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-« What to Expect from this Training

> Gain a clear understanding of the Coupa Supplier Portal
(CSP) — with a focus on collaborating effectively with
Ontex, managing your supplier data, and participation in
sourcing events.

> During this Training, You Will:
* Understand how to register a new CSP account
* Learn how to link your CSP account to Ontex for collaboration
+ Know how to manage and update your supplier data accurately
+ Gain the skills to participate in Ontex sourcing events

> Duration — 60 minutes
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7 Introduction — Coupa

> Ontex + Coupa: Digitize Supplier Collaboration

* Ontex has partnered with Coupa to digitize and streamline sourcing, supplier onboarding and monitoring, and
indirect spend Purchase Order (PO) management.

> What will change?
* One harmonized platform for collaboration and document exchange
* Automated processes — less manual work, more transparency
« Mutual benefits through improved efficiency across the supply chain

> What does this mean for you?
+ Manage your company details (address, bank account details, etc.) via the Coupa Supplier Portal (CSP)
+ Respond to Sourcing events via the CSP
* Receive indirect spend purchase orders via the CSP

If your company is already active on the CSP, you don’t need to create a new account — simply connect with Ontex using your
existing profile.

@ Note — The CSP is a free, secure web portal that helps suppliers manage all interactions and transactions with Ontex.

Ontex™

7
Here for you
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7 Introduction — Key Project Dates

October 13th 2025 - Coupa Supplier Portal Training Webinars

October 14th 2025 - Coupa supplier Portal invitations will be sent out

October 20t 2025 - Coupa go-live phase 1*

* Phase 1 encompasses processes associated with sourcing, contracting, and onboarding suppliers | Phase 2, anticipated for June 2026, will address indirect
spend purchase-to-receipt activities.

Vinfey
g Ontex
. X X Qe for you.
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7 Supplier Management akcoupa

How to maintain your company’s information on the Coupa Supplier Portal

"2“ Supplier Actionable Notification (SAN) i@ Coupa Supplier Portal (CSP)

Ontex Sourcing Event - Ontex_RFQ_Direct_2025 #21 Invitation s«

o g,ecoupa supplier porta NOTIFICATIONS @
Q) covv soumig stcsion .,\
0 Invoices  Orders  Business Profile  Service Sheets  Items  ASN  Sourcing  Forecasf t Catalog: S M
& st T8 %
p— .
cs Coupa Supplier Portal
Recent Activity view ~ @ Announcements

You can receive SAN by email, for example, to participate
in the sourcing event or receive and manage the
sourcing event without registration or login.

By registering on CSP, suppliers can independently manage
real-time and historical sourcing events, payment
methods, and also set up their own profile information.

@ Note — The Coupa Supplier Portal screens may appear slightly different from those shown in this training. However, the overall processes and
steps remain the same.

Viv iy
10 Ontex
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7 CSP — New Supplier Registration ZEcoupa

How to Create a New Supplier Account for Ontex on the Coupa Supplier Portal (CSP)

Ontex~
T

New CSP Supplier SIM Invitation

Hello Supplier,

Ontex wants you to respond by updating your company profile on Coupa, their chosen
platform for Spend Management. This information is required so they can transact with you
electronically.

Coupa's Supplier Portal is completely free, setup is fast, and it helps you better transact and
communicate electronically.

You can easily update your company information if it ever changes, as well as do things
with Onfex (and your other buying organisations that use Coupa) like view and manage
Purchase Orders, get real-time SMS alerts and much more.

To forward this invitation, please select “Join and Respond’ and select ‘Forward this to
someone’ in the account creation page.

Join and Respond

Welcomel

12

GRP-TRA-091

| Version 0

You will receive an email invitation from Ontex with the subject
“‘New CSP Supplier SIM Invitation”. Click on “Join and
Respond”.

Note — If you would like to forward the invitation
to someone else in your organization, select “Join
and Respond’(see Step 1), then click "Forward
this to someone” in the account creation page
(see Step 2 under the button Create an account).

Copyright © 2025 Ontex. All rights reserved.
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7 CSP — New Supplier Registration ZEcoupa

How to Create a New Supplier Account for Ontex on the Coupa Supplier Portal (CSP)

Create an account

Ontex is using Coupa to transact electronically and
communicate with you. We'll walk you through a quick
and easy setup of your account with Ontex so you're

ready to do business together.

* Business Name

ur les Eine me agal par al name i ual
* Emnail
* First Name * Last Name
* Password * Confirm Password
o
a = e 1ir ade numoar and etter
* Country/Region * Tax Registration

[l do not have a Tax ID

Already have an account? Log In s

Forward this to someone

e —

GRP-TRA-091

| Version 0

Enter the required company information as instructed in the
CSP setup, check the box to accept the Privacy Policy and
the Terms of Use, then click “Create an account”.

a. The legal terms of use outline the conditions
for using e-invoicing through Coupa and the
CSP. As a supplier, particularly if you manage
legal tax invoices, you must read, review, and
agree to these terms, and understand your
responsibilities for the content and handling of
invoices.

Note — invoicing via Coupa is currently not in

scope for Ontex

b. If you already have a CSP account, click on
“Log in” below the “Create an account” button

o -
13 Ontex
X X \-/Here for you.
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7 CSP — New Supplier Registration

How to Create a New Supplier Account for Ontex on the Coupa Supplier Portal (CSP)

Email Verification

we sent a one time verification code to @gmail.com

Didnt receive the Verification Code?  Request a Ney

Coupa Supplier Portal Onboarding

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

Account Details | Payment Information

Primary Address ()

* Country/Region * Address Line 1 Address Line 2
Belgium - (O]
* City * State * Postal Code

* Co Reg Num. (3 * Place of Reg. (3

Belgium °
‘ :

* Register Legal Entities (7) Liquidation State (7

* Type of Company (3) License Number ()

P Inveice From Code (D Preferred Language
Dutch (Belgium) .

GRP-TRA-091 | Version 0

An authentication code will be sent to your email. Enter the
code and then click “Next”.

Enter the primary address and related information, then click
“Save and Next”.

a. Required fields are indicated with a red
asterisk (*). The mandatory fields vary based
on the country selected.

b. Depending on your selected country/region,
the additional information fields displayed may
vary. Please complete the fields shown.

14
Copyright © 2025 Ontex. All rights reserved.
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7 CSP — New Supplier Registration ZEcoupa

How to Create a New Supplier Account for Ontex on the Coupa Supplier Portal (CSP)

Coupa Supplier Portal Onboarding _ Ontex does not currently support Virtual Card payments.
Fill out required info for your Business Profile before preceeding to Coupa Supplier Portal When thlS Screen appears, please CheCk the bOX “Do not

accept Virtual Card payments from Ontex’

Account Details| Payment Information

Payment Method (Virtual Card)

Proceed by clicking on “Save and Next”.
Virtual Card

Please enter the following information to receive Virtual Card payments.

* Payment Method Name (_T) * Email Address

Process credit cards automatically

Do not accept Virtual Card payments from Ontex

Save and Next

Viv iy
15 Ontex
. X X Qe for you.
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7 CSP — New Supplier Registration ZEcoupa

How to Create a New Supplier Account for Ontex on the Coupa Supplier Portal (CSP)

Account Details) Payment Information

Payment Method (Bank Account) Complete your payment information (bank Account and
Remit-To Address) and proceed by clicking on “Save and Next”.

Bank Transfer

Please enter the following infarmation to receive Bank Transfer payments.

* Payment Method Name (7)

* Bank Account Country/Region * Bank Account Currency
Betgiom D (eom . a. Required fields are indicated with a red
asterisk (*): Payment method name, IBAN, and
seneficnytame penktame other fields are mandatory depending on the
Bank Account Country
IBAN (T) Confirm IBAN
_____________________________________________________________________ o b. Check the box for wire payments and enter
" My company expects to receive urgentwire your SWIFT/BIC code. Ontex currently does
e T : not support urgent payments. Invoices will be
paid according to the payment terms agreed
Branch Code Beneficiary Type during the contract negotiation.
Business -

Remittance Email O Rt To Code O c. Supporting Documents — No need to upload
any documents in this section. If specific
documents are required, you will be asked to

e Dt ° provide them once your account has been

: Drop or Browse Files registered with Ontex on the Coupa Supplier
Browse Portal.

(7} Do not accept Bank Transfer payments from Ontex

} o o
16 Ontex
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7 CSP — New Supplier Registration

Zcoupa

How to Create a New Supplier Account for Ontex on the Coupa Supplier Portal (CSP)

E/} Great News! The payment information has been successfully shared with the following customers and has been validated: Ontex

Subscriptions

Registered

Easily do business with customers who
use Coupa

Free

Registered user includes:

¢ Business Profile
* Orders

* E-Invoices

s Catalogs

* Payments

& Sourcing Events

Continue

#% Coupa Verified

Amplify your trusted brand across

Coupa's community of buyers
$549 / year
Everything in 'Registered" plus:

* Verified Badge
* Priority Search Rank

Purchase Verified

Coupa Advanced

Optimize your cash flow and increase
productivity throughout your day

$4,800 / year

Everything in 'Registered’ plus:

* Automated invoice reminders
and reporting

» A seamless integration with your
account system

Purchase Advanced

Cancel

GRP-TRA-091 | Version 0

17

Select the Coupa Supplier Portal Subscription plan you want to
proceed with. To collaborate with Ontex via the CSP, the free
plan is sufficient.

Note — Any subscriptions selected by the
Supplier during the Coupa Supplier Portal
onboarding process are at the Supplier's own
expense. Ontex will not cover these costs.

itey
0\—’” teHX;r’e for you.,
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7 CSP — New Supplier Registration ZEcoupa

How to Create a New Supplier Account for Ontex on the Coupa Supplier Portal (CSP)

Once your registration to the Coupa Supplier Portal (CSP) is
successful, you will be redirected to the CSP homepage.

%,xcoupa supplier portal 1~ | nomFicaTions @) | HELP

ﬁ Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More.._

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation

Ontex Select Customer | Ontex

Form Responses

You are almost there!

i v l Advanced [ earch I |

"""""""""""""""""""""""""""" B crcoca vae Submited At a. Complete the Ontex supplier onboarding
: IE-IMDZB Supplier External Update v New : 09/24/25 None . .
T - questionnaire to connect your CSP account to
Ontex.
. o~
Ontex
18 NHere for you.
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7 CSP — New Supplier Registration ZEcoupa

How to link your Coupa Supplier Portal Account to Ontex

£wcoupa supplier portal TOM | NOTIFICATIONS @ | HELP - Once your CSP account has been created, you will be
ﬁ Invoices Orders Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More... automatlca”y dlrected to the Ontex Suppller On boardlng
Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions Questlonnalre to Com plete the requlred |nf0rmat|on
OnteX Select Customer | Ontex v

Form Responses

e S e 3 | Without completing this questionnaire, your CSP

— - Crentod Date abed At account will not be linked to Ontex, and the
|Swmozﬁ§uppuerExtema\Updatevg New 10103425 None Supplier Onboarding process will not be Completed.

PErpagE— I T HITo0

™. oy
20 Ontex
. . . e for you.
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7 CSP — New Supplier Registration ZEcoupa

How to link your Coupa Supplier Portal Account to Ontex

+/ We have auto-filled some information from your Public Profile Company Address & contact Persons

Company Address Details . . . .
Complete the different sections of the questionnaire. Add your

company’s full legal name.

Provide the full legal address of your company as registered with authorities.

Name If your company is operating under a parent company, please
' ‘ provide the name of the parent company.

Enter your company’s full legal name as it appears on official registration documents

Parent Company Name Complete your company’s primary contact person’s details for
Ontex. First Name, Last Name, and Email address are required.
\f applicable, provide the legal name of your parent company. I:eave blank if your company is independent. Phone number IS optlonal .

-Primary Contact

First Name

Tom ‘

Last Name

Peeters ‘

Email address

ontexdemo+st)1@gmail.com ‘

- o
21 Ontex
. X . Vv for you
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7 CSP — New Supplier Registration ZEcoupa

How to link your Coupa Supplier Portal Account to Ontex

Additional Contacts Contact persons

Optionally, add additional contact persons from your
organization. For example, people responsible for replying to

Contact Purpose

[ Setoct Some Options ‘ o risk questionnaires.

All CSP notifications will be sent to the primary contact person
First Name only, and not to any additional contacts.
Last Name @

Note that the people added here will not
automatically receive a user to your Coupa

Email address Supplier Portal account. Additional users need to
" ‘ be added manually (see later).

Work Phone

‘ US/Canada - ‘ ‘ ‘

650-555-1212

Viv iy
22 Ontex
; ) . Soaere for you,
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7 CSP — New Supplier Registration ZEcoupa

How to link your Coupa Supplier Portal Account to Ontex

*Primary Address

Primary Address

HO X o

Complete your headquarters address details. The data will be
Sabn prefilled based on the address you indicated when creating your
Coupa Supplier Portal (CSP) account.

Garmany -

Region, street address, city, and postal code are mandatory.

Address Name

Street Address

68 Rathsbargstralia

Nomiberg

a411

R . N /-
03 Ontex
L X . Vv for you
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7 CSP — New Supplier Registration ZEcoupa

How to link your Coupa Supplier Portal Account to Ontex

Tax & Bank Details Tax & Bank Details
Provide the tax and bank details of the legal entity that will be invoicing Ontex. Enter your tax reg|Strat|0n number Th'S data |S prefllled Wlth the
values submitted when creating your Coupa Supplier Portal

~Tax Registration (CSP) account.
- Add your company’s national registry number, depending on the
S country of origin of your company. One field is available for the

B “] different national registries.

VAT ID Add a PDF extract from the national registry.
" DE123456789 ‘

Enter your official tax registration number as issued by your local tax authority

Mational Registry Number

Provide the unique registration number assigned to your company by national authorities (e.g. KBO, SIREN, KVK, CCIAA, etc.

Mational Registry Extract
Choose File Mo file chosen

Upload a recent copy of your company’s registry extract {e.g. Chamber of Commerce document)

GRP-TRA-091 | Version 0 Copyright © 2025 Ontex. All rights reserved.
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7 CSP — New Supplier Registration ZEcoupa

How to link your Coupa Supplier Portal Account to Ontex

-Remit-To Addresses Tax & Bank Details
Add one or more Remit- Taghaldresses by either filling out a new Compliant nvoicing Form or choosing an Existing Remit-To Address. . .
Add a Remit-To address to specify the bank account where you
Add Remit-To

would like Ontex to send you payments.

;X All payment methods maintained on your CSP profile will be

How would you like to be paid? ° __________________________________ displayed here.
Al Methods ~ Bank Transfers  Remit-To Addresses  Virtual Cards f  Add Payment Method - a.  Coupa shows which payment methods are supported by
Ontex supports Bank Transfers Payments. e ontex.
a ................................. b.  Additional payment methods can be added via the Add
....... o W ¥t Custmer suppones ) Payment Method button.
LS : c.  Check the box next to the payment method relevant for Ontex.

: : Upload a recent bank statement that proves the bank
L 0 Dennenswraat 14, 3460 Beldovoort, Belgium, Belgium (BEDSS9S995S Unsupported by Customer account details belong to your Company

*Bank Form

* Attachments

Add File

Upload a recent bank statement of document shawing your account details far payment verification

Remittance Adwvice Email

Enter the email address on which you would like to receive that payment details for your invoices

. -~
Ontex
25 . . \—/Here for you,
Copyright © 2025 Ontex. All rights reserved.
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7 CSP — New Supplier Registration

How to link your Coupa Supplier Portal Account to Ontex

Federal Reportability

*Is your company federal reportable for US?

£0 Yes
{0 No

Select Yes if your company is required to report to U.S. federal autherities (e.g., for tax or compliance purposes}.é

*Are you a Polish supplier delivering to Ontex PoLand?e

0 Yes

GRP-TRA-091 | Version 0

Federal reportability

Indicate whether your company is federal reportable in the US,

will be delivering goods or services to Ontex Mexico, or is a
Polish company delivering to Ontex Poland.

@ Depending on your answers, one or more additional

questions will be shown.

a. Federal reportable in the US
v' Load your W8 or W9 certificate
v If you will be performing services at Ontex
locations, you will be asked for a certificate of
insurance

b. Delivering goods/services to Ontex Mexico
v" Depending on whether your company is
registered as a person, company, or foreign
supplier, additional documents are requested.
v" CURP, Copia del Acta Constitutiva, Constancia
de situacion fiscal, etc.

c. Polish suppliers delivering to Ontex Poland
v Upload your local declaration of the status of

the company.

26
Copyright © 2025 Ontex. All rights reserved.

Zcoupa

irntey
Ontex

Here for you.



7 CSP — New Supplier Registration ZEcoupa

How to link your Coupa Supplier Portal Account to Ontex

Supplier Standards and Requirements Ontex Supplier Standards and Requirements

Confirm your company has read and understood the Ontex
Supplier Handbook and Ethical Sourcing Requirements.

Ontex Supplier Handbook

http:/lontex.com/

Confirm your company’s adherence to the Ontex Code of

*| confirm | have read and understood the Ontex Supplier Handbook CondUCt and the Ontex Quality Agreements
O

Ontex Ethical Sourcing Requirements

The links to the relevant documents will be available
in the questionnaire.

http:/iontex.com

*1 confirm | have read and understood the Ontex Ethical Sourcing Requirements

- Please note that adhering to the Ontex Code of

Conduct and/or Quality Agreement does not equate
Ontex Code of Conduct to signing these documents. All Ontex suppliers will
be required to sign them at a later stage.

http:/iontex.com

*| confirm our organisation adheres to the Ontex Supplier Code of Conduct

O Yes
) No

Ontex Quality Agreement

hitp:/lontex.com

*| confirm our organisation adheres to the Ontex Quality Agreement

O Yes
2 No
y -
Ontex
27 NHere for you.
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7 CSP — New Supplier Registration ZEcoupa

How to link your Coupa Supplier Portal Account to Ontex

Manufacturing Locations Manufacturing locations

Add all locations that will be producing goods or services for
In below section, add all Manufacturing Locations that will produce materials for Ontex. Please only mention location from where Ontex will receive materials. . . . .
Ontex. Please limit entries to locations relevant to Ontex only. To

Each site listed below will go through detailed Sustainability and Quality Assessments.
add multiple locations, select ‘Add Address’

-Addresses

Add one or more Addresg

\' Add Address |

*Manufacturing Sites

Note that the sustainability and quality assessment

Address Purpose 0
' ‘ of your manufacturing locations will not be done

Select Some Options [ ] )
- . via Coupa.
" Region The existing process with offline questionnaires

o & will continue to exist until a new dedicated system

| United Siales ¥ is implemented at Ontex (more information will

follow soon).
N L~
Ontex
28 NHere for you.
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7 CSP — New Supplier Registration ZEcoupa

How to link your Coupa Supplier Portal Account to Ontex

By submitting, the Supplier confirms that the information entered by them, including their bank account details, is correct and up to date on the Coupa platform. ReVIeW the responses In th e q UeStlon na I re befo re SU bm Ittl ng .
The Supplier undertakes to update this information without delay in the event of any changes. If a payment is made by Ontex based on the bank account details ‘ . y . .

listed on the Coupa platform (even if they are incorrect or outdated), the Supplier accepts full responsibility, and Ontex’s payment obligation will be considered Sme It for Approval to Send the queSt|0n naire to Ontex for
fulfilled. ReVIeW

Decline Save Submit for Approval

0 Comments Mute Comments v

Enter Comment

Add File | URL

Send Comment notification to a user by typing @name (ex. @JohnSmith;

N L~
Ontex
| 29 . . S Here for you.
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7 CSP — New Supplier Registration ZEcoupa

How to link your Coupa Supplier Portal Account to Ontex

Ontex~ Coupa will send a notification when Ontex has approved your
~— questionnaire.

Profile Info submitted to Ontex was Approved

Hi Tom,

The company profile information that you submitted to your customer, Ontex was recently . . .

approved. Ontex requests that its suppliers keep their company
information up to date through the Coupa Supplier

This usually means that the information was correct and they will activate your new
information so you can start transacting soon (or continue transacting with the new
information).

Portal (CSP).

Any changes should be submitted through the CSP

No further action is required but you can click below to view additional details. (see next chapter)

View Profile Info

20 Ontex
. . . \—/Here for you,
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2 CSP — Update Supplier Information

How to update your company information on the CSP

i,}coupa SUDD.ier Dort al COUPA~ | NOTIFICATIONS @) HELP -

ﬁ Invoices Orders Business Profile Service Sheets Items ASN Sourcing Fo Catalogs Setup More..
Business Profile Profile Submissions Legal Entities Payment Methods Infermation Requests PErformance Evaluation
Ontex Select Customer | Ontex -

Form Responses

Form Status Created Date Submitted At

IS\MMA_Supp\ier External Update v5 Applied 09114725 09/14/25

Perpage 15 | 45 | 90

LuLauun euus

Ontex Legal Entity

0170_BE Ontex BV

By submitting, the Supplier confirms that the information entered by them, including their bank account details, is correct and up to date on the Coupa
platform. The Supplier undertakes to update this information without delay in the event of any changes. If a payment is made by Ontex based on the bank
account details listed on the Coupa platform (even if they are incorrect or outdated), the Supplier accepts full responsibility, and Ontex’s payment

obligation will be considered fulfilled.

Update Info

32

GRP-TRA-091 | Version 0

To update your supplier information, log in to your CSP account.
Navigate to ‘Business Profile’.
Select ‘Information Requests’.
Open the Ontex Supplier Information Form

Scroll all the way down and select ‘Update Info’ to edit the
questionnaire.

Review your changes and ‘Submit for approval’ when ready.

Copyright © 2025 Ontex. All rights reserved.
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1 CSP — Add Users £r:coupa

How to add additional users to your company’s CSP account.

swcoupa supplier portal To | NOTGERS @ | HeLP - To invite additional users, log in to your company’s CSP account.

ﬁ Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs e

Navigate to ‘Setup’.

Admin Connection Requests

Admin users Select ‘Users’.

| ] Click on ‘Invite User

Worker Portal Access

User Name Email Status Permissions Customer Access Purpose Actions
Merge Requests
Tom ontexdemo-+st01@gmail com S ASNs Ontex Accounting, Edit
Merge Suggestions Pesters Admin Diversity,
Business Performance Legal
Requests to Join Catalogs Procurement.
Community Risk, Sales,
Fiscal Representatives Early Payments Sourcing
Forecast Planner
SFTP Accounts Hidden, Private, and Public
Inventory
XML Errors Invoices
Order Changes

SFTP File Errors (to Order Line Confirmation
Customers) Orders

Payments
Profiles
Service Sheets
Sourcing

Perpage 510 | 15

™. oy
2 Ontex
. . . e for you.
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1 CSP — Add Users £r:coupa

How to add additional users to your company’s CSP account.

Invite User
To invite additional users, log in to your company’s CSP account.
User Information Phone Number
st ame countrylRegien Add the user’s contact details. The email address is
mandatory.
Last Mame Area Code
Assign the relevant permissions based on the action this user
* Email Number . . .
is expected to perform on the CSP. More information about what
purpose @ ertension is behind each of the permissions can be found here.
Assign to which Customers the user should have access.
Permissions @ Customers . . . , . . .
Send Invitation’ to notify the user about the creation of their
Al AN account on the CSP.
Admin Ontex
3 Orders
@ All
Restricted Access 1o Orders
B invoices
Catalogs
Profiles
ASN3
service Sheets

i Al

Restricted Access to Service Sheets

a

Paymenis

a

Crder Changes

a

Early Payments

Worker Assignments

[ ]

i View
Manage

Inventory

) Ontex—
i
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https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/users/manage-users

1 CSP — Add Users £r:coupa

How to add additional users to your company’s CSP account.

*coupa Action Required - Join the Coupa Supplier Portal To invite additional users, log in to your company’s CSP account.

The user will receive a notification to ‘Join the Coupa Supplier
i Portal’

A coworker inviled you 1o jein their account on Coupa. Once registered, you can view and manage purchase orders, create and
manage invoices, get real-time SMS alerts for these transactions, and much more

Find out more using the links below, and use the button to register. Welcome!

Join Coupa Supplier Portal

£acoupa

Business Spend Management

36 Ontex
. . . \—/Here for you,
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# Vendor Due Diligence

How to respond to a vendor due diligence questionnaire in Coupa?

Zcoupa

Ontex~

Here for you.

A Coupa Risk Assess account has been created for you

Dear " B - - —
A Coupa Risk Assess account has been created for you.

Your Username is: ontexdemo+qgad4@gmail.com
Please use the link below and the authentication code provided in a separate email with the
subject "Your Coupa Risk Assess authentication code” to login to Coupa Risk Assess.

https://ontex-qa.risk.coupahost.com/External/_si7314?xS=

AyNSIvol 9KE29FBYKRiJRZslol USSELXB4fBFnBdlwh3JeecgPs6%
2BOItxE33HCAIVEY8Gg5ROH3CuJhHUWafRV|L{%2BVQzPMiUzvtY %
2FsWiL9HQpQ7nWUBAItCwDI%2F%2B4xlyZNs7y%2FuK5JCrPkpaQorsRIwwb8MOzx2Qte

§¥27R1n2 OEMiXhugulluplcBumCthRICAILYER2INO D

If you have any questions please contact your administrator at

Thank you for using Coupa Risk Assess!
The Coupa Risk Assess Team

Ontex~

Here for you.
Your Coupa Risk Assess authentication code
Dear - - e e
Enclosed is the authentication code needed to login Coupa Risk Assess system.
Your authentication code is: sZGMS5bNMOXC

Alink to login was sent to you in a separate email. Please refer to that email for instructions
on using your authentication code to login to your Coupa Risk Assess account.

If you have any questions please contact your administrator at

Thank you for using Coupa Risk Assess!
The Coupa Risk Assess Team

Ontex will use Coupa Risk Assess (CRA) for
Information Security and Climate-related due diligence
processes.

a. Information Security: you will receive a
questionnaire when your company processes
Ontex’s personal data or if you deliver IT-type
services to Ontex.

b. Climate: all our direct spend & logistics suppliers
will receive a climate questionnaire. This
questionnaire will need to be completed every year.

You will receive a notification when an Ontex Coupa Risk
Assess account has been created for you. Click on the link to
access CRA.

A separate email with an authentication code is sent out.

GRP-TRA-091
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7 Vendor Due Diligence £pscoupa

How to respond to a vendor due diligence questionnaire in Coupa?

— For each questionnaire, you will receive an email notification indicating that
an evaluation is pending your input.

On]teX(/ Click on the link in the email to access the Coupa Risk Assess portal.
Here for you. You will be automatically redirected to the relevant questionnaire.

Evaluation Ready

The evaluation Risk-Climate Risk TPQ = - Onetime - Period Start 02
Oct 25 is open. Please complete this evaluation by 10/11/2025.

This evaluation of e = is being conducted on behalf of Ontex BV QA

The designated Internal Program Manager is

. -
» Group Sustainability, ontexdemo+qgasust@gmail.com

- e - - - -

- - - -
The designated Third Party Program Manager is G M, ontexdemo+uat11@gmail.com,

Click R.Portal s log in.

\. N 3 -
39 Ontex
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# Vendor Due Diligence

How to respond to a vendor due diligence questionnaire in Coupa?

Zcoupa

Ontex” N

o

Workspaces: R Portal~ asy 0/2025 10:37 AM t Q

Evaluation Delegate  save  cancel [[ENER)

Risk-Climate Risk TPQ [GME_Non Woven] - Onetime - Period Start 02 Oct 25

© © Export @ Import

© Climate Risk
item # Description Score Actions
00 Weicome note o}

We recognize that supplier engagement is essential in our journey towards sustainability. As part of our commitment to reducing carbon emissions, we are conducting a brief questionnaire to assess the
environmental impact of our supply chain.
Your insights will enable us to set meaningful targets and develop strategies for emissions reduction coliaboratively.

This information will help us to have a good understanding of the carbon footprint of the supplied materials.

In case of question you can contact our Climate expert : xavier.logei@ontexglobal.com

11 Company Name o

QL’II{:X .’ am P

LA

Workspaces: R Portal » Last Login: 9/28/2025 10:37 AM Enter Keyword(s) Q
Action ltems Personal
Evaluations Approvals Action Plans
1 Late Show Me You Have 0Late Show Me You Have 0 Not Started Show Me
0 Due This Week Show e 0 Action Required 0n Process Show Me
1 Due Later Show Me. 0 Waiting 0 Awalting Approval ‘Show Me

View Ciosed Evaluations Show Me All View Ci View Closed Action Plans

GRP-TRA-091 | Version 0
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Review the questions and respond.

Click on ‘Delegate’ to request someone else from your organization to
complete the questionnaire.

Click on ‘Save’ to store your responses, but do not yet submit them to
Ontex.

Click on ‘Submit’ to submit your responses to Ontex for Review.

After review of the questionnaire by Ontex, an action
plan could be created.

You will receive a notification in case of such action.

Action plans are visible on the Coupa Risk Assess
homepage along with your pending evaluations.

Vrntey
0\-—4” teHx;;e for you.,
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SOURCING Introduction




# Sourcing Introduction £r:coupa

Sourcing definition & Coupa Sourcing Modules Used at Ontex

> WHAT is Sourcing

« Sourcing is the strategic activity of identifying, evaluating, and selecting suppliers to obtain the best value for goods and services.

« Suppliers are invited to participate in sourcing events and can submit their responses or bids directly through the Coupa platform.

>WHICH Coupa sourcing modules will Ontex use?

Modules What is the difference?

+ Coupa Sourcing

All types of Sourcing events are equally important to Ontex. The choice between Coupa
- Coupa Sourcing Sourcing or Coupa Sourcing Optimization is merely to reflect an internal structure of the

Optimization (CSO) event.

Viv iy
43 Ontex
. . . \-—/Here for you.
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7 Coupa Sourcing Zascoupa

How to participate in a Coupa sourcing event?

You will receive an email invitation from Ontex with the subject
“Ontex Sourcing Event — Event Name”.

Ontex—
e a.  Click on “l intend to participate” to indicate that your company
Ontex Sourcing Event - Ontex_RFP_TIMRO #240 Invitation would like to submit a bid to the event.
b.  Click on “View Event” to see the event details. Please note that

- has been invited by Ontex to participate in a sourcing event for event items will not be visible until you accept the Terms of
Ontex_RFP_TIMRO.
Acceptance.
Participation and submission is easy and all done within the system. Response may require . . . L. e
forms, attachments, price quotes and/or descriptions of products or services. C. Click on “I decline to participate” to indicate that your company
Responses are due by Wednesday, 15 October 2025 10:54 AM CEST will not submit a bid for the event.

In this scenario, you will be requested to enter a reason for
rejection to participate.

Note — You do not need to log into your CSP account to
Coupa submit an offer for a sourcing event.
Business Spend Management If another team member should respond on your behalf,
you can forward the email invitation to them..

g 19 -
45 Ontex
. X . \-/Here for you.
GRP-TRA-091 | Version 0 Copyright © 2025 Ontex. All rights reserved.



7 Coupa Sourcing

How to participate in a Coupa sourcing event?

Zcoupa

)
Ontex” ol

#

Ontex_RFP_TIMRO - Event #240 Active

i ici in thi ?
Do you |ntetld to partlf:lpate in this event’ s JIEREE
ficate Ir intent to Uyer be notified of your intent (hys =

Do you intend to participate? | intend v

Terms and Conditions Do you accept these Terms and Conditions?
Ontex_RFx_Terms_of_Acoeptance.docx E Yes ‘
O No

o Event Information & Bidding Rules 9 Buyer Attachments

Event will end at the Event End Time

Responses are sealed until event closes

Buyer may choose to award individual line items

- Timeline

-
Oct  Event Start Event End
| 0ct
BB sty crange s on o)

15 | (End time may change based on approvals)
10:54 AM Europe/Brussels
00:00

46
GRP-TRA-091 | Version 0

To participate, complete the following steps:

Select ‘l intend’ from the dropdown list under the question ‘Do
you intend to participate?’.

Download the ‘Ontex Terms of Acceptance’ by clicking on the
blue hyperlink.

Use the radio buttons to accept (or decline) the provided
Terms of Acceptance. Event details become visible only after
the Terms of Acceptance are accepted.

Review the Event information and Bidding Rules. If

applicable, review the Buyer Attachments. Review the
Timeline for the Event.

Click on ‘Send to Event Owner’ to confirm your intention to
participate and acceptance of the event’s Terms of Acceptance.

o

a. Terms of Acceptance — apply only to this sourcing event
and are separate from the Ontex Purchasing Terms and
Conditions.

b. Use the ‘Instant Messages’ in case you have any
questions for the Ontex Procurement team at this stage.

Copyright © 2025 Ontex. All rights reserved.
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7 Coupa Sourcing sescoupa

How to participate in a Coupa sourcing event?

Terms and Conditions have been accepted. . A Confirmation message iS Shown.
Terms and Conditions Do you accept these Terms and Conditions? days hrs
- - 6. Click on ‘Enter Response’ to see the details of the sourcing
. N end to Event Owner event,
» Event Information & Bidding Rules Buyer Attachments

Event will end &t the Event End Time

Responses are sealed until event closes
Buyer may choose to award individual line items

o Timeline
-
Oct  Evenl Start Eveni Eng
(Start time may change based on approvals) 15 | (Endtime may change based on approvals)
10:64 AM Europerbrussels 10:64 AM EuroperBrussels
14d : Oh : Omin 00:00

a7 Ontex~
. . . \—/Here for you,
GRP-TRA-091 | Version 0 Copyright © 2025 Ontex. All rights reserved.




7 Coupa Sourcing sescoupa

How to participate in a Coupa sourcing event?

Ontex~ o s /. Assign a ‘Name' to the response.
L

Ontex_RFP_TIMRO - Event #240 acuve

Event Ends [T SPade
days brs

Sourcing events in Coupa Sourcing can consist of 3
sections:

i Attachments . a. Attachments: this can either be an informative
] attachment shared by Ontex to support you in
Code of Conduct Responce to Code of Canduct compiling your bid, or it can also be a document that
nsuctons P Ontex requires the supplier to upload.

Please upload a signed version of the Ontex Code of Conduct Add File

Attachment

b. Forms: additional questions, Ontex requests you to
complete

Instant Messages @ ~ Import from Excel save Submit Response

c. Items and Services: the items and/or services that
require a bid.

In some sourcing events, multiple responses can be
submitted for different scenarios. Use the response
name to identify each bid scenario.

48 Ontex~
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Coupa Sourcing

How to participate in a Coupa sourcing event?

Zcoupa

Attachments

Provided by QA Local Procurement 0310

Code of Conduct

Instructions

Piease upload a signed version of the Onlex Code of Conduct

Attachment

Response to CodgmeiConduct

Attachment *

- Forms g
Event Ends i 3 . e 3
1.Form 1 days hrs
Please answer the questions below.
Operational questions
What are your standard 3 days
lead times in days per
Ontex location
(Belgium, Germany &
France)? . @
What are your standard | 2 weeks|
lead times in days for
repairs?
Import from Excel Save Submit Response
Instant Messages @ ~

GRP-TRA-091 | Version 0
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Attachments — Review and/or upload any requested
attachments via the ‘add File’ button (if applicable).

If attachments are available, download and review them.

These documents may contain additional information
from the event owner or may request further information

from you.

Forms — Review the forms and respond to the questions as
applicable. Forms may include a variety of question types

Click on ‘Save’ to confirm your responses.

Always remember to save when switching between
sections, as unsaved answers will be lost.

Copyright © 2025 Ontex. All rights reserved.
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=+ Coupa Sourcing

How to participate in a Coupa sourcing event?

Zecoupa

= Items and Services . :
days hrs

“ event Ends RS B I

ltems Not In Lots (2 items)

Ontex_item 1 17,500.00 EUR
Expecied Quanilty x Price per Unit
. o o0. "~ ,
i Expected Quantity Capacity @ W - price per unit * Gurrency i
i 100Each wo i i EUR ~ii
= Ontex_ltem 2 6,099.75 EUR

Expecled Quantity x Price per Unit

Expected Quantity Capacity * Price per Unit *Currency
258Bag 2 24399 EUR ~

Total  23,599.75 Eur

Q—iistory )
o Import from Excel Save Submit Response

Instant Messages @ ~

Need By Date
10/31/25

Capacity
100

Supplier Item Name
Hammer AX2.2

Ship To Address
No address selected

Expected Quantity
100 Each

Item Description

Details

* Price per Unit
175

ID/Part Number
AX22

Request Details
No Request Detalls Present

*Currency
EUR

Lead Time (days)

‘ 3

GRP-TRA-091 | Version 0
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11. Complete all required information for each item or service,
including quantity, price, and any other mandatory field.

‘Expected Quantity’ indicates the forecasted
volume that Ontex requires for the specified item.

Enter your quote by providing the following
information:
i. Capacity: maximum volume or quantity you
can deliver.
ii. Price per unit
iii. Currency: if the event allows bidding in
multiple currencies, select the appropriate
currency here.

Click on the ‘arrow’ icon to view more details of a
specific item. Additional details for each item may
become available. Mandatory fields are
highlighted with an asterisk (*).

Bids may also be submitted by importing data
from an Excel file. This option is especially helpful
when dealing with a large number of items or
when input is required from multiple departments
(for example, Sales for pricing and ESG for
sustainability-related questions). To use this
option, click ‘Import from Excel’. (See more
clarification on next slide)

Copyright © 2025 Ontex. All rights reserved.
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7 Coupa Sourcing sescoupa

How to participate in a Coupa sourcing event?

14 A pop-up window will appear. Download the Excel template by
clicking on ‘Response Template’.

Steps for uploadin
1. Download thz Response Template (Note: This template will only work for this event)
2.Fill in or upd e - . . . .
Fields marked with a "*" are mandatory. Do not unlock/unprotect the Excel file if you plan to upload it. 1 5 Complete the Excel fl Ie Wlth y0U r b|dS Th IS InC|UdeS

Values in the uploaded file will replace anything currently saved to your response.
Once you click "Start Upload” values in the excel file will be saved, but not submitted. l.

Bids for items & services
Once upload is, =te, review your response and click "Submit." Your response will not be sent until you do so.

N 1 i ;
mex.EveWo_x.sx i, Responses to form questions
Sntoading wile 17

save your response. You must click "Submit" to send it to the buyer.
Start Upload

Note — Any attachments must be uploaded directly to the
Coupa platform, not via Excel.

em / Service |ltem / Service Fields Supplier Response Fields

Item Description Expected Quantity Unit of Measurement . : . Unit Bid Price . Bid Price Currency . 16 Upload your Completed Exce| f||e by C||ck|ng ‘Choose File,

(Text) M (Number) M (Text) B Need by Date (Date)

Ontex_ltem 1
Ontex_ltem 2 2025/11/14 00:00:00(

MemaandSee | foms |+ P C 17.Click ‘Start Upload’ to submit your responses. Once the upload
The oo o b1 i . You 4 a4 4 o g i il o s, is complete, a confirmation message will appear indicating that
Form Question Fields ' the Excel import was successful.

@ (Text]

Form Name (Text) |4 - p
Form 1 What are your standard laad times in days per Ontex location (Belgium, Germany & France)? Text Area
Form 1 What are your standard lead times in days for repairs? Text Area

Items and Services ~ Forms +
idy 5% Accassibility: Investigate

\.

51 Ontex~
. . \—/Here for you,
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=+ Coupa Sourcing

How to participate in a Coupa sourcing event?

Zecoupa

Items Not In Lats (2 items) eventnce (NS PR
days hrs
o Ontex_ltem 1

Expouied CUaTy X P PO

>
Expected Quantity Capacity *Price per Unit *Currency
100 Each 100 175 EUR -
6,099.75 EUR
o Ontex_ltem 2
Expecled Quantity x Price per Unit
>
Expected Quantity Capacity * Price per Unit *Currency
25Bag 25 24399 EUR v
Total  23,599.75 EUR
L History >
Import from Excel Ssave Submit Response F
Facoupa
Instant Messages ° - Total Spend Management - Make Margins Muliply - 1 English (United States) + Accessibity

52

GRP-TRA-091

| Version 0

15.Review all your responses for accuracy, then click
on ‘Submit Response’ to finalize your bid.

After submitting, a ‘Response submitted to Buyer’
message will appear at the top of your screen, confirming
your successful participation in the event.

Ontex~

. . \—/Here for you,
Copyright © 2025 Ontex. All rights reserved.



7 Coupa Sourcing sescoupa

How to submit additional responses (bids) to the sourcing event?

Ontex _RFP_TIMRO - Event #240 aane 19 If permitted by the Ontex event owner, you can submit an

3018 additional bid (response) while the event remains open. To do
] this, click ‘Enter Response’.

‘Supplier has been invited by Ontex 1o particiate I a sourcing event for Ontex_RFP_TIMRO. Participation and submission s easy and all done wilhin the system. Response may require forms, atiachments, price quates andior descriptions of products or services.

_ Accept Terms and Conditions
Terms and Conditions. Do you accept these Terms and Conditions?

Ontax_RFx_Terms_of_Acceptance docx Yes

Mo

Event Information & Bidding Rules Buyer Attachments

All submitted responses can be reviewed under ‘My
e i Responses’ tab.

Buysr may £ncoss to award individual (g tems

~ Timeline

Oct_ Evenlan e
BB 1t me may change based on appeovay 18 | (Enditime may change based on approvals)
1054 AM Europenmsets 10:54 AM EwogeiBussels
144 :0h : enin ca:0a

Instant Messages @ ~

5 Ontex~

. . . \—/Here for you.
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7 Coupa Sourcing sescoupa

How to edit submitted responses (bids) in a sourcing event?

Ontex_RFP_TIMRO - Event #240 acte 20.While the event is open, you can edit your submitted responses
(bids). To make changes, click the ‘Edit Response’ button.

Response submitted to Buyer

Event Ends {3 . Ea

days. hrs
Eventinfo  MyResponses  Reponse 1
Responded on 10/01/25
“Name Reponse 1
Attachments o
Code of Conduct Response to Code of Conduct
Instructions Attachment

Please upload a signed version of the Ontex Code of Conduct SIGNED_Ontex_-_Code_of Conduct dock
Edit Response
Instant Messages @ ~

54 Ontex~
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7 Coupa Sourcing Zascoupa

How to participate in a Coupa sourcing event?

Ontex™  Reminder, Ontex_Direct_Local #168, ends in less than 1 day When the event deadline is approaching, Coupa will send a
notification to the email address registered for the event.
Powered by #,2COUpPa
From the notification, you can access the event and review your
Ontex has invited you, Supplier Training CSP to sourcing event Ontex_Direct_Local #168. responses
Onfex™ Participation and submission is easy and all done within the system. Response may require forms, attachments,
-~

price quotes and/or descriptions of products or services

Please respond by Friday, 03 October 2025 07:26 AM CEST

After event closure, all supplier responses will be
Want to participate later? Need more info? evaluated.

Click | intend to participate button to let the buyer know. Click View Event and you will be taken to the event page. Potentia”y an additional round Of b|dd|ng W|” be
started, for which the same steps can be followed.

| intend to Participate | decline to participate Award messages will not be communicated via the

Coupa Supplier Portal. The Ontex Procurement
Manager will contact you offline to communicate
award decisions.

o g
55 Ontex
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7 Coupa Sourcing Zascoupa

How to communicate with Ontex procurement during a sourcing event?

All communications need to go via the ‘Instant Message’ center on the Coupa Supplier Portal

Qntex~
Search New message Received for Ontex_RFP_TIMRO - Event #240 Search
- ;:':t:ave senta new message on the Instant Message centre to suppliers: GME_Spare Thanks for your question, please find the requested information in the attachments “
The rr-\essage reads: KR,
Dear supplier, Ontex '
1 Thanks for your question, please find the requested information in the attachments. &] ltem_Specifications pdf M
Could you please provide the specifications for the items in this tender? ; KR, Type MEWMESSage
Ontex
Thanks, e
Supp‘ied ¥ You can view the context of the message on the full Instant Message centre in the event &
@ Attach files by clicking the link below. @ Attach fles
Having Technical Issues? Contact sourcing.support@coupa.com View Online Having Technical Issues? Contact sourcing. support@coupa.com
Write your message in the ‘Instant You will receive a notification when a The Ontex response is also available in the
Messages’ window. response is sent. Click ‘View Online’ to Sourcing event on the Coupa Supplier
_ . o check the message and potential Portal.
This message will only be visible to the attachments directly on the Coupa Supplier
Ontex Procurement department, not to any Portal
other suppliers participating in the sourcing
event.
. e
56 Ontex
N Here for you
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7 Goupa Sourcing Optimization (CSO) aEcoupa

How to participate in a Coupa Souring Optimization Event?

Invitation to the Inbox x a2 0

@ Jul17,2025,624PM @ &

Dear

| hope this message finds you well. Ontex is pleased to invite your company to participate in an upcoming tender process, which will be
conducted via Coupa platform.

If you are interested, please confirm your intent to participate so we can initiate your access to the Coupa sourcing event and share the relevant documentation.
Before accessing the Coupa sourcing environment, you will be required to review and formally accept our Terms of Acceptance t.
Rarticipation.inthis.avantauillanhehao grantad.upon.ac of these terms, which can be found in the "View Documents' section below.

COUPA LOGIN: Login With Ticket

WEeTooK Torward 10 your participation and thank you in advance for your collaboration
Best regards,

Ontex Procurement Department

GRP-TRA-091 | Version 0
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* A specific supplier guide will be prepared for each
CSO event.

* A general supplier's guide to Coupa Sourcing
Optimization can be found here.

* A CSO event can contain different phases:
RFI, RFP & Auction.

* You will receive a notification when you are invited to
participate in a CSO event.

Click on ‘Login With Ticket’ to create a username and
password.

Each CSO event has its own CSO site. Meaning that a username
and password need to be created for each event.

Once created, the username and password remain valid for the
complete duration of the event.

You will be able to invite other users from your organization to
contribute to the bidding.

%ﬁe for you.

Copyright © 2025 Ontex. All rights reserved.
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7 Goupa Sourcing Optimization (CSO) aEcoupa

How to participate in a Coupa Souring Optimization Event?

Events On the Homepage, you will see the active event along with
. details of your pending tasks, including their status and
ext .
Name Messages Status Planned Upcoming Deadline deadllne
Action
R ) RFQ " . '
® Statac Sep 18,2025, 1kt AL Oct8, 2025, 200 PM Any additional supporting documents are available for

download upon entering the event. These documents
remain available in the ‘Documents’ section.

Rowsperpage: 15 45 90 1-1of1

Tasks [ Documents sew Invited Colleagues  Decline Participation

All Documents
& Download All (1

u
Document MName Category Ac:::n Last User Action Time File Type Size

hn Drav zif Information ZIP BMB

Rows per page: 15 45 90 1-1o0f1 1

- o
5 Ontex
. X . Vv for you
GRP-TRA-091 | Version 0 Copyright © 2025 Ontex. All rights reserved.



7 Goupa Sourcing Optimization (CSO) aEcoupa

How to participate in a Coupa Souring Optimization Event?

Tasks 1 out of 1 task remaining Enter the ‘Tasks’ section to access the tasks for this phase
" Place Bid* T, of the event. In the example below, the ‘Place Bid’ task is
active. The bid form can be downloaded via the ‘Download
© Answers to questions are submted via the bid form form’ button.
& 1. Download form

The bid sheet can be completed in Excel. After completion,
© 3. Upload your bids submit your bids via the ‘Upload your bids’ button. The
status of the task will be updated to ‘Fulfilled’.

Tasks 0 tasks remaining

@ Place Bid* Fulfilled =~
@ Answers to questions are submitted via the bid form
O 1D load f
@ 3. Upl bid
B74 Sep 1B, 2025, Task History »

«  Submitting Bid Form Sep 18, 2025 Mare information x

- -
60 Ontex
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2 What’s Next?

Q&A Follow-up — All questions raised during this webinar series will be consolidated.
Answers to any open questions will be shared offline after the sessions.

Training Recording — A recording of this session will be available soon on the Ontex Supplier Website.

Coupa Supplier Portal Invitation — This week, you will receive an invitation to connect with Ontex on
the Coupa Supplier Portal (CSP). Please accept this invitation to ensure a smooth transition to the new
system.

\/

4 Go-Live Date — Phase 1 Go-Live October 20th, 2025

) -
6 Ontex
. . . \—/I fere for you
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/JThank you — Questions?

64
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