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Purpose

The purpose of this job aid is to provide a step-by-step guide
regarding how to make changes in the Registration Questionnaire.

q Target Audience
This job aid is for the following roles:

« 3" Party LyondellBasell Suppliers

Table of Contents

oy
C_?/ Navigate through the job aid by selecting the appropriate section:

A * Revise the Registration Questionnaire

Prerequisite
le Refer to the following prior to viewing this job aid:

* LyondellBasell Supplier Site
» Ariba SLP Supplier Registration Questionnaire Job Aid
* Ariba SLP Supplier Qualification Questionnaire Job Aid



https://www.lyondellbasell.com/en/utilities/suppliers/ariba/registration/
https://www.lyondellbasell.com/en/utilities/suppliers/ariba/registration/
https://www.lyondellbasell.com/en/utilities/suppliers/ariba/registration/
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W\ This job aid was originally published in July 2023.
, This job aid was last updated in October 2023.

October 2023 Job Aid Update Details

Revise Registration Questionnaire

* The intro and outro content (pages 4 and 11) have been updated.
+ Step 5 has been updated with new wording, screenshot, and note.
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This job aid provides you with the detailed steps involved in updating the information in the
Registration Questionnaire.

The Registration Questionnaire is submitted by the Supplier for approval.
The LyondellBasell Approvers either approve or send the questionnaire
back to the Supplier if additional information is needed or if they are denied.

An emalil notification is sent to the Supplier if additional information is
required or if the revised questionnaire is denied.

The Supplier can click the link provided in the email to revise the
guestionnaire. Once the responses are submitted, the approval process is
repeated.

Note that the Supplier can also make changes to the Registration
Questionnaire if they would like to make updates to their information. The
original submission must be approved before the Supplier can Revise the
Response.
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Revise the Registration
Questionnaire

The following steps are for 3'd Party LyondellBasell
Suppliers
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g Revise Registration Questionnaire

You may revise the Registration Questionnaire if you would like to make

o updates to your company information or if LyondellBasell asks you to
update you company information. Log into Ariba SLP with your
username and password and click Login.

SAP Ariba Proposals and Questionnaires ~ .

SAP Ariba
New Supplier ESG Features
Supplier Login Check out these new sustainabilit
PP g today! Showcase your company s
- S  and build trust with buyers using 1
standardized human rights due di
questionnaire and sustainability re
User Name

supplier profile.

Password
Learn More

Forgot Username or Password

&y
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Revise Registration Questionnaire

The Ariba SLP homepage is displayed. Click Supplier Registration
Questionnaire in the Registration Questionnaire section to revise
your response.

SAP Ariba Proposals and Questionnaires ~ Standard Account | Get enterprise account TEST MODE B ® @ [»]ed

©,
LYONDELLBASELL SUPPLEMENTAL
There are no matched postings.

Welcome to the LYB-T Ariba Spend Mgmt site. This site assists in identifying world class suppliers who are market leaders &
in quality, service, and cost. Ariba, Inc. administers this site in an effort to ensure market integrity.

Home
Events E=
Title ] End Time | Event Type Participated
No items
Registration Questionnaires ]
ID End Time 1 Status
.

Supplier Regjstration Questionnaire Doc674091530 5/13/6106 2:47 PM Registered
Qualification Questionnaires in
Title 1D End Time | Commodity Regions Slatus

The Questionnaire screen is displayed. Click Revise Response.

ell Test Site
1]

All Content

Name T
e b

¥ 1 Supplier Code of Conduct

L1 Please read the LYB Supplier Code of Canduct on thiz link. Do you agree on the code of conduct? Ves
2
¥ 2 Supplier Name Less..
ress L . ~ =
Usa Nama 1 field to entar the Company Name, it only accepts up to 35 characters, For the remaining charactars, usa Name 2 and Name 3 fields raspectively.
rmation 21 Mamel J0C 040423 000

&y
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Revise Registration Questionnaire

° The Revise Response pop-up window is displayed. Click OK.

i, Revise Response?

You hava slready submitted a raspanse for this evant. w would like to revise your response.

Cancel

The questionnaire is ready for revision.

All Content

Mame §

¥ | Supplier Code of Conduct

1.1 Please read the LYB Supplier Code of Conduct on this link. Do you agree on the w
code of conduct?

¥ 2 Supplier Name Mara... +

T
21 Name1 JDC 040423 0005 US01

2.2 Nama 2

23 MName3

¥ 3 Supplier Address

¥ 31 Registerod Addross More... +

{*) indicates a required fisld

&y 8



| Supplier Changes

g Revise Registration Questionnaire

e Update the fields that require updating. You may update information like your
company name, contact information, address, tax details, and bank details.

nt > 6.2 Bank Information

Bank Information (1)

Note: If you need to update your banking information, you must delete your existing bank details
entry and add your new banking information in a new entry. Do NOT edit your old banking
information.

&y 9



| Supplier Changes

3 Revise Registration Questionnaire

o Once you have made your updates, click Submit Entire Response.

£ Doc667577809 - Supplier Registration Questionnaire @ ;S;d‘a”;; 53'58'38

M
«

All Content
ame 1

¥ 1 Supplier Code of Conduct

Submit Entire Response Save draft Compose Message Excel Import

A confirmation message “Your revised response has been submitted. Thank you
for participating in the event” is displayed on the screen.

Console

 Your revisad response has been submitted. Thank you for participating in the evant, |

3

All Content
w Event Contents
Heme
2 suppuer name

& 2.2 Mame 2

Supplier Code af

23 Hame
2 Supplisr Name gl i
¥ 3 Supplier Address
3 Suppler Address
¥ 31 Registered Addrass

4 Supplie

" 910 INDUSTRIALBLYD STEA (D)

NG 0
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V) =

@
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You have now submitted your updates to
LyondellBasell.

LyondellBasell will review your revisions. You will
receive an email notification with any updates.

11
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Thank You
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