.
Therefore, it is recommended to export the data as a backup via the "Export" button.

Furthermore, transactions can be entered and edited manually via? or imported from Excel via

The latter two options are presented below.

3.2.1.1 Manual data entry

By clicking on 4 the user can reach the details of a transaction (see Figure "Details of a transaction").

¢ Transaction matrix T8 Uo:-DE Demo HeadquartersaG > [ yazozt - z/zy/z0m v

Modified by: giabaltdmin, 4/14/2021 8242010 AM  Created by: glohaltdmin, 4/14/2021 g AM

Save

Save and doza
Business transaction defails Attachments Wew
Delete
Send link as e-mail

X~ EUR- Euro - Cloza

200,000.00

Domestic transaction Contractnal basis

] Agreement available

Reciplent

Figure: Details of a transaction

In the "Business transaction details" tab, you can enter more detailed information (e.g.,
“Transaction partner*”, “Invoice currency*”, “Transaction code”, etc.) on the individual
transactions. Fields marked with an asterisk * must be filled in.

In the "Invoice amount" field, the amounts entered are displayed in decimal notation.
NOTE: Negative numbers preceded by "minus" signs are not reflected in the sorting and display.

In the "Role of reporting entity*" field, select whether the reporting entity for which the transaction
is documented, is the receiver (recipient) or the supplier (provider) of the transaction.

Since it is necessary for the system to assign a unique transaction code to each transaction, transaction
codes are automatically generated for all transactions if this field is not filled when entering the
transaction. In this case, the transaction code is inserted automatically after saving the transaction
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partner in the "Transaction code" field and can still be changed manually afterwards. If the field is
empty, a new unique transaction code is always generated.

When selecting the transaction currency, up to three common currencies (group currency, local currency
of either transaction partner) are suggested. The suggestions are displayed and highlighted at the
beginning of the list (see Figure "Manual data entry — Default currencies").

EUER. - Euro .

Default currencies -

Other currencies
AED - UAE Dirham
AFN - Afghani
ALL - Lek
AMD - Armenian Dram
ANG - Netherlands Antillean Guilder
AQA - Kwanza

ARS - Argentina Pesan

Figure: Manual data entry - Default currencies

In addition, the user has the option of adding local attachments (e.g., calculation schemes, contracts,
etc.) in the "Attachments" tab, which is displayed after saving changes. This works either via the

Upload

button or by the drag & drop function into the marked area (see Figure "Transaction matrix

- Manual registration - Attachments").

¢ Transaction matrix 81 Uo: -DE Demo Headquarters AC > 4jz0ze - safifae v
Modified by: giabaladmin, /22 202 S0 AM Greated by: gioval\dmin, 214/ 20z g1 AM
Business transaction details Attachments
Drag & Drop Files

File name Short name | Attachment Type ‘ Is contract | Report Reference Modified by Modified date
aels_Jors .

Note: For editing attachment, please double click on filename

Figure: Transaction matrix — Manual data entry- Attachments

3.2.1.2 Centrally provided attachments

When creating central transaction groups, System administrators can provide attachments that are
made available to the user when entering transactions. A warning message will appear as shown in
the following image:
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&~ Transacﬁon mat[-ix E Uo1 - DE-Demo Headquarters AG ) m 1/1/2019 - 12/31/2019 Vv

Modified by: globalsdmin, 8/30/2019 1:27:36 PM Created by: globalddmin, 8/30/2019 1:27:36 PM

Save

Save and close
Business transaction details Attachments ® Centrally provided attachments are available. New
Delete

Send link as e-mail
+ Add centrally provided attachment ...

Drag & Drop Files

Close

File name | Short name |Altar_hmsm T_vpel Is contractl Report | Reference | Modified by | Medified date
Page of 1 No records to view

Note: For editing attachment, please double click on filename

Figure: Centrally provided attachments - Warning message

Now, the user has the option to add the attachment(s) to the transaction by selecting the "Add"
checkbox (see Figure "Centrally provided attachment - Adding attachments").

Add centrally provided attachment x
Add | Short name | Attachment Type | Iscontract Report Reference File name Modified by Modified date
I x v|=x v]x v = % x x
O *® v v Test attachment.xlsx globalAdmin 2/24/2021 11:33:0
Page[t |ofs View1-1of1
Save Close

Figure: Centrally provided attachment - Adding attachments

3.2.1.3 Data entry via Excel import

In addition to manual entry, transactions can also be created or chanied usinf an Excel import (for

example, when updating a new reporting year). The and fields take the user to
the following overview (see Figure "Transaction matrix - Overview"), where data can be uploaded and
downloaded.

In either case, manual data entry and data import, a unique transaction code must be assigned to the
transaction. This is necessary because the program assigns the changes to existing transactions to each

individual transaction using the transaction code. That is why for every transaction, a transaction code
is generated automatically should the corresponding field be left empty.

NOTE: Current data will be updated/overwritten after data import via Excel upload.
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¢ Transaction matrix 8 Voz- DE-Demo Headquareer=aG > [™] yja/z02 - apzizoza v

S T o e [ ST ey ey
a Transaction partl Transaction partner Transaction code | Transaction group ‘ Role nfreporﬁngenﬁti Invoice currenl Contractual basis Invoice amount |Agmemem a\ai Modified by | Modified date

x x ® x ® x x x vx x x

O & | # U8 5G-Damp Sales Hub Asia Inc. Uo1_Uo8_ooo1 Research and Developm| Recipient EUR - Earo 200,000.00 Sazcha Klsy 5/28/2021 5118155 PM
O & | # Uy PL-Deme Sales Hub EEsro. Toz_Uo7_ooot Research and Developm) Recipient EUR - Earo 100,000.00 Sascha Flay {2021 5118150 FM
O & | # U5 UK-Demo RiD Cantre Ltd. Tos_Uos_ooos Support Serviess Recipient EUR - Earo 11,000.00 Sascha Klay 021 518155 FA
O & | # U5 UK-Demo RiD Centra Ltd, Tos_Uos_&_REC_EUT Research and Developm Recipient EUR- Earo 2,000,000.00 Sascha Klay 021 5:48:55 FM
O & | # Uz FR-Demo S.4, Uoz_Uoz_ooox Support Services Provider EUR - Earo 355.00 Sascha Kley 021 5028155 FM
O & | # Uz FR-Demo 5.4, Uos1_Usz_oooz Support Servicss Recipient EUR - Earo 1,000.00 Sazcha Klsy
O & |~ |us8 DE-Damo Factory GmbH Tos_Us8_oooz Delivery of Finiched Goc Recipient EUR - Earo 200,000.00 Sascha Klay
O & |/ |ua8 TE-Demo Factory GmbH Tos_Us8_oooz Delivery of Finiched Gog Recipient EUR - Earo 300,000.00 Sascha Klay
O & |~ |us8 DE-Damo Factory GmbH Toi_UiB_coos Suppert Servicas Tecipient EUR - Earo 15,000.00 Sascha Klay
O & | # Uz CZ-Demo sno. Toz_Uo3_coox Support Services Provider EUR - Earo 100100 Sascha Kley 021 5028155 FM
O & | # Uz CZ-Demo s.r.o. Uos_Usz_oooz Support Serviess Recipient EUR - Earo 955.00, Sazcha Klay 021 548155 FU
O & | # |on BR-Damo Salss Tos_Uss_ooos Suppert Servicas Recipient EUR - Earo 16,000.00 Sascha Klay 5/28/2021 5118155 PM
1 r

ragefi Jofs

Figure: Transaction matrix - Overview

An empty Excel template can be downloaded via , which ensures that the format
specifications of globalDoc are always adhered to during the creation process (see Figure "Transaction
matrix - Overview").

3.2.2 Transaction partners

Under the navigation point "Transaction partners", you can select the affiliated companies of the
reporting company with which the reporting company maintains business relationships (transactions)
during the selected period (see Figure "Transaction partners - Overview"). By clicking the icon ¥ |
transaction partners can be deleted from the overview. This is only possible if the respective transaction

partner does not have any transaction with the reporting company.

Once transaction partners have been deleted from the overview, they are still available as transaction
partners to other reporting companies. Only system administrators can delete transaction partners from
the system conclusively.

lec.. globalDoc Solution 8.5 4 Transaction partners T4 Uo1- DE-Demo Headquarters AG ) m 1/1/2019 -12/31/2019
1 e ~ | I E
Afnster data [m) Approved | Code Moo e Business relation type Modified by Modified date |
vl x x x x x x
Transactions / Un BR-Demo Sales Direct shareholders  globaladmin 3/31/20175:00:30 P =
Oa 7/ U6 CH-Demo Finance AG Direct shareholders  globaladmin 3/31/2017 5:00:30 PN
Transaction marie O / Ty C-Demo Agent Direct shareholders  globaladmin 3/31/2017 5:00:30 PN
s Uog CZ-Demosro. Direct shareholders  globaladmin .
e 7 18 DE-Demo Factory GmbH Direct shareholders  globaladmin :
. [ [ B4 U20 DE-Demo Parts Europe GmbH Direct shareholders globalAdmin 3/31/2017 5:00:30 P,
Transaction groups Oa s Um DE-Research Lab Direct shareholders  system 7/1/2010 4:25:16 PM
J— vl s Uoz FR-Demo S.A. Direct shareholders  globalAdmin 3/31/2017 5:00:30 PN
Oa » g FR-Demo Services Informatique S.A. Direct shareholders  globalAdmin 3/31/2017 5:00:30 PN
ation content |: " Uay I¥-Demo Global Technalogy Center Ltd. Direct shareholders  globalAdmin 3/31/2017 5:00:30 PN
Oa 7 vy IR-Demo Int. Prop. Holding Ltd. Direct shareholders  globalAdmin 3/31/2017 5:00:30 P
Attachments O & 7 U2z IT-Demo sales S.p.A. Direct shareholders system 1/20/2021 1:17:02 PM
Oa » Uss JP-Demo Agent Direct shareholders  globaladmin 3/31/2017 5:00:30 PA
Create report O & # Uiz MEX-Demo Sales Ltd. Direct shareholders globaladmin 3/31/2017 5:00:30 PA
’ Uo7 PL-Demo Sales Hub EE s.r.o. Direct shareholders  globaladmin 3/31/20175:00:30 P »
Questionnaire Page[r Jof1 100 v Views-arofos

o/ Tasks Synchronize from group entities

Figure: Transaction partners - Overview
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By clicking on the button chronize from group entities , you can select those group companies from the

group companies already centrally managed by the system administrator with which the reporting
company entertained business relationships took place in the year under review (see Figure
"Synchronization of transaction partners").

Synchronize from group entities x
Synchronization of transaction partners Request new group entity
Code Full name 2 Approved Code Full name
X X v X X X

Ugg DE-Demo GmbH
Un BR-Demo Sales
Usé CH-Demo Finance AG

Usg CN-Demo Agent
Uog CZ-Demos.r.o.
U8 DE-Demo Factory GmbH
Uoi DE-Demo Headquarters AG
U2o DE-Demo Parts Europe GmbH
Usi DE-Research Lab
Usg FR-Demo Services Informatique S.A.
Uog. IN-Demo Global Technalogy Center Ltd. -

Pagels |of1 5 ov o records o view Pagels [ofz e w1z v Viswi-ssofan

Close

Figure: Synchronization of transaction partners

The existini transaction partners can be selected and directly assigned to the reporting company by

clicking on B8 In this overview, you can also use the "Request new group entity" tab to ask the
system administrator to create new transaction partners. The request for a new transaction partner is
subject to a confirmation process by the system administrator. Until the confirmation process has been
completed, the transaction partner remains highlighted in red in the transaction partner overview and
is not available throughout the group. This is intended to ensure uniformly maintained transaction
partners throughout the Group and to avoid redundancies.

When creating a new transaction partner and selecting a centrally defined transaction partner, after
clicking on "Synchronize from group entities", a distinction must be made between the following
categories of transaction partners (in the field "Business relationship type*"). The categories may
already have been preassigned by the system administrator on the system side, but which, from the point
of view of the reporting companies, may have to be changed by the local user if necessary:

e Indirect shareholders
e Direct shareholders
e Indirect shareholdings
e  Direct shareholdings
e Permanent establishments/head office
e  Other related parties
The transaction partners can be listed with name and address. In addition, the shareholding ratio and

the duration of the shareholding can be specified (e.g. beginning to end of the reporting period to be
documented).
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Synchronize from group entities ]

Synchronization of transaction partners Request new group entity

Full name* Code*

Optional information

Request new group entity

Close

Figure: Request new group entity

3.2.3 Transaction groups

It is possible to create transaction groups for similar transactions. The selection of the transaction
groups, managed centrally by the system administrator, can be found under the navigation point
"Transaction groups" (see Figure "Transaction groups - Overview").

3.2.3.1 Synchronise Transaction Groups

Like for the transaction partners, the deletion of transaction groups can only be performed by the
administrator. However, the local user has the option to adjust and update the allocation of transaction
groups to his company accordingly, as long as the respective transaction group is not already used within
the transaction data of the company.

e globalDoe Soliution 5.0 € Transaction groups % Uoi- DE Demo Headquarters AG ) ﬂ /32033 - 43f34/3033
pwe o
1 semings
2 Documentation setup o Sumber | Transetiontype Nams approved amalysis flaz Modified by Modified date
x x x v x v o x x
T1i Reporting entity. /] 4 Research and Development Sascha Elay
7/ E Support Serviees. Sascha Klay
Master date 7 ¢ Delivery of Foished Goods Sascha Koy
O & |/ o Cash Pool Sascha Klay
Transactions Olw|s| & Distribution Service sascha Kley
Cramen
Transaction matrix
Transastion partness
‘Transaction groups
Analysis
»
Documentation content ’

Figure: Transaction groups - Overview

By clicking the button Synchronize from transaction groups , the local user can select transaction groups

from a centrally managed list (comparable to the procedure under the navigation point "Transaction
partners") (see Figure "Synchronization of transaction groups"). These can be allocated to the reporting

. =
company via &,

Figure: Synchronization of transaction groups
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3.2.3.2 Request new Transaction group

Comparable to the navigation point "Transaction partners", the reporting company has the option of
requesting specific transaction (sub)groups individually. This is done via the "Request new
transaction group" tab (see Figure "Requesting a new transaction group").

Synchronize transaction groups y

Synchronization of transaction groups Request new transaction group
[T] Transaction groups =[] Local transaction groups
AR&D services
B Support Services
C Delivery of finished goods
D IC Loans
Close
‘ Synchronize transaction groups 3
‘ Synchronization of transaction groups | Request new transaction group
Parent element ‘Transaction type* Name*
Code* Description
(] Analysis flag
Request new transaction group

Close
Figure: Requesting a new transaction group

The requested transaction (sub)group is subject to a confirmation process by the system administrator,
much like the confirmation process of the transaction partners. The aim is to ensure uniformly
maintained and comparable information throughout the Group and thus avoid redundancies. Until the
confirmation process has been completed, the transaction group remains highlighted in red in the
transaction group overview and is not available throughout the group (see Figure: "Non-confirmed
transaction group").

. -
€ Transaction groups T8 Uos- DE-Demo Headquarters AG ) m 1/1/z0232 - 13{31/3032 1 ?
[ 9 petete [ © Search opicns < |
[a] Number |  Transactiontipe | Name | pproved | Analysis flaz | Modified by | Modified date
= x x v ox v ox x x
| ‘ 7 ‘ " ‘Seniw Transactions |R.Eaan:hinrl Development ‘ | |Saslc'ha Her ‘;—.:‘:&;zm; seafiss PM
VAR Service Transactions Support Services elobaladmin 2/16/2022 2:21:48 P
rd [ Delivery Transactions Delivery of Finished Goods Sascha Kley 5/28/2021 5:18:59 PM
O|ls|# D Financial Transactions Cash Pool Sascha Kley 5/28/202a 5:48:59 PM
Ola 7| E Distribution Transactions | Distribution Service Sascha Kley 5/28/2021 311833 P
1 »

Figure: Non-confirmed transaction group
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When requesting a transaction (sub)group, the user must choose to which transaction the transaction
group is assigned as well as a transaction group name. The group number is displayed in the "Number"
field.

Setting a check mark in "Group analysis" (within the detail view) will later allow you to perform
function and risk analyses as well as transfer pricing analyses in the optionally usable menu item
"Analysis" at transaction group level.

If the menu item "Analysis" is used and transactions within a transaction group require a separate
analysis, the "Group analysis" must not be selected. The deletion of transaction groups can only be
performed by the system administrator. However, the local user has the option of adjusting and updating
the assignment of transaction groups to his company accordingly.

3.2.3.3 Determine materiality thresholds

Click # to open the transaction group for editing. The following materiality thresholds can be added:

¢ General materiality threshold for I/C matrix: If the value of a transaction is above the
materiality threshold, the transaction is included in the Excel file attached to a report. If it is
below, the transaction is not included.

¢ General materiality threshold for modules: Individual modules can be allocated via an
automatic allocation mechanism. In this case, if the value of a transaction is above this
materiality threshold, the modules that are linked to the transaction are printed in the report. If
the value is below this threshold, they are not printed.

In this area, a user can set a local threshold that is below the general materiality threshold, that is set
centrally by the system administrator for the transaction groups.

NOTE: If the system administrator has not set a general materiality threshold, the local user cannot set
a materiality threshold here. The user receives the following message: "In order to translate the
materiality threshold into local currency, the exchange rate of the local currency must be stored in the
group currency. Please contact your system administrator for this".

3.2.4 Analysis

3.2.4.1 Functional analysis/Risk analysis

In accordance with national and international documentation regulations, it is necessary to document
the functions and risks assumed by individual companies. This can be done within the navigation points
"Functional analysis" and "Risk analysis". Both are structured according to the same logic and are
therefore summarized here (see Figure "Risk analysis - Overview").

Selecting the navigation point takes you to an overview page with the existing analyses, which can be

/7

searched by using the selection field , edited by clicking and deleted by clicking
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€ Risk ana]yms 3 Uo:- DE-Demo Headquarters AG > 11jzozs - fz)z0T1 v
=
O F&R Templates | Has comment? Modified by Modified date
x v x = x
O @ | # |sales/ Parts lobaladmin z/7 /2022 3:45:56 PM.

Fase(i_Jors

Figure: Risk analysis -Overview

In addition, a new analysis can be created with . The detail view, which opens when you want
to edit an existing analysis or create a new one, differs only in the fields that are filled in (see Figure:
"Risk analysis - Detailed view").

4 Risk analysis 0% Uo1-DE-Demo Headguarters AG » m 1/1/2022-12/31/2022

Transaction group* FER Templatest

AResearch and Development Sales / Part1 Save and close

New

L DE-Demo PL-Demo Sales Hub 5G-Demo Sales Hub  UK-Demo R&D Centre  US-Demo Sales Hub el
Description + BR-Demo Sales FR-Demo S.A. MEX-Demo Sales Ltd. SA-Demo Sales Ltd. . 3 dlink 25 o-mal
Headquarters AG EEsro. AsiaInc. Lid. America Inc. Seadbukiaskonl

DE-Demo | [BR-Demo sales FR-Demo 5.4 MEX-Demo Sales Ltd. | [PL-Demo Sales Hub EEs| [S4-Demo Sales Lid. $G-Demo Sales Hub Asia| | UK-Demo R&D Centre Li| [US-Demo Sales Hub Am Close
|

exchange rate risk

| [ ] | 1 [ ] | 1
customer risk [ ] [ ]

product quality

risk/warranty [ | [ ] [ ]

transport risk [ | [ ]
product liability risk

regulatory risks I 1 1 1
product design ]
transport,

insurance, freight, 1
customs for bringing

products into
country ]

cost of packaging ]
product approval for
salls market 1 1

cost of
warehousing/storage [ |

Comment

Figure: Risk analysis - Detailed view

Within the detail view, the "Transaction group*" and "F&R Templates*" can be selected via a drop-
down menu.

By clicking + a new description can be added, and it can be removed by clicking . By clicking -,
a copy of the relevant company can be generated.

By adjusting the bars, it can be expressed that a function is performed, or a risk is borne. The

corresponding impact can be displayed with the number of bars. Additionally, comments can be made
to further describe the respective function or risk.
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3.2.4.2 Transfer pricing analysis

The navigation point "Transfer pricing analysis" allows to explain the selected transfer pricing
method and the appropriateness of the transfer prices for the individual transactions or transaction
groups.

€ Transfer pricing analysis T8 Vos-DE-Demo Headquarters aG > [™] sfarzoas-sa/z4/z021 v
=
[} Transaction group Business transaction | Method Modified by | vodifieddate
x x x x x
| & | # |B5upport Services BR-Demp Sale: - Una_Usi_oooi Cost-phus method slobaladmin 2/7/2022 3i52:21 PM

Figure: Overview of transfer pricing analyses

All transfer price analyses are displayed in the overview (see Figure: "Overview of transfer pricing
analyses"). As usual in globalDoc, these analyses can be searched, edited, deleted and recreated. You

New | . . . .
can use the icon to carry out a transfer price analysis for the respective transaction group (see

Figure "Creation of a transfer pricing analysis").

€ Transfer pricing analysis 0 Uoi-DEDemo Beadguarersac > [ wasmons-jzzone v

Wodified by: giohaldmin, 27202 352221 PM Created by: slosalAdmin, 2/7/ 2022 g5z PM

Transfer pricing analysis details | Attachments =
Dalete

Transaction gronpé Methods Send Exkas a-mail

B Support Services Cost-plus method

Close

‘Business transaction
BR-Demo Sales - Uo1_Uts_ooo1 Text option E

Description of applied method Description of the cost base Appropriatness of applied method Appropriatness of transfer pricing

Figure: Creation of a transfer pricing analysis

The applied transfer pricing method can be selected in the "Method" selection field. If no check mark
has been set for "Group analysis?" in the navigation point "_Transaction groups" for the relevant
transaction group, the documentation takes place at the level of the previously defined transaction
group.
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By clicking f the applied transfer pricing method can be described ("Description of applied
method") and its appropriateness can be explained in more detail under the marked tabs. Furthermore,
it is possible to describe the cost basis ("Description of the cost basis") and the transfer price
analysis as well as the appropriateness of transfer prices ("appropriateness of applied method”
and "appropriateness of transfer pricing").

The justification regarding the appropriateness can also be made on a Global level and can be given
centrally to the Local level in the form of pre-written text modules. A change of the text modules or the
input of new text is still possible by the local user. Depending on the previously selected transfer pricing
method, the centrally specified, pre-written text modules are available for selection in the "Text

option" selection field. After the editing of the texts has been completed, the button E must be
clicked.

If the "Best Method Rule" is required for a (US) company and the system administrator creates the
company accordingly, a fifth tab appears next to the four tabs already described.

NOTE: The functions of the "Transfer pricing analysis" navigation point are only available if the
transaction groups under the "Transaction groups" navigation point and the individual transactions
under the "Transaction matrix" navigation point have already been created.

3.3 Menu item Documentation content

By clicking on the menu item "Documentation content” (under “Menu item/Documentation
content” in the main menu of globalDoc) an overview of the report configurations chosen by the system
administrator for the reporting company in the selected reporting period opens. In many cases
"Standard Local File" and "Standard Master File" can be selected here.

Click on 4 to select one of the available report configurations (see Figure "Relevant report
configurations").

p.:‘ globalDoc Solution 5.0 4 Documentation content 0 Tos DE DemoHeadauariersaAG > [*] wi/zoae safzy/znns v

Settings

Name Type Scope | Country Company Isactive | Isdefanlt? Modificdby | Modified date

Documentation setup

x E
Local fle General ljoeres 3
Master file General globalAdmin n

Reporting emity

Master data

Special General Sascha Kley

Transactions
Docamentation content
Attachments

Create rapert

Figure: Relevant report configurations
After appropriate selection, an overview of the chapters and modules contained in the respective report
configuration is displayed. The structure and name can usually not be changed by the local user. The

local user can only edit the content as long as the authorization for the respective module are available.

This overview is illustrated by the Figure "Overview documentation content” as an example
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& Documentation content ili Toi- DE-Demo Headguarters AG 3 ﬂ 1fa/z071 - xx{gafzoxs

Oremie Status of TP-Documentation In progress ()
e
General information ® - sl Modules: 8 Attachmeni
# Backgonnd [Glotal] 71
Description of Relevant Y /' Crganizationsl Stracture [Slabal] 1 Attachme
Transactions # Crgantiational chart (Loaal] 71 B
1 Functional Analysis . # Business Overview (Res ) e 5 ._Reszarch and
# Basiness Ovarview (Suppact Services) [Divisional:Fuaction,_Suppart Services] B
s g P
# Company history [Local]
SAE::;m theTransler gy # - Showcase variables - Attachments - [Local]
* Description of Relevant Transactions Modles: 3 Attachment
4 Storage of delfverables [ J # Tranzaction overvsens [(Global] 1

# Description of Relevant Transactions (Research and Development) [ Divisional:Function_Ressarch and Development] 1 Attachme

#' Transaction Matrix (Research and Development) [Divisional:Function_Research and Development] 1

# Description of Relevant Hons. [ S & Attachme
# Transacti L : . Suppart Services]
~ 1+ Functional Anlysis Module

# Functional Anlysis (Research and Development) [Divisional:Fanction_Research and Development] 5

75 L Ay

2 Selection of the Transfer Pricing Method Module
# Description of Transfer Pricing Methods [Global] i

#' Selaction of the Transfer Pricing Method (Research and Development) [Divisional:Function_Ressarch and Development]

# Selsction of the Transfer Pricing Method [ 5 [Divisional:Fanction_

= 3 Application of the Transfer Pricing Method Modnles: 3 Attachment
# application of he Transfer Pricing Method (Ressarch and . Rex d Development] [ Attachme
7 Locl ‘Rezearch and [Lowl] &
' application of tha Transfar Pricing Mathod 2 ssional: ¥ 18 attachme

~ 4 Storage of deliverables Module

7 Template modale:s [Local] B

# Template module 2 [Local]

Figure: Overview documentation content

If you only have rights for one report configuration of your company, the overview of the documentation
content will appear immediately after clicking on the menu item "Documentation content" (under
"Reporting company/Documentation content" in the main menu of globalDoc).

The button collapses all open chapters. If many chapters are assigned to your company in
globalDoc, clicking this button will increase the overview. Afterwards all or single chapters can be
expanded again.

By clicking [ , you can generate a print preview of the individual module and 4 allows you to edit the
module by uploading a Microsoft Word document or using the online editor (more on this in the chapter
"Online Editor").

By clicking ' , you can also upload a Word document to fill the module with content or replace an
existing module’s content (see Upload Word Document). Only users with appropriate administration
rights see this symbol.

3.3.1Search & replace

It is possible to search and replace texts or variables within the entire documentation. This enables
efficient retrieval and consistent implementation of the desired changes. A possible change could be, for
example, the replacement of the company name with the corresponding variable in the entire document.

Clicking on "Search & replace" opens a search mask with the entire documentation (see Figure
"Search & replace").
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4 Documentation content 5% UD-DEDemo Headguarters AG > D 1001 - 1A

Orervew
Search and replace

Pricing Methor

Search & replace

Find tpe- Fina

() Marhcase [ Marhvhole vord
N N Text

General information ®

Reglace tper Replace
Description of Relerant e
Trancactions ® Variazle
1 Functional Analysis ® m
2 Selection of the Transter ®
Pricing Mechod

¥ General informarion Aodules:  Anachmens: §

2apslicaton of he Transter @y Backzromd [Closal] 5

4Storage of deliverables

a) Background

i) Purpose

The purposeof this local file, in additionto the general overview of Demo’sgroup business
P ; -~ i 5 .

year (“F¥)
«PeriodEndYears. In line with the OECD and local transfer pricing regulations, the

of ng that the taxpayer has iedwith the arm's length principiein its material
cir i i 2 ingentity. The local file

Pplace between the and associated g
which are material in dee context of the local tav system of the reporting entity. Such
i onir inanciali i Z specific

d the the

Ppricing method Where & reguirementof the local file can be fully satisfiedby & Specific
cross-raference to information contained in the master file, Such a cross-referance is made.

Figure: Search & replace

The search can be fine-tuned by entering the following information:

Search and replace
Find type* Find* . .
[J Match case ] Match whole word
Text
Replace type* Replace
Variable

Figure: Search & replace input

Find type*: Here you can specify the type of information to be searched for. You can either search for
a text or for a variable in the documentation.

Replace type*: Here you can specify the type of information to be replaced. You can either insert a text
or a variable.

Find*: Here you can specify which text or variable to search for. If "Variable" has been selected for
"Search type", a small arrowhead is displayed for "Find*". If you click on this arrowhead, all variables
available in the documentation are listed and can be selected by clicking on them.

If "Text" has been selected for "Find type", a free search text can be entered here.

Replace: If "Variable" was selected for "Replace”, a small arrowhead is displayed. If you click on this
arrowhead, all variables available for replacement are listed and can be selected by clicking on them.

If text is selected for "Replace type", then you can enter a free text for replacement here.
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Match whole word: By ticking this box, you can specify whether only whole words should be searched
for.

Match case: If you tick this box, the search is case-sensitive.

All fields marked with an asterisk (*) are mandatory fields. Click on to execute the search.

The "Search and replace" function is intuitively designed and comparable to the function in, e.g.,
Microsoft Word. The "Undo All" button resets all newly made changes and cancels the search. The
"Previous” and "Next" links can be used to navigate from one search result to the next and back again.
“Replace" replaces the results found individually. “Replace all" replaces all results found at once.

With the function "Save changes" all changes are saved and cannot be undone.

NOTE: A user can only change the text modules for which he has the corresponding access rights. You
can either select "Replace all" or always click the "Next" button and then click "Replace".

3.3.2 Overview

By clicking on ~ in the navigation bar on the left edge of the screen (in the example: "Local file" - see
previous illustration), the document structure with the associated modules is also displayed on the left
edge of the screen.

The module classes are represented there as follows:
° for Divisional, € forGlobaland “ for Local. The icons are displayed in four different colours:

Grey: Module cannot be edited by the user of the selected reporting company. When editing
modules on a Local level, modules that are on a Global or Divisional level are shown

@ Red: “Editing”. The module is available for editing by the user.
Yellow: “Waiting for approval”.

0 Green: “Finished”.

On the modules to which the user does not have editing rights, the status of the module is shown with a
correspondingly colored circle. For example, red @ for "In progress" yellow for "Approval pending"

or green for "Completed".

The documentation content itself can therefore be read and, if necessary, edited in two ways:
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By clicking on a module 4 in the overview (see figure above) or by opening the chapter structure in

H*-GA nm]r)iaation har on the left side of the screen and then clicking on one of the modules (marked with
L

; i "Selected module - D i "):
5 or ; see Figure "Selected module - Documentation content"):
€ Documentation content 8% Vo1 DE Demo Headquarters AG 5 [*] 132022 - s/31/2022 v
Litacat General information : Organizational Structure Status ofmodule Finished (@)
Globel, Word document e
Search & replace
ATTACHMENTS CHANGE HISTORY
General information [ ] T—
m Modsfied by Sascka Key. 538 3031 31805 P Croated by, gobaladmn. 5 38, 3021 sisBos P
Background \\c/
Organizational Structure (e)
Organisational chart L
view (Research and "‘.',
- 3)  Organizational Structure
(Suppart ®) «ReportingCompanyShortNames is one of the Groups directly or indrectly owned
subsidiaries. The structure of «ReportingC Is further
Key Competitors ° Bustated in  the  Appendix  The managing  director  (head  of
«ReportingCompanyShortNames)  is  responsible  for the  management  of
Company history o «ReportingCompanyShortNames's processes and overall coordination with other Group
entiies. Varlous 1eams within «ReportingCompanyShortNames ensure a lean and efficient
Showcase variables o o Service provision process Moreover local administration and management functians (e g
Attachments -

finance  and  human  resowrces) are performed by  employees  of

Figure: Selected module - Documentation content

Using the arrow navigation at the bottom right of the screen, you can then "browse" from module to
module, like an e-book.

The "Status of TP Documentation" button at the top right of the overview page (see figure "Submit
overview of documentation content after approval") shows the overall status of the TP documentation.
This allows, depending on the user's rights, to submit the entire TP documentation for review or also to
confirm it finally (for individual modules, see "Status of module"). The "Submit for review" function can
be used, for example, if the complete documentation report is to be approved again by a third person,
such as the local finance manager (with the Accountable role), after all local modules have been
completed. When finalizing the complete report, all local modules contained in it are automatically set
to final as well.

€ Documentation content T8 Uor- DE-Demo Headquarters AG 5[] 1a/z0z2 -s2/3y/z022

Oervies General information : Organisational chart Status of module W
Local, Word document Action
Search & replace
DETAILS ATTACHMENTS CHANGE HISTORY e Merged Data e

General information @

Background ©

ata & MOGfied by: Sacka Ky, 5282051 539100 730 Created by, otaladms. /2820 51300 720

Organizational Stracture G

i :

‘Business Overview (Reserchand (7))

‘Devwiopment) )

Comments
::il{fv»e-"‘w (Support ) a) Organisational chart
The chant of «ReportingC N in FY is
Koy Competess [ -] Bustrted inthe foflowing figure
Compan histors (1] [Please add]

Figure: Confirm module after submission for approval

With it is possible to edit the entire documentation again. Mt approves the entire
documentation for release (both functions are only available to users with the role "Approve tasks" in
addition to a user with the role "Accountable").
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3.3.3 Tab Details

From the overview page of the module content, you can switch to the display of the module content by

clicking on /7 (alternatively: by opening the chapter in the left navigation column and then clicking on

a module (marked with &, & or &y,

The tabs "Details", "Attachments" and "Change history" can be seen in the upper area (see Figure
"Details of a module, not editable by the user").

4 Documentation content

Overview General information : Background Stams of module Finished .

Global, Ward documeat

Search & replace
| DETAILS ATTACHMENTS CHANGE HISTORY I
General information ®-
Modified by: globaladimin, 4 /14/202s Suasi9 AN Created by: globaladmin, 414 /2021 Sugsisa AM

Background o

Organizational Strueture @

Organisational chart o

Business Overview (Research and @

Development)

a) Background
Business Overview (Support ®
Services) i) Purpose

The purpose of this local fil, in addition to the general overview of Demo's group business
as outhined in the coresponding master file, is 1o provide more detailed information retating
to specific intercompany transactions enlered into by the reporting entity in fiscal year (FY")
«PeriodEndYears. In line with the OECD and local transfer pricing reguiations, the

ey Competitors °
Compaay bistory (L] information stated in the local ile supplements the master file 2nd heips to meet the objective

Copy of Key Compeitars

of assuring that the taxpayer has complied with the arm's length principle in its material
vransfer prcing positions affecting the specific jurisdiction of the reporting entity. The local file
focuses on information relevart to the transfer pricing analysis related to transactions taking
place between the reporting entity and associated enlerprises in different countnes and
which are material in the context of the local tax system of the reparting entity Such
Description of Relevant P information includes relevant financial information regarding those specific transactions, a
Transactions comparability analysis, and the selection and application of the most appropriate transfer

- Showease varisbles +
Attachments -

Testmodul Transaktion

pocing method. Where a requirement of the local file can be fully satished by a specific

4 Functional Analysis o cross-reference 1o informalion conlained in the master file, such a cross-reference is made.
5 Sﬁ:!'w" oftheTransfer oy i) The arm's length principle 1t

Figure: Details of a module, not editable by the user

In the case of a module that you can edit, the following buttons are usually displayed under the "Details"
tab:

Modul content_- Dovlni_-

# Edit module @ Download template

@ Download file « Standard variables

i Replace file @ (Juestionnaire variables

Figure: Selection bar in editable module

Under the button "Module content” you can click on "Download file” or "Edit module" to edit the
displayed documentation content in Microsoft Word format or in the online editor.

The button “Use prefilled template” is only visible if the system administrator has assigned a prefilled
template to the module.

The button “Delete” deletes the module content.
Under the button "Download", it is possible to download either the template on which the module is
based or the standard variables and questionnaire variables. The use of the variables is explained in

more detail when editing the module content.
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Various buttons are displayed via the selection buttons "Module content" and "Download" depending
on the process:

Use a pre-filled template specified by the system

B Useprefilled template administrator (only displayed if such a template exists for

the module)

& Change to Word online editor Changing the editing method from Word Upload to Word-
Online Editor

@ Download template Download a template specified by the system

administrator (empty but correctly formatted Word file)

Download of standard variables. A Word file will be

available, containing all standard variables, which can be
« Standard variables copied and pasted into the module content (Details: see
overview on globalDoc variables). Important: The
variables contain Word field functions. They need to be
pasted as they are, only pasting the text does not work.

« Questionnaire variables Download of variables which have been defined in the
questionnaire (see Menii item Questionnaire)

i@ Upload i Replace file Upload or replace the module content by uploading a
or Word document

Download the module content as a Word document to the
local computer.

i Remove

g
I E
5

Delete the documentation content

3.3.3.1 Upload Word document
As described above, clicking on "Download file" downloads the module content as a Word document to
your computer. You can then edit the module with all Word functionalities, save it on your computer

and then upload it back to globalDoc by clicking on "Replace file".

Alternatively, you can also work directly in the overview of the modules visible to you (see figure
"Documentation content - Overview of modules"):
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& Documentation content T8 Uos- DE Demo Headquarters AG > [=] s/3/s0s1 - ss/33/s081
Overview
[Status of TP-Documentation  ln progress .
Search & reglace Collapse all
¥ Generslinformation Modules: 10 Attachments:
General information ®
# Background [Global) &7
Description of Relevant # Organizational Structure (Global) At
Transactions L
# Organisational chart [Loeal] At
1 Funetional Analysis . v # Business Overview (Research and i _Research and Development] &
# Business Overview (Support Services) [Divisional:Function_Support Services]
2 Selection of the Transfer
Pricing Method . # Key Competitors [Local] &
# Capy of Key Competitors [Locall
Application of the Transfer e
h,ff,.s\ ethod . v # Company history [Local] Attachment
# - Showcase variables + Attachments - [Local]
Storage of deliverables e
4 Socg . # Testmodul Transaktion [Local) £ Attachment
 Description of Relevant Transactions Modules: 5 Attachments:
# Transaction overview [Global] &
# Deseription of Relovant Transact and Develop ivisional: Funetion_Resaaich and Development] [ Aachnect
# Transaction Matrix (Research and _Research and Devel w) &4
# Description of Relevant Transacti art Services) [Divisional-Function_Support Services) [ R R
# Transaction Matrix (Support Servicss) [Divisional:Function_Suppart Services]
¥ 1Functional Analysis. Modules:

# Functional Analysis (Research and Development) [Divisional:Funetion_Research and Development]

Figure: Documentation content - Overview of modules
The icon || displays, that the user can upload a Word document.

If no Word document has been uploaded yet, the following window opens, if you click the |l icon:

Upload x

| Choose File | No file chosen
Upload Close

Figure: Upload Word document

If a Word document has already been uploaded, the following window opens, when clicking the | _|icon:

Replace file x

| Choose File | No file chosen
Replace file Close

Figure: Replace Word document

A click on "Choose File" allows the user to select the file to upload. “Upload" or "Replace file" fills
the (local) module with content.

Alternatively, it is also possible to click on the 4 button to switch to the detailed view of the module
and fill it there.

After the 4 button has been clicked, the following detailed view opens:
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8 Uos - DE-Demo Headquarters AG > ﬂ 1/1/2021- 12/31/2021

[General information : Key Competitors

Status of module In progress
Local, Word document P @

DETAILS ATTACHMENTS CHANGE HISTORY ) View Merged Data
Modified by: globaladmin, 2/46/2022 4:25:53 PM Created by: globaladmin, 4/14/2021 :42:es AM

Figure: Detailed view - Local module

In the detail view, various functions are available for editing the module content, which are briefly
described below.

To edit a module content in Microsoft Word, the content can be downloaded as a file under “Module
content” by clicking on B Download file [N editing it can be uploaded again by clicking on

The use of variables is also possible outside of globalDoc. For this purpose, the questionnaire variables
as well as standard variables can be used with "copy and paste" in the downloaded file. globalDoc
Solution recognizes the variables and can output it when printing. As soon as the selection is confirmed,
the file is uploaded and the (local) module is filled with content.

3.3.3.2 Online editor

The built-in online editor allows the user to create and edit content directly in globalDoc using the well-
known Word user interface. For example, the online editor allows the reporting company to adapt the
templates provided.

The button opens the selected module in the Online Editor for editing.
When opening the module in the Online Editor for the first time, the following warning message

appears:

Click on Module content and "Edit Module" to open the selected module in the online editor for editing.
After opening the module, the following warning appears above the editor:

Warning: The editor suppors the majority of word-formats and word-functions. However in particular cases, unsupported formats
or functions can be lost.

Figure: Warning message
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4« Documentation content % Uor-DE-Demo HeadquartersAG > [™] /a/zoa1-12/31/20m v

Overview General information : Key Competitors
: ) o Status of module In progress 3
Local, Word docament L
Search & replace
DETAILS ATTACHMENTS CHANGE HISTORY [ View Mezged Data
General information ® -~ ——
Background @ Modified by: globaladmn, 2/46/ 2032 4:29:53 P21 Cremted by: globaladiin, 4/ss/202s Sz AM
Organizational Structure ©
Organisational chart °
Business Overview (Research and
Development)
‘Business Overview (Support @ 1.1 Local competition
Services
This section sets oul the competition on the local market Each market typically has two main
‘Eey Competitors o competitors the local entity has to deal with
Copy of Key Compatitors o <<ReportingCompanyName=>'s strongest competitor in fiscal year <<PesiodEnd'ear-> are
* Local competitor Germany 1
Company history o Pt w
* Local competitor Germany 2
Showease variables + o
Attachments - *  Local competitor Germany 3

Figure: Overview online editor

Editing the module in the online editor essentially corresponds to the familiar Word environment, as
shown in the following screenshot:

T8 Uo:- DE-Demo Headquarters AG > ﬂ 1/1[2021 - 12/31f2021 v

General information : Key Competitors

Local, Word document Status of module In progress . >

DETAILS ATTACHMENTS CHANGE HISTORY

Modified by: elobaladmin, 2/16/ 2022 si29:53 PM Created by: elobaladmin, /u4/z02: 8gziss AN

[Warning: The editor suppors the majority of word-formats and word-functions. However in particular cases. unsupported formats or functions can be lost.

Home Insert Variables View
H ﬂ Arial -2 =1 .| Q Find
k] N AaBbCcl AaBbCi AaBbCc AaBbCc AaBbCc AaBbCc AaBbCecl AaBbCcl

‘ 5 B I U S X - - - 4 Replace

e aste Thormal  THesding 1 THeading2 Theadingd THeading4 TheadingS Theadings THeading? ||| B surectal
Common | Undo Clipboard Font 4 4 Styles Editing
© Al I 5 U

1.1 Local competition

This section sets out the competition on the local market. Each market typically has two

main competitors the local entity has to deal with

Rep: \gCompany ‘s strongest in fiscal year <<PeriodEndYear=>
are

* Local competitor Germany 1

Figure: Editing mode of the online editor

In addition to the usual editing options within the Online Editor, it is also possible to insert a variable
stored in globalDoc or a benchmarking study stored in globalDoc via the tab "Variables". Additionally,
if a questionnaire is available, the answers from there can also be used as variables within the module

(see menu item_Questionnaire).

If you click on the "Insert variable" area shown in the Figure "Online Editor - Insert variable", a dialog
window opens in which you can select from the stored variables (see Menu item Master data):
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ili Uos-DE-Demo Headquarters AG > m 1/1/z021 -12/31/2021

General information : Key Competitors
Local, Word document

DETAILS ATTACHMENTS CHANGE HISTORY

Status of module lnprogress. >

53731 Created by: slobalsdmin, /14 /200: Siszizs A0

[Warning: The editor suppors the majority of word-formats and word-functions. However in particular cases, unsupported formats or functions can be lost.
Home insert Variables View -
€ p ® & =
1 b P W H =
Insert Insert View Show All Show Al Update
variable benchmarking study | Merged Data Field Codes Field Results All Fields.
Insert Fields View Insert Merge Field x
[ IR SR s 0 o a s l o
Fields: -
Period End Date -

Period End Year local market Each market typically has two

with

Period Start Date

Period Start Year

Rep Comp Shareholder List ompetitor in fiscal year <<PeriodEndYear>>
Report Content Type

Report Creation Date

Reporting Company Acquisition Date

Reporting C: Address

Reporting Company Alternative Business Year

Reporting Company Code hd
nsert Close

Figure: Online Editor - Insert variable

NOTE: While many variables (report variables) can be added directly in the online editor, some special
variables (table variables) must be inserted outside of globalDoc in the module downloaded as a Word
file. These are transaction tables that are copy-pasted into the module. These special variables allow the
transactions for each company and reporting period to be presented in a structured manner in the
printed documentation. The variables available in globalDoc are shown in the appendix to this user

manual.

If you click on "Insert benchmarking study" marked in the following Figure "Online Editor -
Inserting a benchmarking study", a dialog window will also open in which you can select from the stored

benchmarking studies:

8 Uos- DE-Demo Headquarters AG > ﬂ 1f1/20m1 -12/31/z021

General information : Key Competitors
Local, Word document

DETAILS ATTACHMENTS CHANGE HISTORY

Status of module lllprogress. >

53 PM Created by: dlobaladmin, 4/14/202: Sig2iss M

[Warning; The editor suppors the majority of word-formats and word-fnctions. However in particular cases, unsupported formats or functions can be lost.

1 Varizbles View
¥ el =
Inser Insert View Show Al Show Al Update
variabfe benchmarking study ||Merged Data Field Codes Field Results All Fields
Insert Fields View
[N LR A

1.1 Local competition

This section sets out the competition on the local market. Each market typically has two
main competitors the local entity has to deal with

<<ReportingCompany 's strongest in fiscal year <<PeriodEndYear>>
are:

+ Local competitor Germany 1
« Local competitor Germany 2

« Local competitor Germany 3

Figure: Online Editor - Inserting a benchmarking study

R 203 g s [ 5 I
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The following dialog window appears:

Select benchmarking study

Region
Name Firstyear of study  Lastyearofstudy  Region PLIname Minimum  Lower Quartile  Median Upper Quartile  Maximum
4 APAC Support Servicss 2016 2048 APAC Mark-up on total coast - in % 430 460 530 60
4  EMEAReszarch and Development 2016 2048 EMEA  Mark-up on total coast - in % 130 260 260 430 .50
4  EMEA Support Sarvices 2016 2048 EMEA  Opesating marzin-in % 290 260 540 730 220
4 NAFTAResearchand Development 2016 2018 NAFTA  Mark-up on total coast - in % 230 430 5 70 550
4 NAFTA Support Services 2016 2018 NAFTA  Return oncapitalemployed -in % 2.0 3 540 7.70 1370

Additional available studies

Name Firstyear of study  Lastyear ofstudy Region Country PLIname Minimum Lower Quartile Median UpperQuartle Maximum
4  DEResearch and Development  zoi6 2048 DE - Germany Mark-up ontotal coast-in % z.30 430 6.40 780 1
4  DEResearch and Development  zoi6 2048 DE - Germany Qperating margin - in % 150 250 5 750 850
4  FRSupport Services 2016 2018 FR- France Mark-up ontotal coast-in % 2.20 2350 530 670 5
4  USResearchand Development 2016 2018 US-United States  Mark-up ontotalcoast-in% 120 250 370 550 850

Benchmarkingstudie auswihlen

Land
Name Erstes Jahr der Studie  Letztes Jahr der Studie  Land i des Gewinnindil ini Unteres Quartil ~ Median  Oberes Quartil  Maximum
4  Benchmarking TESTSTE 2015 2018 DE-Germany  Mark-up on total -in % 18 19 24 1 65
4  Benchmarking TESTSTE 2015 2018 DE-Germany  Mark-up on total -in % 1u 17 21 34 %5

Figure: Online Editor - Selection of benchmarking studies

Within this window, the requested benchmarking study can be selected by clicking the symbol * and
the benchmarking study is inserted into the module to be edited. If all desired changes have been made

[ 1]
within the editor, it is possible to save the changes with the H symbol.

The Online Editor also offers the option of using a template prefilled by the system administrator by
clicking on the button — Ussgretiled suntite (which can then be adapted as required by the local

editor). Since this replaces any existing documentation content with the prefilled template, the use of
the prefilled template must be confirmed (see Figure "Warning message - Selection of prefilled
template™).

Confirm

: Warning: Contenis already exist. Are you sure to overwrite the content to the prefilled templaie?

Cancel

Figure: Warning message - Selection of prefilled template
The function "Use pre-filled template" only appears if the centrally provided template document has not
been adopted. This is because this function gives you the option of subsequently adopting the pre-filled

template.

The button “preview mode” allows for a preview of the module to be displayed.
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The online editor can be accessed again by clicking the button “Edit module”.

3.3.3.3 Centrally provided prefilled templates

If the system administrator has updated the prefilled template for this module, the system recognizes
this and displays an according message window (see the Figure "Updated prefilled template™).

@ An updated prefilled template is available for this module.

Do vou want to compare the template with the existing content and replace, if necessary?

= Compere] X G

Figure: Updated prefilled template

The "Compare" button can be used to compare the current module content and the prefilled template
updated by the administrator.

The differences between the two versions are shown in color in a separate window (see Figure "Compare
prefilled template™).

Compare to prefilled template ]

a) Organisational chart

The organisational chart of

ReportingSempanyShertName==«ReportingCompanyShortName» in FY
<<PeripdbndYear=>«PeriodEndYears is illustrated in the following figure:

Here-is-a-eerview:

Headingt | Heading2

[Please add]

Adopt new template Keep existing content

Figure: Compare prefilled template
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You can either use the function "Adopt new template" to take over the template provided by the
system administrator or use the function "Keep existing content" to not update the content. If you
select "Keep existing content", you still have the option of adopting it later via the button "use pre-filled
template" (see chapter "Online Editor").

3.3.4 Tab Attachments

In the "Attachments" tab, users can upload file attachments that are assigned to this module (see
Figure "Module attachments"). Attachments can contain files in any format such as spreadsheets, Excel
tables, images, and PDF documents.

€ Documentation content 1% Uos- DE Demo Headquarters AG ) D 1/fz031 - 12313031

Overview = YemaTRs Tore
General information : Key Competitors Status ofmoduls I prozress (@)
Local, Word document
Search & replace
DETAILS ATTACHMENTS CHANGE HISTORY ] View Mere=d Dats
General information ® —
Eackeround ®
— m Drag & Drop Files
Organizational Strustare ®
Organisational chart o File name Short name | Attachment Type | Is contract | Report Reference Modified by Modified date
‘Report - Damo HQs competitors.pdf H w4 x x x lobaladmin 2/7/2022 435127 PM
Business Overview (Research and ® »
Development)
asiness Cremiay (Support (B)  Note: For editing artachment, please double dlick on flename
Services]
Kay Competitors (-]
Company history °

Figure: Module attachments
Within the tab, all uploaded module attachments are being displayed.

T

The icons and ¥ cause the respective attachment to be moved up or down in the list.

By clicking in the cells of the columns "Is contract”, "Report" and "Reference" you can determine
whether the module attachment is a contract ("Is contract"), whether the module attachment should be
printed as an attachment to the report ("Report") and whether in this case a reference to this attachment
should appear in the documentation text ("Reference").

The selection of the fields "Is contract"’, "Report" or "Reference" are displayed in the overview with

the symbol % for non-selection and with the symbol ¥ for selection.
The information "Modified by" and "Modified date" are filled by the system.
The file name of the module attachment is displayed in the "File name" column.

A double-click on this file name opens an editing window (see following figure). There the module
attachment can be provided with a short name and a document type. The user can freely choose a short
name for the file and select a document type from a dropdown list of document types already specified
by the administrator. Attachments marked with both "Is contract” and "as enclosure to report" are
stored in the "Contracts" folder when the report is generated.

The variables to reference contracts within the report can be downloaded by clicking "Download" via the
button EEEELLISREIEIED in the sub-menu “Documentation Content/Module Details”:
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Download ~
@& Download template

<« Standard variables

Attachments that are only marked with "as enclosure to report" are stored either in the folder
"Documents" or in one of the folders created by the system administrator as "Attachment Type" during
report generation. To store an attachment in a folder created by the system administrator, the respective
Attachment Type must be selected (see Figure "Set attachment characteristics").

Tyvpe
ModuleAttachment

File name
Organizational chart.pptx

Short name

Attachment Type

(J Is contract

as enclosure to report

as reference

Close Save
Figure: Set attachment characteristics

If the appendix is additionally marked with "as reference", the module attachment is indicated in the
module text. The Figure "Reference to attachments” shows an example of a reference to an attachment
in the module text. The reference text can be entered by the system administrator.

Please find attached the following additional information:

#  Filename
1 |Transactions-PL-Demo_Sales Hub_EE_s.r.0.-2017-01-01-2017-12-31.xlsx

2 | Transactions-CZ-Demo_s.r.0.-2022-01-01-2022-12-31.XIsx

Figure: Reference to attachments

NOTE: The module attachments can only be edited as long as the status of the module is "In progress"
(i.e., red). See Status of the module.
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3.3.4.1 Centrally provided attachments

The system administrator can provide attachments centrally for local modules. If this is the case, the
local user is shown the following message window after opening the module:

@ Centrally provided attachments are available.

Figure: Centrally provided attachment note

Likewise, the "Attachments" tab in the module is displayed in red with an exclamation mark.

DETAILS @ ATTACHMENTS CHANGE HISTORY

Figure: Navigation panel

In the "Attachments" tab of the module, a button is displayed with which you can decide whether you
want to accept the provided attachment (see Figure "Centrally provided attachment").

 Documentation content 1 Ve DE Do Hesbmarims a6 5[] iraon. sassions

S P —————— States of il 1n progress ()

0
Figure: Centrally provided attachment
After clicking the button, the following table opens. Here, a user has the option of selecting in the column

"Add" or in the column "Dismiss" and thus attaching the centrally provided attachment to your module
(see Figure "Selecting centrally provided attachments").

Add centrally provided attachment ®
Add Dismiss Short name Attachment T_\‘p4 Is contractl Report | Refereucel File name Modified by | Modified date]
X X v X v X v X X X X
0 % [« [« Beispiel Text Prefilled Templat|globalAdmin |2/22/2021 3:24
O O ® Ve v Beispiel Text Prefilled Templat globalAdmin | 2/24/2021 11:5!
] ] % v v Test attachment.xlsx globaladmin  |2/24/2021 11:5¢
Page of1 View1-30f3
Save Close

Figure: Selecting centrally provided attachments
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3.3.5 Tab Change history

The "Change history" tab lists all saved versions of the module content and attachments (see Figure
"Change history™). The user can view the individual versions, compare them with the current version, or
replace the current version with a selected version (this does not delete the current version, but
continues to be available via the change history).

1%l Uo:i-DE-Demo Headquarters AG > m 4/1/2031 - 13/3a] 3031

General information : Key Competitors

Status of module In progress History
Local, Word document proen . )

DETAILS ATTACHMENTS CHANGE HISTORY

Flease select 2 history entry on the right side, for details Key Competitors
/462022 4:25:35 PM - globaldmin
at: Word decament

Key Competitors
4/14/2021 8:42:11 AM - globaladmin
Input Word docament

Figure: Change history
When on the "Change history" tab, the user has the option to perform the following actions:

Revert to this revision: The module content is reset to the status of the selected version. The previous
module content is also historicized.

Compare with current: A display appears showing the differences between the current and the
selected module content in track-change mode.

Download comparison: A Word file is created here in which the differences between the current and
the selected module contents are displayed in track-change mode.

3.3.6 Status of the module

If a user has been selected as “Responsible” for a reporting company, he can change the status of a
module and pass it on to the "Reviewer" (see Reviewer) or to a user with the role "Approve Task" (see
Approve tasks) to check the changes he has made ("Submit for approval").

The status of a module can be found in the upper right corner of the screen (see e.g. Tab Details):

€ Documentation content 8 Vos-DE Demo Headquarters AG 5 [*] 132022 - sa/as/2002 v
Ovecslew General information : Organizational Structure
Global, Word documeat
Search & replsce
DETAIS  ATTACHMENTS  CHANGEHISTORY
General information [ ]
Moo by, St ey 58/3031 348108 T CIORIOO by, ekiadm, /58 som subos 30
Background [C G/
Organizational Structure ©
Organisational chart L
®
3)  Organizational Structure
®) «ReportingCompanyShortNames is one of the Groups directly or indirectly owned
subsidiaries. The structure of «Report Is further
Key Competitars. o Bustiated  in the  Appendix  The  managing  drector  (head  of
«ReportingCompanyShortNames) i  responsible  for the  management  of
Company history o «ReportingCompanyShortNames's processes and overall coordination with other Group
entities. Varlous 1eams within <ReportingCompanyShortNames ensure a lean and efficient
Showcase varisbles + Service provision process. Moreover, local administration and management functions (e.g.
- °

finance  and  humsn  resources) are  performed by  employses  of
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Figure: Status of a module

Also in this case, the processing status of the module is indicated using traffic light colors.

If a module has not yet been
processed, the status "New" will be
displayed. If the module is in
progress, it has the status "In
progress".

Status of module New .

Status of module In progress .

The module has been submitted to the
Reviewer/Accountable/Responsible for
approval. Further processing by the
submitter is no longer possible in the current

Status of module Waiting for approval status (unless he or she also has the role
"Approve tasks"). Only when the user with
the role "Approve tasks" has executed the
"Reject” or "Re-open" command is it
possible for the local user to edit the module
again.

Status of module  Finished () The module has been approved and, thus,
has the status "Finished".

NOTE: A user with the role "Approve tasks" can change the status of a module at any time as long as
the entire TP documentation has not yet been completed.

3.3.6.1 Module review process

Status of module In progress .

By clicking the button
mode will be opened.

in the upper right corner of the screen, the review

In this mode, for example, the Delegated User of a module can complete his delegation or the
Responsible can submit the module to the Reviewer for approval.

NOTE: If no user has been assigned the role of Reviewer for the reporting company by the
System/Security Administrator, the Responsible can release the module directly (i.e. without an
approval process). In this case the status of the module changes immediately from "red" to "green":

Status of module Finished .

Task managers (users with the role "Approve Tasks", Responsible/Accountable or Reviewer) can check
the modules directly in globalDoc. Task owners are notified by email about tasks that are to be checked.
Task approvers can comment on the module, approve changes to the module, or re-edit the module by
reopening the task.
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The person responsible for the task must check modules with the status "Approval still pending".
The right side of the screenshot shows the different options for the editor of the module: "Action",
"Comments", "Info", "History" and “Checklist” (see Figure "Options of the review process").

« Documentation content % Uor - DE-Demo HeadquartersAG > [*] w2022 -12/31/2022

Overview General information : Key Competitors Status of module 1 progress @) Action
Local, Word document -
Search freplace
DETAILS ATTACHMENTS CHANGE HISTORY View Merged Dta Comments
General information la)
Info
Background ®
e () i [TR——— PRT— History
Onganizational Stroctire ® Chectist
~ ecklist
Onganisational chart L
Business Orentew (Researchand. (5
Developmeat) o
‘Business Onerien (Suppart P~ |
—— ® a)  Local compstition
This saction sets out the compatition on th Iocal market. Esch markst typicatly has two main
R (] compatitors the local entity has o deal with,
Company istory [ «ReponingCampanyName»'s strongest campetior n fiscal year «PeriodEndYsars are
. | competitor Germany 1
Showease variables + o Local compatior Germany
Attachments - « Local compathor Germany 2
Description of Relevant @ *  Local competitor Germany 3
Transactions
1 Functional Analysis o
sSclectionoftheTranster gy
Pricing Method
s Application of the Transter gy
Pricing Method +

Figure: Options of the review process

Depending on the module status, the following options are available for tracking the module status (see
figure for module status).

By clicking the button * , the individual sections can be opened. The figure "Options of a Responsible"

is an example of how a status of a module can look like (in this case from the point of view of a
Responsible):
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Action

Comments

Comment

Processing deadline *
12/31/2022

Name*
Description of Relevant Transactions (Support
Services) - Mexico local

Description*

Description of Relevant Transactions (Support
Services) - Mexico local

Checklist

° Add item to Checklist ...

Figure: Options of a Responsible

3.3.6.2 Action

The option section "Action" lets the user with permission to edit a module (e.g., as "Responsible")
forward the module for approval via the link "Submit for approval". The responsible user with the role
"Submit for approval" (or Reviewer) will be informed by e-mail, if the selection field "Send email?"
was selected, as shown in the Figure "Submit for approval" below. In this case, an optional input field
also appears in which a message or comment for the user with the right “Approve tasks” or for the
“Reviewer” can be stored when submitting the task.
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Action

Send email?

Optional comment

Delegated

Select an Option v

Figure: Submit for approval
Within this option section it is also possible for the responsible person (Responsible) to delegate the

editing of the module to a local user. This can be done by selecting the appropriate user from the drop-

down menu below "Delegated” and then clicking St All users created by the System/Security

Administrator are available for selection. The delegation may be withdrawn at any time in the same
place.

The user, to whom the processing of the module was delegated, now has the possibility in the same
option section (i.e., under "Status of module") to reject the delegation or complete the delegation after
successful processing (see Figure "Edit delegation").

NOTE: One module can be assigned to several users at the same time. However, for editing a module,
not more than one user should be working on it at the same time.

Action

Send email?

Optional comment

Delegated
Responsibleo1

i diion

Figure: Edit delegation
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Once the delegation has ended, the responsible person (Responsible) is again provided with the option
"Submit for approval".

If the Responsible selects this option, the status of the module changes from "red" to "yellow"

Status of module Waiting for val . . .. . .
aitis ofodite Taling forapproa if the system/security administrator has assigned the Reviewer role

to a user for the teaching company. Otherwise, the Responsible can release the module directly (i.e.
without an approval process). In this case the status of the module immediately changes from "red" to

Status of module Finished
"green": o .

Due to the status change, the functions "Re-open" and "Confirm as final" appear in the option

section "Action", depending on the authorization of the user (see Figure "Edit request for approval"),
or the option section is empty, since the next processing step lies with the Reviewer.

Action

Send email?

Figure: Edit request for approval

The function "Re-open" resets the status of the module and it again has the status "In progress" and
the color red.

Status of module In progress .

With the function "Confirm as final" the responsible reviewer can approve the module and set the
status to "Finished".

status of module  Finished ()
If the module is "Finished", the reviewer has the possibility to reopen it.
The status can be reset to "In progress" using the "Reject” function.
This ensures that the approval process runs according to clear criteria and is in the final cycle.
NOTE: The status of the module can also be seen on the left side of the screen in the structure level.
This means that if the status of the module changes, it is also changed accordingly for the symbols of the

module classes (see Figure "Module classes - Status of module"). See also chapter “Menu item
Documentation content”.
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4 Documentation content 15 vor-DEDemo eadquarters AG 5[] wsjavzz-2/zaizozz

Overview General information : Key Competitors

Status of module n progress >
Loeal, Word document progress @)
Search & replace
DETAILS ATTACHMENTS CHANGE HISTORY View Merged Data
General information ®
Backgrond O]
© Wollod by, sbiads, &/ s 543 o Crooted by bl /s s supss
Organizational Stractare "n/.
Organisational chart L
Business Orverview (Researchand | 5y
Developmenty 2
o e (et ® a)  Local competition
This section sets out the competition on the local marked. Each markst typically has two main
Lt [ ] compalitars the lacal enfity has o deal with
Company history o s P In fiscal year «Peri are:
- Local compettor Germany 1
Showcase variables + o el campetior emany
Atachments -
Bl + Lotal compattor Germany 2
Description of Relevant ) * Local competitor Geemany 3
Transactions

Figure: Module classes - Status of module

NOTE: If the responsible user has been assigned the role "Approve Tasks", he or she can directly make
changes to the module. By activating the "Approve" function, the module receives the status "Finished".

In the " Action" section, a note is also displayed if the defined checklists (see checklists) for the module
have not yet been completely checked off (see also Figure "Checklist warning").

You have not vet finalized all items from the checklist. Therefore,
status module can not be changed.

Figure: Checklist warning

3.3.6.3 Comments

In the Comments section, the different user groups involved in the review process (e.g.: Responsible,
Delegated User, Reviewer and other users with editing rights), are enabled to add comments, e.g.,
instructions for action or queries about the editing process of the module (see Figure "Comments").
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Comments

Status of this module changed to In progress on 2021-02-24

12:07:31
Comment
Add
Please check ifit's ok
Responsibleos, 2021-01-20 13:42:15
Please inzert chart

Figure: Comments

A comment can also be entered when reopening a module. All comments are displayed in chronological
order.

3.3.6.4 Info
In this section, it is possible to see which users have the aforementioned roles. The Accountable or

Responsible have the additional possibility to create a deadline for the completion of the module-related
task as a responsible. The information on the task is also displayed on the home screen of globalDoc.
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Info

Accountable
Accountableo1

Reviewer

Reviewerol

Responsible
Responsibleo1
Processing deadline *

12/19/2020

Name*

Add organisational chart

Description®
Please add for the reporting company the
organisational chart

Please note: Processing deadline Date should be in the
future.

et J o s

Figure: Option section Info
Following input fields are displayed:

Accountable: The Accountable has overall responsibility for the documentation of a reporting
company and confirms the report as a whole.

Reviewer (optional): The Reviewer reviews content of the local modules .He can then either approve
it or reopen it.

Responsible: The Responsible is responsible for the module content (text blocks and file attachments)
and may delegate editing to other users, if necessary.

Processing deadline*: Here, an authorized user can specify by when a task must be completed. If the
task is not completed by the deadline, the following message appears: "Please note: The processing
deadline has been exceeded." In addition, the system administrator can define at which points globalDoc
sends automatic e-mails as reminder of an impending deadline. Of course, your own tasks and the
respective deadline can also be seen directly on the home screen.

NOTE: This processing deadline refers to specific tasks in the documentation process. It is not to be
confused with the creation or submission deadline that appears on the top right of the home page.

Name*: Depending on the authorization, the processor of the module can enter a name for the

respective assignment. Normally, it contains the information which module class is assigned to the
module and which structure level it has.
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Description*: A short description of the task is stored in this field.

By clicking the button , the option section can be closed without saving. The button m saves
the changes you have entered. This button is displayed as long as you have the authorization to edit
tasks.

The button opens the detailed view. Via "Details" you, as a user of globalDoc Solution, receive,
in addition to the above-mentioned information, an overview of the comments (see Comments) and the

history of changes made to the editing deadline (see Figure "Info details").
|

Edit x

Task details Additional guidance
Info

Add organisational chart Accountableos

Please add for the reporting company the Reviewerol
organisational chart

: Responsibleo1
12/19/2020

annually recurring

Testa

Checklist mandatory

Navigation item*

Figure: Info details

The responsible person (or the system administrator) also has the option of entering additional
information in the "Additional guidance" tab by clicking on the "Details" button, where the complete
information on the module can be seen (see Figure "Additional guidance").

" pan -

Task details Additional guidance

File name Short name Attachment Type

x x x

Figure: Additional guidance
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3.3.6.5 History

The "History" section shows which user changed the module status at what time and how. In order to
show the name of the respective user, the mouse must be placed on top the profile picture icon (see
Figure "History").

Action v
Info v
Comments v
History ~
@ In progress Ny
2019-03-19 13:16:04 l
Waiting for approval -
© 2019-03-19 13:13:03 1

@ In progress
2019-03-15 16:37:44

Info
History
. In progress
2022-02-16 16:48:11 l
\.f Finished
2022-02-16 16:46:56 1
Delegation rejectad
p= zo22-02-16 16:46:49 -1-
Delegated
ll- 2022-02-16 16146217 l
In progress
2022-02-16 16:46:02 1

Figure: History

3.3.6.6 Checklist

Checklists can be assigned to modules (see Figure "Checklist"). This can be done centrally by the system
administrator or locally during module editing by the Delegated User. Before a module is finalized by
the editor, all the items listed must be checked off as completed.
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Checklist

© [ Please insert chart
0 Please add a Variable

@ Add item to Checklist ...

Save

Figure: Checklist

A new list entry can be created via the link D ki fremn tn Chicchii . As in the illustration above, a short

description is required. Each change can be saved via the "Save" button.
As usual in globalDoc, entries are deleted by clicking on the symbol o

With the symbol , however, the order of the entries can be changed. To do this, click on the symbol
with the mouse, hold it and move it.

If you move the mouse over the information symbol 0 , the person who created and changed the entry
is displayed (see Figure "Checklist details").

Checklist

© (O Please insert chart
i) Please add a Variable

Created by: Responsible01, Creation date: 1/20/2021 1:47:53 PN
Modified by: Responsible01, Modified date: 1/25/2021 1:53:10 F
]

Figure: Checklist details
The status change of a module is only possible when all checklist entries have been checked off. To ensure

that open items are not forgotten in longer checklists, an according note is always displayed in the
"Action" section if there are entries that have not been completed (see Figure "Checklist warning").
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Action A

Send email?

Optional comment

Delegated

Select an Option v

You have not vet finalized all items from the checklist. Therefore,
status module can not be changed.

Figure: Checklist warning
NOTE: System administrators can create the checklists in the Report Configuration area. These are

copied with the roll-forward opposite those created directly in the module. This function is described in
the administrator manual.

3.4 Menu item Attachments

The menu item "Attachments" lists all uploaded attachments for the selected reporting company and
the corresponding reporting period (see Figure "Overview page attachments").

p-;.' 4 Attachments 5% Vo1 -DE Demo Headquarters AG > y/4/z03t - 13/34/3038
0 s o O e —
20 ocumenrton seep a voguinim | = [ || oo oo o o] T e [ swaseaty | wotseaca
x B < X~ ws v B x
7 Reporting entiry . Fa—— [ — 7 v x Py — O Ea— et [s/sg st
[ [ owe = | | s v v [x [®] |mospemmes St ot [femmst
peaster data. /| Dex Transactic i Suppert Azreement Contracts. ~ ' x ® Service Agreement pdf | Biodulestrachment |ghobaladmin 4/14/2024 &
i O # |/ |cemert mormion Company iswry x v v a5 Company estery doct podueAmachimant gotaladmin[a/18/20a.
Transactions O & | # |ceneral information ey Compatitors x x x 3 ‘Report - Demo Hgs compatitors p4 Modulastmchment |gobaladmin  [2/7/20024
Ola General information isational chatt Charts x o x * nizational chart pptx Moduleattachment globaladmin 4/14/2021§
ettt ot iz crgen o w0 e u
e /| Genemal ntortion e p— s x v x [ p—— T —— obeladmin | zomit
At /  General imformaticn Crzanizationdl Strusture Charts x ~ x Example crganizational chartpdf | Modulaattachmant ziebaladmin 4/14/2024 8
/| General informatica Crzaniztiondl stuse Charts x ~ x Example orgznizational chart PG Medulzatachmeant ‘2lebaladmia 4/14/2021 8
J— 7 o e trtangitles Farenriin [ e—— - - 5| refpsmmad e —— [ ep—
7 iaser e Crpenisstions srwctce Crgctan Ghars x - v 5| orgsmameipe Siodulaatachment e wp—
sk e (Crgansationat srucrare Lezal chunt e x - - Lezal Crartppes T — gobaladmin | 4/ua/20218
s mar = i Benchmarking Smdis X ~ x Demo beachmariag study Tepart - Modulaattachmant ziebaladmin 4/14/2024 8
) Analysis 717 ein applicari = Lovoices x ~ x 4| mvamsle imice v 3todulesmachment cbaladmin |s/1a/z0208
« »

Figure: Overview page attachments

Here, all attachments are listed, independent from which module they are allocated to, in a tabular form.

allow for a specific search. The individual data sets can

The search options under
be edited by clickini the button 4 . The button & allows to download the respective attachment. By

clicking the button , it is possible to create a new attachment (see Figure "Upload attachment").
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- Module General information
Documentation setup
_ Module
1T Reporting entity Local - Company history [Eoce Word docament]
Bster dara .
O meonmaer
‘Transactions

closure toz2port.

amsenmen
sile
Catersgont (Chooss Pl | pema- 2 Company sty docx
Qi Please upload a file to continue
 Tasks
oy natysis

Figure: Upload attachment

Similar to what has already been described in the chapter "Tab Attachments", further settings for the
attachment can be specified here. While in the " Attachments" tab only the attachments of the selected
module can be edited, in the "Attachments" menu item the attachments of all modules editable by the
editor can be edited simultaneously, regardless of which module they belong to.

When uploading an attachment, a drop-down menu is used to select the main module and chapter. With
"Document type" one can also specify what type of file was uploaded.

If you edit an already existing attachment by clicking the button 4 , for which you have corresponding

editing rights, you can use the function to upload a new file via drag & drop and thereby

replace the existing file. This can also be done directly in the table (see Figure: Overview page

attachments”) by clicking |
NOTE: The file will be replaced directly. This action cannot be reverted.

With the button itk 2t the top right of the overview page of the menu item

"Attachments", you can export the complete attachments to a report. It is not the files themselves that
are exported, but the metadata for the files. With an export overview you have a better understanding of
the attachments and the modules to which they are assigned (see Figure "Export overview
attachments").

A B c D E

-

; Document type Consecutive number File name Attachment type Module J Creation
2 [invoices 1[Example invoice s [Module [Application of he Transfer (Support Services) 30
3 Contracts 1[RAD Agreement pdf [odule Relevant Research and D )
4_Contracts 2[RAD Agreement doc [Modute: Description of Relevant Research and

5 Contracts 3|Service Agreement par [Modue: Jescription of Relevant (Suppor Services

€ Chans 1|Org structure jpg [Modute: ucture

7 Chans 2|Legal Charl pptx [Modute: ucture

8 Charts A ppix TModuie hart

9 Chars 4|Example hart pptx [Modute: Structure

10 Charts. 5|Example organizational chart pdf [Modute: Structure

11 Charts 6[Example harl PNG. Module: C Structure

12 Studies Dem siudy report - Global R h and Development 2016 2016 pof | Module: [Application of the Transfer P (Research and

13 Studies Dem siudy report - Global Supporl Services 2016 2018.pdf Module [Application of the Transfer P (Support Services)

14 Benchmarking Studies Dem ‘siudy report - DE Research and D 2016 2016.pdt_|Module Local Benchmarking Study (Research and D

15 [Background Information Ist of patents sk [Module Iniangibies

16 Other Demo Attachment Word docx |Moguie variables + -

17 Other Demo Aftachment Excel xisx |M ule: - Showcase variables + Afiachments -

18 Other 3|Demo Aftachment POF paf Module - Showcase variables + Afiachments -

19 Other Modu: - Showcase variables + Aflachments -

20 Omer 5|Beispiel Text Prefed Template 0ock Modu _ Snowcase vanabies + Allachments -

21 Omer iy history par Modu [Company history

22 Omer ext Prefed Templale 00ck Modu [Company history i
23 Otner ol Texd Prefed Tempiate — Copy G0t Modu [Company nistor ;
24 Otner —Demo HG tiors pat todute [Key Competitor 1o
25 Other ‘ext Prefiled Template 0oCx doduie [Key Competitor

26 Other ‘ext Prefiled Template docx: doduie Showcase prefiled lemplate

27 Other Study risx as Study

28 Other 13]Company Guideines pdf as Fill out Admin Module 11372020
29

Figure: Export overview attachments
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3.5 Menu item Create report

You can create and archive reports via the menu "Create report".

4 Create report i TosDE Demo Headquarters AG m y/afz021- 1afg1fz0z1 v

st vt e seerspan gl stee g e

Detailed configuration +
Skip empry sections Ravizvwmode ;‘;’“m:‘mm‘ﬁ
s Include transaction . a
Indude group entities i Indude contracts ]
Select chapters:

Chaprers
General information

|- & B sackground [Global wosd docament]

lLen mgmnmumm ol word document]

|- & B Desciption of Relevant Transactions (Research nd i _Ressarch and Development weed document]
Lwm Tummmm‘[mmﬁhm&whpmﬂﬂ)mwﬂmﬂaﬁ KLum'hmdDelann{\ vﬂdmﬂ
|- & B Description of Rellvant Transactions (Suppost Services) [Div: v

¥ B Transacion nrati (Support services) [Divis

Figure: Create report

In the upper part of the window the content type can be selected between "Standard Master File",
"Standard Local File" and other reporting configurations provided by the system administrator. You
can select a previously set up template as the report template. As format you can choose between
"Word" and "PDF".

By clicking the button Wl DA vou create the report in the chosen format (Note that a ZIP file
will be created). The button Cmat" & archive report Pyl you to creat the report while at the same time
also archiving it. The button will show the current archive (see Figure "Create report").

NOTE: Depending on the documentation process of your group, it is possible that the system
administrator will not grant you the right to print final reports by yourself. If the report is finalized
already, you have the option to to reach out to the system/security administrator for the printed report
(“Request report”).

o« e Status of module Finished
As long as not all modules are "Finished": =™ ® ™o 7 ©

reports in PDF format with a “Draft” watermark.

, you only have the option to print

In addition, the button is also displayed. Here, the user can manually upload a report to the
archive. This can be the case, for example, if the report has been changed or translated outside the tool.

Via the box "Detailed configuration" it is possible to make further settings, such as whether empty
sections should be skipped or whether the transaction matrix should be attached to the report. In
addition, it can be specified whether an overview of all group entities, transaction partners or existing
contracts should be included in the report.

In addition to these settings, it is possible to output the report in a "review mode". In this mode, one can
see directly in the report what status the module has, who is responsible and/or whether it has been
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delegated. This is advantageous if you want to print the report for checking before finalising it or if you
need an overview of the status of the report (see Figure "Review mode").

b) Drganizational Structure| globalbac

Begin of medule [Global] Organizational Structure
B - Fe P . Status: Open
Demo AG is one of the Groups directly or indirectly owned subsidiaries. The organizational Delegate: No delegate

structure of Demo AG is further illustrated in the Appendix. The managing director (head of Responsible: Respansible01

Demo AG) is responsible for the management of Demo AG's processes and overall
coordination with other Group entities. Various teams within Demo AG ensure a lean and

globalDoc
efficient Service provision process. Moreover, local administration and management e Etr:l of rgﬂdule [Global] Organizational Structure
____________________ us: Upen
functions (e.g. finance and human resources) are performed by employees of Demo AG.| Delegate: No delegate

Responsible: Responsible01

c) Organisational gl;lg;:ﬁ e slobalDoc
Begin of medule [Local] Organisational chart

) _ o . " . Status: |
The grganisational chart of Demo AG in FY 2019 is illustrated in the following figure: Dele”gsm": ﬂf%’;*‘:gm

Responsible: Responsibled1
[Please add]

Figure: Review mode

Below the above-mentioned configuration options, the user can select and de-select the chapters (and
modules) and transaction groups that should appear in the report (if the user has the appropriate rights,
i.e., "Create report" for the selected reporting company) (see Figure "Create report — Select chapters™).

By clicking on ", the respective module or chapter can be excluded from printing, unless the
administrator has deactivated this print option for this module. By clicking on 8, the module content
("Preview") can be displayed (see figure "Create report - Select chapter™).

Select chapters:

£ W Chapters
B o 1Llocalfile
B W 1.1 General
o B 1.1Purpose and scope [Global,Word online editor]
------ W 1.2 Management Structure [Local,Word online editor]
W B 1.3 Business strategy support services [Divisional:Function_Support Services,Word document upload]
------ o B 1.4 Business activities [Local,Word document upload]
» B 1.6 Local competition [Local,Word document upload]
W B 17 Business Restructurings [Local, Text]
B+ W 1.2 Transactions
W 2.1 Grouping of Transactions [Data collection]

W 2.2 Transaction volumes [Data collection]

------ v B 2.4 Support Services [Divisional:Function_Support Services,Word document upload]
E W 1.3 Functional and risk analysis
W B 3.2 Support Services [Divisional:Function_Support Services,Word document upload]

= W 1.4 Transfer Pricing Analysis
W B 4.1 Description of TP methods [Global,Word online editor]
------ W B 4.3.1 Support Services - TP method, Benchmark [Divisional:Function_Support Services,Word document upload]

n B 4.3.2 Support Services - Local Financials [Local,Word online editor]

Select transaction groups:

= w# All transaction groups
W B AR&D services
w B B Support Services

Figure: Create report — Select chapters

The Administrator may restrict the “Create report” feature for users with editor. The effects
for the user are as follows:

1. The user can print reports that have not yet been finalized in PDF format only (the

report file in the downloaded ZIP file). In addition, the pages of this report all have a
watermark labelled "Draft".
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2. Once the report to be printed is finalized, the user will not be able to print the report
directly but will only have the possibility to request printing of this report (see the
"Request report" figure).

3.6 Menu item Questionnaire

Questions asked by the system administrator can be answered via the menu item “Questionnaire”.
The questionnaire is divided into three sections. The first section is the "Variables", here the system
administrator can freely define various questions according to the requirement. The second and third
sections "Group entity details" and "Optional information" refer to the master data. Missing or outdated
master data can thus be updated by the local user.

The answers are entered into the existing text fields and then saved via the button " Fields marked

with a "*" are mandatory fields and must be filled in. After saving, the answers can be used as variables
in the documentation content. Help texts can be added at the end of a text field by the system

o . . 2 .
administrators. These can be read by the user via * with a mouseover.

After saving, the answers can be used as variables in the documentation content. As the questions are
filled in by the users of the different local entities, this allows for faster individualised report
documentation.

The questionnaire (including prefilled and empty fields as an example) is illustrated in the following
figure:

€ Questionnaire [ wsz022-12/31/2022 22

Current state: Active
Modified by: slobladmin, 2/23/2022 8:45:05 401 Created by: globaladmin, g/21/o021 8:23:38 a4 —

Save
Status of questionnaire In progress () > EarElndcks
Send In

Name*

Close
Master data

Description
Master data

9/30/2021

w Variables

Test mandatory*

Question Test 1

Question Test 2* ?

Question Test 3"

w Group entity details

Full name* DE-Demo Headquarters AG

Short name

Code*

Previous name

Entity type

Country

Address

Local currency

+ Optional information
Name of tax office

Address of tax office

Tax number

Number of trade register
Name of trade register
Address of trade register

Legal representative (with address)
Business ohjective of the entity

Formation date

Figure: Questionnaire

Demo AG

Uo1

Demo AG

Central Entrepreneur (CEN)/ Manufacturer (MAN)

DE - Cermany

Musterstrafie 11,1111 Musterstadt

EUR - Euro

Finanzamt Musterstadt

Musterstrafie 47, 11111 Musterstadt

i

123456789

Musterstadt

Musterstrafie 364, 11111 Musterstadt

Max Mustermann

The company is the ultimate parent of the Demo group. Its purpose is the development, marke]

1/1/1990
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3.6.1 Status of the questionnaire

Ifyou are an "Accountable" or “Responsible”-user for your reporting company, you can change the status
of a questionnaire and pass it on to the "Reviewer" (see Reviewer) or a user with the role "Approve Task"
to review the changes you have made ("Submit for approval"). If no Reviewer or user with the role
"Approve Task" is available, you can directly set the questionnaire to "final".

The status of a questionnaire can be found at the top right of the window (

Status of questionnaire Open . ). Like the processing status of a module (see Status of the module),
the progress of processing the questionnaire is also displayed in different colors.

3.6.1.1 Filling in the questionnaire

To complete the questionnaire, the answers to the questions can be written directly as free text in the

corresponding text fields. If you hold the mouse over the symbol ?, a help text appears for those
questions for which the system administrator has provided a help text. By clicking on "Save", the answers
are logged in and can be changed again at any time as long as the questionnaire still has the status "In
progress".

NOTE: All answers can be used as variables in the module text.

3.6.1.2 Review process for the questionnaire

By clicking the button Status of guestionnaire Open .

review mode.

at the top right of the screen, you open the

In this mode, the Delegated User of a questionnaire can complete his delegated task or a Responsible
User can submit the questionnaire to the Reviewer for his approval, provided a Reviewer has been
assigned to someone.

NOTE: The review mode for questionnaires is the same as for the “_ Module review process”.

Task managers (users with the role "Approve Tasks", Responsibles / Accountables or Reviewers) can
check the questionnaires directly in globalDoc. Task managers are notified by e-mail about tasks that
are to be reviewed. Task managers can comment on the questionnaire, make changes to the
questionnaire, approve it, or re-open the task to initiate further processing of the questionnaire.

The task manager must check questionnaires with the status "Approval pending". The right side of

the screenshot shows the different options for the processor of the questionnaire: "Action", "Info",
"Comments", "History" (see Figure "Options in the review process of a questionnaire").
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€ Questionnaire [=] #/a/z0ze -x2/31/202= 22

Modified by: slobaladmin, 2/23/2022 Siasios AM_Created by: elobaladmin, 5/21/2021 8:23:38 431

Action v

Status of questionnaire Inprug‘ress. <
Comments v

Name*
Master data

Info v
Description
Master data History o
o Checklist v
w Variables
Test mandatory* ‘ ‘
Question Test 1 ‘ ‘
Figure: Options in the review process of a questionnaire
The sections can be opened by clicking on the button = , while the contents are displayed just like for
modules.
Action

The section "Action" allows the user to control the approval process of the questionnaire, select email
notifications, and delegate the responsibility for the questionnaire.

For detailed information about the options within this section, see the corresponding document section
for the “ Module review process”.

Comments

The section "Comments" allows users with different roles to add comments, e.g. instructions or
questions about the processing of the questionnaire.

For detailed information about the options within this section, see the corresponding document section
for the “ Module review process”.

Info
The section "Info" allows the user to define and delegate tasks.

In this option section it is possible to identify the responsibilities of the roles and to create a deadline for
the completion of the task as a responsible.

For detailed information about the options within this section, see the corresponding document section
for the “ Module review process”.

History

The section "History" allow to track who processed the questionnaire and when the questionnaire was
processed.

For detailed information about the options within this section, see the corresponding document section
for the “ Module review process”.

Checklist
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As already explained in the chapter "Status of the module", checklists can be created in order to ensure
a complete and structured processing of the task.

Detailed information on the possibilities within the options section can be found in the corresponding
section for the “ Module review process”.

Checklist

The checklist cannot be modified anvmore because the
doeumentation of 'Uo1 - DE-Demo Headquarters AG' is in
review or has been finalized.

© (O Please add optional information

Checklist ~

@ [ Please add optional information

@ Add item to Checklist ...

Figure: Checklist
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4 Program item Tasks

4.1 Overview

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

€ Tasks il Uoi-DEDemo Headquarters AG > ﬂ 1/1/2022 - 12/31/2022

Dimension® Reporting period* Responsible*

Entity Current Period All Tasks m

1/1/2022 - 12/31/2022

W Open Submitted I Final
Search : Q
Open / Submitted GereTrt
Country % Code % Full name % Accountable % Reviewer + Responsible ! [ ! Distribution
s GB Uit Demo Unternehmen  Vasemin Yasemin 3/e/1 [ e
No country code
‘ s sl sons ofo

Figure: Overview Tasks

With the filtering option "Dimension*", users with corresponding rights can display the task area
according to different dimensions (countries, reporting companies, selected reporting company) and

access the displayed tasks. You can also set the reporting period (All periods, Selected period) and the
responsibility (All tasks, Own tasks). Under ﬂ L2280 the chosen filter will be applied.

Depending on the dimension selected, all tasks are listed in tabular form under or next to the pie chart
according to various criteria, such as the country, the users responsible, or the task status.

The pie chart in the Figure "Overview Tasks" illustrates the fraction of pending as well as finished tasks
which one reporting company still has to take care of in the respective reporting period.

Below the pie charts you will find a detailed displayed task list that graphically highlights the status. If
you have a longer task list, you can also search for it directly here with the search.

Reporting period * Country & Code % Full name + Accountable ¥ Reviewer % Responsible + Sul?:::le/ d / Distribution
Final
’ yyzoss-safzm/zogs  ocomeede g, M rea Deleateos SelmReviers SelmReview 2iofe
. ysjzogh -tafpyfaoss IRy, Hendguonereac | DeeEEieos SelmReview SelmReviers w/ofo NN
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Although tasks are displayed both on the home page and in detail in the menu item "Tasks", depanding

on individual authorization, there is also the option of exporting the tasks to Excel via the button
(see Figure "Export tasks"). In this way, the user can also store or analyze the task list locally on their
computer.

Procassing deadlin Linked to

1
2 s crgarissicnal chart Organizalional chart
3 Kooy Compatoes.
4 Company history
‘Showcase the varisbles and dtachme fealure: CE-De chgaariers AG
6 Fill ot Aomievhocle Local DE U0 CE-Demo Headguaners 4G
7 Moduis sssignimert - Showe sse prefilled ismpi she Local DE LD CE-Demo Headauatters G
B Adabercrmarking 310, Cocn OE Wi [E a6
8 i orgerisaicnal chart Local FA LR FROemaSA
10 ey Compsitar Local A um
11 Comeany histey Coen R e
Sh varicbies andl dtachmer feslures Local PR UE
iled terrplale Local A um
.a Locs 2 ug
K Local 2 um
C: Local @2 us
Locs [T
5 Local @2 um
A Cocn [T
Local s us
2 Ca Local s um
E Coen [T
=S Local s us
24 8 Local us
s Locs M UR  MEX-Demo Sues L
26 Key Cempebiors Local M{ UR  MER-Demo Sdes Lid
27 Comgany histary Local MY UR  MEX-Dero Saes Lid
20 Srvwucase ihe visiables and stschment feslures Locs M{ UR  MER-Demo Saes L
E illed trrplele Local Mi UR  MEX-Demo SdesLid
iendue 2 Cocnl i 22 IT-Derrozales SpA
e gereeale della Seciel e generain el Societh TOUB- DS Loea i L2 | IT-Dermosales Spa
= prefiled irplats preilled lemelale TR DO Locd i L2 [T-Dermossles Sp
hirg it rirmarkire Sy (Pesearch, s Developmer) RS- Y Lew i 122 IT-Darro 2sies Sp

Figure: Export tasks

4.2 Menu item Task management

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

Via Tasks/Task Management, the user is directed to the overview page of the already created tasks (see
Figure "Task Management" below) as well as to the available functions for managing them:

w"l',c globalDoc Solution 5.6 € Task management 112031 13/31[302

Py
=

Documentation setup [u] Last status change | Name | wavigatonitem | scope | Linked to | Processing deadine | checktist | anmuallyrecurring | assignea |
% Reporting entity z x x x x x v x v =z
- Oln |’ e task Documentation content [MODULE Gompany history /312021 6
o sk Ol |’ 7pdate background infol Documentation content [MGDULE Fackgronnd eyp—
Ola s 7pdate Master File {Ded Documantation coatant [MCDULE escription of Damo Group busiaes{ 12,31 /202
[ Ola s 7pdate Master File (Fiz Documantation coatant [MCDULE Financial activities 12/31 202
Ola|r 7peate Master File (Fiz Documentation coatent [MCDULE Financial and tx position 12/31/202
Task manzgment Ola|r 7pdate Master File (1ata Documentation coatent [MODULE Iatangibles 12/31/202
Ola|r Updiate Master File (OFg DOCIADINCT CoOTant | MODULE Crgnisational structurs 12/31/202
approve sdmin tasks O & |7 Update Master File (Pur Documantation content| MODULE Purpose and scope (Master File)  [12/31/2021
Ola |/ evar Quastionaaire | Quastionmaire NAVIGATICN_ITEM s - Transaction test 12/31/2022 o
it Analysis
4
]

Figure: Task management - Task administration

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

e Last status change e  Checklist

e Name e annually recurring

e Navigation item e Assigned

e Linkedto e Modified by

e Processing deadline e Modified date
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e Area

The selected task can be deleted directly using the u symbol or edited using the f symbol.

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

Create a new task

W Delete

Delete the selected tasks

& Export to Excel

Issues the task overview as an Excel table

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

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

button.

The detail view of a new task consists of the tabs "Task details" (see Figure "Create new task")

Task details

Navigation item®

Functional analysis

Save
Save and close
New
Close

Name

Functional analysis

Processing deadline *
7/31/2020
annually recurring

Checklist mandatory

Figure: Create new task

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

By checking the boxes in the lower area, it can be selected whether a task is annually recurring and
whether a mandatory checklist should be activated.
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After saving and then clicking on 4 of the corresponding task, the "Reporting entities" "Additional
guidance" and "Change history" tabs are displayed next to the "Task details" tab.

On the "Task details" tab, the according modules have to be chosen. If the box next to the option
"Checklist mandatory is checked", the "Checklist" area is displayed in the "Task details" tab. By clicking
on "Add item to Checklist..." a new item can be created on the checklist.

For more information, see also the Review process for the modul/Checklist.

€ Task management Yafz02e- 13f3afz0m0

Modified by. sitsaladanin, o/a1/3021 8558

st Creabed by: glirduis. 4/13 2021 Saz0z AN

Taskdetails | Reportingentities = Additionalgmidence  Change history

garion i Module”
Documentation content
Background [Global] X+
Update backeronnd information Checklist

Please add some background information. © At i Claeeklisa

12/31/2021

annually recarring

Checklist mandatory

Figure: Task details

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

certain reporting companies can be assigned or removed using the buttons

or @ Drop selected reporting company

entities").

¢ Task management [=] 2472022 -s2/3s/2022

Modified by: Sascha Kley, 5/28/202: 52333730 Created by: Sascha Kley, 5/28/202: 5udisa P

Taskdetalls | Reportingentities | Additional guidance  Change history

O Exclude admininistrators from responsibles

Assigned reporting entities

O Code Name Processing deadline Accountable Reviewer

Responsible Delegated Our Sector Division Sub-Division
x x x x x
O |uog US-Demo Sales Hub America Inc. 6/30/2022 Localuseroa Localuseron HEC PHA
O [to3 CZ-Demosr.o. 6/30/2022 joerg joerg AV AR
O [uoz FR-DemoS.A. B . o HEC BIT,EQU, HSV,LFS,PHS
O |vor DE-Demo Headquarters AG g Srremineriis L AV AIR SATUAV.
O [us CH-Demo Finance AG 6 HEC BIT.LFS
O MEX-Demo Sales Lid. 6 [0 Code Name | Our SMM‘ Division |Suerivi 5;4 AVLHEC AIR,SAT,UAV,BIT,LFS
< v
® = ® = * viaw 1-6er6,
O o Demo Unternehmen
>
& Drop selected reporting entities + Assign reporting entity ee [ ots -
Note: Please double click on the assigned reporting entity to e«
OK  Close

Figure: Create new task - Assignment of reporting entities

+ Assign reporting company

function (see Figure "Create new task - Assignment of reporting

17?

Save

Save and close
New

Delete
Sendlinkas e-mail

Close

By double-clicking on the selected reporting entity, you can also enter a company-specific key date (i.e.
a Processing deadline) and a responsible editor. Only the system/security administrator can enter a
specific key date (see Figure "Create new task - Edit reporting entity").
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€ Task management [*] 22022 -12/31/2022 22

Modified by: Sascha Fley, 5/28 /2021 5:23:33 P Created .5 suBuapy

save
Taskdetalls | Reportingentities | Additional guidance  Change history Save and close
New
clude adminini i bl Delete
[ Exclude admininistrators from responsibles —
Close

Assigned reporting entities

o Code | Name Processing deadline | Accountable Reviewer Responsible Delegated Our Sector Division Sub-Disision
x x x x

O |uin 'Demo Unternehmen d

O [vog Us-Demo SalesHub Ar HEC PHA

O [ves CZ-Demos.ro. AV AR

O [vez FR-DemoS.A HEC BIT.EQU,HSV,LFS,PHA

O [vo DE-Demo Headquarter  Accountzble av AIRSATUAV

O [us6 CHDemo Finance aG OCRISETO2 HEC EITLFS

=] MEXDemoSales Lid. | pocsercer AVLHEC AIR SAT,UAV,BITLFS

1 v
Responsible —
Localuseroz

- s e oy

Note: Please double click on the assigned

Apply || Close

Figure: Create new task - Edit reporting entity

Various attachments can be uploaded in the "Additional guidance" tab. These are listed in tabular
form in the overview and can be downloaded or deleted on request.

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

The "Change history" tab allows the user to track the changes made to the corresponding task.

The program item "Tasks" allows you to open the menu item "Documentation content" in the menu
item "Task management" in the column "Navigation element" by clicking on "Documentation
content". When the modules are open, the field "Status of module" is displayed in the upper right
part of the detail view (see Figure "Status of module").

¢ Documentation content T8 Uo:-DE Demo HeadquartersAG ) [*™] yy/z022-12/3y/2002 v

Overview g £ = -
Gene?al information : Organisational chart Statns ot module_1n progress (@) >
Local, Word document
Search & replace
DETAILS ATTACHMENTS CHANGE HISTORY [ View Merged Data
General information . A
Background @ .
Downloas - Modified by: SelmReview, 2/24 /2022 12:45:40 PM Created by: globaladmin. 5/28/202: sugi00 PM
‘Organizational Structure =
Organisational chart

and Development)

Business Overview (Ressarch @

Business Overview (Support

. 1.1 0rganisational chart
Services)

The organisational chart of <<ReportingCompanyShortName>> in FY <<PeriodEndYear>>

Key Competitors L is illustrated in the following figure
Company history o [Please add]

- Showcase variables +

Aftachments - o

Figure: Status of module
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By clicking on the by icon, a display window opens on the right side of the screen in which the possible
actions ("Action"), details of the corresponding task ("Comments") as well as the specified additional
information ("Info"), change history ("History") and, if applicable, a checklist ("Checklist") is
displayed. (as explained in the document section status of the module).

¢ Documentation content T8 Uo1-DEDemo Headquarters AG - [*] 1/3/2022 -12/31/2002

Overview General information : Organisational chart

Status of module I
Local, Word document ofmodule Inprogress )

Action

Search & replace
DETAILS ATTACHMENTS CHANGE HISTORY ] View Merged Data send email?
General information .
Optional comment
Background §
2 @ TR Ep——— Modified by: Seliitevien, 2/24 /2022 12145140 P2 Created by: slobaldmin, 5/28 /2021 sa13:00 PAL
Organizational Structure @/‘ )
Organisational chart o
Business Overview (Research @
e B
Business Overview (Support @
Services)
1.10rganisational chart Comments
Key Competitors L - " . N
y Comp The chart of <<ReportingC in FY <<PeriodEndYear>> Status of this module changed to In progress on 2022-02-23
is illustrated in the following figure: 11:40:18
Company history ° 9t Comment

Plazce addl

Figure: Starting the approval workflow

Once the module has been processed, the user (Delegated user) can change the status of the workflow
management in this display window by clicking the corresponding button in the "Action" section. If
required, the system generates an email to the relevant users informing them of the approval submitted.

The Accountable, Responsible or Reviewer has the authority to ultimately confirm the module after
checking it by clicking on the button "Final confirm" (button to be inserted as an image if necessary). If
desired, the system will also generate an e-mail to the relevant users to inform them about the final
confirmation.
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5 Definition of Terms
Archive:

Under Menu item Create report, it is possible to archive generated reports or to upload separate files as
final reports to the archive. You can manage the archived reports in the same place via "Display archive".

Divisional Level:

The Divisional level contains information relevant to a particular group of reporting companies.
Divisions:

Divisions represent a specific group of reporting companies. For example, divisions can be divided into
regions, functions or business units. Modules with documentation relevant to a specific group of
reporting companies can then be assigned to a division. Specific user rights can also be distributed for
each created division.

Documentation content:

The content of all modules assigned to a reporting company forms the documentation content of this
reporting company. Transactions, details and optional information (all of which can be inserted into the
text as placeholders) also belong to the documentation content.

Documentation structure:

The documentation structure contains the chapter structure as well as all modules of a reporting period.
When a new reporting period is created, the structure of the previous reporting period is initially adopted
but can be adjusted.

Documentation types:

After uploading, module attachments can be classified into different document types. When a report is
generated, these attachments are sorted accordingly. The document types can be created and edited by
a system administrator under Settings/Administration/Document types.

General materiality threshold:

Threshold value used throughout the Group to determine whether or not a module related to a
transaction should be included in the final report and in the attachments. The threshold is country-
specific and therefore depends on the legal requirements applicable to the local reporting companies.
The general materiality thresholds are set by the system administrator.

Global Level:

The Global level contains information relevant for all reporting companies. However, Global modules
can also be distributed individually to reporting companies as required.

Group companies:
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Group companies are all legal entities and branches of the group that are created in globalDoc and are
available as transaction partners for the business relationships to be documented. They can, but do not
necessarily have to be, reporting companies (legal entities and permanent establishments) for which a
documentation report is prepared.

Local Level:
The Local level contains information that is relevant for the local reporting company.
Menu items:

Menu items in globalDoc are the selection fields of the main menu released by the system/security
administrator for the respective user.

Module:

A module is a placeholder for documentation content. The documentation contents can be added to a
module in the form of a Word upload (Word module) or by using the Online Editor feature. Module
contents basically consist of Microsoft Word documents (docx format) and are merged into a single
document when a report is generated. Any number of attachments can be added to each module, which
are output as separate files when a report is generated.

Global, Divisional and Local modules can be created according to the three information levels. The
contents of the Global and Divisional modules are created once and thus, displayed equally to all
assigned reporting companies. Local modules can also be assigned to all reporting companies. However,
the content and appendices are specifically filled by each reporting company without affecting the
content of other reporting companies.

Module attachments:

Module attachments are files attached to a module. These can be different document types (Word, Excel,
PowerPoint, Zip, Visio, PDF files, etc.). In the case of centrally specified modules, it is important that
these documents only contain information that is valid for several companies. When generating reports,
these documents can be included in the appendix to the report.

Module cluster:

Modules can be combined into module clusters. These module cluster can then be assigned as a whole
to reporting companies, so that the distribution is always uniform and consistent. Module clusters can
be created for homogeneous and similar reporting companies to which the identical modules are to be
assigned.

Report:

The report includes the transfer pricing documentation of the selected reporting company and its
appendices.

Report templates:
Report templates determine the format of the document in which a report is generated. globalDoc

formats the headings, font and font size, line spacing, title page, table of contents etc. according to the
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selected report template. In addition to the "Default template", which is stored in the system by default,
any number of report templates can be uploaded.

Reporting company:

Reporting companies are group entities or permanent establishments for which a documentation is
prepared. For this purpose, a check mark must be set by a system/security administrator under "Creates
report?" under Settings/Administration/Group entities. A check mark must also be set under "Has
transactions?" to be able to use the Reporting company/Transactions function.

Reporting periods:

Reporting periods are the periods for which documentation reports must be created using globalDoc.
The documentation contents are separated according to time periods. A new reporting period is usually
created by copying a previous reporting period. The master data is copied, but can be adjusted for each
reporting period. Reporting companies and divisions can be copied with their contents into the new
reporting period, but this is not absolutely necessary (for example, in case a reporting company is no
longer documented).

Roles:

Roles are access rights to the individual areas of globalDoc. This includes in particular read and write
rights. The roles are managed by the system/security administrator.

In addition to these access rights (roles), specific user roles with specific tasks (such as System
administrator, task administrator and Approve tasks) are also assigned in globalDoc to individual users.

Single sign-on:

"Single sign-on" refers to an authentication procedure in which the user has to log on to the software
once with his or her access data.

Template document:

Local modules are specifically filled by the individual reporting companies. These are usually empty.
Alternatively, template documents can be created centrally and uploaded to Local modules. These can
then be used and edited by the local user as a template.

Transactions:

Transactions are business events such as purchases/sales of goods, services, loans, deliveries, licenses,
etc. with affiliated group companies at a certain price (transfer price).

Transaction groups:
Transaction groups are defined in the settings by the system administrator and can be selected under
"Reporting companies/Transactions/Transaction matrix" when creating transactions. This is about a

group-wide uniform naming of the Transaction types/Transaction groups?.

Transfer pricing analysis - Attachments:
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Transfer pricing analysis attachments are files that serve as evidence of appropriateness (e.g.
benchmarking studies). These files can also be inserted in the appendix to the re-port.

Types of documents:

Module attachments can be classified into different document types after uploading. When you generate
areport, these attachments are sorted accordingly. The document types can be created and edited under
Settings/Administration/Document types.

User:

Users are the users created by the system/security administrator in globalDoc. Each user has an account
with which he or she can log in to the respective globalDoc instance. The system/security administrator
is responsible for access rights (roles) granted to the individual users, in particular read and write rights,
as well as the user roles granted to the individual users (e.g. Task administrator and Approve tasks).

Variables:

Variables are placeholders in the documentation content, which are automatically replaced in by the
information on the respective reporting company (name, short name, fiscal year, address, etc.) when
generating a report. Information on the companies can be defined either under
Settings/Administration/Group companies by the system administrator or locally under
Reporting companies/Reporting company details.

The transactions entered in the Matrix under Reporting company/Transactions/Matrix can also be
displayed in the report using variables.
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6 Appendix

6.1 General click paths

6.1.1 Tasks

1. Open the task overview (dashboard) via 1, 2 or 4. Alternatively, directly open the relevant task
(module) via 3.

crpmsrions) dam
13/, 305] Loeal Bamchmarieing Srody (Rasearch aod Derlepmant)

2. Inthe opened dashboard, click on Task management:

l,,f' #= Tasks

Entity All Periods

All Tazks

T e - D Dermn radquarters 45 3 [] at/woms - anza/moen o

Ay Fier

a. If necessary, select ,,Entity“ or ,Current entity” under Dimension*, select the period
under Reporting period, select the task area under Responsible and confirm with
LApply Filter” (The "Export" button generates an Excel table with a list of all the tasks

previously selected by the applied criteria). Then click on 4 the icon to edit the list
of tasks. If “Entity” was selected under Dimension*, you will now be forwarded to the
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view of the selected company. If “Current entity” has been selected under Dimension*,
you will now be forwarded directly to the selected task.

a. To create a new task, first click on , Task management“ and then in the window that
opens (see following figure) click on one of the visible manual tasks created by the task

administrator to edit it. You can also click 7 Bl to create a (custom) manual task.

P‘V-C.‘ globalpoc Solution 9.0 € Task management [ vaaas - sapgaracas

o e il [ o] - oo [0 s <]

Documentation setup Lastsutuschange | mame | Navigation irem | Scope | Linked to Processing deadlin]  Checklist | anmaally recurring| |
- < x x x x x x v o= v o= x
o "/ e task Docurmestation cont MODULE Company Bistery §/3/20m 6
 Tasks "/ Update backgreund { Documentarion cont MODULE Backgronnd 12/30/20m 2
i/ Update dtaster File (| Docarmeatation cont MODULE Description of Demo Group b 12/31/2021 1
overview | | B Update Master File (| Docamestation cont MODULE Financial acuvities |12/38/2021 | | 1|
"7/ Update Master File ( Docomestation cont MODULE Financial and tax position 12/31/20m 1|
Task masagament i/ Updata Master File (|Documestation oot MODULE Intangibles 12/33/2021 3
i/ Update Master Fe (| Docarmeatation conti MODULE COrganizational stroctur 12/38/3021 3
Approve dmin tks & 7 Update btaster Fe (| Doczrmentation cont MODULE Purpose and scope (Master Fili 12/3s /2028 1
W/ Neuer QrestionnyirgQuestiomnyire  NAVIGATION_ITEM Urss - Transaction test 12/3/2022 ol
Iyt Analysis K |
{0 =]
- X e P < Task management fafzane-safzafa0z 1 7
1) settings Modified by: Sescha Klcy, 5/25/2051 5617 23 Created by Suscus siey. 5/20/2021 5:16:02 P4
[ Documentation setop Taskdetails | Reportingentitiss  Additiomal gmidance | Changs history
7 Reportingentity s Module*
- entity Docamertation content oo
v ‘Company history [Local] x -
Tasks
Newtask Cheekist
verview
Bitte das und das machen, danke @ § Check:
‘Task management ® & Checkz
pptone st take @ Akttt i

Jyi Analysis 5/3t/2021

annually recarring

(Checkiist mandatory

Fill in the tabs "Task details", "Reporting entities" and, if required, "Additional guidance".

NOTE: Only users with the relevant rights have access to the individual tabs.

6.1.2 Create report

1. Start report generation by clicking on the icon or to the menu item "Reporting
company/Create report".
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A ‘Country-specific preparation deadize: N/A
pwe SlobalDec Solation 9.0 Country specitic Shng deadime N/A 1 ?
) seuings
i Management tasks Documentation tasks
[ Documentation setup
171 Reporting entity Task(s) assigned 10 vour selected reporting eatity: 5
Task(s) assigned to your selected reporting entity: 1
sunedn
’
s 7 (/31 2000 Newrsk /7
7/
Dossmeznanion csomeat 74
7’
Amachmet:
G sigon
P % i Q S
it Asalysis o zal reporsls) subreittad. Reports cas be geserated in the print sacticn.

1. Overview page

A globalDoc Solution 5.0 4 Create report 7 Uos-DE Demo Headquarters AG a0 - afgafz0ms

1) settings

st contet e [SEBdad ol s ] _seectepont st [CobiTamglis ] el outpet ot [ord 7]

R

117 Reporting entity Detailed =
Master data. Transactior
Skip empty sections Bevizwmode o - :”"mm
Transactions . ] Indnde transaction o
Iodade gy cntiies [ O Inclnde contracts ]
Dommentaticn canteat
Select chapters:
Attachments
5 Chapters
Create regort - 7] General information
B Backgound [Global wosd docament]
o Tasks & B Orgenizational Stractrs [lobal word docoment]

|
|
| ™ organisational chart (Local word docamant]
Nyt Analysis |- #®  pusiness Overview (Research 2nd Development) [Divisional: Punction_Research and Development word dosament]
1 @™ zusines: Overview [oiv 7

|

|

W B gey competitors [Local word document]
- & ™ Company history [Localword document]

& Desciption of Relevant Transactions

|- @8 Transaction sverview [clobal word dsenment]
IS

|

IS

B Description of Relevant’ = o \_Resszcch 2nd Development Vord document]
W B Transaction peaer fvisi ion_Research and Development Word dorument]
# B Desciption of Relevant s Divi ) Suppart Servi

L w8 mransaction i ices) [Divisi

- ¥ 1 Functional asalysis

a. Select content type (Individual, Master File, Local File), report template and output
format (PDF, Word).

Select content tvpe: | Standard Local File | Select report template: | DefaultTemplate w Select output format:

a. Ifrequired: Set detailed configuration.

Detailed configuration -

Tranzaction matrix az

Skip empty sections Review mode J attachment

Include group entities ] ::];ilt]:i:st rasachion ] Include contracts
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b. Select or deselect chapters to appear in the report.

pv‘c‘ glodaldoc Solution 9.0 € Create report I U0t DE-Demo Seadquarters AG ) D /a/200 - wajzas0as

Traasusens

Docamentaticn conteat

Amcdmant

Couatergont

 Tasks

¥ ¥ orpmisto rt (Local at]
Ji Amalysis \‘ W §  Bucnes: Overview (Research 224 Development) (Devizional Punctios_Research 2nd Development, Word document)
.

¥ B gy Competitees [
vh G o

c. Print report

Create & archive report

Figure: Click path create report

NOTE: Depending on the documentation process of your group, it is possible that the
system/security administrator will only grant you the right to request the report output ("Request for
Print"). In addition, depending on the documentation process of your company, it is possible that you
can only generate a report in PDF format with draft watermarks, as long as not all modules have the

o« o Status of module Finished
status "Finished": @

6.2 Variables to be used in globalDoc

6.2.1 Report variables

Navigation point Text field Variable

Group entity variables

Group entity details

Settings / Full name «ReportingCompanyName»
Administration / e.g. “DE-Demo
Group entities / Headquarters AG”
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Navigation point Text field Variable

Group entity

details

Settings / Short name «ReportingCompanyShortName»
Administration / e.g.

Group entities / “‘Demo-HQ”

Group entity

details

Settings / Code «ReportingCompanyCode»
Administration /

Group entities / e.g.

Group entity

details “Uo1”

Settings / ERP number «ReportingCompanyErpNumber»
Administration / e.g.

Group entities / “Uo1”

Group entity

details

Settings / Previous name «ReportingCompanyFormerName»
Administration / e.g.

Group entities / “‘Demo AG”

Group entity

details

Settings / Country «ReportingCompanyCountryCode»
Administration / e.g.

Group entities / “‘GB”

Group entity

details

Settings / Country «ReportingCompanyCountryName»
Administration / e.g.

Group entities /
Group entity

“United Kingdom’

details

Settings / Address «ReportingCompanyAddress»
Administration /

Group entities / e.g.

Group entity
details

“Musterstralle 11
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Navigation point

Text field

Variable

11111 Musterstadt”

Settings /
Administration /

Local currency

«ReportingCompanyCurrencyCode»

Group entities / e.g.

Group entity

details »EUR"

Settings / Local currency «ReportingCompanyCurrencyName»

Administration /

Group entities / e.g.

Group entity

details ,EUro”

Settings / “Business line «ReportingCompanyBusinessLineName1»

Administration /
Group entities /
Group entity
details

name level 1”

Settings /
Administration /
Group entities /
Group entity
details

“Business line
name level 2”

«ReportingCompanyBusinessLineName2»

Settings /
Administration /
Group entities /
Group entity
details

“Business line
name level 3”

«ReportingCompanyBusinessLineName3»

Settings /
Administration /
Group entities /
Group entity
details

“Business line
name level 4”

«ReportingCompanyBusinessLineName4»

Settings /
Administration /
Group entities /
Group entity
details

“Business line
name level 5”

«ReportingCompanyBusinessLineName5»
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Navigation point

Text field

Variable

Settings /
Administration /
Group entities /
Group entity
details

“Default related
party type”

«ReportingCompanyDefaultRelatedParty Type»

Settings /
Administration /
Group entities /
Group entity
details

“Company type”

«ReportingCompanyType»

Optional information

Settings / Name of Tax Office «ReportingCompanyTaxOffice»
Administration / e.g.

Group entities / “Finanzamt

Optional Musterstadt”

information

Settings / Address of tax office «ReportingCompanyTaxOfficeAddress»

Administration / e.g.

Group entities / “Musterstrale 47

Optional

information 11111 Musterstadt”

Settings / Tax Number «ReportingCompanyTaxNumber»
Administration / e.g.

Group entities / ““MM1111111”

Optional

information

Settings / Number of trade «ReportingCompanyTradeRegisterNumber»
Administration / register

Group entities / e.g.

Optional “123456789”

information

Settings / Name of trade «ReportingCompanyTradeRegisterName»

Administration /
Group entities /
Optional
information

register

e.g.
“Musterstadt”
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Navigation point

Text field

Variable

Settings /
Administration /
Group entities /

Address of trade
register
e.g.

«ReportingCompanyTradeRegisterAddress»

Optional “Musterstralle 364,
information 11111 Musterstadt”
Settings / Legal «ReportingCompanyLegalRepresentative»

Administration /
Group entities /

representative
(with address)

Optional e.g.
information “Max Mustermann”
Settings / Business objective «ReportingCompanyCoreBusinessDesc»

Administration /
Group entities /

of the company
e.g.

Optional “The company is
information the ultimate parent
of...”
Settings / Formation date «ReportingCompanyFormationDate»

Administration / e.g.

Group entities / “01/01/2012”

Optional

information

Settings / Acquisition date «ReportingCompanyAcquisitionDate»
Administration / e.g.

Group entities / “07/01/1997”

Optional

information

Settings / Alternative business | «ReportingCompanyAlternativeBusinessYear»
Administration / year

Group entities / e.g.

Optional “07/01/2017 -

information 06/30/2018”

Settings / Short business year «ReportingCompanyShortBusinessYear»

Administration /
Group entities /
Optional
information

e.g.
“01/01/2018 —
06/30/2018”
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Navigation point Text field Variable
Settings / Optional «ReportingCompanyOptionallnformation»
Administration / information
Group entities / e.g.
Optional “No business
information restructurings...”
List of shareholders

Shareholders Share in % From To
«TableStart:RepCompSharehol | «RepCompShareholder | «RepCompShareho | «RepCompShareholderT
derList» «RepCompShareHolder | Share» IderFrom» o»«TableEnd:RepCompS
» hareholderList»
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Reporting period variables

Settings / Administration /
Reporting periods / Reporting
period details

Start date / end
date

e.g.

“01/01/2018% /
“12/31/2018”

«PeriodStartDatex»-
«PeriodEndDate»

Settings / Administration /
Reporting periods / Reporting
period details

Based on start
and end date
e.g. “2018”

«PeriodStartYear»-
«PeriodEndYear»

Reporting period settings variables

Settings / Administration /
Reporting period settings

Enterprise name
“Demo
Corporation”

«ReportingEnterpriseName»

Workflow variables

System variables
(based on editors’ login name)

Name of the
editing user

«SessionUserPrettyName»

System variables
(based on creation date)

Date of report
generation

«ReportCreationDate»

Configurable variables*

Can be optional enabled

Optional text 1

«ReportingCompanyOptional Text1»

Optional text 2

«ReportingCompanyOptional Text2»

Optional text 3

«ReportingCompanyOptional Text3»

Optional text 4

«ReportingCompanyOptional Text4»

Optional text 5

«ReportingCompanyOptional Text5»

*These variables can be customized and enabled according to your individual needs. Please contact the

globalDoc Solution® support team.

page 100



globalDoc Solution® User manual 9.0

6.2.2 Table variables

The following table variables are more complex than the report variables listed above. Please contact
your globalDoc Solution® support team who will actively support you.

6.2.2.1 Contract list template

This table-template contains information about files in contract-list

Description

Document type

File

«TableStart:ContractList» «Displa
yString»

«DocumentTypeDisplayString | «Path»«TableEnd:ContractList»

»

Additional fields useable in the table-template:

Short name «ShortName»
Report «Optional2»
Reference «Optional3»

Navigation item

«LocalizedDescription»

Description

«Description»

Name

«Name»
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6.2.2.2 Business transactions for a module

In general, transactions can be included per module, by using the variables described in the next section.
If a module has a transaction group, the transactions are filtered by this group.

Summary by transaction group

Transaction group

Role

Invoice Currency

Total (Invoice)

oup»

«TableStart:ByGroupBTList» «Gr

«Role»

«LocalCurrencyID»

«RemunerationLocal»«Ta
bleEnd:ByGroupBTList»

Summary top ten by transaction group

Invoice Currency

Total (Invoice)

Transaction group Role
«TableStart:ByGroupBTListio»« | «Role» «LocalCurrencyID» | «RemunerationLocal»«Ta
Group» bleEnd:ByGroupBTList10»
Summary by transaction group and partners

Transacti | Transaction | Transaction Invoice Total (Invoice)
Transaction group | Role on partner partner country | Currency

partner country name
«TableStart:ByGro | «Role» | «Partner | «PartnerCou | «PartnerCountr | «LocalCurr | «Remuneration
upPartnerBTList» « DisplaySt | ntry» yName» encylD» Local»«TableEn
Group» ring» d:ByGroupPartn

erBTList»
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Summary of top ten by transaction group and partners

Transacti | Transaction Transaction Invoice Total (Invoice)
Transaction group | Role on partner partner country | Currency
partner country name
«TableStart:ByGro | «Role» | «Partner | «PartnerCou | «PartnerCountr | «LocalCurr | «Remuneration
upPartnerBTList10 DisplaySt | ntry» yName» encylD» Local»«TableEn
» «Group» ring» d:ByGroupPartn
erBTList10»
Summary by partners
) Transaction Transaction Invoice Total (Invoice)
Transaction
Role partner country | partner Currency
partner count
ry name
«TableStart:ByPar | «PartnerDisp | «PartnerCountr | «PartnerCount | «LocalCurr | «RemunerationLocal»
tnerBTList»«Role | layString» y» ryName» encylD» «TableEnd:ByPartner
» BTList»
Summary of top ten by partners
} Transaction Transaction Invoice Total (Invoice)
Transaction
Role partner country | partner Currency
partner count
ry name
«TableStart:ByPar | «PartnerDisp | «PartnerCountr | «PartnerCount | «LocalCurr | «RemunerationLocal»
tnerBTList10»«Rol | layString» y» ryName» encyID» «TableEnd:ByPartner
e» BTList1i0»
The following table lists the useable fields:
Transaction group full name «Group»
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Transaction group code

«GroupCode»

Transaction group name

«GroupName»

Transaction group descriptiuon

«GroupDescription»

Role within the transaction «Role»
Transaction partner code «PartnerCode»
Transaction partner name «PartnerName»
Transaction partner address «PartnerAddress»
Transaction partner currency «PartnerCurrency»
Transaction partner country code «PartnerCountry»

Transaction partner country name

«PartnerCountryName»

Local /invoice currency

«InvoiceCurrencylD»

Total (local value/invoice)

«Remunerationlnvoice»

Total (local value/invoice) short

«RenumerationlnvoiceShort»

Group currency

«GroupCurrencylID»

Total (group currency)

«RemunerationGroupCurrency»

Total (group currency) short

«RenumerationGroupCurrencyShort»

Company currency

«CompanyCurrencyCode»

Total (company currency)

«RemunerationCompanyCurrency»

Total (company currency) short

«RemunerationCompanyCurrencyShort»
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Earliest agreement date (non-empty values)

«AgreementDateMin»

Latest agreement date (non-empty values)

«AgreementDateMax»

Earliest last amendment date (non-empty
values)

«LastAmendmentDateMin»

Latest last amendment date (non-empty
values)

«LastAmendmentDateMax»

Product description (all values comma
separated for non-empty values)

«ProductDesc»

Product description (alphabetically first value
for non-empty values)

«ProductDescriptionMin»

Product description (alphabetically last value
for non-empty values)

«ProductDescriptionMax»

Transaction detail (all values comma
separated for non-empty values)

«TransactionDetail»

Transaction detail (alphabetically first value for
non-empty values)

«TransactionDetailMin»

Transaction detail (alphabetically last value for
non-empty values)

«TransactionDetailMax»

Comment (all values comma separated for
non-empty values)

«Comment»

Comment (alphabetically first value for non-
empty values)

«CommentMin»

Reporting Entity Code «DPUCode»
Reporting Entity Name «DPUName»
Reporting Entity CodeName «DPUDisplayString»
Reporting Entity Country «DPUCountry»
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Provider Code

«ProviderCode»

Provider Name

«ProviderName»

Provider CodeName

«ProviderCodeName»

Provider Country

«ProviderCountry»

Provider Country Code

«ProviderCountryCode»

Provider Country Name

«ProviderCountryName»

Receiver Code

«ReceiverCode»

Receiver Name

«ReceiverName»

Receiver CodeName

«ReceiverCodeName»

Receiver Country

«ReceiverCountry»

Receiver Country Code

«ReceiverCountryCode»

Receiver Country Name

«ReceiverCountryName»

Comment (alphabetically last value for non-
empty values)

«CommentMax»

If a second currency is activated for the reporting period, then the second value can be

printed with the following variables:

Invoice currency

«LocalCurrencylD»

Total (invoice)

«RemunerationLocal»

Total (invoice) short

«RemunerationLocalCurrencyShort»
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