Onboarding in the Apex Supplier Portal | Singapore G:

Use this guide to register in the Apex Supplier Portal

The Apex Supplier Portal is an
online tool that is used to
maintain company financial
profile information and check
invoice and payment status.
You are invited to the Apex
Supplier Portal by Chick-fil-A
and will receive an invitation
to register via email.

You must complete your
registration inthe Apex
Supplier Portal PRIORTO
submitting any invoices to
Chick-fil-A. Chick-fil-A cannot
make payment to you unless
registration is complete.

The registration email should be
directed to whomever has
access to the financial
information for the business,
such as an accountant or
controller.

Follow the instructions in the
email to begin the registration
process.

ik QA

You are receiving this message because your company will be or has recently begun doing business
with Chick-fil-A. Prior to submitting invoices and to be paid, you are required to register in our
Apex Supplier Portal and complete your profile.

Dear

Please plete your regi ion within 10 busi days.

Please note: Any invoices submitted to our Accounts Payable department or Chick-fil-A Staff BEFORE completing
this registration have NOT been processed and will need to be resubmitted.

TO UPDATE YOUR PROFILE:

1. Visit https://uat-chick-fil-a.apexportal.net to log in using the username and password provided
in this email. Please do not share these credentials with anyone.

2. When you log in using the credentials provided below you will be emailed a one-time Authen-
tication Code to complete the login and validate your identity.

3. Loginand resetyour password. You can then update your profile; it will take you approximately
10-15 minutes to complete.

4. Please use your credentials to manage and update the details in your account on an ongoing
basis.

Company Name:
Username:
Password:

You will receive automated reminders via phone and e-mail pending completion of this registration
online.

Please be prepared to provide the following:

1. Company contact information — this should be the contact who is able to verify or complete
banking and tax information

2. Tax Registration Information (TIN, FED ID, VAT, CIF, NIF as applicable)
3. Banking Information — this is the bank account for electronic payments

If you have any questions or need assistance, please contact us at CFASUPPLIERS@PORTAL.CHICK-FIl-
A.COM.
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Use this guide to get set up in the Apex Supplier Portal -

On the home screen you will see a place to type in the username

and password in the top right of the screen.

Enter the username and password provided in the email invitation,
then click Log In.

Home Help v English (United States)

Fowered by speiporty

On the next screen, you will see additional security settings that must be
established.

Enter the authentication code that was sent to your email. This establishes
two factor authentication on the account.

Choose security questions and type in your answers.

These two steps ensure the account stays secure.
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Use this guide to get set up in the Apex Supplier Portal

Establish your password.

Once Steps 1 and 2 are complete and the submit button is clicked, a new pop-up
screen will appear to create a new password.

Passwords in Apex follow specific requirements. Please pay close attention to
requirements for special characters, password length, etc.

After entering the provided password from the original email into the

current password field, you will create a new, unique password for the
account.

),

On the next screen, select the
supplier country of residence

and click Submit. .“'
@(}.wh
Home Help ¥

Please select your country of residence :

Singapore b 4
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On the next page is the Chick-fil-A privacy notice. Read this notice and check
the Agreement box. Then click Submit.

e
n
Home Help v English [United States) v

This Privacy Notice explains how Company and its wholly owned affiliates ("Chick-Fil-A" or we or us) collects, uses, and discloses your personal information when you use the Supplier Portal:

1. Your Personal Information: Any information that we can use to identify you or fink to you. We collect your Personal Information when you provide it to us and when you use the Supplier Portal, and this includes, but is not limited to, your name, work address,
telephone number, email address, and employer’s name.

2. The data controller: Company

3, Contact email: CFASUPPLIERS@ PORTAL CHICK-FII-ACOM,

4 Com:j‘v's Reasons for processing your Persanal Information: We process your Personal Information to: (1) identify and authenticate users of the Supplier Portal; (2); exercise our legal rights where it is necessary for us to do so (3) operate and improve the Supplie|
Portal; (3) communicate with you with respect to the operation of the Supplier Portal; and (4) as set forth in the Company Privacy Policy. Our legal basis for processing your data is legitimate business interests.

5. International transfer of your Personal Your Personal shall be processed outside of the EEA by Company or its approved third party Supplier Portals, including Apex Analytix, LLC. Company shall ensure that your Personal Information will, &
all times and in all locations, be ad ly p d to the dards required by the law,

6. Who will receive your Personal Information: Only staff employed by Company or approved third party Supplier Portals shall be permitted to access your Personal Information.

7. Personal Information retention period: Company shall retain your data only as long as necessary for legal and regulatory purpases. Please contact CFASUPPLIERS@PORTAL CHICK FII-A.COM iin the event of requiring further information about personal
information retention periods.

8. Your rights: You may have certain data protection rights. You may be able to request Company to (1) provide evidence of processing activities, (2) erase your personal data, and (3) restrict processing of your personal information. You also have the right to complai
to your Data Protection Regulator.

Agreement | have read and agree to the terms and conditions.

6

The types of information that will be needed to update the profile are on the left side of the
screen. You will need to go through each screen, ensuring that any information with a red
asterisk is completed.

Read the Terms of Use and click the box indicating you’ve read them. Click Next to proceed.

hackgigsx:
Home  Supplierv  Helpv
Supplier Agreement
@ Complete
Olncomplete Digital Certificate Agreement

Osupplier Agreement
ORegistration Checklist

O General Business Information
OBusiness Address

O Country Specific Tax Information
OBanking Details

O ntUodd Terms Of Use | Chick-fi-A .
O R and St You may click Save
% | I have read and agree to the terms and conditions. Draft to save and enter

data at a later time.

Before proceeding, please review the customer supplier agreement stated below. You must agree to the terms and conditions of the
agreement in order to access the secure self-service site.

Thank you. For any questions, please contact helpdesk CFASuppliers@portal.chick-fil-a.com

T T
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On the General Business Information page, you will see pre-populated

information. Confirm the Supplier Country field and verify the Supplier
Name field is correct and click Next.

The Supplier Name should reflect your legal entity name, or how you are
registered with your local tax authorities. If the Supplier Name is not correct,
update to the correct name.

The DBA Name field should reflect the name that you will invoice Chick-fil-A
as, which can be the same as the Supplier Name.

General Business Information

You must click Next until the ‘Review and Submit’ section and submit the record for the changes to take effect.

*  Supplier Country: Singapore v
*  Supplier Name: UNIQUE SUPPLIER NAME
DBA Name:

Aravo ID

For the Business Address section, you must enter at least one physical address and one
remit address. The Physical Address should represent your corporate address or physical
location. The Remit Address can be the same as the Physical Address, a PO Box, or any
other location where you would like to receive payment receipt. Note, a PO Box is not an
acceptable Physical Address.

Click the Edit button next to each of the items and enter the address information on the
pop-up screen.

Add new record

Address Type Address City State Country Delete

Physical Singapore
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Use this guide to get set up in the Apex Supplier Portal -

For the Supplier Contact section, you must have at least one primary contact.

You will see your name pre-populated in this section. You MUST click the Edit
button and complete the information on the pop-up screen in order to proceed.

Note, the primary contact email must be an individual company email, NOT a
shared email inbox with multiple users or a personal email account.

Add new record
First Name Last Name Contact Type Email

4 Edit FIRST LAST Primary FIRST.LAST@COMPANYEMAIL.COM X Delete

On the pop-up screen, you must select an Address. Click the Edit button below and enter
the phone number for the specific contact. Click Ok.

Supplier Contact Information o

*  Address: All items checked [»
Contact Type: Primary

*  First Name: FIRST

*  Last Name: LAST

* Ecmallid: FIRST.LAST@COMPANYEMAILCOM

*  Confirm E-mail Id: FIRST.LAST@COMPANYEMAILCOM

Add new record
p——

Type Number Extension Delete

Z Edit Primary +9999999999 X

You may also click the Add new record button to add more users to the account
with assigned roles. Additional users could include a shared inbox, see below.

Add new record I

First Name Last Name Contact Type Email
& Edit FIRST LAST Primary FIRST.LAST@COMPANYEMAIL.COM X Delete
ACCOUNTS RECEIVABLE Accounting ACCOUNTS.RECEIVABLE@COMPANYEMAIL.COM
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On the Country Specific Tax Information page, complete all fields with a red
asterisk.

When you select the Tax Reporting Country, you will see Singapore specific tax
information that is required in the “Add New Tax Information” section. You
must complete the information by clicking Edit.

If your company is based in Singapore and you are doing business with Chick-fil-
A Inc or CFA International Inc, you will need to provide a W-8 for tax review.
Additional external tax reviews may be required.

Make sure that the validation column indicates OK before proceeding. If it does
not say OK, you may have entered incorrect tax information.

If you are an individual or your company is not GST registered, please reach out
to cfasuppliers@portal.chick-fil-a.com to provide supporting details and confirm
best next steps to complete the tax information section.

As you scroll down, you may see additional information required. Complete any
required information that is indicated with a red asterisk. Then click Next to
proceed.

Country Specific Tax Information

Tax Section
* Tax Reporting Country: Singapore |
* Business Entity Type: Select a value... A
* Income Source: Select a value... 1~
* Are you providing goods or services within Puerto Rico?

Select a value... -
1~

Add New Tax Information

Country Tax Type Tax Id Number Validation

XTI singapore ngLR;EGR'STRAT'ON M123456789 OK X Delete
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Use this guide to get set up in the Apex Supplier Portal

To add your banking information, click the Add Bank Account button to add your banking details.

When the pop-up opens, complete any required information that is indicated
with a red asterisk.

Note, the ‘Clearing Code’ field (Bank Code) and ‘Branch Code’ field should
populate automatically based on the Bank Swift Code provided. Please review
and confirm all relevant banking fields populated correctly. If they did not,
please update these fields manually to accurately capture your banking
information.

Then click Next to proceed.

Banking Information

*  Remit Address: All items checked - |
*  Bank Country: Singapore Rd|
*  Payment Currency: Singapore Dollar =

*  Bank Swift Code:
*  Clearing Code:
Branch Code:

*  Account Number:
*  Account Holder:
Bank Name:

Bank Address 1:

Bank Address 2:

Bank City:

Bank State: Select a value... —
Bank Postal Code:

Account Type: Current/Checking [~

*  Remit Email Address:

Note, if you need to make an adjustment to your current banking
information, please delete the existing bank record and use the Add Bank
Account button to create a new bank record.
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If you have any additional supporting documentation, such as invoices,
banking details, certificate of insurance, W-8 (if required) etc. please
upload and attach in the ‘Documents’ section. Once all documents, if any,
are uploaded, click Next to proceed.

On the next screen, click Submit. Once you submit, you will receive an email
stating your registration is complete.

The information you submitted will now be reviewed. If any further information
is needed, you will receive an email requesting additional information.

Once your profile has been reviewed and approved, you will be registered and
credentialed in the system. You will receive an email with your vendor ID number
once all steps are completed, and you can begin submitting invoices.

Chick-fil-A - Apex Supplier Portal Registration Complete

© CFASuppliers@portal.chick-fil-a.com <CFASuppliers@portal.chick-fil-a.com>

To: O FIRST.LAST@GMAIL.COM; Cc:

o

‘h

Chace- o

Dear FIRST LAST,

Thank you for taking the time to respond to our notification, and to access and update your profile online. This is to confirm that your
registration has been successful.

You will receive another e-mail shortly with your vendor ID number.

If you need technical assistance, please contact us at CFASuppliers@portal.chick-fil-a.com.
Best Regards,

Chick-fil-A Supplier Maintenance Team
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If additional information is needed, you will receive an email from the System
Administrator team titled ‘Chick-fil-A - Requesting Additional Information’. Please
login to the Chick-fil-A Supplier Management Portal and provide the requested
information, as noted in the comment added by the System Administrator on
the email.
Examples of additional information needed could relate to:

e Address details

e Email domain

e Tax information

e Banking details

Once the relevant updates are made, click Submit to send your changes back
for review.

15 )
v
If you experience any issues and need assistance with the portal, please email
cfasuppliers@portal.chick-fil-a.com. Common examples are listed below:
e Forgot password
e Locked out of account
e Received error messages for a specific data field

Please email the address noted above, and we will be happy to assist.
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