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Kluber Lubrication Supplier Portal

1. Terms and abbreviations

Procurence sp. z 0.0. Procurence is a developer and portal operator that
provides its business partners with an internet application
platform for exchanging information with their suppliers.
Kluber Lubrication cooperates with Procurence.

Supplier portal: The supplier portal is an IT application based on web
technology that provides suppliers and Kluber
Lubrication with centralised access to various
information. In addition, it serves the efficient handling of
certain processes (e.g. complaint processing, certificate
management, etc.).

Profile: The profile consists of information from the supplier on
certain topics, e.g. quality. The profile is used to make an
assessment in order to decide whether the supplier is
approved.

Product group: The product range of the supplier. The product group
must be specified in the registration process and
determines the responsible contact person at Kluber
Lubrication.

Purchasing organisation:  Kluber Lubrication produces at 12 locations worldwide.
The registration process therefore includes a query as to
which locations the supplier can supply.

D-U-N-S ® DUNS® (Data Universal Numbering System) is a 9-digit
identification number introduced by Dun & Bradstreet
(D&B) to uniquely identify companies worldwide. The
DUNS® number is used, recognised and recommended
as a standard by the United Nations, the German
Association of the Automotive Industry (VDA), the
European Commission and ISO, among others. The
DUNS® number can be researched at
https://www.upik.de/en/dunsan f ordern.html.
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2. Introduction

All Kluber production plants worldwide purchase production materials, often from
international suppliers. A centralised electronic system enables us to manage
information efficiently, network our processes better and at the same time make it
easier for you as a supplier to exchange information.

The requirements of modern quality management standards such as 1ISO 9001 and
IATF 16949 (e.qg. certificate management, action and complaint management) are
becoming increasingly complex. The Meercat supplier portal helps us to manage
these requirements efficiently and ensure transparent, smooth collaboration.

The portal serves as a central platform for the exchange between Kliber Lubrication
and its suppliers. You can manage your company data there, upload documents (e.g.
certificates, complaint reports) and view your evaluations

The portal is free of charge for suppliers, but participation and registration are
mandatory.

This manual guides you step by step through the most important functions and helps
you to quickly familiarise yourself with the user interface and processes.

3. Link to the portal

The supplier portal can be accessed conveniently via the browser without the need to
install any additional software. Please use an up-to-date web browser to ensure
optimum display and functionality.

Link to the portal for registered users:

Meercat Authorization Service

Registration link for new suppliers:

https://kluber.supplierportal.info/prod/SupplierAccount/Registration?lang=en-us
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4. Reqgistration process

Before you can use the Meercat supplier portal, you must register. During
registration, you enter your company details, answer process-related questions and
upload the required certificates. Below we will guide you step by step through the
registration process. The registration process also helps us to gain an initial overview
of the potential supplier and to decide whether to approve them as a supplier.

4.1. Reagqistration form

Open the page https://www.klueber.com/de/en/company/suppliers/supplier-portal/
and click on "Initial registration for new suppliers”. You will now be taken to the
registration form. Please fill in all mandatory fields (marked with an asterisk).
Alternatively, please click on the following link:

https://kluber.supplierportal.info/prod/SupplierAccount/Registration

Introduction Please fill in the following fields carefully and completely. Mandatory fields are marked with an asterisk (*)

Once you have com

ed all the fields, please click on “Send”. You will then receive an e-mail with your login details and can continue with the
registration process

Interested in co-operation with* KL HQ - Kluber Lubrication Minchen GmbH & Co. KG v
Your company Country Germany v
Registered supplier name* Manual-EN GmbH
This is the full official company name, as indicaied in the registration documents. e.g. AWS Advanced Water
Systems London Co. Ltd
Vat ID
Vat EUID DE123456739
D-U-N-5 Number
“You can search for an existing D-U-N-5 number on the UPIK Plattform or apply for a D-U-N-S number free of

charge on the D&B Website

Website
Address City* Manchen

Post Code* 21370
Stresft Geisenhausenersir.
House number* 7

Contact person First name* User
Sumame? Manual
Email*

testklmeercat+manual-en@gmail.com
i
Confirm email testkimeercat+manual-en@gmail. com

Preferred language English - United States v

You are welcome to enter your DUNS number. If you do not know the number, you
can look it up on the Dun&Bradstreet website.

Set a password in accordance with the security guidelines. Please note that the e-
mail address also serves as the user name for the portal.
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Once all fields have been filled in, please click on "Send".

vll Verify your email address to continue
Thank you. Your registration request has been saved with process ID: 14355. Please save this number for your reference.

We have sent you an email to verify your email address. Please click on the activation link in the email to continue with the registration process.
In case you do not receive an email in a few minutes, please check your SPAM folder and/or whitelist the following email
address development@meercat.eu.

The e-mail address entered must then be verified. You will receive an e-mail for this
purpose. Please follow the instructions and click on the link in the e-mail.

/i

a brand of

LUBRICATION PN FREUDENBERG

Supplier Collaboration Portal
Info - User Activation

Dear Supplier,
You have successfully registered your account on the Supplier Portal of Klaber Lubrication.

If you signed up to Sofern Sie sich registriert haben register as a new supplier you will be asked to
complete a guestionnaire after logging into the system. If you have any questions, you will find detailed
instructions under this link: {Link}

If you are a new user of an existing supplier in the system you can view your company data (e.g.
supplier assessment, complaints, efc.) and edit open measures / tasks directly after logging in.

To activate your account, please click on the link:

Activate my account and continue

Your user name corresponds to your e-mail address.
Please use the password you set when you registered.

Yours sincerely,
Kliber Lubrication Supplier Portal

Email address verification

Please click on the button below to activate your account. After activation you will be asked to log-in to the system using your email and
password.

| ACTIVATE ACCOUNT AND CONTINUE |

For the last step of the e-mail verification process, please click on the "Activate
account and continue" button in your browser.
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4.2. Entering company data and answering process guestions
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After completing the registration form and verifying the e-mail address, additional
information about the company must be provided and quality-related questions
answered in six steps in order to finalise the registration. It is possible to temporarily
save after completing individual steps and complete the remaining steps at a later
date. Log in with your e-mail address and password to continue.

4.2.1. Step 1: Confirm contact and reqistration information

Please check and correct your entries and confirm with "Continue™.

.
Lusmcarion 7% FREUDENBERG
SUPPLIER SELF-REGISTRATION
R
©
@
Basic info

Contact and Registration information

In this step. you have the option of adjusting your master dats or a0ding

ountry &b

Registered address

jebsite &

Alternative addresses

Identification

=tiD @
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4.2.2. Step 2: Product groups and delivery regions

In this step, you must specify your company's product range using product groups.

The main product group corresponds to the focus of your product range. Only one
selection is possible. This selection determines the responsible product group
manager at Kliber Lubrication. Under Other product groups, you can select
additional product groups offered by your company.

Please click on "add / edit" and select the product group in the window that opens.

" e
LusmcaTion £ FREUDENBERG

SUPPLIER SELF-REGISTRATION

° o n = :
-

Baskc info Details Documonts Supplior contacts Surveys

New supplier request
Scope of Supply

Main categary *

Other supplied categornies + add / edit [ clear all

Counirigs of Operation

& 8ACK |  CONTINUE W CANCEL
I | J

CATEGORIES

Click an the name lo show hether details about the categary Ok on O te

= selectideselect a category and the underlying sub-categories
® Search name Search names and descriptions

_ o

Please also indicate the countries to which you can deliver or in which you are active.
If you click on "Select all", all countries with Kluber production companies will be
displayed. Countries that are not relevant can be removed by deleting €.

Click on "Continue”. Your entries will be saved and you will be taken to the next step.
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4.2.3. Step 3: Bank statement

Please attach a PDF file with your company letterhead and your bank details. To do
this, click on the "Select files" button and upload the relevant document from your
computer. Then click on "Continue” to proceed to the next step.

LsmcATON .~ FRIUDENDERG

Basic info Deasits Dexumarts Supplier contacts Surveys Canfrmation

B <& X |¢

4.2.4. Step 4: Contacts

In this step, the contact persons for certain topics must be defined. By default, the
first person who carries out the registration can be assigned to these areas.
However, other contact persons can also be assigned.

. L Assignment Portal access
Topic Description S .
obligation required
Sales Contact person for contracts, prices, contracts, LLE. X
. . Contact person for complaints processing and certificate
Complaint processing X X
management.

Supplier Assessment Contact person for the annual supplier evaluation. X X

Regulatory Stewardship (thér:g(;: tp:)epr;c;n (fact)é the processing / provision of SDSs, M

Contact person for order processing, order confirmations,

Order Management delivery dates, etc.

Contact person for questions regarding quality, product

Technical consulting specifications and product information.

Assignment obligation
Contact persons must be named for defined areas.

Portal access required

Defined contact persons must take over activities in the supplier portal in the
specified areas and also receive corresponding notifications from the system. An
account must be created for these contact persons. The system provides access for
other contact persons as standard.

We strongly recommend that you create additional contact persons as portal users.
This will ensure that your company has access to the supplier portal even in the
event of personnel changes or longer absences.
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Click on "Add new contact person"”.

SUPPLIER SELF-REGISTRATION

& © & L
Survays

Detais. Supplier conta...

Basicinfo

Supplier contact persons

les, Supplier Assessment. Technical Congultin
ed 1o all cont roles 85 @ registering user. Mowever, you have the option of customizing the contact persans and deciding indivic
ooy procass the rolavant cases in the portal

............. sacts. Complaing Processing, Order Management, Rugulatory Slewardship, Sa
as of responsdiity mentioned. Initially, you are sssign

Mise fry o
Plaase lat us know e responsidle contact persens in your company for the ar
suppliar portal. Plaase noto that the coracts for complaing procsssing and suppier assnsament always rocuire portal access in ordes 1o bo able &

v | rum ¥ | compay Y 4
Na kams fo display

| | =+ ADD NEW CONTACT PERSON | ‘

| W CANCEL |

| € BACK |

In the following window, the contact persons are assigned to the various topics. The
topics are already preselected. The relevant person must be selected under "Existing
contact person" and "Save" clicked. If individual topics are not to be assigned to this
person, the topic can be removed by clicking © . A new person must then be

assigned to this topic.

ADD NEW CONTACT PERSON

seloct
Please type at loast 3 lofers

Pleasa type &t least 3 latlers

— S

Alternatively, you can also select "New contact person”. The data for the new contact
must then be entered.

ADD NEW CONTACT PERSON

Manual-EN GmbH

|.. on’ et ® Nav

salect
Plaasa typa at boast 3 lattars

Please type at laast 3 letters

it

ctivation amall to anyone you add here, but you can disabls this and add
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Once all topics have been assigned to a contact person, click on "Continue" to
proceed to the next step.

comwcAtion .~ FREUDENBERG

SUPPLIER SELF-REGISTRATION @HELP

©

)
[
°

sa

20

sa

sa

sa

sa

4.2.5. Step 5: Profile guestions

In the final step, profile questions on quality and other topics must be answered.

Ethical standards and sustainability
Company data

Quality and management systems
Processes

It is possible to save the answers at any time and answer the remaining questions at
a later date. In this case, please finalise your entries with "Save".

Click on "Fill out" to start.

»
cuameATion # ™ FREUDENBERG

SUPPLIER SELF-REGISTRATION

o o o o (<)
@
Biasic info Details Documants. Supplier contacts Surveys
Surveys
Plesase il out the folloei JTEE

KL - Profile questions Raw material suppliers
AYou nead to fill this required assessment bafore going to next step.

‘ FILL OUT || NOT STARTED

| # BACK | | Tl CANCEL
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All questions must be checked and answered.

Q KL - Profile questions Raw material suppliers 100% 06 549 Handbuch-DE (H1073644) 0100 Mineral cil 0007

Ethical Standards & Sustainability

= or toaffiem that Svey accept and s he Ethical Suppher Standars of Kuter Libricaton | se "Ethicel Sandanss S Sipders” on o wetsse w8 Processes

= o0 b0 Rarve an o Comgny ooy | Code o CORBICE hat Covers cur standand 8 50 please SRICh your docemant A Ve

Piease Cho0BE the SDSrEpriats imormation for your compay. H mors as . Example: Signatoey UN Glabal
Compact pius cwn Ethical S ¥or your company, s s Compact”

B3 4 ok W COMDANS TRt ATE 1O COMTISS 10 By SUNCH aandards!

4.25.1. Notes on the questions

The questions are multiple-choice questions. Depending on the answer, some
guestions require comments to be entered or attachments (e.g. certificates) to be
added. A corresponding note will appear.

Please click on "View / add comments" or "View / add attachments".
D view / add D view / add
0 comments 0 attachments

You can jump backwards and forwards at any time. Please note, however, that all
guestions must be answered at the end.

& Previous section ] [ Next section =»
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For questions about certificates (e.g. ISO 9001), attach the relevant documents and
enter the validity date. To do this, click on "Select files" and select the date under
"Valid to".

Add attachment

File " Valid from Valid to ~

Select files... Drop files here to upload mm/ddiyyyy i mm/ddiyyyy &
O sccepredrietpes HEABEHEEBEBE 1=
o Max. file size: 20 MB
Mame *
Description

4.3. Completing the reqgistration

Once you have answered all the questions, click on "Submit”. This completes the
registration process.

|' i= Cover page |

[ "[ Exit J
Your answers have been saved, but have not yet been sent. 1 Ethical Standards &
Sustainability
You can return to this page to continue editing them or, if you are ready now, please click on
SUBMIT below. 2 Company Data
€ Previous seclion [ oA submit ] 3 Quality & Other

Mangement Systems

4 Processes

{O} Verify & Submit
-4

The responsible product group manager will now be notified by e-mail and will check
and assess your details. After the check, you will receive an e-mail with the result.

Please be patient!
You have successfully completed the user activation, but your supplier profile is still being checked by our team.
As soon as your supplier profile has been successfully checked and activated, you will be informed by e-mail.
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5. Help-Library & technical support

In the library you will find a collection of guides on various topics, such as “first steps
in Meercat” or “complaints processing”. These guides will help you to operate the
portal and use all its features.

You can access the Help Library by clicking on 'Help Library' at the top right of the
start page.

Supplier Collaboration Portal

TEST SUPPLIER KLUBER - HOMEPAGE O HELP

8 Library and suppart materias
Kliber Lubrication - Help Library
Welcome to fhe coline help i the Suppher Portal

Help
Meercat & Scftware Sute On-tne Help

£ Balasinnehinistahe

Master Data Contact Persons

Ede Masior Data Sales, Logestics, Qualty

& My Comglaints

DY | PARTS T | naME T B YT |TYPE Y | START Y | STATUS T

Click on the desired topic in the library to view the guide.

Supplier Collaboration Portal

FOLDER TABLE OF CONTENTS
E Library > Kliiber Lubrication - Help Library: ID

Featured

Table of contents

Search pages |

Show all subsections  Hide all subsections

Welcome to Meercat Q view

¥  Supplier Assessment Q view
Supplier Assessment (for suppliers) Q view

¥ Tasks/Measures Q view
Task processing (for suppliers) Q view

¥  Complaint Processing Q view
Complaint Processing (for suppliers) Q view

If necessary, our technical support is at your disposal. If you have any questions or
technical problems, contact us at the following e-mail address:
SupplierPortal@klueber.com.

Please include as much information as possible in your message, including a
screenshot if necessary, to help us process your request quickly.
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