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1. TERMS AND DEFINITIONS

This Manual applies the following acronyms:

ERP — Enterprise Resource Planning

SLC — Supplier Lifecycle Management

SRM — Supplier Relationship Management

This Manual applies terms with the following definitions:

General Qualification Questionnaire — a questionnaire filled out by potential
suppliers when registering in SAP SRM in order to be accredited in the System for
participation in the Company’s RFXs.

Open RFX — a form of RFX that allows a circle of accredited suppliers, which is not
subject to qualifications-based selection, to participate in it.

Supplier Portal — an automated system designed for registration and maintenance
of suppliers’ own data and their participation in the Company’s RFXs.

Supplier — a company recognized as the Winner of the RFX for the purpose of
further awarding the Contract.

Potential Supplier — a company that intends to participate in RFXs of PJSC MMC
Norilsk Nickel.

Supplier’'s Response — conditions of contract performance proposed by the
participant as part of the RFX.
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2. OBJECTIVES AND SCOPE OF APPLICATION OF THE MANUAL

PJSC MMC Norilsk Nickel (hereinafter — the Company) carries out procurement using
an information system based on SAP SRM (Supplier Relationship Management) and SAP SLC
(Supplier Lifecycle Management) solutions and seeks the cooperation of interested
suppliers. System access allows Potential Suppliers to obtain qualification and participate in
the Company’s RFXs.

System access is granted to Potential Suppliers that have passed self-registration or
received registration information by e-mail. The self-registration procedure includes the
following steps:

1. Fill in and send a self-registration questionnaire;
2. Receive registration data a URL link to a personal account;

3. Create or make changes to the personal account of a supplier (contact person)
in the system.

Tender access is granted to suppliers that have passed general qualification and been
admitted to tender procedures. The general qualification procedure includes the following
steps:

1. Receive a URL link to access the qualification questionnaire;
2. Fill in and send a qualification questionnaire and required documents;
3. Update, if necessary, the submitted qualification questionnaire.

The system can operate in any supported browser; the tool that displays business
content is the NWBC (NetWeaver Business Client) application, which provides a single
window to access different business applications. At the top of the application interface
there are navigation tabs for accessing various business applications such as SAP SLC and
SAP SRM.

When entering PJSC MMC Norilsk Nickel’s procurement management
' system, the Supplier accepts the agreement on providing access to PJSC
MMC Norilsk Nickel’s procurement management system website (Figure 1)



https://srm.nornik.ru/sap/public/bc/ur/login/assets/corbu/NN_Agreement_2016
https://srm.nornik.ru/sap/public/bc/ur/login/assets/corbu/NN_Agreement_2016
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3. SUPPLIER LOGIN

To enter the SAP SRM system follow the URL link on http://srm.nornik.ru.
It is necessary to provide the contact person’s login and password ((1) Figure 1).

If you do not have a login and password, click <Register here...> ((2) Figure 1)
to register in the system. A new registration window will open (Figure 2).

2 [ Register here

1 JUser *
Password: #
Language: English v
Log On

Change Password Forgot your password? GTC  Contact

MAD "TMK "HOPMNBCKIAR HAKENE"

Figure 1 — Login to the Supplier’s external system

Welcome to the Supplier Registration Page
Dear suppliers! Please fill out the registration page to conclude collaboration.
* Fields marked with an asterisk are mandatory
General Company Information
* Full Name of the Company: Legal Address
Corporate Group: Region: ‘ll
* Company Name: District:
* Registration Country: [v] * City: {* Postal Code:
VATIN: * House Number: / * Street:
T Code: Additional Information:
Tax Jurisdiction Code:
* Registration Number:
* Registration Date: (i)
* Registration Authority:
* Supplier Status: ﬂ
D-U-N-S Number:
* Language: English [v]
Web Address:
Currency: [v]
Actual Address PO Box Address
* Country: :;_l PO Box:
Region: V] [T PO Box Without Number
District: Other City: / Postal Code:
* City: / * Postal Code: Other Country: i’ I
* House Number: / * Street: Communication
Building: / Floor: / Room: * Phone Number: / Extension: L

Fax Number: / Extension:
* E-Mail:

Figure 2 — Window of the Supplier’s independent registration


http://srm.nornik.ru/
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Registration requires filling in the fields in the questionnaire. Fields marked with * are
obligatory to fill in. It is impossible to send a questionnaire with empty obligatory fields for
registration.

Fields with no * are optional to fill in and provide more detailed information about your
company. Fields with a drop-down list are filled in by selecting a relevant option from the
directory.

After providing general information about your company and contact person data, it is
necessary to specify products supplied by your company within the RFX you are registering
for (Figure 3), click <Add>.

Contact Details

Title: i] * Phone Number: / Extension:
* First Name: Fax Number: / Extension:
* Last Name: * E-Mail:
Manager flag: v| * Language: English v|
Department: * Country: il
Function:

Product Categories *

No product categories selected

Supply region *

Supply region not selected

[(FAdd |

Figure 3 — Product category selection

This is very important as you will receive invitations in accordance with the
s |specified product category.
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In the Search box of the new window you can type in part of the name ((1) Figure 4)
to simplify the search for the right product categories from the list. The system displays and
highlights in color the relevant positions ((2) Figure 4). Select the right position from the
drop-down list and click <Go> ((3) Figure 4), then you will see all product categories that
contain the word you typed in.

Selection of Product Categories

Select the product categories you can supply

011404 Construction hoists
01140502 Electric hoist

= 1011406 Hoisting winch
02010304 Drill pipe joints
02020301 Hoist bucket

Figure 4 — Product categories

If there are many categories, you can scroll down the list using arrows
((1) Figure 5).

You can also search for the right category using the category hierarchy by adding one
category at a time or entire groups from the directory and putting a tick to the right of a
product category name ((2) Figure 5).

Selection of Product Categories

Select the product categories you can supply

Find: bt
Search ResultI . Result 1 of 484 - 1
Available Product Categories

M Expand All ¥ Collapse All

Category Name
[T = MATERIALS Materials and Equipment

[ B 01 General purpose industrial machinery and equipment

[ 0101 Other general purpose industrial gearboxes, drives, chains, bearings and parts

0102 Ventilation equipment

B 0103 Oxygen equipment, gasifiers, othes gas equipment
* 010398 SPTA for oxygen equipment

0104 Air ducts, joints, ventilation system parts

Figure 5 — Product category hierarchy
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After providing information about supplied products, you should give information about
supply regions. Click “Add” (Figure 6).

Contact Details
Title: * Phone Number: / Extension:
* First Name: Fax Number: / Extension:
* Last Name: * E-Mail:
Manager flag: * Language: English
Department: * Country: E’
Function:

Product Categories *

No product categories selected

Supply region *

Supply region not selected

i

Figure 6 — Supply region selection

In the Search box of the new window you can type in part of the supply region name
to simplify the search for the right regions from the list. To search by the given name,
click *Go” (Figure 7).

Supply region

Find:[ka|

he Sakhalin Area
he Samara Area
L5

X

Go ||

he Saratov Area
akutiya-Saha Rrepub

[[1 ® Russian Fed.

Figure 7 — Supply region search
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The system displays and highlights in color the relevant regions. If several regions
match the search criteria, the number of results is shown at the top of the screen. You can
go to the next result by using arrows (Figure 8).

Supply region

Find:[
Search Resultllﬂ Result 1 of 103 |:I
H Expand Al Collapse All

[[1 B Russian Fed.

Krasnoyarsk Territor

The Murmansk Area
Zabaykalsk Territory
c.Moscow

® Adigeja Republic

® Highlands-Altay Rep.
® Republ.of Bashkortos

Oooonooopa

® Buryat Republic

Figure 8 — Results of supply region search

You can also search for the right supply region using the region hierarchy by adding
one branch at a time or entire groups from the directory and putting a tick to the left of a
region name (Figure 9).

Supply region

Find: a
Search Result : Result 1 of 103

H Expand All ¥t Collapse All

[ B Russian Fed.

Krasnoyarsk Territor

5] |

B The Murmansk Area

]

® Murmansk Transport Division (Mypmanck Murmansk, )

]

® LLC Pechengastroy (Monueropck Monchegorsk,)
® JSC Kola MMC (Monueropck Monchegorsk,)

]

B Zabaykalsk Territory

IV

® LLC Vostokgeologia (Huta Chita,)

® Bystrinsky Transport Division (Bopana Borzya,)

0

® JSK Bystrinskoye Mining Company (Huta Chita,)

Figure 9 — Supply region selection
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You should mark your agreement in the “Data Privacy Statement” section
((1) Figure 10).

Supply region *

[FAdd

LLC Pechengastroy (Morueropck Monchegorsk,)
JSC Kola MMC (Morueropck Monchegorsk,)

2 & & &

Description
Murmansk Transport Division (Mypmanck Murmansk,)
-
LLC Vostokgeologia (Huta Chita,) !
%

Data Privacy Statement

1 | have read the data privacy statement and accept the terms

3 IE@S'end IUn&J Entries I 2

= — g — g T —

Figure 10 — Confidentiality Agreement

To remove the data provided click <Undo Entries> ((2) Figure 10).

After you have filled in all data, send the questionnaire by clicking <Send>
((3) Figure 10).

When you see a message stating that the data have been sent successfully, close
browser page.

If the Supplier’s self-registration is confirmed, 3 letters with registration information
will be sent to the e-mail of the contact person given in the questionnaire.

If self-registration is declined, the contact person will receive a Registration Declined
letter. It means that your company have been registered on the platform before. Enter the
system using the login and password created before.

4. INITIAL USER REGISTRATION IN THE SYSTEM

Open the letter with a URL link to enter the system and enter following the link.
A system authorization window will open (Figure 11). The User field will contain the
identification number received with the first letter. Enter the password received with a
separate letter in the Password field. Then click <Log on>.

User: * S8PTATKGYOFG
Password: * o -
Language: English w

Change Password

Figure 11 — System access
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In the User field of the new window enter the new login, the password for an
administrator account ((1) Figure 12) and, if necessary, provide other settings
in the “Formats and Settings” section ((2) Figure 12).

In the “Data Privacy Statement” section, you should read through the data
confidentiality terms ((3) Figure 12) by following the given link.
Then click <Create> ((4) Figure 12).

I B EY

User Registration

Welcome to the User Registration page.

After you have filled out the required fields, you will be created as an administrator user for your company.
The prerequisite for this is that your company has been registered with us.

* Fields marked with an asterisk are mandatory

Contact Details

Title: Phone Number / Extension: 1234

First Name: Test Fax Number / Extension:

Last Name: Supplier ENG E-Mail: mail@testy.com
Manager flag: Language: English
Department: Country: USA

Function:

Create Your Administrator Account

" User: Supplier
* Password:
* Confirm Password:

Formats and Settings 2

Date Format: DD.MM.YYYY
Decimal Format: 1.234.567,89
Time Zone: UTC+01

Data Privacy Statement

3 | have read the data privacy statement and accept the terms

4 rLTr{do Entries | | Close

Figure 12 — Administrator account creation

An administrator account will be created (Figure 13) and you will be able to use it to
enter the SRM system.

Your administrator account has been created.
Please continue here: Login

Please save a copy of this link for future processing.

1NN N [ I N W

Figure 13 — Registration completion
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5. GENERAL SUPPLIER QUALIFICATION
Invitation for General qualification

Option 1: You can open the general qualification questionnaire in your personal
account. Go to the “Qualifications” tab ((1) Figure 14), select "New” in the navigation menu
((2) Figure 14) and open the qualification request from the list ((3) Figure 14).

RFxand Employess 1 | Qualifications | Company
Auctions
S Listof New Qualifications

« InProcess

< Refresh Fiter:
Name Created On Deadine Status

+ To Be Clarified 3 | General qualification form 31032020 05042020 New

+ Submitted

Figure 14 — Supplier qualification

Option 2: You can open the general qualification questionnaire following the link in the
letter on participating in the qualification procedure. Follow the link and in the new window
enter the login and password created upon self-registration completion. A page with the
general qualification questionnaire will open (Figure 15). In “Introduction’ you may choose
language the questionnaires can be answered.

General qualification form

| Previous || Next| | Print Preview || Close |

Qualification: General qualification form Deadline: 30.04.2020
Supplier: - Submission Date: -

[ | 2 | [z

W 2]
LA B2 13 judl

Introduction Russian Non-Russian  Sole proprietor
resident form resident form form
Introduction

Dear supplier, please complete our general qualification form and attach the requested documents to establish cooperation.
Complete ONE of the following forms:

1) Resident form

2) Non-resident form

3) Sole proprietor form.

If your answer to any of the questions in the Key Documents section is “NO", the form is deemed incomplete.

Answer “NO to all questions in the forms that are not applicable to you.

* Fields marked with (*) are obligatory

* Fields marked with an asterisk are mandatory

The questionnaires can be answered in the following languages:

Language: English v /
| Previous H Next‘ | Print PreviewH Close | !
I
TR

Figure 15 — General Qualification Questionnaire
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Answer “No” to all questions in the sections that are not applicable to you. Go to the
section applicable to you ((1) Figure 16). Answer ‘Yes’ to a question in the questionnaire

((2) Figure 16). To add requested attachments, click the icon 3 ((3) Figure 16),
specify the file upload path in the new pop-up window
using the <Browse...> button (1) Figure 17) and click <Upload> ((2) Figure 17).
You can also add a file description (Figure 16). Specify the validity period of the document
or tick “Never Expires” ((4) Figure 16).

General qualification form

| Previous || Next| | Print Preview | Close |

Qualification: General qualification form Deadline: 30.04.2020

Supplier: - Submission Date: -

e

2 S | : ;
Introduction Russian Non-Russian J Sole proprietor
resident form | resident form form

1 Non-Russian resident form
Company incorporated outside Russia

*1.1 Please attach a copy of an extract from the Commercial Register certified by a tax authority and issued not earlier than a month
prior to submitting the documents

Valid To: @ [ Never Expires

Issued By:

3 |[¥ File Name File Description

5 a00 ane ents, click the icon "Add Attachment”

| Previous || Next| | Print Preview || Close |

Figure 16 — Adding attachments

1 General Information
General Information

1.1 Certificate of state reglslrauon of legal entrly (PSRN)

Please attach a notanized cc certifie authorized person e counterparty with the date of certification.
r (including for organizé pqq Attachment Legal Entities)

®Yes
O No
() Not Applicable

File Name:

File Description:

% | Previous || Next| |Display|| Save || Print Preview || Close
N

Ve AN WY,

Figure 17 — File upload to the qualification questionnaire
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After uploading, the file will show in the questionnaire (Figure 18).

General Information

1.1 Certificate of state registration of legal entity (PSRN)
Please attach a notarized copy or a copy certified by an authorized person of the counterparty with the date of certification.
(including for organizations registered before 07/01/2002 - certificate of entry in the Unified State Register of Legal Entities)

6 :\(les Valid To: [ [ Never Expires
O No
(O Not Applicable Issued By:

[ File Name File Description
Tl Certificate pdf

|Previous | Next| | Display || Save|| Print Preview || Close |

Figure 18 — Successful file upload to the questionnaire

To send the General Qualification Answer tick “Data Privacy Statement”
((1) Figure 19). You can look through your questionnaire before sending it by clicking
<Display> ((2) Figure 19). Click <Submit> ((3) Figure 19).

Data Privacy Statement

1 Yes, | have read the data privacy statement and accept the terms.

Thank you that filled out supplier qualification!

s =22

| Previous |Nexﬂ Display 'Save'j ijrint Preview] 'Close}

Figure 19 — Data Protection Statement
Confirm sending (Figure 20) by clicking <Yes>.
Data Privacy Statement

[ Yes, | have read the data privacy statement and accept the terms.

Thank you that filled out supplier qualification!
| Submit Qualification

[N S

The qualification will be sent to the purchaser.

inue?
‘2 Submit © Do you want to continue?

| No|

| Previous || Next| |Display || Save || Print Preview|| Close |

Yoo

e

e T R s ST ’
VN S ST

§
\

Figure 20 — Sending a qualification questionnaire
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You can look through all qualification questionnaires sent successfully by going
to the “Qualifications” tab and selecting “Submitted” in the navigation menu (Figure 21).

RFxand Employees Qualifications | Company
Auctions
<

List of Submitted Qualifications.

© New

= | List of Submitted Qualifications
- InProcess —

]

Name ‘Submission Date Deadline Status
+ To Be Clarified

O6buan keannduKkauMoHHaR aHkeTa 24092018 27.09.2018 Submitted
Obuyan keanudukauWoHHan aHkeTa 23.012019 02.12.2018 Submitted
O6Lan keanuuKaUWOHHAR aHKeTa 17.05.2019 20.05.2019 Submitted
O6buan keannduKkauMoHHaR aHkeTa 27122019 30.12.2019 Submitted
AHKETa N0 anmioMOCHN. OTHEYTIOP. NPoAYKLHA 27.12.2019 01.01.2020 Submitted
MpeaocTaBnAemMble ckgkM 27122019 06.01.2020 Submitted
MpeaocTaenAemsle CKUAKK 27.12.2019 06.01.2020 Submitted
MpeaocTaBnAemMble cruakn 27122019 06.01.2020 Submitted
Discount template external name 04022020 04.02.2020 Submitted
| Test For Text ltems 01.04.2020 10.02.2020 Submitted 1

«Back 1 2 Forwardy

Figure 21 — Questionnaires submitted
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6. UPDATING QUALIFICATION DOCUMENTS IN THE SUPPLIER’'S PERSONAL
ACCOUNT

To update qualification documents in the Supplier’s personal account, go to the
“Company” tab and then to the “Certificates” tab (Figure 22).

RFzand Employeas Qualifications: Tasks
AUCHONS.
¢ Cenfficates
+ Atachments
Cenificates
Cenificate Valid Te Expires In Status Action

+ Company Deta et from FTS. sbout a0k 808y of Smpatied Laxaton

- Produc Cat Letter from Federal Tax Service about applicability of simplified laxafion Optional Certiicate Missing @ L]
todudt Categories Oocument confiming the transacten approval P P—— ° ®
+ Deinery regions
Gaca shost and st of . parton 58 o he g ;
Balance sheat and statement of financial perormance as at the reporting date Optionl Certficate Missing @ L)
Gericats of regarasan 5 & mapr tpTyer Optonal Caticato Missing . )
o f aubaidry regivaton withlocal ax aullories .
Certificate of subsidiary registration with local tax authorities Optional Certiicate Missing @ )
Gosument evitencig pavers of e 5ok xecubve body
Document srkdencing powers.of the sole exaculiv. body Optional Certificate Missing Py =
Batance sheet an st 1 of . per. e fo e i year ) ) -
Balance sheet and statement of financial performance for the inancial year Optional Certificate Missing hd 2
Pawer of siorney fo execule agreements Optional Certicae Missing Py )
Arics of ssocition and amendments tecet ]
ke sl ndments théceta Optianal Cartificate Missing @ a4
Vendor card Optianal Cartiicate: Missing @ L4
T 1 of powars (M
aroeseal on doiegaton of powers (ManCo Opianal Cartifcate Missing @ &4
ot f appanime of sce 50 bady
osument of appenimers o sole eec bedy - ManCa Optianal Cartificate Missing [+ 54

Figure 22 — Going to the “Certificates” tab

In the opened tab you can view certificates uploaded to the system and their validity
periods (Figure 23).

Certificates.

= | Certificates

Certificate Valid To Expires In Status, Action
Letter from FTS about appicabiity of smpified taxation

Letter from Federal Tax Service about applicability of simplified taxation Optional Certificate Missing < =
Document confirming the transaction approval Opliﬂﬂﬁ‘ Cerificate M\ssmg o B
Bal-ce shest and stat-nt of fin. perfom. as at the report. N
Balance sheet and statement of financial performance as at the reporting date Optional Certificate Missing 4 &
Certificate of registration as a major taxpayer Opliuna\ Certificate Missing & B
Certiof subskliary registraon with ocal tax authartes. ) y -
Certificate of subsidiary registration with local tax authorities Optional Certificate Missing < =
Document evidencing powers of the sole execuive body. 5
Document evidencing powers of the sole executive body Optional Certficate Missing <o kg
Balance sheet and stat -t of fin. perf -ce for the fin year N
Balance sheet and statement of financial performance for the financial year Optional Certificate Missing 4 &
Power of atterney fo execute agreements Opliuna\ Certificate Missing & B
Aricies of associabon and amendments thereto Optionsl Certicae Missing ° &
Vend rd .
fendor cars Optional Certificate Missing < &3
Ag 1t on de tic f 1Ce N
oreement on delegation of povvers (ManCo) Optional Certiicate Missing > K]
D ol iment of sole body — ManCe . . o
ocument of agpoiniment of sole exec bods - Manco Optional Centificate Missing o ©
. Frinepal State Regsiration flumber (OGRI) certficate 31.12.9999 Permanently Valid Pending Approval ©
Tax clei rificate
[ T clearance cerificaie 31.12.9999 Permanently Valid Pending Approval ©
Extract from the Unified State Register of Legal Entiies N
Extract from the Unified State Register of Legal Entities / Unified State Register of Sole Proprietors Optional Certificate Missing 4 &
Extract from Commercial Register
b Copy of exiract from the commercial register, dated no later than 1 month before the date of submission of 31.12.9999 Permanently Valid Pending Approval k]
documents, certfied by the tax authority
Pe 1 attc for th riifyir f d N
‘ower of attarney for the person certifying copies of doc Optional Certificate Missing & K]

Pouter of attomey for the person certifying copies of documents

Figure 23 — Certificates and their validity periods

To view a certificate, open the tab of the relevant certificate category and click
the certificate link (name) (Figure 24).
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Certificates

= | Certificates

Certificate Valid To Expires In Status Action
Letter from FTS about applicabilty of simpiified taxation

Letter from Federal Tax Service about applicability of simplified taxation Optional Certificate: Missing © [
Document confirming the transaction approval Opﬂﬂﬂﬂ‘ Certificate MiSS\Hg o B
Bal-ce sheet and stat -nt of fin. perfom. as at the report. .
Balance sheet and statement of financial performance as at the reporting date Optional Certificate: Missing © [
Certificate of registration as a major taxpayer Opﬂﬂﬂﬁ‘ Certificate Missmg o IF
Certif of subsidiary registration with local tax authorities -
Certificate of subsidiary registration with local ax authorities Optional Certificate: Missing ¢ [
powers of the. tive body . . P
Document evidencing powers of the sole executive body Optional Certificate Missing ¢ [
Balance sheet and stat-t of fin. perf.—ce for the fin.year . . . ot
Balance sheet and statement of financial performance for the financial year Optional Certificate Missing ¢ [
Power of attorney to execute agreements Op(iw\a\ Certificate Missing o B
Arcles of associaton and amendments theret
« of aasociabon and smendments fherele Optional Certificate Missing © i
Vendor eard Optional Certificate Missing ) ©
Agreemen on delegaton of powers (ManCa) Optional Cetifcate Missing ° o
Document of appainiment of sols exec body - ManCo Optional Cetifcate Missing ° o
p Principal State Regisirafion Number (X 31.12.9999 Permanently Valid Pending Approval ]
1 || > Taxclearance certficate 31.12.9999 Permanently Valid Pending Approval ©
2 ObLan KanipukaLYA 31.12.9999 Permanently Valid Pending Approval )
Extract from ihe Unified State Register of Legal Entties )
Extract i te Register of Legal Entities / Unified State Register of Sole Proprietors Optional Certificate: Missing © [
To upload a certificate, click <Upload certificate> (Figure 25).
Certificates
= | Certificates
Certificate Valid To Expires In Status Action
Letter from FTS about applicabiity of simpified taxation . " i
Letter from Federal Tax Senice about applicability of simplified taxation Optional Certificate Missing @
Document confiming the transacton approval Optional Ceticate Missing ° o
Bal-ce sheet and stat-nt of fin. perfom. as at the report. .
Balance sheet and statement of financial performance as at the reporting date Optional Certificate Missing © o
Cerificate of registration as a major taxpayer Optional Certiicate Missing o 5}
Certif of subsidiary registration with local tax authorities "
Certificate of subsidiary registration with local tax authorities Optional Certificate Missing @ =
Document evidencing powers of the sole executive body "
Document evidencing powers of the sole executive body Optional Certificate Missing <@ K}
Balance sheet and stat-t of fin. perf.-ce for the fin.year . " i
Balance sheet and statement of financial performance for the financial year Optional Certificate Missing @ &)
Power of atorney 1o execule agreements Optional Ceticate Missing ° o
Articles of association and amendments thereto Oplmna\ Certificate M\EEiﬂg o B
Vendor card Optional Certificate Missing ° 53
‘Agreement on delegation of powers (ManCo) Opﬂﬂﬂﬂ‘ Certificate M\ssing 15} I:?

Figure 25 — Certificate upload

Fill in the fields in the new window. Fields marked with an asterisk are obligatory
to fill in.

“Certificate name” — the name of a certificate ((1) Figure 26).

“Valid to” — indicate the expiry date of a certificate ((2) Figure 26) or select “Never
Expires” ((3) Figure 26).

“File name” — the name of the certificate file being uploaded ((4) Figure 26).
To upload the file click <Browse> ((5) Figure 26).

Then fill in the Comments ((7) Figure 26) and File description fields, if necessary
((6) Figure 26).
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Certificates > Upload Certificate
Upload Certficate

= Certificates : Letter from FTS about applicability of simplified taxation

1 | Certifcate Name: 1 7 Jcomment
Issued By:
2 | * Valid To ) |
3 ENe‘/er Exuiresl

| rrr—
3 [Fetene ] ) —

Figure 26 — Certificate upload

After you have filled in all data, click <Upload certificate> (Figure 27).

gload Certificate

Upload Certificate |
= Centificates : Letter from FTS about applicability of simplified taxation

* Certificate Name Certificate Comment
Issued By

*Valid To
¥ Never Expires
File Description

File Name: Ob30p.

Figure 27 — <Upload certificate> button

The uploaded document will be displayed in the “Certificates” tab.
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7. CHANGING THE SUPPLY ADDRESS IN THE SUPPLIER’'S PERSONAL
ACCOUNT

To change a supply region in the Supplier’s personal account, open "“Delivery
Regions” on the “Company” tab (Figure 28).

RFx and Employees Qualifications Company Tasks
Auctions
<
+ Attachments Add || Delete Save
. Certificates Country Region Company

[i] The table does not contain any data
« Company Data

+ Product Categories

+ Delivery regions

Figure 28 — “Delivery regions” section in the personal account

Click “Add” in the new window. An additional line appears, where you can select
the necessary “Delivery Region” or “Delivery Branch” (Figure 29).

RFx and Employees Qualifications Company Tasks
Auctions
<
+ Attachments Add | Delete Save
+ Ceriificates Country = Region ~Company

|1| The table does not contain any data
» Company Data

+ Product Categories
Figure 29 — Adding an additional supply region

To select an additional branch, select the necessary company in the “Company”

column in the added line. If you add a company only, region is added automatically
(Figure 30).
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Add || Delete Save

Country Region Company

Russian Fed. | E

MMC Marilsk Nickel Krasnoyarsk PJSC (Oyauska Dudinka,)
Arkhangelsk Transport Division (OyaguHea Dudinka,)

Krasnoyarsk Transport Division (KpacHoapck Krasnoyarsk,)

Polar Transport Division (QyauHra Dudinka,)

LLC Norilsk Support Complex (Hopuneck Norilsk, )

JSK Taimyr Fuel Company {(KpacHoapck Krasnoyarsk,)

J3K NTEK (Hopuneck Morilsk,)

JSC Norilsktransgaz (Hopunsck Narilsk,)

J3CYenisey River Shipping Company (KpacHoAapck Krasnoyarsk, )

JSC Norilskgazprom (Hopuneck MNorilsk, )

Figure 30 — Supply branch selection

To add a “"Region”, select the necessary region in the "Region” column. In this case,
the company field will be empty, which means that all companies for a given Region have
been selected (Figure 31).

Add || Delete Save
Country Region Company

Russian Fed. | v

Chakassky Republic
Chechenskaya Republ.
Chuvash Republic
Altay Territory
Krasnodar Territory
Primorye Territory
Stavropol Territory
Khabarovsk Territory
The Amur Area

Figure 31 — Delivery region selection

To delete unnecessary data highlight the relevant line and click “Delete” (Figure 32).

Add Save

Country Region Company

. Russian Fed. Chakassky Republic hd hd

Figure 32 — Supply address deletion
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After you have added all the necessary regions and companies,
click “Save” (Figure 33).

Add || Delete

Country Region Company

‘ Russian Fed. Chakassky Republic v v

Figure 33 — Saving changes



