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Primary Registration Form and Registration Process
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As a Supplier, you will receive an email with subject line ‘Primary ®
oy GEP

istration request from ‘Brunei Shell’

Email will be received from the email address BruneiShell@gep.com

Email will contain the registration linkwherein the suppliers can register themselves on SMART by GEP

Dear Supplier,

Hopeyou andyourfamilyaredoingwellamidstthecurrentCOVIDsituation.
Brunei Shellhaspartnered with SMART by GEPfortheir vendormanagementsystemandas a startyou need toregister yourself asa vendoron SMART. Itis a simpleprocessand in orderto startfillingit,youjust
need toClickHere

Belowarethe stepsto befollowed
1. Clickon thelinkabovewhich willtakeyouto theregistrationpage
a. Pleasecreateyouruser IdandPasswordon thispage
b. Alsovalidateandupdatedataavailableon thispage,forexample therewould be categoriesmapped toyourprofile,you canadd or deletecategories. ). If you need to updatethecategory,please
searchandselecttherequired categoryatthelastlevel
c. Aftertheabovesteps,youcanclick on thesubmitbuttonatthebottomof theregistrationpage
SMARTwilltriggeranother email toyou withActivationLinkforyourprofile.Clickon thislinkwhichwill takeyou to the login page
LogintoSMART usingthe User Id and Passwordsetby you duringtheregistrationprocess(step 1a). Youcannowaccessyourprofileon SMART
The systemwould havealsotriggeredthe belowformstoyou assoon asyou register(theywillbe availableunderTasksicon on theSMARThomepage)
a. LocalBusinessDevelopmentform
b.  VendorChecklistform
c. Categorybasedforms(therewillbe oneformper categoryyouselectedduringregistrationprocess)
4.  Youarerequired topopulateyour responsestothereceivedformsandsubmitthemfor BruneiShell’sreview
Oncelogged in,you canalsoaccessthevendorregistrationguideplacedin the‘HelpCenter’section of ‘Support’tabon the toprighthandcornerof SMART (alsoattached in themail).
We would liketotakethe opportunitytowelcomeyouto SMART by GEPpostsuccessfulregistrationandlookforwardtoalong andfruitfulassociationwith BruneiShell.
In case of anyqueries, pleasefeelfree toreach out to BSP-SCM13-Vendor-Registration@shell.com

whh =

Thanks andRegards,
BruneiShell

Note: ToAvoidemailsgoingtospamor junkfolders,pleasemarkthisemail address as safe. Senderemail addresscanbemarked safeby addingitin thesafesenders list,contactslistoryouraddressbook.

Tocomplete registration click on the Click Here link in the above email
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Once the Supplier clicks on the link, a New Account Registration Page ®
-- oy GEP

will open up

e

BRUNEI

B Hi Alok Supplier,

‘ You have been invited by Brunei Shell Petroleum to be a supplier and represent test supplier

1 have a SMART by GEP account

Thanks,
SMART by GEP Team

Supporting you from United States, Asia and Europe

Phone:
USA:+1732 428 1578
Europe:+42 022 59 86 501
Asia:+91 22 61 372 148
Australia;+61 285 181 914
UK:+44 203 478 6123
Brazil:+55 113 181 5451

Email: Support@gep.com

Powered By GEP | @ AllRightsReserved | Privacy Statement

* Click on Register Now to open the Primary Registration Form(PRF)
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The Primary Registration Form will open up for the supplier tofill,

create a login and submit

by P

BRUNEI

Language English (AU)

Primary Registration Form

Basic Details
Account Credentials
Username # {
User Email # alok.bahuguna@gep.com
Password*® Password strength: Too short

Confirm Password*

Mobile Number SelectISD Code +

* Under ‘Account Credentials’, username, password and phone number can beadded
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The ‘Company Information’ can be now captured in the next section ®
- et oy GEP

Company Information

Legal Company Mame testsupplier

Doing Business As

Company Website

Headguarter® 5elect Country -

Address Line 1

Address Line 2

ity

State/Province

Fip/Postal Code

Comparny Phone =

County

Fax

Business Regions =

rc};-:'l

Category = 01 - DRILLING MACHINERY, [
C-U-M-5 Mumber

Identification Select identification type - 4

* Under ‘Company Information’, Company Name, Address, Regions and Categories served along with Identification Numbers
like ROC and IC can be populated
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Primary & secondary contact information along with acceptance of ®
- - oy GEP

Primary Contact Information
First Name* Alok
Last Name* Supplier
Company Email * alok.bahuguna@gep.com
Primary Business Phone Number 99939959595 Extension

=]

Contact’s Business Region *
Contact's Category 01 - DRILLING MACHINERY, '_:;_

Time Zone {(UTC-06:00) Central Time (US & Canada) ~

Secondary Contact Information

First Name Last Name Company Email Contact Role o

_| Ihave read and agree to Brunei Shell Petroleum Tecms & Conditions & Privacy Policy. *

_| I'have read and agree to GEP Terms & Conditions & Privacy Policy, *

*  Post entering the contact details and accepting the Terms & Conditions and Privacy Policy of Brunei Shell and GEP, click on
the ‘Submit’ button
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informed about the last step of emailverification

Once Primary Registration Form is submitted, supplier willbe ®
-- oy GEP

e

BRUNEI!

A verification link has been sent to the registered email ID, please use the same to verify the account. If already
done please ignore.

/T~

helpful information to get started.

.' You have successfully submitted the registration form. If you have any questions, please Click Here to find

Thanks,
SMART by GEP Team

Supporting you from United States, Asia and Europe

Phone:
USA:+1732 428 1578
Europe:+42 022 59 86 501
Asia:+91 22 61 372 148
Australia:+61 285 181 914
UK:+44 203 478 £123
Brazil:+55 113 181 5451

Email: Support@gep.com
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Verification email which will be received by the supplier by G E P °

Dear AlokSupplier,

Thank you for filling the Registrationform. Before we can activate your account one last step must be taken to start using GEP SMART.

In order to activate your account, please visit this URL:
Click here

Please note-you must completethis laststep in order to use the GEP SMART account. You will only need to visit this URL once.

Thanks & Regards,
GEP on behalf of BruneiShell

e Please click on the Click Here button to complete the verification process
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Forms to be Submitted and Priority for the same by G E P ’

As soon as your account is activated, you will receive emails for forms to be filled up. Below is a
sample

Dear Test Supplier,

Brunei Shell has sent you an additional form Vendor Registration Checklist. In order to startfilling the form, you just need to click on the link given below:
Clickhere

This link will take you to the login page and you can login using the credentials generated during the registration process. You can login using the username: <Supplier Username> and
the password which was generated during the registration process. The Additional form is available in the Tasks panel under Home tab. Please click on the form name to start entering
the responses.

In case of any queries, please feel free to reach out toBSP-SCM13-Vendor-Registration@shell.com

Thanks & Regards,
GEP on behalf of Brunei Shell

* Email received by the supplier for fillingin the Vendor Registration Checklist form

* Supplier can access this form by clicking on the Click Here button provided in the email body

PRIORITY OR ORDER IN WHICH FORMS NEED TO BE SUBMITTED

» Please ensure that you submit the VENDOR REGISTRATION CHECKLIST (VRC) and LOCALBUSINESS
DEVELOPMENT (LBD) forms before addressing the Category based forms

*  Only after submitting VRC and LBD forms, start filling and submitting the Category basedforms
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SMART GEP Access, Additional Forms & Profile

Management
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The Verification Link will take the supplier contact to the Login page ®
oy GEP

of SMART by GEP

OGEP SMART

Forgot Username?

Forgot Password?

* Please use the login credentials used while filling the Primary Registration Form and click on the‘Login’ button
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After login to SMART by GEP, the Privacy Policy pop up will appear by G E P °

Privacy

Here at GEP, we take your privacy seriously and will only use your personal information to provide the
procurement services as per the agreed contract.

https://www.gep.com/privacy-statement

Your permission allows us to process your personal information that enables digital procurement

transformation.
D I hereby give my consent for this-activit
If at any point of time after this consent, should you have any queries or requests related to data privacy, then

you may do so by emailing your request to us at “privacy@gep.com”.
We will respond to your request within ten business days after it's receipt.

CANCEL

* Please check the consent box to accept the Privacy Policy

Privacy

Here at GEP, we take your privacy seriously and will only use your personal information to provide the
procurement services as per the agreed contract.

https://www.gep.com/privacy-statement

Your permission allows us to process your personal information that enables digital procurement

transformation.
I hereby give my consent for this activit
If at any point of time after this consent, should you have any queries or requests related to data privacy, then

you may do so by emailing your request to us at “privacy@gep.com”.
We will respond to your request within ten business days after it's receipt.

CANCEL ACCEPT

* Now you can click on the Accept button
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SMART by GEP Workspace page will now be accessible SmF‘RT by GE P®

Search

;
(=]

MANAGE
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‘Tasks’ section would have the Local Business Development, Vendor GE P®
Registration Checklist as well as category forms assigned to the supplier & by

ACTION PENDING

01AAA84 - DRILL.RIG SURF. EQPT, GEM...

Form Mame - 0144544 - DRILLRIG SURF. EQPT,
GEMERAL | Form Type : Additional Form

01 Bads - WORKOVER HOISTS
Form Mame : 31BAAA - WORKOWVER HOISTS
Form Type : Additional Form

Local Business Development

Form Mame : Local Business Development |
Form Type ;- Additional Form

Wendor Registration Checklist

Form Name : Vendor Registration Checklist
Form Type : Additional Form

e Supplier can click on the form to access it
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Example of Local Business DevelopmentForm by GE P®

Q1. Do you have a Corporate Bank Account?”
Select

Please Select - Sub-Question(s)

Q2. Have you or any of your key personnel worked for BSJV Companies in the last 2 years?”

Selact

Please Select = Sub-Question(s)

Q3. Do you have existing family members in BSJV Companies?*

2eject

Please Select v Sub-Question(s)

Q4. Do you have any other existing interests?({If the owner has shares in other companies, please select "Yes'. If this is not applicable, select "No')"*
Select

Please Select - Sub-Question(s)

* Oncethe form is completelyfilled, hit ‘Submit’ so that BSP Vendor Master receives it
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Example of Vendor Registration ChecklistForm by G E P ©

PREREQUISITES FOR DOCUMENTS TO BE UPLOADED

{1) Please make sure that all the uploaded documents are colored scanned copies of original documents {2) Please make sure to upload PDF version of original document {We accepfShow More

Q1. Type of Company”

Select

Sole Proprietorship (Brunei registered companii « Sub-Question(s)

Q. Please provide Copy of Certificate of Registration of Business Name (Section 16 & 17) or Copy of Business Name Extract”

| Add Attachment |

Q. Please provide Owner Details”

Known by any other

names

First Name Last Name IC Number 1C Color Localisation Position

Please Enter Please Enter Please Enter Please Enter Please Select hd Please Select v Please Enter )

Q. Please provide colored IC copy of the owner’

| Add Attachment |

Q. Please provide Copy of Sijil kerakyatan or Akuan kerakyatan {optional)

I Add Attachment I

CLOSE SAVE
» Please do provide attachmentsin your responseswherever applicable (highlightedin red boxes)

* Oncethe form is completelyfilled, hit ‘Submit’ so that BSP Vendor Master receives it
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Example of Category Form: 01AAAA - DRILL.RIG SURF.EQPT, ®
oy GEP

GENERAL

PLEASE SAVE FILLED RESPOMNSE BEFORE NAVIGATING BACK TO HOME PAGE

Details
Please save currently filled response by clicking on 'Save’ button present at lower right corner of this form, before you try to navigate to home page for further steps Show More

Q1. Representation Type™

Select

Flease Select _— Sub-Question(s)

Q2. Do you have a product catalog to be uploaded

Select

Flease Select - Sub-Questionis]

CLOSE SAVE m

* Oncethe form is completelyfilled, hit ‘Submit’ so that BSP Vendor Master receives it

18
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Supplier can also access its profile details and make edits to i smF‘RT by GEP®

i Search

MANAGE

TEST SUPPLIER (PC-2020.001176)

.+ BASIC DETAILS Manage Optional Fields @
Farrerly Knawn As

s Lagal Name® arent Company’s sion Ty
Suppiier's Lagal Name! Farent Company’s [dentification Type Formerly Known As

test supplier Parent Company Mame - Barent Company Mame ing Business
YOUR COMPANY PP mpany y Doing Businzss As

LOGO HERE

5 rtad file formats: Category™ RegionT Supplier Managers* i
uppo! le formats: N ; Status
o e 01 - DRILLING MACHINERY, MUDEQ...  Asia +5 More Rahmat Jamil+ 1 More Under Review @

Max file size - SMB

Resalution : 200 X 200
pixal

&

~

IDENTIFICATION INFORMATION

i

CERTIFICATES i

» DIVERSITY STATUS - DO NOT USE

LOCATION INFORMATION L]

~

COMTACT INFORMATION i L]

~

© 2020, GEP. All Rights Reserved. The Source-to-Pay Software Platform 19



Certificates, like TAMAP, need to be provided in the Certificates ®
oy GEP

section of the Supplier Profile

88 CHOOSE CERTIFICATE (4) Q

TAMAP Certificate

~ CERTIFICATES @

POISOM License

Integrity Due Diligance (IDD) Certificate

© O O @

Health, Safety, Security and Environment (HSSE) Certificate

@

Add New Certificate

ADD NEW CANCEL DONE

. . * Select CertificateName
* Clickon Add New Certificate «  Click onDone

PETAILS | ATIACHMENTE - HOTIRICATIONS Forany certificatesthatyou upload to the ‘Certificates’section,
ke i i} please use the below Certificate naming convention in the
‘Certificate Number fieldsoitis easierfor identification.

o it

Category Material Number — OEM or Supplier - Document Type
—> 03AAAA - Global Inc — Letter of Appointment

®ves O Mo 60SAAA — UK Valves - TAMAP certificate

91AAAA - Panadol - PoisonLicense

Category Service name — OEM or supplier - Document type
AFTERMARKET INSTRUMENTATION — GSI Inc — Letter of Agency
* Entervaluesin the Details, Attachmentsand Notification tabs CORPOBATE SERVICES "E_GA" ~ UK LEGAL OVERSEES LLC —
Authorized Representative

* Clickon the Save button WELL TESTING — WTI Inc — Authorized Agent

CANCEL SAVE
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Steps to Add Banking details on Supplier profile on SMART

© 2020, GEP. All Rights Reserved. The Source-to-Pay Software Platform 28



Step 1: Go to your Home screen (by clicking on ‘Square Home Icon’ on top left corner of ®
oy GEP

the page)

a) Hover your mouse on 'Supplier Profile' icon which is present in lower right corner of the home screen
as highlighted below
b) Click on the icon to navigate to your profile

.r-: INEW SUPPLIER'S

5% 'NORKSPACE uar

Supplier: Welcome to SMART by GEP...a step to make life easier and simpler for you!

&

CATALOG

ofile 0
Supplier Profile &
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Step 2: Scroll down and click on ‘Create Change Request’

© 2020, GEP. All Rights Reserved. The Source-to-Pay Software Platform

CLOSE

SAVE

CREATE CHANGE REQUEST
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B Y < MART o, GEP’

Are you sure you want to create Change Request?
Note: In case of a change request is not submitted, supplier manager will have an option to

cancel your change request so that other users can make the changes
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Step 4: Scroll down and click on 'Location Information’ section

NEW SUPPLIER'S
58 WORKSPACE

&  NEW SUPPLIER COMPANY (PC-2020.000084)

« BASIC DETAILS Manage Optional Fields @ (o)
New supplier company .'"-"""? Company Name v  Parent iny Name ‘ Formerly Known A ¢
=
B Material «+1 More 1N vendorMa Brunei + 1 More Under Review (! o
%
@
11444 .
> IDENTIFICATION INFORMATION e®
113t o
> CERTIFICATES &
o
> DIVERSITY STATUS @ s
> LOCATION INFORMATION & ¢
> CONTACT INFORMATION 9
PROFILE
25% COMPLETENESS aos SAVR
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Step 5: Find 'Plus icon' on top right corner of the section

a) Click on 'Plusicon'to 'Add New Location’

& NEW SUPPLIER COMPANY (PC-2020.000084)

> CERTIFICATES
> DIVERSITY STATUS

v LOCATION INFORMATION (1)

> CONTACT INFORMATION
> BUSINESS INFORMATION

> TRANSACTION TYPE

0 PROFILE
-
_E_é_‘nnm CTEMECE

© 2020, GEP. All Rights Reserved.

Headquarter

Pri : 23456
Sec

The Source-to-Pay Software Platform

¥ ‘

Add New Location

@
oo o o o o O o o o o

CLOSE SAVE
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Step 6: Fill in appropriate details of Location Information

a) Click on ‘Show Lookup’ in ‘Choose Location Type’field

BE8 NEW SUPPLIER'S
G55 WORKSPACE

= & LOCATION

v LOCATION INFORMATION

Brunei B 401. Plaza, City Brunei Darussalam v  Brunei

Brunel 402301

Show Lookup

ETE T L T T e T S I Ty S S ST T

> IDENTIFICATION INFO

“rerevee e

Manage Op ; d 3 o
§ 3
!
{ =]
Fr - mmEp TR
fi

$a it

e [
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:I':?:NZ‘: :er:::,r ‘Location Type’, tick the checkbox ‘Remit to Location’as s mF‘RT by G E P ®

a) Click on ‘Done’
b) Click on ‘Save’

86 LOCATION TYPE (1/5)

Remit To Location
[J ordering Location
[ solicitation Location
[ 1nvoicing Location

[] other
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Step 8: After saving, Banking Information section will appear as below ©
p g g pp by GEP

a) Expand the section by clicking on it

28 NEW SUPPLIER'S
G50 WORKSPACE
2 LOCATION

v LOCATION INFORMATION Manage Optional Fields i O
Brunei B ‘401: Pvlaza, City Brunei Darussalam v Bbrune! i
Zi e 0se stion Type L;

Brunei 402301 Remit To Location t ®
2 S TIET :A?J:.(.‘us : a0 eI xgi‘i;

@

> BANKING INFORMATION

e [

29
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Step 9: Click on ‘Add banking info’

NEW SUPPLIER'S
WORKSPACE

& LOCATION

v LOCATION INFORMATION

Brunei B 401, Plaza, City Brunei Darussalam v Brunei

Brunei 40230

—— ——— — T th—— e Y

YTy L e T TR R PR T T rTyY -w—-‘mwm;f
v BANKING INFORMATION '
N

o
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Step 10: Choose applicable ‘Payment Method’ from drop down SmﬂRT by GEP®

BANKING INFORMATION

Bank Transfer

Cheque

CANCEL
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Step 11: Fill in all other applicable details as below SmF‘RT by GEP®

a) Click on ‘Done’ and ‘Save’

BANKING INFORMATION

Bank Transfer

Please Select - Please Select
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Step 12: After saving, Click on ‘Square Home Icon’ on top left corner ofthe

page

E'SP SUPPLIER 2'S
\VORKSPACE

Home . BSP SUPPLIER 2 (PC-2020.000094)
[ —
v BASIC DETAILS

Bsp supplier 2 Parent Company Name

YOUR COMPANY
LOGO HERE

Supported file formats
png. 1peg.jpg

Formerily Known A
Max file size : SMB
Resolution : 200 X 200
pixel
Brunel vendormMaster! Brunel + 1 More

> IDENTIFICATION INFORMATION

PROFILE
0
2 5 /“I “MPLETENESS

© 2020, GEP. All Rights Reserved. The Source-to-Pay Software Platform
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Manaqe “’I"\l\ nal Fields .

Pars n
Material <1 More )
L]
Under Review
@
&
@
® °

CLOSE SAVE
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Step 13: Click on Manage Documents

s BSP SUPPLIER 2'S
058 WORKSPACE uar

Supplier: Welcome to SMART by GEP...a step to make life easier and simpler for you

{Hs
,,,,,,

ot

Manage Documents

R sises 3
TR N BRIt
- Hat

i

© 2020, GEP. All Rights Reserved.
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Step 14: Go to Forms and Click on Local Business Development Form

@0 BSP SUPPLIER 2'S
555 WORKSPACE uar

8 MANAGE

SCORECARD

Supplier HSSE Form_ supplier side

FINALLZE

Local Business Development :
Supplier HSSE Form Template B

|

FINA

Vendor Registration Checklist

FIN/ el

SHOW ALL ' . SHOW ALL
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Step 15: Complete the form and click on ‘Submit’ ©
P P - oy GEP

i LOCAL BUSINESS DEVELOPMENT

v Local Business

Q2. Do you have a Corporate Bank Account?”

Development Select
Please Select v Sub-Question(s)

Local Business Dev...

Q3. Have you or any of your key personnel worked for BSJV Companies In the last 2 years?”

Please Select v Sub-Question(s)

Q4. Do you have existing family members in BSJV Companies?”

Please Select v Sub-Question(s)

CLOSE SAVE SUBMIT
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Steps to edit address
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Vendor to log in to their profile and click on create change request at the right bottom corner of the page

CLOSE SAVE CREATE CHANGE REQUEST
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Step 2: The user will be prompted this message. Please click “Yes” by GEP®

Are you sure you want to create Change Request?

Note: In case of a change request is not submitted, supplier manager will have an option to

cancel your change request so that other users can make the changes

39



Step 3: Go to Location and click the plus button by GEP®

~ LOCATION INFORMATION (1)

D Location Mame Type Phone Mos. Roles & Contacts
Pri: 3373599
BSP Headquarter coc I &

40



Step 4 : Fill in the details and click save & close | by GEP®

& LOCATION

LR R LSRR G RO RO R 5 SSpapageaaeasaascasaaaaaaaRaaRataat ARt
v~ LOCATION INFORMATION Manage Optional Fields
Country*
Location Name* Please Select ¥  Address Line 1% State*
City* Zip Code* Choose Location Type*
AR AR R o i mmmmE e Y

seaeaaaaae

CANCEL m SAVE & CLOSE
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Steps to add more work categories
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Step 1: Go to your Home screen (by clicking on ®
‘Square Home Icon’ on top left corner of the page) by G E P

a) Hover your mouse on 'Supplier Profile' icon which is present in lower right corner of the home screen

as highlighted below
b) Click on the icon to navigate to your profile

.r-: INEW SUPPLIER'S

5% 'NORKSPACE uar

Supplier: Welcome to SMART by GEP...a step to make life easier and simpler for you!

&

CATALOG

ofile 0
Supplier Profile &
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Step 2: Scroll down and click on ‘Create Change Request’

®
® L ]

®
& &

®
®

®
o ®

5
®
®

CLOSE SAVE CREATE CHANGE REQUEST
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B Y < MART o, GEP’

Are you sure you want to create Change Request?
Note: In case of a change request is not submitted, supplier manager will have an option to

cancel your change request so that other users can make the changes
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Step 4: Under Basic Details click on category | | by GE P

v BASIC DETAILS

- Parant -~ S = TAasnsfirstior ~a

Dummy - BSP test Supplier Parent Company Name - Parent Company Name

YOUR COMPANY LOGO HERE = . e
[ 01AAAA - DRILL.RIG SURF. EQPT, GENER... ]

Supported file formats: png, jpeg.jpg

Max file size : SMB
Resolution : 200 X 200 pixel
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1R T oy GEP’

g8 Category

b Material
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Step 6: Choose the category and click done by GE P®

Q X

[] select all

v Material ‘
v 01 - DRILLING MACHIMERY, MUD EQUIPMENT AND ACCESSORIES
01AAAA - DRILL.RIG SURF. EQPT, GEMERAL
01BAAA - WORKOVER HOISTS
» 02 - PRODUCTION SURFACE EQUIPMENT

L 03 - DRILLING TOOLS AND RETRIEVAELE PRODUCTION TOOLS

Editing may result in some data loss in the Category for which this supplier has been marked as Preferred. Go to Set as Preferred Supplier” section and
verify."

RESET CANCEL
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[ DELETE J SUBMIT SAVE AND EXIT CLOSE [ SAVE J
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Steps to add and edit contact information in SMART GEP
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Vendor to log in to their profile and click on create change request at the right bottom corner of the page

CLOSE SAVE CREATE CHANGE REQUEST
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Step 2: The user will be prompted this message. Please click “Yes” by GEP®

Are you sure you want to create Change Request?

Note: In case of a change request is not submitted, supplier manager will have an option to

cancel your change request so that other users can make the changes
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e | oy GEP’

Profile goes in Edit Mode. The ‘+’ is now visible for the user to add in additional contact information

Change request is in progress

~ CONTACT INFORMATION(11) [ ]

@

Full Name T, Designation T, Primary Phone No. Region 7 Persana Code T,

53



Click on Save and then click on Submit. User will be prompted the following message. Click ‘Yes’.

Do you want to submit the change request?

NO

YES

oy GEP
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Respond to RFx
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Suppliers - Viewing an RFx Document by GE P

Suppliers can find the required RFx document via the Tasks or Managesection of their Workspace.

SEE SALLY's
W= WORKSPACE

nsbe!mwngv i
Under Tasks section, locate the Underthe Manage section, navigate
required RFx on the associated card. to the RFx card, and locate the

required RFx.
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Suppliers - Guidelines Acknowledgement by G E P

Suppliers may need to first accept the NDA/Guideline set by the buyer organization.

v~ GUIDELINES PENDING ACCEPTANCE .
1. Click the
(i) Accept the guidelines listed in this section in order to participate in the event. Gmdellne nameto
read throughthem
I Accept General Guidelines - Test 1
and select thel
Accept General
~ BUYER CONTACT INFORMATION (1) Guidelines
checkbox.
Name Designation v Email Address Contact Number
sandy Wilson Admin godfrey.lobo@gep.com 91 (22) 2764 9100

CANCEL | 2. Click Accept Guidelines

On first access to the RFx page, Supplier can see the Acceptance section on the top, depending upon the configuration set by the
buyer. Only this section is active initially. Suppliers are required to read the NDA and other documents and accept it to gain access

to the remaining sections in the RFxevent.
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Suppliers - Confirm Participation by G E P

Once Supplier accepts the Guideline, depending on the settings applied by the buyer, Supplier may need to confirm
their participation before taking part in the RFx.

~ EVENT TIMELINES

Response Timeline

sati1e sun 17 Mon 18 Tue 19
December 2017

v BUYER CONTACT INFORMATION (1)

Name Designation /' Email Address Contact Number

My arganization wishes to participate in this event CANCEL CONFIRM PARTICIPATION

click the My organizationwishes to participatein thisevent checkboxand then
click the Confirm Participation buttonat the bottom right corner.
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After Supplier acceptsthe NDA/Guidelines in the Acceptance section, the rest of the RFx document containing the
following sections becomeaccessible:

1. Basic Details: Basicinformationregardingthe RFx event such as the event name, description, type, currency,
category, business unit andregion.

Event closing in 10d 232h52m52s | &2

< & 10100-JUN/2017 - RFX FOR IT HARDWARE & ... (PARTICIPATION CONFIRMED)

~ BASIC DETAILS

RFx for IT Hardware & Periphera

@
T uest for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. This is the =
re proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. This is the request
for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. X
o
Request for Proposal usD
L]

2. Buyer Contact Information: Contact informationregarding the buyer.

~ BUYER CONTACT INFORMATION (1)

Contact Number

Name Designation v Email Address
Admin Admin Admin@gep.com 91(22) 2764 9100

59
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Suppliers - The RFx Document

3. Timelines: Informationregarding the time duration to submit their response.

oy GEP

~ EVENT TIMELINES

Response Timeline | (

rhu 14 Fri1s sat 16 sun 17 Mon 18 Tue 19 Wed 20
December 2017

Thu

4. Guidelines:Information on guidelines, NDA, or standard practices set by the buyer.

v GUIDELINES (1)

Guideline Name Guideline Type Accepted By Accepted On

Guideline With Name As Guideli... Legal Policy

© 2020, GEP. All Rights Reserved.
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5. Questionnaires: Enables Supplier to answer questions that may have been added by the buyer. For informationon
responding to Questionnaires, see Responding to a Questionnaire.

6. PriceSheets: Contains a list of items the buyer intends to procure, for which Supplier can provide their quotations.
For informationon responding to Price Sheets, see Responding to a Price Sheet.

7. Attachments: Maycontain any supporting documents/filesadded by the buyer that may aid Supplier while
responding to the RFx.

~  ATTACHMENTS (1)

BUYER SUPPLIER

D Attachment Name '[L File Size Comments

O Pictured,png 203.0 KB =
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Supplier - Responding to a Questionnaire by G E P

The Questionnaires section enables Supplier to answer questions added by the buyer. Their response to the questions
may determine their score when the RFxis evaluated.

~ QUESTIONNAIRES (2) | Use the download and upload
options to respond offline to all
1 guestionnaires. See Respondingto
vestonnare Name S Response Compieton % a Questionnaire Offline.
Superaesienare ” o 7 Click the Editiconto respondtoa
Company information 6 0.00% 4 guestionnaire.

The questions within the questionnaireare as displayed below:

< RESPOND - COMPANY INFORMATION ™

Name

Company information

Use downloadanduploadoptions
to respond to this questionnaire
offline.

Sample

Q 1. How many employees do you have?

Respond to the questions added by
O <100 the buyer, in the space provided for
each question.

O between 100 and 200

00/ RESPONSE CANCEL SAVE m
Y COMPLETENESS
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Suppliers - Responding to a Questionnaire - Offline

When Suppliers select to download the questionnaires, the Excel template downloaded is as follows:

D \ E I

001768-Sep2019 - 001766-Sep2019

Supplier questionnaire
linstructions
-This document has 3 tabs. Please complete each tab according to the instructions provided below.

Questionnaire Name: *

Questionnaire Description:

2Supplier Questionnaire

- Please enter vaur resnonses for all sections in the snaces nrovided beside each auestion
4 SECTION NAME QUESTION NUMBER QUESTION TITLE

1.1 Please provide the requested information for your company in the table

RESPONSE OPTIONS

Contacts: - Primary

1
below. Contact
5 1.1 Please provide the requested information for your company in the table Contacts: - Secondary
- below. Contact
3 1.1 Please provide the requested information for your company in the table Address: - Primary
: below. Contact
1 1.1 Please provide the requested information for your company in the table Address: - Secondary
below. Contact
10
i 1.1 Please provide the requested information for your company in the table Telephone: - Primary
below. Contact
11
. 1.1 Please provide the requested information for your company in the table Telephone: -
5 below. Secondary Contact
1 1.1 Please provide the requested information for your company in the table Email: - Primary
halrw antacd
> IS iilaiohtl 1.Supplier questionnaire [PAETTeET\ Al {olfa1elely) (©)
Refer Instructions Switchbetween theavailable

sheet forguidelines. questionnairesto respondto.

© 2020, GEP. All Rights Reserved.

RESPONSE TO QUESTION

Provideyour
responses.

The Source-to-Pay Software Platform

This guestion type is not supported on the Excel file.

Suppliers must provide response on application.

This question type is not supported on the Excel file.

Suppliers must provide response on application.

This guestion type is not supported on the Excel file.

Suppliers must provide response on application.

This question type is not supported on the Excel file.

Suppliers must provide response on application.

This question type is not supported on the Excel file.

Suppliers must provide response on application.

This question type is not supported on the Excel file.

Suppliers must provide response on application.

This question type is not supported on the Excel file.

oy GEP
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Suppliers - Responding to a Price Sheet

A price sheet includes a list of items the buyer intends to procure. As a supplier, they can provide a quotation for the

required items.

oy GEP

v PRICE SHEETS (2)

Price Sheet Name

IT Hardware

Hardware

Select No under the
Intentto Bid columnin
case do notwantto bid
for anitem.

© 2020, GEP. All Rights Reserved.

| Use the download and upload
optionsto respondofflineto all price
aQ 1 h . .
sheets. See Responding to a Price
Response Completion % Sheet Off“ne.
0.00% Vi
0.00% P Click to respondto the price sheet.
e RESPOND - IT HARDWARE ~ th
Price Sheet Name
IT Hardware Use download and upload
Price Sheet Type Options tO respond tO thiS
Materials price sheet offline.
Price Sheet Description
IT supplies
Use these options to
perform variousactions
on the pricesheet.
B R
A B c D E F G rr .
1 *Intent to Bid *ltem Name *ltem Number *Volume *Unit *Price Per Unit... | Total Price FI” In your
2 |Yes Item 1 001 10/ EA: Each 0.00 quotatlon/detaI|SIn
’ 000 the Price per unit
cancer . IR | Column_

The Source-to-Pay Software Platform
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Suppliers - Responding to a Price Sheet - Offline .

When Supplier selects to download the price sheets, the Excel template downloaded is as follows:

4 Price Sheet Type:

Description:

Column Type :

g |Column Name:

Instructions

IT Hardware

Materials

IT supplies

1.IT Hardware | 2 Hardware

Drop Down Text Text Numeric Drop Down Currency Computed

b | - b |
*Intent to Bi ~ *ltem name ~ *Item number + *Volume + | *Unit + *Price per unit(USD) ~ Total price v
Yes Item 1 001 10 EA : Each USD 16.00 160.00

oy GEP

Provide your
bid input.

Refer Instructions
sheet forguidelines.
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Switch between the available price sheets to respondto.
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Suppliers - Submitting a Response by G E P

After viewing all the required details on the RFx and responding to the questionnaires and price sheets, as applicable,
Supplier can submit their responses to the buyer. Once the response is submitted, the status of the event changes to
Response Submitted.

Supplier will receive an email if they areawarded.

~ BASIC DETAILS O

RFx for IT Hardware & Peripheral

EventDescription ®
This is the request for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. This is the «
request for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements fc  GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. This is the request
for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. ¥
Event Type Eve °
Request for Proposal usb
R
ANUF
v EVENT TIMELINES
®
Response Timeline | |
fon 19 Tue 20 Wed 21 Thu 22 Fri23 Sat24 Sun 25 Mon 26 Tue 27 Wed 28 Thu 29 Fri30
J 2017 v
T @

v~ GUIDELINES (1)

Click Submit to
submitresponse

o
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Respond to Contracts
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Suppliers can find the required Contract via the Tasks or Manage section of their Workspace. Under the Task section, the documents
are categorized and displayed as per pending activities. Under Manage, the documents are categorized according to the document
type. =

Ban SALLY's
WS WORKSPACE

ogPiz.,

Under Tasks section, locate the Under the Manage section, navigate
required Contracton the associated to the Contract card, and locate the
card. required Contract.
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The Contract page has the following sections: Basic Details, Applicable For, Internal Party, External Party, Terms,
Contract Language, Notes and Attachments, Lines, Team Members, Notification, and Milestone.

@ CONTRACT FOR LAPTOP (SUPPLIER REVIEW PENDING)

> BASIC DETAILS

> APPLICABLE FOR

> INTERNAL PARTY

> EXTERNAL PARTY

> TERMS

> CONTRACT LANGUAGE - Authoring

> NOTES AND ATTACHMENTS

PREVIEW CANCEL REJECT ACCEPT
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Basic Details and Applicable For

oy GEP

The Basic Details section contains the basic contract details like contract name, document type, contracttype, and

description.
~  BASIC DETAILS =
Contract Name Contract Number Document Type Contract Type
Contract for Laptop 2018.000309 Master Agreement Asset Purchase Agreement
Contract Administratar Y Description w

Demo User

The Applicable For section contains details for category, organization entity and the region for the contract.

~ APPLICABLE FOR

BUSINESS TRAVEL GEP Mumbai Americas

© 2020, GEP. All Rights Reserved. The Source-to-Pay Software Platform
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Internal Party and External Party by GE P

The Internal Party section captures the company specific informationlike buyer company name and authorized
signatory.

~ INTERNAL PARTY

Mame Referred As
Buyer Company Company Attorney Authorized Signatory
Contract Creator

Dema User

The External Party section captures the informationspecific to you like supplier name, supplier contact andthe
supplier signatory.

v~ EXTERNAL PARTY

Supplier Supplier Contact
Prime Suppliers Sally Anderson Signatory Ordering Location
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The Terms section captures informationrelated to the contract termsand conditions like currency, contract value,
parent contractnumber, parent contractname and the effective duration.

v TERMS =
X

Parent Contract Number Parent Contract Name

Currency » Contract Value » Payment Term ™ Contract Limit »

usD 0.00 NET 30

Effective Date Remain in effect Expiry Date

02/15/2018 Till Date 02/15/2018

Renewa »

on need basis
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Contract Language

oy GEP

The Contract Language section elaborates the terms and conditions of the agreement. It also defines the roles and
responsibilities of each party that is part of the contract. For information on how to download and review a contract

language, refer Reviewing a Contract and Downloading a Contract Document.

v CONTRACT LANGUAGE - Authoring

1

D Mame Comments Contract Administrator Medified By Status Modified On Version

O Contract Language BHF Demo User

Demo User 2/15/2018 1
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The Notes and Attachmentssectionenables Supplier to upload soft copies of the documentsrelated to the contract.
Supplier can also add notes and external links.

~ NOTES AND ATTACHMENTS

il = &
File u‘f oad r~.ffes Ext-'—.‘"'li Link
Click File Upload, browse to the document, Click Notes. On the Notes Click Externallink. Onthe External
select it and click Open to open the pop-up enter thename and Link pop-up enterthe name and URL
document. descriptionand click Save. and click Save.
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The Lines section contains informationabout the product for which the contractis drafted. Supplier can also
download the line items for a contractto work on them offline.

v LINES
Lines
Lines (1) [/
Line Number * Line Type * Itern Mumber Irern Mame * Status * Description Supplier Item Rlumber Category * oM
1 Materials Laptop Draft INDIRECT each
»
Rows Per Page:  1-10f1 < >

Download service lines

Download materiallines
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The Team Member section contains the existing team member detail.

~ TEAM MEMBERS

Team Members Viewer Reviewer

Demo User
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After the buyer completes drafting the contract, Supplier will receive the contract for review. Supplier can view the contract on the
Contract card under Manage with the status as Supplier Review Pending. If Supplier wants to make modifications to the contract, can
make changes using one of the below methods:

* Download the contract and work on it offline and upload a minor version of the contract
*  Work in the Word Plugin.

¢ & CONTRACT FOR LAPTOP (SUPPLIER REVIEW PENDING) B The buyer can withdraw the contract in the Supplier
Review Pending Status, if Supplier has not checked

% HASICRERAIS © 7| outthe contract. In case the buyer withdraws the
o hiiing e R L . I contract, a notification is displayed stating that the
, ! + contract is withdrawn by the buyer. Supplier cannot

Testhscena UAT 1 - | Vview the contract once it is withdrawn.

v INTERNAL PARTY I

Name Referred As [ ]

Buyer Company Company T Attorney Authorized Signatory

il Teticena UAT1

PREVIEW CANCEL | REJECT m1— Click Acceptto accept the Contract.

Click Reject to reject the Contract.
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Reviewing a Document - Check out a Contract by G E P

From the Contract Language section, open the contractual document. Click CheckOut to check out the contractual
document, download it and work on itoffline.

Author : | Last Modified By : £ On 4/1 Version10 v | [¥

Standard Services Agreement

Always upload your project agresment and statement of work document to the Elance Private Message Board ["PMB").
This Standard Services Agreement is 2 sample provided for your information only and may not be relied upon as legal advice. This agreement might not be appropriate for your requirements. Elance makes no warranty about the suitability of this sample agreement and accepts no liability arising out of
the use of this agreement. Please consult your legal or business advisor for further information or advice.

STANDARD SERVICES AGREEMENT

THIS AGREEMENT is made on [Month, day, year]
BETWEEN

1. [the Buyer] of (the "Buyer’). and

2. [the Service Provider]

". RECITALS

1. Key Terms

1.1 Services

1.2 Defivery of the Services
3. Start date: The Servi
b. Completion date: Th

c. Key Dates: The Serv

PO ciccxour P Click Check Outto edit the document.
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Reviewing a Contract - Downloading the Contractual Document by G E P

Once Supplier downloads the contractual document, Supplier can now edit the contract document and make the
necessary change and upload a minor version of the document. The minor version is visible only to you, until you

check-in the change.

Veson 10 | (4] g Click download to
downloadandworkonthe
Standard Services Agreement

contractual document
offline.

Author : Ross | Checked OutBy: £ s0n4

Always upload your project agreement and statement of work document to the Elance Private Message Board ("PMB").
This Standard Services Agreement is a sample provided for your information only and may not be relied upon as legal advice. This agreement might not be appropriate for your requirements. Elance makes no warranty about the suitability of this sample agreement and accepts no liability arising out of
the use of this agreement. Please consult your legal or business advisor for further information or advice

STANDARD SERVICES AGREEMENT

THIS AGREEMENT is mads on [Month, day, year]

BETWEEN
1. [the Buyer] of {the "Buyer"); and
2. [the Service Provider] of {the "Service Provider

¥ v v rovid v n: 2ment
! Key Terms
1.1 Services
v followin v =men
[ he Services |
1.2 Delivery of the Services
3. Start date: The Service Provider shall commence the provision of the Services on [insert date here]
re] y Oz

b. Completion date:

¢. Key Dates: The Service Provider agrees to provide the following parts of the Services at the spec

CANCEL CONTINUEEDITING  «

UPLOAD MINOR VERSION

L

Click Upload Minor Version,
to direct upload a new

versionof thedocument.
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After the contract is approved, the contract needs to be signed by both the contractual parties.

SMART by GEP would be configured to use the following signatory options:

* SMARTSignature
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Signing a Contract - SMARTSignature by G E P

SMART Signature provides the below option:

e Offline Mode

In the offline mode, signatoriescan download the contract, sign it and upload the signed contract as a PDF document.

Offline Signature

Please download document for offline signature.

DOWNLOAD CANCEL

Downloadthe contract documentsand through
the Attachments pop-up, upload the signed
document.
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SMART . /GEP

9GEP

GEP helps globalenterprisesoperate more efficientlyand effectively, gain competitive advantage, boost profitability, andmaximizebusiness and shareholder value.

Fresh thinking, innovative products, unrivaleddomain andsubject expertise, and smart, passionatepeople — thisis how GEPcreates and deliversunified business solutions
of unprecedented scale, power andeffectiveness.

Everyday, all over the world, GEPhelpsperformance-driven enterprisesrealizetheir strategic, operationalandfinancial objectives.

To learn more about our comprehensiverange of strategic and managed services, please visit www.gep.com. For more about SMART byGEP, our cloud-native, unified
source-to-payplatform, please visit www.smartbygep.com.

Access our free knowledgeresources at http://www.gep.com/knowledge-bank
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