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01
Introduction



Coupa CLM for suppliers

These training materials will enable you to ...
» Respond to the BRENNTAG contract proposal via Coupa Contract Collaboration

» Streamlined contract reviews and alignment with BRENNTAG directly in Coupa with a red-lining capability
(online collaboration)

= Digitally sign a contract using DocuSign*

Please keep in mind ...

Invitations to review a contract will always be received by E-Mail

No additional accounts will need to be created

Contracts cannot be seen or edited out of the CSP (Coupa Supplier Portal)

5 * Note: No DocuSign license is required and free of charge



Contracts - supplier response process

Supplier
Received . . . - Finish Review &
2 » n
E-Mail to —p Sgsipe)b\(ler Edit Online~ Yes—P E(ril;;cnIZelds > send back to > i?/?(;c\r/\?:(;t
review BRENNTAG
Contract
1 Review BRENNTAG
No

internally continues

R Download R Save changes
" for editing in " and upload to
MS Word Coupa




Supported browsers for Coupa

The latest Coupa Release (R33) supports the latest versions of these web browsers:
» Google Chrome 99.0

» Mozilla Firefox 98.0

= Microsoft Edge 99.0



02
Reviewing and Editing
a Contract



Supplier Review

To review a contract document, you can click on
Open Contract or the URL from the invite email
to access the contract document.

Almira',:l'\l;:-' fvia Coupa Contract Collaboration <do_not_reply@brenntag-test-ccc coupahost coms= 12:22 AM (22 minutes ago) Yy  4a

to ALl A T

2 BRENNTAG

From Almira [%f5# of BrenntagTestCcc

To Rupert {1058

This contract has been shared with you using Coupa Contract Collaboration.

MSA_05102022A

Open Contract e

04ffcOafb8

https:/brenntag-test-ccc.coupahost.com/contracts/bscét/invites/932f78e24aece2c83cb2be e

zscoupa



Supplier Review

e Once Supplier opened the link, it will be
navigated to a new page where a contract
document is displayed.

A pop-up window for Start Tour is displayed.

Supplier can click Skip Tour.

The supplier will be invited to take a tour
when they first join.

e New pop-up window will show. Click Done
to go to the contract document.

10

Welcome Rupert m_ﬁ

review the contract

Click Next to take a 15 second tour.

You can return to this tour or
get further help anytime.

Get started now.

Click to go to contract

Almira !’-wgi,mmira !'-m_\ has invited you to

skip tour

Click to skip tour




Supplier Review

Once the link is opened, you are navigated to a new page where a contract document is displayed.

° To start reviewing and editing the MSA 05102022A o)

document, go to Edit Document.

To review, click Download Read

Contract will be downloaded in Edit Document -
pdf version and Supplier can now B BRENNTAG
review the contract offline. Master Services Agreement Download for Edit
This Master Services Agreement ("Agreement”) is entered into on May 12, 2022 ("Eff
Download Read Only
between — -

Messapes

Note:
Unlike in editing mode where contract document will Brenntag_ MSA x..pdf A~
be downloaded in MS Word, clicking Download Read B

Only will download a pdf version of the contract
document.

. =




Supplier Edit

Edits can be started online in the list of 'Fields'. When additional

changes are required the contract document must be downloaded.
Go to Fields and review the list of available fields and
properties will be displayed. Click into this area.

° Update the fields as needed by typing into them and Flelds

click Done.
o

Properties

Company Type

List of configured fields .

Contract Start Date *

B8 | may 31, 2022

Supplier Display Name *
A | 5CT Tech.
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Supplier Edit

If you need to edit the contract itself and fields are not available to these changes, you have the option to edit the contract
document via MS Word.

Since BRENNTAG will utilize MS Word function for authoring/editing a contract, it will be available for editing offline. Download for
Edit will allow you to download the contract template in MS Word and make edits and formatting inside the MS Word application
directly.

' ™
0 To start editing the document, MSA_05102022A (_prafe )
go to Edit Document and click

Download for Edit.
Edit Document -

E BRENNTAG Download for Edit a

Master Services Agreement

This Master Services Agreement (“Agreement”) is entered into on [insert date] (“Effective D owWn | Od d RE& d D n IF
i MEsSSages
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Supplier Edit

° The document will be then downloaded to B BRENNTAG
your computer. You can now start to edit or
review the contract offline. MSA_05102022A (Corare )

You no longer have the options to edit the '_
contract directly in CLM via the fields option. o

Upload Download

2 BRENNTAG

Master Services Agreement

This Master Services Agreement (“Agreement”) is entered into on [insert date] (“Effective Date™)

=L QD»B All Markup v If__lﬁ D( v between
i N

D ShOW Markup b [Insert applicable Brenntag legal entity name and full address below, e.g. as below. Delete this Instruction.|

e
Track | __ Accept . -
T . . - - renntag
Changes v Reviewing Pane v = ———
45131 Essen,
Tracking Y Changes Germany Parties
heremafter “Brenntag”
L

BrenntagTestCcc
and

LiCo Technologies

Note: Redlining is tracked

-\ Brenntag__ MSA...docx
. W Show all
in MS Word. 2507501 KB, & secs left
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Supplier Edit

e Once done with the edit, you can
now upload the updated contract.

Click Upload button.

Q A Document Upload window will pop.

Click Upload my changes.

15

E BRENNTAG Eﬂ:% I HEeLp

MSA_05102022A ( Draft :.

O | ocked Cancel Lock
ry
Upload ad

Compare Versions

2 BRENNTAG

Master Services Agreement

This Master Services Agreement (“Agreement”) is en

between DOCUMENT UPLOAD

|Insert applicable Brenntag legal entity name and f

Brenntag SE
Messeallee 11
45131 Essen,
Germany

X Upload my changes @

[Insert Supplier’s full legal entity name| |

hereinafter “Brenntag”

‘enntagTestCcc
and

LiCo Technologies



Supplier Edit

@ Select the updated contract and click Open to attach the file. The € Open 2
updated field in the contract document should be displayed. ¢ = v 1 R < Dow. > Updated Contr.

Organize ~ New folder

The contract document should be locked by you until clicking Send
to Counterparty.

B Microsoft Taam Name Date modified

B This PC 11 \E Brenntag__ MSA x649d4a_docx 5/12/2022 11:42 PM
% 2D Objece.
I Desktop
E Documents

Downloads

MSA_05102022A (orare )

Music
B Pictures

e £ Videos Click to attach
2 ) the updated file

File name: |Brenntag_ MSA x649d4a_docx ) ‘ tom Files v
Master Services Agreement -

This Master Services Agreement (“Agreement”) is entered into orI May 12, 2022 (“Effective Date”) I

Edit Document

2 BRENNTAG

Send to Counterparty

Note:
between Once clicking Send to Counterparty, BRENNTAG will receive an email that
Lrenntad S . . you have updated and shared the contract document. Changes by
v E“ssar11.1 Updated/edited ile — BRENNTAG or the supplier can continue until the contract documentis
Germany

agreed by both parties.
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03
Contract Signatures
with DocuSign



Contract Signatures with DocuSign

When a contract has been approved, you will receive DocuSign
an email requiring an action for E-Signature via
DocuSign.

Click Review Document.

Ralph sent you a document to review and sign.

1 REVIEW DOCUMEN

'Ralp"'l T o R e T Y T
A R R
Supplier,

Please DocuSign Signed MSA

Thank You, Ralph

: =



Contract Signatures with DocuSign

19

You will be redirected to a DocuSign
page displaying a message to review
and act on the document and a
preview of approved contract.

Tick “l agree to use electronic
records and signatures” and click
Continue.

Please Review & Act on These Documents DocuSign‘

Ralph
Brenntag Gruppe

Please read the Electronic Record and Signature Disclosure.
[ I 1 2croe t use slectronic records and signatures] CONTINUE OTHER ACTIONS v
. | agree to use electronic records and signatures.

Tick checkbox to continue

DocuSigrr @ Change Language - English (US) ¥ | TermsOfUse & Privacy ¥ | Copyright @ 2022 DocuSign Inc. | V2R

=



Contract Signatures with DocuSign

YOU are now Clble tO.reVIGW the Please review the documents below. m OTHER ACTIONS ~
contract document in DocuSign.

Q@ Q@ & & 0 ks
To begin, click Start to navigate -

DEMONSTRATION DOCUMENT ONLY

toa pdrt Of contract thClt n Envelope ID'rﬂTEMM,ﬁﬁrﬂf PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE

H H START 999 3rd Ave, Suite 1700 + Seattle » Washington 98104 » (206) 219-0200
requires action. st
9 N BUNFIARIHAY — For Internal Discussion Only

H . This draft shall not be considered final or binding on the
S e l'e Ct t h e S I g n fl e l‘d to cre G'te pariies unless executed and delivered by both parties.
and add Signature.

MASTER PROFESSIONAL SERVICES AGREEMENT

This Master Professional Services Agreement (this “Agreement”), effective as of the last date of signature below (the “Effective
_,Date’"i_is hv and between Brenntae North America_Inc_a Delaware comaration with an address of 5083 Pottsville Pike Readine PA 19605,

-
of
14. Program Adjustments. Contractor monitors, evaluates, and adjusts, as appropriate, the security program in light of: as
a) Any relevant changes in technology and any internal or external threats to Contractor or the Brenntag Data:
).
b) Security and data privacy regulations applicable to Contractor; and iy
. 3 . - X . he
¢) Contractor’s own changing business arrangements, such as mergers and acquisitions, alliances and joint ventures, outsourcing
arrangements, and changes to information systems.,
In no event during the Term shall Contractor materially diminish the protections provided by the controls set forth herein.
BSie gl Here‘
= w)
Slan 5/30/2022 | 22:42:30 PDT ok
SIGN
i ich b
»
Sign Inc. | V2R

9 Rev, Date: 2019-07-02
Page 23 of 23
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Contract Signatures with DocuSign

° Adopt Your Signature window will be displayed. Adopt Your Signature e .

You can select 3 options for Signature to adopt:

Confirm your name, initials, and signature.

Q Select Style - includes Supplier full name " Reqired
O.nd InItICtlS Full Name* Initials*
Supplier SCRZ
Q Draw - Supplier will be able to draw seecr styie | oraw 1 UpLoaD

. SELECT STYLE DRAW UPLOAD
signature 0 —Q—

PREVIEW DRAW YOUR SIGNATURE
° Upload - Supplier may upload signature

i N DOCU Sig n. DocuSi-gned by: DS
° Sufgrhw ché SELECT STYLE DRAW

Once signature has been placed, click Adopt FDCEACODFECATA.. c
Clnd Sig n b UttO n. By selecting Adopt and Sign, | agree that the signature ang PREVIEW and initials for all purposes when |
(or my agent) use them on documents, including legally bir [DocuSigned by: 3 or initial.

FDBCB4CIDFICA14
ADOPT AND SIGN CANCEL
UPLOAD YOUR SIGNATURE

For best results use an image that is 400 x 145 pixels

. =




Contract Signatures with DocuSign

G Your signature is now Q Q »ww8&a8 B o
Su CCGSSfU l-l-y G-d d ed G-nd <) Contractor’s own changing business arrangements, such as mergers and acquisitions, alliances and joint ventures, outsourcing
d |S p [o_yed |n the d ocume nt arrangements, and changes to information systems

In no event during the Term shall Contractor materially diminish the protections provided by the controls set forth herein.

Click Finish to send the
DocuSignedby: 5 /30,2022 | 22:46:48 PDT
completed document. Swpplier S(KZ

FDBCB4CEDFECA14

9 Rev. Date: 2019-07-02
Page 23 of 23

Signed MSA 23 of 23

FINISH G
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Contract Signatures with DocuSign

° A window will pop up stating that

23

you are done signing.
Click Continue to finish.

You are now able to download or
print a copy of the contract
document even if not all contract
signers have placed their
signhatures.

Once everyone has signed, they will
automatically receive an email
copy of the document.

You're Done Signing

[«
]

A copy of this document will be sent to your email address when completed
by all signers. You can also download or print using the icons above.

CONTINUE é

You've finished signing!

Confirmation message

box that the supplier
has finished signing.

You'll receive an email copy once everyone has signed.
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