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1 Introduction to Self-Maintenance in the
Supplier Portal

1.1 What is Self-Maintenance?

Self-maintenance allows suppliers to manage and update their own data directly in the portal —

without relying on support teams or onboarding processes.

« Fast & independent updates
« Secure access (login + one-time password)

« Always up-to-date supplier information

Why is it beneficial?
» Increases efficiency by reducing dependencies
« Ensures data accuracy and consistency

« Enables real-time updates without delays

1.2 User Experience Overview

Existing Users can update:
* Bank details
* Contact information
* Legal entity data

New Users (does not exist in the Siemens Energy database) are limited to
contact information updates only.

This ensures controlled access and prevents unauthorized changes to
critical supplier data.
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2 Self-Maintenance Request

After logging into the Supplier Portal using your email, the landing page will present one
or more options to initiate a request, depending on whether you are an existing or a new
user. To proceed, select the appropriate option by clicking on one of the available tiles:

* New User (1), to add your contact or a new colleague contact

* Information Update (2), to update bank, contact or legal
information.

SIEMENS
CNerey

M

Quick actions

E

New User Information Update (Bank, Contact & Lega
i T B For any new For any new sup-
plier contact that does not ex-
ist in the Siemens Energy da-
Active requests tabase, only the “New User”
tile is available, and updates
SE-8810: ELEMENT FLEET MANAGEMENT are I|m|ted to addlng new con-
Start date: Jun 01, 2026 Your team: mail0256123748@yopmail.com taCt information Only.
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2.1 Information Update for Existing Users

In the main page, click on the “Information Update” (1) tile.

cNersy

Quick actions

Active requests

SE-88% ELEMENT FLEET MANAGEMENT

A selection interface opens, where you can choose which type of data you intend to
modify. The system allows you to select multiple categories simultaneously (1), such as

bank details, contact information, and legal name changes. After making the selection,
click on “Continue” (2).

General Information Update (Bank, Contact & Legal Name) X Close

Please select the Update type

.3
¥ Update Payment Information
¥ Update Contact Information

¥ Update Legal Name and Address

Continue
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2.2 Update Legal Name or Address

If all fields are selected, the first change tab opened is Legal Name and Address. By default, the
change options are selected as “No” (1). You can edit this option by clicking on “Edit” (2).

e
Please confirm if the information is up-to-date

You can proceed with existing information or update them if required

© Name and address 4 Edit

Back Continue

Select “Yes” for the information you want to update, either legal name, or address or even both.
To update the legal name, type the new name (1) and upload supporting documents (2), where
this change is visible, serving as proof.

Similarly, for the address, you can type your new address manually (3) and upload a supporting
document (4) and the address field will be automatically filled in by retrieving the information for
the documents. When the information update is ready, click on “Continue”(5).

Please confirm if the information is up-to-date

Name and address.

ELEMENT FLEET MANAGEMENT CORPORATION MEXICO S.A. DE C.V.

jpaated Legal Name

ELEMENT FLEET MANAGEMENT CORPORATION MEXICO S.A. DE C.V.

Proof of legal address change

Any legal document to support the update

Drag and drop file

excel.sheet.macroenabled.12, pdf, csv, image, email, message, ppt, video, audio

ORO Supplier Portal Self Maintenance © 2026 Siemens Energy

Page 6



2.3 Update Contact Details

For Contact Details, there are three possible updates: “Add Contact” (1),
“Deactivate”(2) or “Edit”(3).

General Information Update (Bank, Contact & Legal Name) X Close

Add or update contact details + Add contact II
Add or update contacts, and mark them as active or inactive.

__ mail0256123748@yopmail.com ¥ Primary  General
mail0256123748@yopmail.com @ +52 5519134653

_ mail0256123748@yopmail.com Customs  Registration Contact .
mail0256123748@yopmail.com @ +49 0000000000 7
N
2. Deactivate
£ Edit B
Back Continue

If a contact profile is no longer valid, you can delete it by simply clicking on 3 dots, on the
right side of the contact, and click on “Deactivate”.

To add a new contact, first click on “Add contact”. Select the type of the contact you want to add
(1). Awindow will pop-up. Fill in the required information: email, contact name, title, phone number,
communication language and any other relevant notes. When all the details are filled in and re-
viewed click on “Save” (2).

Add or update contact details + Add contact

mailg2581237:
mailo2561237.

mai0256123748@yopmal.com Cusioms  Registration Contact
mal025612374B@yopmail.com @  +49 000000000
| 4
Add General contact X

You can have only one primary contact. To be able to
set the new added contact as primary, you have to
edit or deactivate the existing primary contact first.

o=

If no language is selected, the default communication
language that is auto-selected ist he languae oft he
country oft he supplier.

o=
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If the existing primary contact is no longer valid, you can change it by clicking on “Edit”
(1) for the respective contact profile, then unselect the box marking the primary contact
(2). Follow the same steps for the new primary contact, but this time, tick the box marking
the primary contact (3).

Add or update contact details + Add contact

Add or update contacts, and mark them as active or inactive.

Edit General contact

., mail0256123748@yopmail.com  Primary  General
T mall0256123 com @  +52 3

© Cranges made by

Email

com Customs Contact
23 me  +49

Contact name

mail0256123748@yopmail.com
l # Mark as primary contact h

Edit General contact X

Mr. New  General

© Newcontact
testnewcontact@yopmail.com @ +521234567898 More v

(3 Added on Jun 05, 2026

»

Email

il.com

Contact name

Mr. New

hMark as primary contact

Title (optional)

When the contact details are updated and reviewed, click on “Continue”.

Add or update contact details + Add contact

Add or update contacts, and mark them as active or inactive.

mail0256123748@yopmail.com General
M 4 @ Changes made v
mail0256123748@yopmail.com @ +52 5519134653

mail0256123748@yopmail.com Customs Registration Contact
M @ Changes made v
mail0256123748@yopmail.com @ +49 0000000000

Mr. New o Primary General
M " @ nNew contact
testnewcontact@yopmail.com @ +521234567898 More v

(2 Added on Jun 05, 2026

Back
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2.4 Validation and Security Checks

Before proceeding to sensitive updates such as financial data, the system performs
validation checks to ensure authenticity and prevent fraudulent activity. These checks
are necessary because access to the system is granted through login credentials and
a one-time password, which alone may not be sufficient to verify identity in high-risk
scenarios.

During this stage, the supplier is required to provide specific verification information,
including previously registered tax details and bank account information that are
currently stored in the Siemens Energy database and subject to update. These fields
are mandatory for certain implementations and serve as an additional layer of security.
The system ensures that only legitimate users can proceed with changes that

could have financial implications. After filling in the mandatory information, click

on “Continue”.

Upon successful verification, the option to submit a request for updating bank details
will become available. If the verification is unsuccessful, the request for Updating
Bank Details cannot be submitted.

General Information Update (Bank, Contact & Legal Name) ¥ (@ You are either not currently registered as a validated contact in our system, or
4 your email is associated with multiple supplier accounts. To help us process your
request promptly, please provide accurate information.

Supplier Identity Verification Primary contact email (Optional)

Please complete the form below with accurate information.

@ You are either not currently registered as a validated contact in our system, or Previous (old) Tax details
your email is associated with multiple supplier accounts. To help us process your
request promptly, please provide accurate information.

Previous(old) Bank account number
Primary contact email (Optional)

Invoice number (Optionall
Previous (0ld) Tax details toney

PO number (Optional)

Previous(old) Bank account number

Reason for this request

Invoice number (Optional)

PO number (Optional)

Reason for this request

=
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2.5 Updating Bank Details

The final major component of the self-maintenance process involves updating bank details. If no
payment option is currently available, you have to create a new one by clicking on “Add new
payment option” (1). Then, select the relevant country and specify the type of transaction method.

Let's start with the bank country X

o

General Information Update (Bank, Contact & Legal Name) X Close

Select a payment method x
Payment options

. Bank vanster (ciectroni transfers)
Please provide payment options to receive payments. i iy

Chack

€

No payment options added yet
Get started below

+Add a payment option n

Additional comments (optional)

I n 3 o8B @ A"

Back Continue: |

Next, detailed banking information are required, such as account name, account number, and other
identifiers. Certain fields, such as the SWIFT code, are mandatory and must be correctly filled to
ensure successful processing. Supporting documentation are required to validate the new bank
details. After entering all necessary information, click on “Add Payment”.

) Bark transfer (shectronic tranafers) X Oferta_Mishra_Dhatu_Nigam.pdf % Bank transfer (electronic transfers) X
‘ -l
- s B Oferta_Mishra_Dhatu_Nigam.pdf
Oferta_Mishra_Dhatu_Nigam.pdf QaJ &
- - Man
Bank code Mexican ABM Bank/Branch Number (O
ot Boatons Typm natiand Page 11
Mexican ABM Bank/Branch Nun X 123
* Cwrvpen LR
Bark documen: for valetation Account type Account number
’ Current Account X eessssenes LN
1 o8 avnarven v 1he e
o Name on the account
ELEMENT FLEET MANAGEMENT CORPORATION MEXICO S.A. DE C.V.
Bank name
- Banco de Mexico
SWIFT
A Rara ST e BCMXMXMM
J o o »
[N
~

Is an intermediary account needed for international payments?

s 1

No Yes
Back L
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When the update of the bank details are done, click on “Continue” (1). At the final step, after all
required fields have been completed, select “Submit” (2).

General Information Update (Bank, Contact & Legal Name) X Close

Payment options
Please provide payment options to receive payments

General Information Update (Bank, Contact & Legal Name)
™ % BANK TRANSFER (ELECTRONIC TRANSFERS)

Process details
Banco de Mexico, Mexico (+++++4455)
View detail

+ Add a payment option

BJEEE
nal) =

A message confirming the submission of your request will appear with a link that redirects you to your
request (1). Also, your request will now appear on the landing page under “Active Requests” (2).
Initially, the request appears as pending, indicating that it is still under review or processing. This
visibility ensures transparency and allows you to stay informed about the status of their updates.

/ SE-9019: ELEMENT FLEET MANAGEMENT = Acthe

Your request has been submitted.

General Information Update (Bank, Contact & Legal Name) - SE-9019 2

Quick actions

Information Update (Bank, Contact & Lega

Active requests

SE-9019: ELEMENT FLEET MANAGEMENT
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3 Communication and Support
Within the Process

The system includes an integrated messaging feature that allows you to communicate with
relevant stakeholders involved in the request workflow. If support is required or clarification is
needed, you can use this messaging functionality directly within the request interface.

This feature ensures that all communication related to a specific request is centralized, making
it easier to track discussions and resolve issues efficiently. It also provides a structured channel
for collaboration between you and support teams. Click on the request and see the icon for
communication.

[Ty (e e

SE-9019: ELEMENT FLEET MANAGEMENT  » Active e

Start date: Jun 05,2026 ~ Your team: mail0256123748@yopmail.com

Updates
Submitted forms

[® SFD Supplier Update Form
[® Company Information So pew upates vet
[ Supplier contacts

[® Supplier Identity Verification

[ Payment Details

Home Requests M

Request more info 0]

Test i need support

@ Antach
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