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1.  Registration process

To register in the voestalpine Supplier Portal, open https://www.pool4tool.com/portal/voestalpine/register.php?l=eng
in your browser. A registration form will appear. Please fill out the obligatory fields and click on
"Check". All compulsory fields are marked with " * ". Click on "check data" to check the data. NB: This will not submit
the data.

Important: Please enter your DUNS number so that your company can be clearly identified. Click on D-U-N-S to open
the URL https://www.upik.de/en/dunsanfordern.html. You can search your company's DUNS number here. If your
company has not yet applied for a DUNS number, you can get one from D&B on the UPIK website.

https://www.upik.de/en/dunsanfordern.html
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When all  the  entries  fill  the  requirements,  the "Send"  button will  appear.  Click  on this  to  continue the registration
process. NB: The company POOL4TOOL AG is legally obliged to declare the following. It is not necessary to accept the
declaration of consent to continue the registration.
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Once you have successfully registered, you will receive an email from the POOL4TOOL system. This email contains
your log-in details (log-in name and initial password) and the access link for POOL4TOOL. Enter these details into the
log-in mask in the Supplier Portal and click log in.

You will be obliged to change your password when you first log in.
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You will then need to perform the following actions:

Fill in basic information about your company

Enter contact points

Enter categories that you can supply

Answer the company profile questionnaire

Publish your company profile

The responsible buyer will then validate the information.

Positive/negative response

The individual steps are explained in more detail in this chapter.

To complete the registration, check and update your contact and company information, define your portfolio using
the commodities, and enter additional information in the company profile.
These steps are clearly shown in POOL4TOOL, one after the other. If you are an existing supplier but do not yet have a
POOL4TOOL account and are being added as a new contact, available information will already be shown to be checked
at registration.

Steps that have been completed are marked in green. Steps that have not yet been completed are marked in yellow.
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1.1 Update basic company data

After initial registration, you will then need to enter further company information. Please click on "Account data
received / Log-in successful / Enter additional company information"
You will then see an overview of the information you have already entered:

Please check this information and confirm it by saving it.
This step is completed once the company information has been saved.
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1.2 Enter contact people
Please click on "3. Contacts" to enter contacts for voestalpine into the system. You should already be listed as a
contact. To enter additional users, please use the "new user" icon, which will then be explained on the next page.
Then update your contact people for voestalpine.

To do this, please use the edit icon  in the menu column of the contact list.

U824731
Rechteck
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You can also continue to add users. If these users should be given access to the Supplier Portal, please confirm "Create
portal user".
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If you check "Create portal user", a new text field will appear where you can enter the user's log-in name. The new
user will receive their log-in details (chosen username and initial password) by email to access the voestalpine
Supplier Portal.  The user can then use the details to log in to the voestalpine Supplier Portal themselves.

Please confirm the contact list at the end by saving the information:
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1.3 Category assignment
Enter your service portfolio using commodities in the material group assignment. Please click on "4. Material group
assignment" to assign:
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You can enter multiple commodities using the checkboxes on the left. Please expand the category with "+" and specify
your selection.

You can search for a commodity directly in the search field.

You can enter multiple commodities using the checkboxes on the left (square, on the left before the name). Please
limit your selection to the most important commodities.
You can select your main commodity using the radio button (circle, on the right before the name). You may only
select one.
Please save your selection to move on to the next step.
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1.4 Fill and publish profile
In the next step, you must enter further information into the company profile. Please click on "5. Fill profile". You can
change your information after check and approval through voestalpine.
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You will now see a form with further questions. Obligatory fields are marked with "  * ", but please answer every
question if possible. The profile is divided into 6 categories. Once you have filled out 1. General, click on "Save and
continue".
Important: You can save your answers at any time. To complete the process and submit your profile for checking,
you must publish the profile at the end. You can change your information after check and approval through
voestalpine.

If all the mandatory fields have been filled and saved, progress is 100%. Click on "Publish profile" to send the profile to
voestalpine to be checked.
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1.5 Complete registration
By publishing your profile, the information is sent to voestalpine to be checked.

If you are accepted as a supplier and your profile is approved, you will receive notification of this. If not, you will be
informed of the rejection by email.
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2. Administration

2.1 Update company data

You can view the information you have entered at any time using the navigation in the Supplier Portal. To change your
basic information, go to "Administration" - "Company information - Marketplace" - "General information".

After you have edited your information, click on "Save" to save your changes.
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For suppliers with a SAP number:
After you have edited your information, your basic information will be temporarily locked.
You will then receive a ticket. You must attach your commercial register report to this ticket and send it to
voestalpine.

Open "Tickets" - "My OPEN tickets" to view your tickets.

You can then view the ticket to change company information.
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You can open the ticket by clicking either on the ID or on the subject.

You can now see the ticket in its open status. Click on "Browse" and select your commercial register report and attach
it to the ticket.

You can then either:
Confirm the information and send it to voestalpine: The ticket is then submitted to voestalpine. Your
basic information is then unlocked and can be edited again.

Save entry: Save your entries in the ticket. You can open the ticket later and send it to voestalpine. Your
basic information stays locked until you send the ticket to voestalpine.
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2.2 User administration
User administration is managed by the administrator on the supplier side. All other users can only update their own
accounts. The first administrator at the supplier is always the first contact (the user that initially entered the
supplier) for the supplier in the Portal. Further administrator rights can be given, but there must always be at least
one administrator per supplier.
To update users, please open the user list under “Administration”- “All accounts I manage” – “User data”.

The following actions are available to the administrator in the user list (menu column)

Action Description

Editing
Edit a user

Delete
Delete a user

Reset password
Reset the password of a colleague (this is notified by email)

When editing a user, you can give administrator rights under "Permissions".

U824731
Rechteck

U824731
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If you scroll down, you will find an overview of permissions and departments.

Important: Please check the notification responsibilities after editing the user list. If you have deleted a user,
please check that they have not been assigned more than one role (see Chapter 1.2, Update contact points)
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2.3 Update Commodities
If your supply range and categories change, you can make the appropriate changes yourself. You can add or delete
commodities under "Commodities". You can save your changes by clicking "Save". Every time you change this
information, a notification is sent to voestalpine.
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2.4 Update your company profile

If you need to make changes after registering, this can be updated in your company profile. Select the category you
would like to edit. Click on "Save" to save changes.
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