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SynerTrade handbook for suppliers

The KAMAXpro portal is the cloud-based supplier portal at KAMAX, operated by the external
provider SynerTrade. All potential suppliers are invited to this platform and can independently
maintain their company data, as well as upload bank details, documents or certificates.

If you have any questions/ problems/ comments, please contact: purchasing@kamax.com
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2.

Supplier Self Registration Process

NOTE: During the supplier self-registration process, your data is saved at all times. If you
pause the supplier self-registration process, you can continue from the point where you were
last working.

Email invitation

To register in our KAMAX portal, you will be sent two e-mails. One e-mail contains the user
name, this is always your e-mail address and the link to the start page, and a separate e-mail
with an initial password. The supplier registration will only take place after KAMAX has sent
you an invitation.

2 Antw 2 Allen an IW

Alle Ungelesen - Neuestes Element ¥

4 Letzte Woche SSR: New Supplier

Emma Hubner
SR: Password Mo 09.05

Ee e ' EKAMAX
-

SSR: New Supplier Mo 09.05
SSR: New Supplier Dear Emma

Dear Emma Hubner,

You have been selected as a potential supplier by Generic client.

To access the KAMAXpro portal you need your personal access codes:
Login: emma.hubner@kamax com05

The password will be sent to you in a separate email

Thank you.

This is an automated email, please do not reply

Sign in

Click on the Link and you will get to the login. You will now be asked to enter your login and
password. At the same time, you have the possibility to change the language. If you copy the
initial password from the e-mail, please make sure that no space is copied during the copying
process. This would otherwise lead to an error. Also, as a note -SynerTrade requires enabled
popups for the website.


https://synertrade.kamax.com/
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3. Terms and Conditions on the platform

After successful login, please first check the terms of use for the use of the SynerTrade

platform. If you have read the terms of use completely, please check the box "l agree with the
terms of and conditions" and click "Agree".

Should you click on "Reject", it will not be possible to register on the platform. Therefore, if you

have any questions regarding the Terms of Use, please contact us to discuss any
guestions/ambiguities that may arise.

Terms & Conditions
ns and Conditions of Use for the KAMAXpro

1 Purpose and Scope

7 Miscellaneous

party. The supplier sh

fully and shall update
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4. Password
Please change the password according to our security policy, which will be displayed to you.

5. Self-reqistration — Starting page
After successfully changing your password, you will automatically be taken to the self-
registration home page. Here you will find our contact information incl. e-mail address, which
you can contact if you have any questions.

Please click on "Next" to start the registration process.

Status: Not submitted g
Suppert:plesse ik here

6. Company & Contact Information
Please fill in your company and contact information.

NOTE: All fields underlined in red are required fields and a prerequisite for creating a supplier
in our SAP system.
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Status: Not submitted B

HHAMAX e

COMPANY INFORMATION

7. Bank accounts
It is mandatory to provide at least one bank account in the registration process. Please click on
"New" to enter a new bank account.

NOTE: If you click on "New" several times, several lines will appear, which must then also be
filled in.

Example: You click 3 times on "New". In this case, 3 new lines will appear, all of which would
have to be filled with bank information in order to complete the registration process. Therefore,
if this happens only by mistake, please delete the lines that are not required.

Status: Not submitted
here B2

support:plesce cice

COMPANY BANK ACCOUNTS |  CEXTFICATECNERVIEW  DOCUMENTS  TEMS AN

o | oEALT ¢ | sk coUNTRY 2 | BANKNAME 2 | BANKACCOUNT NUMBER 2 BANKSWST CODE % | 12N / CLAGE (M) / BANK KEY 2 | ATIACHMENT

ORscordsmist  Show 10 fecords ¥
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A line will appear, please enter your bank information here.

Status: Not submitted B

‘Suppart: pease cick here

COMPANY BANK ACCOUNTS CERTIFICATE OVERVIEW DOCUMENTS TERMS AND CONDITIONS

king on “New’, Furthermare, please provide an attachment. . 9. a blank invaice or a farmal letter with your bank account information. 25 2 proof

NO. ® | DEFAULT 3 | BANKCOUNTRY 3 | BANK NAME 3 | BANK ACCOUNT NUMBER $ | BANKSWIFT CODE S | IBAN/ CLABE (vx) / BANK KEY 2 | ATIACHMENT

1 i Germany v Hubner Bank 1234567690 123456789 134567830 [+]-E3

1 Record exists Show 10 Records ¥ou have sslected 1 record(s)

PREVIOL: NEXT

It is also mandatory to upload an official document confirming the bank data entries. To do this,
please click on the plus symbol in the "Bank detalils file attachment” tab. A new window will then
open in which you can select a document (e.g. blank invoice, letter template with bank details, etc.)
from your hard drive under "Select file". Then click on "Apply" to complete the upload of the
document.

Status: Not
Suppert: please dick here

COMPANY BANK ACCOUNTS CERTIFICATE OVERVIEW DOCUMENTS TERMS AND CONDITIONS

This is step 2/5.Please create your company's bank accounts by clicking on “New”. Furthermore. please provide an attachment. e. g. a Blank invoice or a formal letter with your bank account information, as a proof

@ 1eryou have saved your data. dlick "Next”to continue your reg

By Set document - Geschitteeh - Microsoft Edge. - o ES

B hitps//kamaxsynertrade.com/ngp4B/actions/commen/atiachment/ShowAtiachmentiain.. A' @

Set-up/edit a document

NO. * | DEFAUT % | BANKCOUNTRY 2 | BAMKMAME 2 | BANK ACCOUNT NUMBER

1 H Germany - Hubner Sank 1234567890 (-F-3

ENTER LINK OR DOCUMENT TITLE (MAX. 250 CHARACTERS):

SELECT A FILE TO UPLOAD:

ENTER COMMENT:

250 characters left

e selected 1 record(s)

- =R

1 Record exists  Show 10 Records ¥

To complete the Bank Accounts tab, please click on the three dots under the arrow icon and then
select "Apply" so that the data is saved. Please click "Next" to continue with the registration
process.
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Status: Not submitted
Supportsplease dick here

DOCUMENTS

COMPANY BANK ACCOUNTS cE

on "New". Furthermore, please provide an attach

e with registration please contact support:purchasing @kamax.com

NO. *  DEFALLT 2 BANK COUNTRY $  BANK NAME : BANK ACCOUNT NUMBER : BANK SWIFT CODE L] IBAN / CLABE (MX) / BANK KEY H ATTACHMENT
! g [©wm i v e Sank 12325700 12sass7EE0 13ss67500 Dolumentdoce Bs
N cancel

Vou have selected 1 record(s)

1 Record exists Show 10 Records ¥

8. Certificates
In this tab you have the possibility to upload certificates of yours which are/could be relevant for
the cooperation with KAMAX, e.g. ISO 9001, IATF 16949 or TISAX. To do this, please click on

"New" and a new line will appear.

Status: Not submitted B
Support plesse cik here

CERTIFICATE OVERVIEW DOCUMENTS TERMS AND CONDITIONS
@ e
You can your data, dick *Finish” t the dat G

o Tho

NO. | CERFIFICATE NAME 3 | ALTERNATIVE NAME & | CERTIFICATION AUTHORITY | VALIDFROM & | VALIDUNTIL | STATUS | REMIND ME PRIOR TO CERTIFICATE EXPIRATION & | (X DUAYS BEFORE EXPIRATION) 3 REMIND ME AS CERTIFICATE EXPIRES 3 | RESPONSIELE EMAIL ADDRESS. INFORM THE FOLLOWING

ORecords exist  Show 10 Records ¥

REVIOUS NEXT

Please select in this line what type of certificate it is as well as the duration of the certificate.
Also here it is mandatory to upload a corresponding document (the upload is to be done in the
same way as for the bank accounts on the previous page).
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Status: Not submitted

Support: plemse cick here.

= | STATUS | REMIND ME PRIOR TO CERTIFICATE EXPIRATION & | (X DAYS BEFORE EXPIRATION) & | REMIND ME AS CERTIFICATE EXPIRES & | RE

NO. | CERMFICATENAME & | ALTERNATIVENAME # | CERTIFICATION AUTHORITY $ | VALD FROM 2 | VAUDUNTIL

18052022 B 1aos202 B e & =

1 i 1501400 -

Vou have selected 1 record(s

1 Record exists  Show 10 Records ¥

Finally, click on the three dots under the arrow symbol and select "Apply". To complete the
Certificate Overview tab, please click "Next" to go to the next tab "Documents”.

Status: Not submitted B
Support: please dick here

REMIND ME PRIOR TO CERTIFICATE EXPIRATION # | (X DIYS BEFORE EXPIRATION) & | REMIND ME AS CERTIFICATE EXPIRES $ | RESF

£ | vAUDUNTL v | STATUS

NO. - CERTIFICATE NAME & ALTERNATIVE NAME % CERTIFICATION AUTHORITY £ | VALID FROM
1 S Apely 18052022 B 1sos2022 B e 80 emr

£ Cancal

‘iou have selected 1 record(s)

PREVIOUS NEXT

1 Record exists  Show 10 Records ¥

NOTE: If you click on "New" several times, several lines will appear, which must then also be
filled in. Example: You click 3 times on "New". In this case, 3 new lines will appear, all of which
would have to be filled with certificates in order to complete the registration process. If this only
happens by mistake, please therefore delete the lines that are not required.

9. Documents
In this tab you can upload all company documents that you consider relevant in your

cooperation with KAMAX, e.g. company presentations, existing contracts with KAMAX (e.g.
non-disclosure agreements) etc.
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10.

Please click on "Advanced Upload" for this.

Supplier Self Registration Status: Not submitted g

Support: piease ik here

CERTIFICATE OVERVIEW DOCUMENTS TERMS AND CONDITIONS

DOCUMENTS

N records found

A new window will open. In this new window you can then add the file type, title or link of the
document in several existing lines, as well as upload the document. In the tab "Content" you
have the possibility to choose between a file, free text or hyperlink in a drop box selection.

In order to upload a document, please click on "Select file" to locate the document on your hard
drive. When this is completed, please click on "Upload".

L A Status: Not submitted
!ﬂlﬂnx Supplier Self Registration Support: please dick here B
WELCOME P MeANY CERTIFICATE OVERVIEW | DOCUMENTS |  TERMS AND CONDITIONS

IPLOAD DOCUMENT

NO. | Tvee NAME OF THE DOCUMENT / UNK CONTENT COMMENT STATUS
1 File v Keine Datei ausgewshit

2 Fie v | Datel auswahien | ceine Datei ausgewshit

3 File v [[Diatel auswraien | ceine Date ausgewshit

N File ~ Datei auswahlen | Keine Datei ausgewshit

s File v Diatel auswahlen | kzine Datei ausgewshit

Terms & Conditions
In the last tab you can download both our non-disclosure agreement and our supplier code of
conduct in multiple languages. If you have not yet signed these two documents, please

download the corresponding documents. Click on them and then sign and upload your signed
copies in the "Documents” tab.

Supplier Self Registration Status: Not submitted 5

Support: pease cick here

CERTIFICATE OVERVIEW atn TERMS AND CONDITIONS

Terms & Conditions

PREVIOUS REJECT
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Finally, please click on "Accept” or "Reject". If you click "Accept", the registration process is
completed and an internal approval workflow is triggered at KAMAX. If you are accepted, you
will receive an email and can log in to the portal.

If you click "Reject", the registration process is aborted at this point and you will not be included
as a supplier in our portal.

Status: Submitted =

Supplier Self Registration

Support: pease cick hese

LOGOUT

10
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ll. SynerTrade Portal

1. Front page
As soon as the registration process has been completed and you have been approved by

KAMAX as a supplier in the system, you will receive an e-mail and can log in to the portal
with your login data (see chapter 1.1).

When you log in for the first time, you have the possibility to customize your start page ( =
SynerSpace). Therefore, when you log in for the first time, a window will open where you can
select your individual content, e.g. an overview of existing contracts, your certificates or open
requests for quotation.

Please select your "cards" by checking the boxes in the window and click on "Apply".

O L vaiid and expired centificates
O Fa oynamic cards

You can change your SynerSpace at any time by clicking on "Manage Cards" on the upper
right screen. The window with the selection of cards will then appear again.

11
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EKAMAX @ SynerSpace

Favourites
Personal Favourites

W L vee o w0l ) NIC Yo have e contact to dagiey

Valid and expired certificates

Valid until 17.07.2022 (50 days)

/15014001 - vata uote 105,202
Fefresh

2. Menu

If you click on the three lines at the bottom left of the screen, the menu will open and you will
find an overview of the modules you can work with in the portal.

bearch

Auctions >
Contract Management >

Quick RFP

SynerSpace

EN
L
@ report wirter >
&
=

Tender b

In the overview of the modules, a bookmark icon appears on the right side. If you click on it
at the respective module, this module will be saved as a favorite on your SynerTrade
taskbar.

12
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3. Personal settings

If you want to change the language, company information or personal information, please
click this icon on the upper right side of the screen. When changing the language, please
select "Language". When changing company or personal information, click on "My Account".

HKAMAX @ SynerSpace E 2 B
vites @l Ty % Manage Cards 52/ Garteczen
2wy
Favourites
Pase “ (] o ham 2 conca 10 iz F, Language
Som M v B emaits
& Calendar

Your profile page will open. Here you can choose between the tabs you already know from
the registration process and make changes. As soon as you change something, your
supplier status will change to "Changed" and the approval workflow @KAMAX will start
again.

w Emma Hubner
=

Company . Hubner (fest) Shone  +49663379450
Address  Dr.-Rudolf-Kellermann-Str. 2
e4s  emmahubner@kamax com
e
Town Homberg/Ohm
angusge  English (UK) v
Delivered At Place
erms 1003 - within 45 days Due net
value Added Tax (VAT) number / TIN (tax identification #1 1234567980

Local ERP No.

13
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4. Upload documents
To upload a new document (e.g. company presentation), click on my profile and then on the
"Documents” tab. Then click on "Upload". A new window will open and you can upload the

desired document.

Hubner g

w Em

DOCUMENTS|  CERTIFICATES  ADDITIONAL INFORMATION

0 - NAME ¢ TvE$ N 4 | DPWRED ¢ | BUYERACCESS ¢ | DOCUMENTLMK ¢ | DOCUMENTOWNER & | USERTYPE & | COMPANY & |FOLDER 2 | COMMENT 2 | LASTCHANGE w | TEXT FRAGMENTS INDEX STATUS

o

1 [m] H Dokumentdoc File DOC0043021 D E Hubner (Test) Emma Hubner Ssupplier E Hubner (Test) 18.05.2022

1 Record exists Show 10 Records

When you have uploaded the document, make sure that the box at "Buyer Access" is always
selected, so that the buyer also has access to the document. Then click on "Save".

r w Emma Hub
[} mosze

plier name E. Hubner (Test)  Supplier

NAME 4 | DPRED & | BUYERACCESS & | DOCUMENTUNK & | DOCUMENTOWNER S | USERTYPE & | COMPAMY & | FOLDER $ | COMMENT & | LASTCHANGE v | TEXT FRAGMENTS INDEX STATUS
Dokument doct File DOCOO4303.1 [m] Emma Hubner Supplier E Hubner (Test) 18052022 waiting for peocessing
S a — i b

2Records et Show 10 Records v

14
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5. Upload certificate

To upload a new certificate (e.g. ISO 9001), click on my profile and then on the "Certificates"
tab. Then click on "New".

e ey SREw T

NO. [m] ® | CERTIFICATE CODE a | CERTIFICATE NAME 3 | pescrieTion S | CERTIFICATION AUTHORITY s | smans VALID UNTIL 3 | cOMMENTS 3 | DOCUMENTS/COMMENTS

[m] § 5014001 150 14001 18052022 1 (view)

1 Record exists Show 10 Records

A new window will open and you can specify various information about the certificate, as well
as set a reminder to remind you x days before the certificate expires. After that, please click
on "Save".

CERTIFICATE DETAI
Select Certiicate v
.
Status
valid from 18052022 a
Valid until 19052022 (<]

Certifeate BOSumets pioad aditionsl documents (g scanned centifcate),

Select Man site ~

15
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6. Quick RFP

If you are invited to a Quick RFP, you will receive an email. The link will take you directly to
the RFP. Alternatively, you can select the Quick RFP section from the menu at the bottom
left to participate in the RFP.

By looking at the status, you can see whether the RFP is still active or is already being
evaluated.

CLTUTVEY S Qiick REP —e@ 7 B

If you want to submit a bid for a project, click on the three dots (under the arrow symbol) of
the respective project and select "open".

Here you can enter your offer. Furthermore, you can view uploaded documents or upload
your own and add a comment. Please remember to always click on "submit offer" and "save"
when submitting an offer, so that the responsible buyer at KAMAX is informed about your
offer.

16
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=@ Quick RFP

Quotation / Project Office chairs  Project ID RFPOO00O3S  Project status Online.

REQUEST DETAILS. YOUR QUOTATION SUMMARY DOCUMENTS
Name: Office chairs o ¥
= New office chairs for KAMAX Total: EUR 0,00 51
18.05.2022 Date:
H mment
Back 10 averview
NAME DESCRIFTION QuANTITY unm 'VOUR CFFER [PER UNIT)
0 3056 Cfice cha Offce chairs black 00

e e | simancren

When the Quick RFP is finished, KAMAX will evaluate the received offers. In this case, if you
have been selected, you will receive an email and the purchaser will contact you. If you were
not included in the award, you can ask for feedback from the responsible purchaser.

17



