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Warner Music Group Supplier / Vendor Process

Who: Suppliers/Vendors engaging with our Warner Music Latina and Warner Chappell Music Canada
businesses.

What: New system and process in SAP Ariba to manage your payments, data/information, invoice
tracking, and much more.

Key Information:
«  WMG Vendor Website includes system login instructions, training, guidelines, contact form and other
resources.

+  Nofees or subscriptionsto create an Ariba Network account here.
+ Invoicesrequire a Purchase Order (PO) number and to be in PDF format (one invoice per PDF).
« Note:Non-.pdf format files would be discarded/ignored.
- Faster payment, create an electronic invoice from the PO in the Ariba Network. WMG Preferred Option.

Getting Started

WMG Contact sends invite to your email address to join network.

You receive the invite and login to create an account in ARIBA.

You fill out the questionnaire and attach required tax and banking documents.
WMG approves questionnaire or request additional information or documentation.
You receive an email of successful registration with your new vendor number.
Begin transactions with WMG.
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Required Registration Information:
- Vendor/Company name
- Country/Region
¢ Address
«  Email-thisis how Warner and SAP Ariba will communicate with you.
e Purchase Orders would be sent to this email as well.
«  Type of product or services provided.
- Ship-toorwhere services are delivered.
- Organizationtype — e.g., corporate, or individual/sole proprietorship.

- Taxinformation: country, tax ID, if vendor is applicable to withholding tax. Note that attachment with tax
information is required to confirm information provided.

- Payment method & bank information. Note that attachment with bank information is required to confirm
information provided.

«  Tohavereadandagreed with the WMG Vendor Code of Conduct.

Click for step-by-step instructions and guidelines here


https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.wmg.com%2Fvendors&data=05%7C01%7CMaria.McCambridge%40wmg.com%7C05c1351eceed45fc975108db4a87a770%7C8367939002ec4ba1ad3d69da3fdd637e%7C0%7C0%7C638185718760996147%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=JWsaWpo7y4gvxhEPVjhTQzEIdxVjtrCLpO9izV5GXWU%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fservice.ariba.com%2FSupplier.aw%2F109532042%2Faw%3Fawh%3Dr%26awssk%3DVjRg0cYK%26dard%3D1&data=05%7C01%7CMaria.McCambridge%40wmg.com%7Ca1e441dd594b4126129808db3249c97a%7C8367939002ec4ba1ad3d69da3fdd637e%7C0%7C0%7C638159064732657983%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=r1jcHGuDUHx5hSeZzi6XdvWOhCuUzPd%2FG%2Btncp9YTZI%3D&reserved=0
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Getting Paid - Invoice Process

1.

Onceyou are inthe Ariba Network, go to Business Network tab and search for Purchase Orders (POs).

2. Clickonthe Order Number for the PO you wantto convertinto aninvoice.

SAP Business Network ~ Standard Account | Getenterpfise account TEST MODE

Workbench

0 16 0 "0.0.

New orders Orders Rejected invoices Remittances Ea

Last 31 days Save fiter

Orders (16)

> Edit filter | Save filter Last 365 days

Order Number Customer

7100002143 Warmer Music Group - TEST

3. Clickon Createlnvoice and select Standard Invoice.

SAP Business Network Standard ACCOunt | Get enflerprise account TESTMODE

Purchase Order: 7100002143

Create Order Confirmation = | I Create Ship Notice l Create Invoice ~
Order Detail Order History Credit Memo

ne-ltem Credit Memo
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4. Complete all mandatory fields in the section that opens (e.g., invoice number, invoice date, tax

information) and click Submit. Submitted invoices will be automatically sentto WMG Accounts Payable
to process for payment once the WMG requestor confirms receipt of goods or services.

Click for step-by-step instructions and guidelines here

Visit the WMG Vendor Website for system login instructions,

resources.

training materials, contact form to raise a question, and other
@ ADDITIONAL g a

RESOURCES SAP Ariba guide for how to navigate in the Ariba Network here.

Video for how to create an invoice from a Purchase Order here.


https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.wmg.com%2Fvendors&data=05%7C01%7CMaria.McCambridge%40wmg.com%7C05c1351eceed45fc975108db4a87a770%7C8367939002ec4ba1ad3d69da3fdd637e%7C0%7C0%7C638185718760996147%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=JWsaWpo7y4gvxhEPVjhTQzEIdxVjtrCLpO9izV5GXWU%3D&reserved=0
https://support.ariba.com/Adapt/Ariba_Network_Supplier_Training/#/
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_xnr1ii5b
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Appendix

Getting Started

Once the WMG contact sends invite, the vendor receives the invite email with link to join Ariba Network.
1. Theemailis sentfrom WMG contact
2. Togetonboarded, click the link.

Invitation: Register to become a supplier with Warner Music Group - TEST

Claudia Martinez

&y ; e
M sdsystem-prod3+warnermusicgroup-T.Doc677539953 @ansmtp.ariba.com> D Reply > Reply Al | = Fonward | Wi

Mon 24/04/2023 11:16

EXTERNAL EMAIL| Exercise caution by verifying sender, links and attachments.

Warner Music Group - TEST

Hi,
WMG is partnering with Ariba Network to launch a new vendor management
systemn that'll help streamline our procurement process.

Claudia Martinez has invited you to complete your registration to update your
igil ing supplier with Wamer Music Group - TEST.

digital relaffonsmp as an ex
Please staft by Click Here to gigate account or to log in with your existing Ariba
credentials] 2

Maving forward you'll use SR Ariba for payments, contracts, data manage-
ment, and much more. Itll be an easy way for you to handle all WMG-related
business transactions including tracking invoices and receiving purchase orders
(POs) which are now required per our global “No PO, No Pay” policy.

3. Ifyouare accessing the WMG Ariba page for the first time and don't have any previous login, click the
Sign Up button to register.
4. Ifyoualready have a login detail, then click the Log In button.

SAP Ariba Proposals and Questionnaires Enterprise Account

Welcome, James Smith

Have a question? Click here to see a Quick Start guide.
Sign up as a supplier with Warmer Music Group - TEST on SAP Ariba

Warner Music Group - TEST uses SAP Asiba 1o manage procurement activities.

Create an SAP Ariba supplier account and manage your response 1o procurement activities required by Warner Music Group - TEST.

Alseady have an account? m 0

About Ariba Network

The Ariba Network is your entryway to all your Ariba seller solutions. You now have a single location to manage all of your customer relationships and supplier activities regardless of which Ariba
solution your customers are using. Once you have completed the registration, you will be able to:

= Respond more efficiently to your customer requests

= Work more quickly with your customers in all stages of workflow approval

» Strengthen your relationships with customers using an Ariba Network solution

= Review pending sourcing events for multiple buyers with one login

« Apply your Company Profile across Ariba Network, Ariba Discovery and Ariba Sourcing activities

Moving 1o the Ariba Network allows you 1o log into a single location 1o manage:
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5. On clicking the Sign Up button, you will be asked to enter all the relevant information about you or your

company.

SAP Ariba Proposals and Questionnaires

Create account

Create account and continue Cancel

First, create an SAP Ariba supplier account, then complete questionnaires required by Wamer Music Group - TEST.

Company information

Company Name:*
Country/Region: *

Address: *

Mew Latina Viendor Example 1
United States [USA)

383 South Beach

Line 2

Line 3

Miami

Florida [US-FL] v

33101

* Indicates a required field

company has more than one office. enter the main office address. You can enter

r shipping address. billing address or othe:

dresses later

6. Enterallthe relevant account Information: Name, Username, Password and Email address.
7. Inthe Email Orders to field, enter the email address where you want to receive the Purchase Orders.

User account information

Name:*

Email: *

* Indicates a required field

James Smit

‘ SAP Business Network Privacy Statement

l:‘ Use my emazil as my username

G Username: *

LatinaTestVendor@hotmail.com

‘ Must be in email format(e.g john@newco.com) (!)

Password: *

sessasserans

: Passwords must contain a minimum of eight characters including upper and lower

I case letters, numeric digits, and special characters. (i)

‘ FLTTTTTrrTey

Language: ‘ English

o Email orders to:*

The language used when Ariba sends you configurable notifications. This is
different than your web b...

LatinaTestVendor@hotmail.com

Customers may send you their orders through Ariba Network. Te send orders to
multiple contacts in your organization, create a distribution list and enter the email

address here. You can change this anytime.
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8. Inthe Product and Service Categories field, search for a suitable Product category. Choose Musicians

services, if you do not find something suitable.

9. Inthe Ship-to Service Locations field, search for the country you are in as a vendor then Agree to T&C's.
10. Click to select the checkboxes to agree to Terms & Conditions.

Tell us more about your business

Product and Service Categories:

Ship-to or Service Locations,

DUNS Number:

Create account and continue

'I Enter Product and Service Categories || l Add I -or- Browse
9 Musicians services X
: 'I Enter Ship-to or Service Location Il l Add I -or- Browse

e United States X

Tax ID: | Optional

‘ Enter your nine-digit Company Tax ID number.

Optional

Enter the nine-digit number issued by Dun & Bradstreet. By default, DUNS number

—
is appended with “-T" in test account. (L)

\/ | have read and agree to the Terms of Use

J | hereby agree that SAP Business Network will make parts of my (company) information accessible 1o other users and the public based on my role within the SAP Business Network and the applicable profile visibility
settings. Please see the SAP Business Network Privacy Statement to learn how we process personal data

10. ADDRESS RECOMMENDATION section displays recommended address, which you can accept or
continue with your original entry.

11. Potential existing accounts popup window displays notification that there may be an existing account
linkage which you can accept or click the Review accounts button to review accordingly.

ADDRESS RECOMMENDATION

You entered:

383 South Beach
Miami

Florida

USA, 33101

We recommend:

383 South Dr
Miami

Florida

USA, 33166-5943

We noticed that your address is not valid or incomplete. Please review the recommendation
below and decide to accept or reject it before you proceed.

O

-

(i) Potential existing accounts

We have noticed that there may already be an Ariba Network account registered by your company.

Please review before you create a new account. o
Skip reven
E—
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12. In the General Company Information section, complete all mandatory fields marked with *.
In the Organization Type field, Choose either: Corporation (Business); or individual/Sole
Proprietorship (Paid as an individual using a SSN or setup as a sole trader for tax purposes)

Ariba Sourcing

< Go back to Warner Music Group - TEST Dashboard

Console

Event Messages

All Content

Name T

Response Team

¥ 1 General Company Information

Bl Doc677539953 - Supplier Registration Questionnaire

w Event Contents 1.1 Organization Type

All Content 1.3 Supplier Name (as shown in tax documents)

1.5 Doing Business As / Trading As (if different from Supplier Name)

1 General Company
Info.

1.6 What country are you located in?

dstreet (D&B) Number?

114 Do you have a Dun &

or business partner)

116 Are you a “related party” of a Warner Music employee? (i.e. relative

*| unspecifies

—

James Smithw  Feedback Help v

2 Company Seftings v

Desktop File Sync

©

Time remainin

8
86 days 20:08:59

«

*[ Unspecified v }

*

Unspecified

Corporation

Individual / Sole Proprietorship

.

l .

*
United States of America ~
Unspecified ~

Unspecified ~

4 Tax Information

(*) indicates a required field

Submit Entire Response l

Save draft

J [

Compose Message Excel Import

g Supplier Code of
Con,

a

13. In the General Tax Information section, choose Country/Region (e.g., United States) and enter the Tax
information details: Tax identification Number and Employer ID Number.

4 Tax Information

¥ 41 General Tax Information

4.16 Tax Information

q

*

| Country/Region United States (US)

Tax Name TaxType

Tax Number

USA: Employer ID Number

US Tax Identification Number  Organization

Organization

192837465

192837465

14. Choose Yes from the dropdown, if you are subject to Withholding Tax and fill in other information

required.

15. You must Attach appropriate tax backup documentation using the Attach afile link (e.g, W9 Form).

Most suppliers/vendors will not be subject to withholding tax)

4.2 Are you subject to Withholding Tax? (This is tax required to be withheld by local authorities.

-
- vl@

¥ 4.4 Tax Documents
¥ 4.4.3 US Tax Documents
4.4.3.1 US: Complete and attach W-9 Form References~

4.4.35 Use this field to provide any additional tax document(s)

=Attach a file

Attach a file %
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16. Next, choose a Payment Method.

A r | ba SO u rf"i n g $f  Company Settngsw  JamesSmithw  Feedback Helpw  Messages
< Go back to Warner Music Group - TEST Dashboard Desktop File Sync
Console E Doc677539953 - Supplier Registration Questionnaire @ E;rg?;:;:”fg;sm 05

Event Messages

All Content .| ¥
Name t
44,33 USE U 1R LU PIUVIUE 1y SUUILIIGE LR UL US T L3 AaCh ame -
~
¥ 5 Financial Information
¥ Event Contents
¥ 51 Preferred Payment Method
All Content *
5145 Payment Method - US Unspecified ~
1 ﬁ'\fge'al Company 5.4 Bank Information ‘ Add Bank Information (0) Unspecified
¥ 8 Supplier Code of Conduct Swift USD CrossBorder Wire - (J)
2 Contact Information -
8.1 Please review the Code of Conduct Document attached (% USA ACH Domestic Payments CTX - (T)
WMG_Supplier_Code_Of_Conduct.paf v . N -
3 Address Information ” SWIFT FX Crossberder WIRE - (H) :

(*) indicates a required field
4 Tax Information

g Finandial Submit Entire Response | Save draft ] | Compose Message l [ Excel Import
Information

Supplier Code of
Con...

8

Note: USA Domestic Suppliers/Banks should select T— ACH
Note: Foreign Suppliers/Banks should select H- SWIFT CrossBorder.

17. In the Bank Information section, click Add Bank Information button.
18. Choose Country/region (e.g., United States).
+ Enterthe appropriate banking information in the following fields:
« AccountNumber
+ AccountHolder Name
+ Bank Key/ABA Routing Number
« Bank Control Key (country specific)

Ariba Sourcing

< Go back to Wamner Music Group - TEST Dashf

Clicking Save will onfy sawe your Repeatabls Secion answers. To submit your nesponse, you will peed 1o cick Save and then cick Submit Entire Response on the main screen

Contert 5.4 Bank Informati
Bank Information (1) = =
Clicking Save will only save your Repeatat

same 1
All Content > 5.4 Bank Information S PSE | Mo Choks

Bank Information (0) I )

Bark Bearch
Name t 0

an adktional Barik Informatio (%) inicates a recired feid
Add Bank Information

19. Attach backup document for the banking data using Attach a file link.

NOTE: Kindly only provide IBAN if you have it. o

NOTE: If your bank account number is longer that 18 characters please fill the first 18 in the Bank Account Number field and complete the
additional number in the ‘Additional Bank Number Details’ field.

Please attach proof of valid bank details provided above *Attach a file
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20.Read the Code of Conduct and select Yes if you agree with it.
21. Submit your completed registration questionnaire by clicking the Submit Entire Response button.

¥ 8 Supplier Code of Conduct @

8.1 Please review the Code of Conduct Document attached (2
WMG_Supplier_Ceode_Of_Conduct.pdf v

8.2 Do you agree with our Code of Conduct? Please select Yes/No i

9 By submitting this Registration Information, | am certifying that the information
provided above is an accurate and complete representation of fact, upon which Warner
Music Group will rely when making any payment. | agree to promptly update this form
upon recognition of any errors or changes to the information provided.
10 If you need help with the questionnaire, please contact WMG
Service Desk at GBS_Servicedesk_Americas@wmg.com

4

@ (*) indicates a required field
Submit Entire Response { Save draft ] [ Compose Message ] [ Excel Import
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Getting Paid - Invoice Process

Invoices will enable vendors to receive payment from Warner Music Group for provided goods and/or
services.

Please follow these rules of engagement when you Invoice to ensure a smooth payment process:

Invoice format: Missing information or incorrect invoice file formats will not be processed.

e Electronically submitted invoices must be in a.pdf file format ONLY.
Note: Non-.pdf format files would be discarded/ignored.

e Onlyonesingle invoice can be submitted and included in the .pdf file.
Note: More than one invoice can be sent in a single email, if they are individual .pdf
documents (1.pdf file =1invoice).

e Invoices mustinclude the following:
1. Full Remittance address and legal name.
2. Accurate legal name and billing address of the WMG Legal Entity.
= Warner Chappell Music Canada Ltd.; 8 Spadina Ave, Suite 200, Toronto,
Ontario, M5V 0S8
= Warner Music Latina Inc.; 555 Washington Avenue, 4th Floor, 33136, Miami
Beach
3. Valid 10-digit WMG Purchase Order number (*) This isnow MANDATORY.
* |nvoices with NO Purchase Order Numbers will be sent back to Suppliers
for further corrections.
Invoice Number and Invoice Date.
Note: Future Invoice Date is NOT allowed.
Vendor VAT/Tax number, if applicable.
VATI/GST tax amount and percentage, if applicable.
Net, tax, gross amounts and invoice currency.
Goods or services description (as per the purchase order).

Note: Suggest having the same invoice line(s) order as the Purchase Order.

&

© N oo

Invoice Submission Options:

Only one option should be followed.

(Option1- Ariba Supplier Network site PO Flipping will have faster payment processing times)

Option 1: For faster payment, create electronic invoice from purchase order (PO Flipping) in the SAP
Supplier Ariba Network.
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1. Onceyouareinthe Ariba Network, go to Business Network tab and search for Purchase Orders (POs).
2. Clickonthe Order Number for the PO you wantto convertinto an invoice.

SAP Business Network ~  Standard Account | (Get enterprise account TEST MODE

Workbench

0 16 0 "0.0.

New orders Orders Rejected invoices

Remittances Ea

ast 31 days Save fiter

Orders (16)

> Edit filter | Save filter Last 365 days

Order Number

Customer

7100002143 Warner Music Group - TEST

3. Clickon Createlnvoice and select Standard Invoice.

SAP  Business Network Standard ACcount | Get enterprise account  TESTMOOE

Purchase Order: 7100002143

[ Create Order Confirmation = J l Create Ship Notice J Create Invoice ~
Order Detail Order History Credit Memo

Line-ltem Credit Memo

AP\ WARNER

4. Complete all mandatory fields in the section that opens (e.g., invoice number, invoice date, tax
information) and click Submit. Submitted invoices will be automatically sentto WMG Accounts Payable
to process for payment once the WMG requestor confirms receipt of goods or services.

Video with detailed instructions here.

Option 2:
Email .pdf invoice to WMG Invoice Processing Team:

Note: Non-.pdf format files would be discarded/ignored.

- Invoice Email Account for Warner Music Latina USA: USA_Invoices@wmg.com

- Invoice Email Account for Warner Chappell Music Canada: CAN_Invoices@wmg.com

*No other WMG employees need to be included in the email.
*Please follow above email rules while sending .pdf files to these accounts.

Note: Payments will not be made on statements, proformas, contracts, quotes, or estimates.


https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_xnr1ii5b
mailto:USA_Invoices@wmg.com
mailto:CAN_Invoices@wmg.com

