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Purpose
The purpose of this job aid is to provide a step-by-step guide
regarding how to qualify with Ariba SLP via submitting the

Qualification Questionnaire.

Target Audience

This job aid is for 3" Party LyondellBasell Suppliers

B

—@q Table of Contents

/ Navigate through the job aid by selecting the appropriate section:

* Submit Qualification Questionnaire

Prerequisite

Refer to the following prior to viewing this job aid:
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'r?— I * LyondellBasell Supplier Site

« Ariba SLP Supplier Reqgistration Questionnaire Job Aid



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

Submit Qualification Questionnaire
« Steps 1 through 11 have been updated with new screenshots, highlighting user
interface enhancements
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Submit Qualification Questionnaire

The following steps are for 3" Party
LyondellBasell Suppliers

Note: Select the Tool Tip icon @ next to applicable Qualification
Questionnaire fields to learn additional relevant information.
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@» Submit Qualification Questionnaire

receive an email notification from an ‘ariba.com’ email address. Click the

° If you are eligible to receive Qualified status with LyondellBasell, you will
link in the email invitation to begin the Qualification Questionnaire.

Test Supplier Requester 01 from LyondellBasell - TEST invites you to participate in this process: Supplier Qualification

. N @ © healy | % RestyAl | > Forwerd
@ Asiba Administrator <no-reply@ansmtp.ariba.com> hd

lyondellbasel
I I m ]

Hello

Please fill out the listed questionnaires and return them by the specified
dates.

These questionnaires are necessary to complete the Supplier Qualification
process. Thank you for taking the time to respond o each one

Process Overview

Process. Qualification

Category: Raw Materials

Region: United States of America

Business unit

Material: Not applicable

Process owner: Test Supplier Requester 01
Message

Questionnaire Overview
Name  Assigned To Respond By
Raw Materials Oaly Wood October 1, 2023 at 3:34 PM

[Click Here | view the process.

Best Regards,
SAP Ariba team

Note: Check your Junk / Spam folder as the Ariba SLP email is automated and may be
flagged as junk. You can add the Ariba SLP email address to your contacts to allow
future communications to be sent to your inbox directly.
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g Submit Qualification Questionnaire

The email link will direct you to the Qualification Questionnaire. Select
the appropriate options in the Quality System section.

Foedback  Helpv

Ariba Sourcing

& to LyondellBassll - TEST Dashboard _—
Consol ] Docd226637901 - Raw Materials L
onsole oc - Raw Material @ & days 235303
All Content =
ame 1
v 1 Quality System
w Event Contents 11 ified Guality System’ *[ ves v
5 s0 e v
1 | Dispibut ~
61 D dit repo o400 2 ~
4 wired
[ smeamn Compese Messaze el mpen

Note: Questions is this section may vary based on the qualification category.

Click Details to populate the ISO 9001 certified details (if Yes is selected).

Feedback  Helpv

S0Urcing

Console £ Doc4226637901 - Raw Materials [C] 'E éa;g”é;-sa-oa
All Content =
ama 1
¥ 1 uaty System
w Event Contents 11 Doesyo a certified Guakity System’ *[ ves v 3
e s Tw  ~
1 Systes 13 A tional Association of Chemical Distibutars}? M o
" v
14001 co . .
[ save arat Compose Message Excel Impant
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3 Submit Qualification Questionnaire

° Enter the appropriate details in the pop-up window. Click OK.

1.2 Is your organization ISO 9001 certified?

Enter detsls for Certificate. Enter the location of 3 file 1o add as an A

Note: ISO 9001 is the international standard that demonstrates the ability to consistently provide
goods and services that meet customer and regulatory requirements.

e Click Choose File to attach your ISO 9001 certificate.

1.2 Is your organization ISO 9001 certified?

Enter detals for Centificate. Enter the location of # file to add as an Attachment. To search ke a  More
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3 Submit Qualification Questionnaire

6 Select the appropriate file from your folder and attach.

Organize = Hew foldar

— ur organization 1SO 9001 certified?
-

ificate. Enter the location of a file to add as an Attachment. To search for a  More

L Dowrionts # | |L£11899001 Example

@ Documents #
Wricue #
& Music
[ videss

Fie neme 150 9001 Example | anfies

Open

e Click OK.

1.2 Is your organization I1SO 9001 certified?

Enter decails for Centificate. Enter the locabon of a fie to 3dd as an Attachment. To search for 3 More
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Ex Submit Qualification Questionnaire

o Select the appropriate options in the Responsible Care (HSES) section.

Ariba Sourcing

Console 1 Doc4226637901 - Raw Materials ® éda;szsasoa

All Content

* 1 Quality System

Submit Entire Response [ save ratt Compose Message Excel Import

* Responsible Care: a global initiative for the chemical industry to improve health, safety, and
environmental performance
* Responsible Distribution: a commitment to continuous performance improvement in every
phase of chemical storage, handling, transportation, and disposal
+ ChemsStewards: an environmental, health, safety and security commitment to customers,
employees and community

* Note: depending on your selections in the Responsible Care section, you may be prompted with
additional questions.

o Select the appropriate options in the Sustainability section.

Ariba Sourcing

back to LyondellBasell - TEST Dashboard

Console [ Doc4226637901 - Raw Materials ® é.daﬂy::lléi-sa-oa

All Content

¥ 1 Quality System

Ho 9
QAS) of 15014001 certfication? °| ves ~

Excel Import
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3 Submit Qualification Questionnaire

Submit Entire Response.

o bac 1 TEST Dssnboard Desktop File Sync
Consol ] Doc4226637901 - Raw Materials L
onsole o oo - Raw Materia [CH days 23:53:03
Event Messages
Event Cetails All Content =
Response History
Respanse Team Nar 1
v 1 Quality system
¥ Event Cantents 11 Daes your Company have a certified Quality System? [ ves v
all Content L2 15 your organization 150 9001 certfed? *[ ves v | oewts
1 Quality System 1.3 Are you centified with NACD (National Association of Chermical Distibutore}? | na ~

L4 Ao you an automoive company’ No v

L6 Current TRIR Rating

Sustainability
¥ 2 Responsible Cars [HSES)

21 18 your organization Responsible Care cenfied? No ~
22 15 your organization Respansible Distribution certified *[ ves v
2.3 15 your organization ChemStewards cemfied? No ~

¥ 6 Sustainability

6.1 Do you have a valld sustainability on site sudit report (for example TIS. Smeta, SOAS) or ISC14001 certific

{#)indicates 3 required fiskd

Submit Entire Respo Save draft Compose Message Excel Import

Click OK in the pop-up box.

ubmit this response?

K to submit.
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g Submit Qualification Questionnaire

A confirmation message is displayed on the screen. LyondellBasell will now
review your Qualification Questionnaire responses.

v _ Ferdback  Heip
File Sync

Console B Doc4226637901 - Raw Materials ® 'S;a): S3a1a0

I + Your response has been submitted. Thank you for participating in the event.

All Content

¥ 1 Quality System
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inp Submit Qualification Questionnaire

You have now completed and submitted your Qualification Questionnaire.
LyondellBasell will review your information.

You will receive a notification once LyondellBasell has approved, denied, or
requested additional information regarding your submission.

If you need to make additional changes to your supplier profile (i.e., update
your address, contact information, bank details, etc.), please refer to the
Ariba SLP Supplier Changes Job Aid.

Note: Refer to the Ariba SLP Supplier Changes Job Aid for next steps.

lyondellbasell

Ariba SLP Supplier Changes
Job Aid

Published: June 1, 2023
Owner: LyondellBasell Source-to-Pay Team
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https://www.lyondellbasell.com/en/utilities/suppliers/ariba/registration/
https://www.lyondellbasell.com/en/utilities/suppliers/ariba/registration/
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Thank You
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