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Registration on Xtanio

Your personal invitation to Xtanio
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Change Password (Christian Krenn)

Steps to register on Xtanio
@ Click on link in invitation mail

Set a new password

Logon with email address and new password
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Now you are in and can manage your
company profile (next slide)
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Manage company profile

Notes on company profile administration
= Company meta data shown in header section is taken from head quarter location, edit there
= For deleting a company location, please contact Xtanio support via contact form

¥ Inbox™ Dashboard Your profile .-
Your profile -

Managing the company profile

You can preview how

CHR‘ST'AN KRENN DCCS GmbH This is your site O
; Move to company profile

My Company Page 1 :x::r companies see it
Contact Us!
e Company general information

Account Settings

Change Password

Company name & logo

Sign Out

os76se32 4 9
8

Company locations

Add company new location

Edit company new location

e Locations o e

DCCS GmbH Graz | 4 DCCS Deutschland GmbH [ DCCS d.oo. P) Tuzla | /4 .. .
6 Useradministration
poribri dorae ’ Provide your documents (e.g., ISO 9001)

000660000

DCCSGmbhStandort 7 Contact form to contact Xtanio support

Stuttgart

WankelstraBe 14
70563 Standort Stuttgart
Germany

e®
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User Management

Roles of users
= Company user: is allowed to manage documents
= Company administrator: is allowed to manage company profile and users

Managing users

@ Add new user of company

Inbox" Dashboard Your profile .- Add User X

DCCS GmbH This is your site O

You can preview how
other companies see it

here, [ o | [ -]

Information Technology/IT
R sternackerweg 44, Graz, 8041, Austria

Your public profile link

= Role can be company administrator or company user
= By adding a new user, the new user gets an invitation email to set a password
and can afterwards logon to the platform

eral Information My Documents Users

@ Edit User (change role, change other information, set inactive)

= Inactive users cannot logon anymore
Christian Krenn (christian krenn@dccs.at) v 8 ,y
Status: = Deleted users cannot be reactivated

. ‘ © Reset password for user
Erol Paric (erol.paric@dccs.at) |._T|Ey ) .
Status: a = By resetting the password for a user, the user gets an email to set a new password
= User can logon again after setting a new password

Nedim Mrkaljevic (nedim.mrkaljevic@dccs.at) Fw
Status: a
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Process flow document management (supplier side)

Certificate request ‘}4’ sl Certificate requested (action in inbox)

Type of request

Quality certificate (e.g., ISO 9001)

no

Certified?

Provide document Reject request
Upload document Contact requestor for clearance®
Provide document meta data Reject document

Download template

Provide certified company locations
l Document rejected

Document provided ‘4’
Document rejected

dccs

Customer specific request(e.g.,

Template available?

Contact requestor for template*

Provide document

Fill out document
Sign document

Contact requestor to sign document*
Upload double signed document

v

JaN

Document provided

‘ Back-office approval

Back-office approval

Document in

back-office approval

Rejected

Upload correct document

Document approved
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Inbox — Todos and Notifications

Inbox® Dashboard Your profile .v

|nb0x Import demands @

You may request
documents with the bulk
excel upload

This is an overview of your open tasks and the activities of your business partners.

Actions (Todos) Notifications (information)
Actions Notiications () @ Requested documents by customer

equested 13 9 0 ee : Users 10 @ Uploaded but rejected documents by Xtanio backofffice

Bertrandt AG - Lieferantenselbstauskunft (LSA)

© Soon expiring documents — new version to be provided

Bertrandt AG - Code of Conduct {CoC)

[ 4] Keep track about requests & updates via notifications

Bertrandt AG - 150 9001

Document requests - action details

Upload a document

Lieferantenselbstauskunft (LSA)

Download doc. template if available (e.g. Code of Conduct)

Reject document with reason (e.g. not certified)
Rejected document requests stay open until customer
accepts reject — meanwhile uploading a document
stays possible (e.g. in case of misunderstandings)
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Uploading a document

Inbox® Dashboard Your profile .v "
Upload the appropriate document Uolond or o o
e oad screen for document forms (eg Co
Upload screen for certificates (e.g. 1SO9001 P (eg )
Upload new document Upload new document x
Inbox Import demands @ . *
You may request Diacument type: IS0 8001 umach type: Code of Camduct (CoC)
This is an overview of your open tasks and the activities of your business partners. documents with the bulk oo o e |
excel upload =gy ploadFiles = Upload Files
Actions Notifications [ ] m =1 =
Requested /3 Rejected /0 Expiring 70 Users /0 =  Either click and select or use drag and

= Download template via link

drop to the document =  Fill out template sign it

| Bertrandt AG - Lieferantenselbstauskunft (LSA)

X = Send it via mail for signature to
) | © Document is parsed by platform your customer contact
= Can take some seconds, optionally click = Upload double signed document
| ested for lacation TestCompany “proceed” to manually move to next step = If no template is available, contact your

customer contact for providing it

@ Provide document meta data © Upload finished

Upload new document »
= Document is automatically approved
[~ | == . ; v app
or in Back-office approval for manual checks
= Meta data depends on document type =  Back-office rejections appear in action tab

= Provide valid company locations = Check for reason and upload new version
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Rejecting a document

Inbox™ Dashboard Your profile .v

Import demands @

Inbox
This is an overview of your apen tasks and the activities of your business partners. ;Du may r;equ;tth bulk
: ocuments wi e bul .
Seeel ot @ If you can not provide a document for whatever

reason, inform your customer contact

Actions Notifications

@ Reject it via platform

Requested /3

Bertrandt AG - Lieferantenselbstauskunft (LSA)

Reject certificate request.

Bertrandt AG - Code of Conduct (CoC)

o Bertrandt AG - 150 9001
-

180 9001

Code of Conduct (CoC)

m [t

= Provide reason for rejection
= Rejected documents stay read in requested action until

customer accepts rejection

EN 16636




dccs

Providing new version of a document

Provide a new version of a document if
= you have a new version (e.g., recertification, new company locations included)
= you get reminded by the platform that current version will expire / is not valid any more

Inbox® Dashboard Your profile ‘v

Your profile .v

SIGNED N AS
CHRISTIAN KRENN

DCCS G m bH This is your site O

nfarmatssn
£ stemacke

My Company Page
Contact Usl
Get Help!

Account Settings

My Documents

Change Password

Sign Out

DCCS GmbH Graz

Sterndckerweg 44, Graz, Austria .
(2] @ Move to company profile

Geheimhaltungsvereinbarung NL (GHV NL) - Bertrandt AG v PR 9 Ad d .
a new document version
= Also possible via dashboard
Lieferantenselbstauskunft (LSA) - Bertrandt AG | =P

4
&
-

Code of Conduct (CoC) - Bertrandt AG
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Activly provide company certificates

Publish activly a document / a certification
= If customer needs it, it is automatically provided by the platform

T o : )
T Atanio Inbox® Dashboard Your profile .v

Your profile .v

N

DCCS Gmb This is your site O

You can preview how
other companies see it
M1, Austria here.

My Company Page 1

Contact Us!

alfarmataon TechralogyT

Get Help! & sternackerang 4

AccountSelings Your public profile link

Change Password

Sign Out
General Information My Documents Users
@
DCCS GmbH G i
_i:e\'a:\\:n?'.f; ;irizz—: Austria o Move to Company prOflle

@ Addthe document

IATF 16949 (12345678) W:

=
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Dashboard

The dashboard shows your compliance state
= Thus, it allows you uploading new document versions

Overall status

Inbox® Dashboard Your profile .v

Filtered status

-~ I~ -

Compliance Status Sxport Lt ) )
This is an overview of all the documents you have requested from other companies ,f,i\-\z,','um,' Fl |ter Opt|0ns
(1] Uploading new document version, download a document

ected Certificates 3 / 60% 0/0% 2740% @ 0
Al -

Bertrandt AG

DCCS GmbH Graz
Sterndckerweg 44, Graz, Austria

Geheimhaltungsvereinbarung NL (GHV NL) LNy | a
| EN 16636 A
[ ]
| 150 9001 &
Lieferantenselbstauskunft (LSA) Q di []

Code of Conduct (CoC)

=
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Yointly successful!

www.dccs.eu



