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Receiving a registration mail

Subject

As soon as we invite you as a supplier for HCOB, you will
receive the following email by mail address
no-reply-hcob-bank@ivalua.com.

Access to lvalua

Message

Dear Max Mustermann,

After Settlng your password you Can |Og|n for the flrst tlme Ej:xh;z:g:;::i?@ii?;;cri;;Zthe Ivalua application for supplier Musterfirma with the following user ID:
using the link in your received mail.

You must create your password by accessing the following page: Set password
You will then be allowed to log in to Ivalua: Login

Kind regards,
Procurement & Vendor Management Team

Hamburg Commercial Bank AG
Procurement & Vendor Management
Gerhart-Hauptmann-Platz 50
20095 Hamburg

Note: This is an automatically generated e-mail from the application "Ivalua” on behalf of Hamburg Commercial Bank.
Click here to manage your notifications settings.
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First time login

When you log in for the first time, you will be informed about
the general data protection regulation, which you must
accept in order to login by checking the box and clicking the
“Acknowledge” button.

Afterwards you will be redirected to your homepage.
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General Data Protection Regulation (GDPR)
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| accept the terms and conditions

Acknowledge Print
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Getting a first overview

To get an initial overview of the functions and navigation
options in our supplier portal, use our user manual “Supplier
Onboarding — Start” directly in the system.

You can find this via the question mark icon on the right-
hand side of the function bar.
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Announcement Onboarding Progress

o InRegistration
Gather Information

\/ Sourcing Compiiant

You have now logged onta our supplier
portal. This portal is the one-stop shop
for all of your business transactions with

Please note that in doing business with
us, you agree to abide by the supplier
code of conduct and policies we uphold

helpdesk directly for assistance at:
ivalua@hcob-bank com

RFPin Progress

Search

Guides on this page

Supplier Onboarding - Start

@ Missing Mandatory Document{s)

& There is no valid banking

A No contact with the role “Order

A Legal information is missing

A Supplier address is not correct,




Onboarding Process

To complete your supplier profile and finish the onboarding

process, navigate to General Information - My Company
Profile.

There you have the opportunity to go through the
onboarding process step by step with the help of the user
manual. Open the user manual “Supplier Onboarding
Process” via the question mark icon on the right in the
function bar.
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Editing company information

After completing the onboarding process you are always
able to change your company information directly inside
Ivalua. Therefore, you go to the lvalua page “My Company
Profile”.

1. Editing general information
Adding, Deleting or Changing Banking Information

Adding another contact person

> W Db

Adding Sub-Tiers
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Editing general information

In order to change general company information, you have GeneralInfo. ~ Sourcing  Contracts  Performance
tO C“Ck on the BUtton ’,RequeSt Information Change“ Wlthln Company Info Musterfirma (GERMANY / Hamburg / Hamburg) Searc

your company information. Afterwards you are able to edit

the fields on the tabs “Company Information” and “P2P-
Information”.

In order to submit your changes to HCOB you have to enter Reason for change request”

a reason for the changes. Afterwards you are able to click
on “Submit for Approval”. A HCOB employee has to review
your changes and approve them.

Change of headguarter address

Commercial
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Adding, Deleting or Changing Banking Information

Banking Information can be changed inside the tab ,P2P-
Information®. You can either

1. add another banking information,
2. edit the current banking information, or

3. delete a banking information.

Changes of the banking information also have to be verified
by an HCOB employee.
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Banking Information

+ Add Banking Information

.‘?0

&

Bank Name

Bank AG
3

il Record(;)

Clearance Agency

IBAN

DE275001051732
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Adding another contact person

You can always add other contact persons from your
company who should also have access to the platform.

By assigning different roles you can differentiate the contact
persons for better communication.

Key Account is responsible for the onboarding process and
the mail address, and the Order Recipient will receive the
orders at a later point.

Besides that, the roles do not come with different
authorizations in lvalua.
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Internal Contacts

Select Existing Contact

+ Create Contact

Contact Position

P Mustermann
8 Max

Role Contact status

Key Account @ ~

Order Recipien Active
t

Role

Key Account
Order Recipient

I
CEO
Finance
Incident Management
Quality
Risk & Security
Sales person

Service Delivery Management
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Adding Sub-Tiers

Sub-Tiers can be managed on the page “Manage Sub-Tiers”.

Sub-Tiers can be added
1. importing an excel file, or

2. using the Ivalua interface.

The excel file can be downloaded and filled offline. How to fill the
excel file is described in the tab “Instruction” of the excel file. Using
the excel file will allow you to add more than one sub-tier at once.
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Sub-Tier Import

Close

Export / Import

Download in Excel 2007-2010 format (xIsx)
Download in Excel 97-2003 format (xIs)

Import formatted file
® @ Click or Drag to add a file

Instructions.
Please populate the tab 'Import' as followed:

Supplier Information (at least one identifier has to be populated)
This section must contain the supplier name, supplier legal name as well as at least one of the

Supplier Address

This section must contain the supplier HQ address. This information will be used to identify thij
Column 'State’ must contain the state's code (ex: AK for Alaska)

Column 'Country' must contain the country's code (ex: US for United-States)

Sub-Tier Relationship

This section is used to define the scope of this relationship. Please populate if this sub-tier sug
Column 'Contract’ must contain a contract reference (from a contract declared in the applicatio
Column 'Country' must contain the country's code (ex: US for United-States)

Column 'Commodity' must contain the commodity code

< > Instruction Import 4
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Adding Sub-Tiers

Using the Ivalua interface please fill out all mandatory fields which Manage Sub-Tier
are marked with an *. 3 3
Sub-Tier Identity Sub-Tier Relationship
Supplier* Contracts @
Legal Company Name * Land
en -
. Category
Address Identifying Numbers ()
Address Label @ Tax ID Number Relationship Status
Address Line 1(®" DUNS ®
DORA
Address Line 2 LEI DORA Rank
Zip Code* EUID Is the subeontractor a legal entity?
City ™ Website LEI code of the subcontractor's ultimate parent
en
State/Province Country” Country of the subcontractor's head office
Country/countries of service provision
Map  Satellite o -
e — ASl._
NORTH: FUROPE Country(s) of data storage
AMERICA
Atlantic -
Oceen
AFRICA Countryls) of data processing
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Uploading contract deliverables & reports

Deliverables & Reports that have been contractually agreed upon
are tracked and stored in the system. When an obligation is due you
will receive a notification via mail to upload a new document.

You will also see a new task on your homepage when logging in.
You will be asked to:

- Enter effective date of your uploaded document.

- Enter expiration date based on the contractually agreed cycle.
When this expiration date is reached (minus the notification
period) you will receive the next reminder for uploading a new
version.

- Upload the document or check whether the already uploaded
document is still valid. If the document is still valid, please add a
comment after submitting the new version.

- Submit the document.
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Validations See 1 result
Process Ohject Action Forwarded on Due date
HCOB - by b
# Deliverabled Mustervertrag | Document 30/09/2025
Risk Report Upload
& Reports
Document

D (e

@ - Please upload a document or provide the respective URL before submitting
~  Document Information

Document Name Document Type Classification Version  Document Status
Risk Report Information - IRMS en Deliverables V1 Document draft

~ Document Details
Effective Date " Expiration Date Notification Period
& 30/09/2025 & 30/09/2026 30 Day(s)

Reference URL

Summary

Annual upload of the risk report in accordance with Section 20.2 of master agreement

Linked to Contract
Mustervertrag - Musterfirma
Uploaded Documents (0)

Upload a Document
@ Click or Drag to add files

4m|2025_RiskReportpdf ® &

(@)
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