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1. SYSTEM REQUIREMENTS

To access PRODIGY, use one of the following browsers.

Technical requirements Not recommended
Microsoft Edge 97+
Google Chrome 98+
Mozilla Firefox (ESR) 91.6+
Safari 15.2 for MacOS

Microsoft Internet Explorer 10/11

2. ONBOARDING PROCESS STEPS — PHASE 01

Access to \ Documents \ Registration \\ Ad'dltlor?al \ Category \ Category \\ Registration
registration

Prodigy acceptance z data e selection specific data v confirmation /

2.1. Access to Prodigy
\ Access to \ Documents \ Registration \ r':(gji(iittrigtri]gln \ Category \ Category \ Registration

Prodigy / acceptance data ¢ information y. selection specific data confirmation /
~ ~ o

.

The portal is accessible from the site: https://vendorportal.gucci.com/

1. If your Company is already registered, use the access credentials (userid/pwd) and click on ENTER.
2. If your Company is not yet registered, click on NEW REGISTRATION to create the user credentials.

WELCOME TO'PRODIGY

Procurement Digila/izah'on

Enter your userid/pwd
received by e-mail.

for support or assisianee

Phone: +39 02{12°41'21302
Manday - Friddy from OAM to 6P CET
e

FORGOT YOUR PASSWORD/USERNAME2S

Use the tab NEW REGISTRATION : y > Documents
NEW REGISTRATION to create your userid/pwd if you ( < =
are not yet registered.

General Conditions

2.2. Documents acceptance (at 1 login)

y ) information
/ / v V. V

Access to \ Documents \ Registration Ad'dltlor?al \ Category \ Category \ Registration
N registration . - . .
Prodigy acceptance data selection ) specific data confirmation /

e Download, read and accept the documents (General T&C and Privacy Policy).



GUCCI
Click on the link to

The undersigned, as the Legal Representative of the Supplier or his duly authorized Attorney download the document.
DECLARES

for all legal purposes, to have read and accept the General Terms and Conditions for the use of Gucci Procurement Digitalization Platform (PRODIGY) ( Download the document here)

O Ihaveread and accept

The r ive of the Supplier or his duly authorized Attorney
DEC Flag the box to

accept.

1d and accept theGucci's Privacy Policy for the use of Gucci Procurement Digitalization Platform (PRODIGY) (Download the document here)

LI I have read and accept

Click on “Next”
to proceed.

e Once all documents are accepted, click Next to proceed with the registration process.

Please note that the documents are downloadable both from the Portal Homepage in the Documents area
and within the respective dedicated areas accessible during the registration phase.

2.3. Registration data

\ Access to \ Documents \ Registration Adqltlor.‘al \ Category \\ Category \ Registration
; registration : o ) ’
Prodigy acceptance data selection specific data confirmation /

’ v v

information

In the Registration data section, the supplier must fill in the Company information (country, name,
registered office, tax identification number) and information about the main user. Depending on whether
the Company is (EU or non-EU), all mandatory information has to be filled in.

Gucci asks each new supplier to search its company within the database of the Info Provider called “Bureau
van Dijk” (BvD):

e Fill in the requested information. The more fields you fill in, the easier it will be to find you within
the database.

e Click LOOKUP button to start the search. The search result will be a list of Companies that have
data matching the search made.

GUCCI 2

Integration with Bureau van Dijk Orbis: Supplier Search

Skip Lookup And Start Registration Display/Hide Filter

Fill in at least Company

SEARCH FILTERS Name + Country +

National ID.
Cormpany Name dress
| | | Please recover your Company information by inserting at least the Company Name and the Country,
then clicking “LOOKUP”. Once the Company has been selected from the list, click “Download” and
[ Postal Code ciy “Update registration form” to proceed with the registration onboarding process.
Country () Phone or Fax
thename) v | | | Click LOOKUP to ask the Info
~ Provider to give you feedback
) Email or Website () National ID

about your Company.

LOGKUP

RETURN LIST OF MATCHING SUPPLIERS

Click on LOOKUP to start searching




RETURN LIST OF MATCHING SUPPLIERS

COMPANY NAME
1 COMPANY 1
2 COMPANY 2

COMPANY 3

NATIONAL 1D

ADDRESS

VIA DON LORENZO PEROSI &

VIA LEONARDO DA VINCI 8/8

VIA GIUSEPPE VALENTINI 7 INT 9/1

LOOKUP

Download Information

ciTY POSTAL CODE COUNTRY
SCANDICCI 50018 ITALY
ZEVIO 37059 ITALY
PRATO 59100 ITALY

e If you find your Company, click on the corresponding line, and confirm the action by clicking on
“Download Information”.

RETURN LIST OF MATCHING SUPPLIERS

COUPANY NAKE

¢ COMPANY 2

" COMPANY 3

WATIONAL D

ADORESS

Wl LEONASTD Da vINC) W8

'WIA GILISEFFE VALENTINI 7 T 811

LOCauP

FRATD

e C(Click on Update Registration Form to copy the information within the Registration data Form.
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PLEASE NOTE: All fields marked with the red asterisk (*) are mandatory, therefore the compilation

necessary to proceed.

is




e Complete all the mandatory fields and click on Save & Continue to go to the next process steps.

GuCCl

Registration Data

@ Registration Data
The progress of the

registration process is

v Qui L v Organisation Details
highlighted at the top of
Or the screen.
* Country
UsErpetate
ITALY -

~/ Additional Registration Information

Lookup And Download From BVD Orbis
/' Category Selection

/ Registration Confirmation

* Registered Business Name (please enter full name)

TEST VP2804

[Nl savescontnue [

| == === =q

| E— [

2.4. Additional Registration data
\ Access to \ Documents \ Registration

Prodigy / acceptance data

Additional \ Category \ Category \

registration selection specific data
information <

Registration
confirmation

In the Additional Registration Information pages, it is required to fill in additional information about the
company, the references, some information concerning Gucci and Kering Group and internal policies

concerning sustainability and quality.

GucCcl

START SUPPLIER REGISTRATION
+/ Registration Data

v Quick Navigation [« A) SUPPLIER COMPANY INFORMATION

a) SUPPLIER COMPANY INFORMATION
b) REFERENGES v LEGAL REPRESENTATIVE OF THE COMPANY
€) GUCCI AND KERING GROUP

d) SUSTAINABILITY AND QUALITY

QUESTION
€) CYBER SECURITY

1 Legal Representative of the Gompany - Declaration

2 Legal Representative of the Gompany - First and last names

The Quick Navigation menu
helps the Supplier to move
through the different 4
questionnaires.

Legal Representative of the Company - Date of birth

4 Legal Representative of the Company - Country of birth

5 Legal Representative of the Company - Citizenship

6 Legal Representative of the Company - Role in the Company

@ Additional Registration Information

+/ Category Selection +/ Registration Confirmation

DESCRIPTION RESPONSE

* Please note that all declarations rendered in this
registration form are meant as rendered by the duly
empowered Legal Representative.

* Please fill in the required information

Characters aval

Please il in the required information

Pleasefil in the required information

Select an Option (Sin

Please il in the required information

Characters aval

* Please fillin the required information (e.g. CEO,
Prosecutor, Managing Director, )

Gancel Save & Continue
EDITABLE BY
Supplier
Supplier

&
Supplier

=]
Supplier
Supplier

4
Supplier

4

e Fillin all the mandatory fields marked with asterisk (*), then click Save and Continue.

e In case of lack of completeness of all the mandatory fields, the system shows a pop-up with a

summary of the missing fields.

© Thereare2emors

START SUPPLIER REGISTRATION

v Quick Navigation le A) SUPPLIER COMPANY INFORMATION

a) SUPPLIER COMPANY INFORMATION
b) REFERENCES

©) GUCCI AND KERING GROUP

~ COMPANY PROFILE

d) SUSTAINABILITY AND QUALITY QUESTION
i Company Name - local language
2 Registered Office

Cancel

DESCRIPTION RESPONSE

Please filin the Company Name in local
language.

Characters available 2000

Save & Continue

Supplier

* Select where is your registered office

Supplier

Missing value for a Mandatory Question: Registered Office




be not activated.
It is recommended that you complete the current form before continuing.

Please review the following:

- Missing Mandatory Field: Legal Representative of the Company - Declaration

- Missing Mandatory Field: Legal Representative of the Company - First and last names
- Missing Mandatory Field: Legal Representative of the Company - Role in the Company
- Missing Mandatory Field: Governing Law

- Missing Mandatory Field: Creation Date

- Missing Mandatory Field: Business Offices

- Missing Mandatory Field: Company core business

- Missing Mandatory Field: CEO

- Missing Mandatory Field: Company Group

- Missing Mandatory Field: Commercial Contact - Email Address

Other errors not listed...

Click Skip and Go to the Next Form to integrate the data
later. This operation does not involve the loss of data
entered so far and gives the supplier the opportunity to
complete the answers entered in the form later.

T CegarRepresenatve or tnecompany = Country or FIease T e Tequirea InTormaton

This page contains missing mandatory fields. Without answers to these Questions your registration will not be complete and your account may

This can be completed at a later date, use your Username and Password to log in and complete the missing inform:

Click Complete Current
Form to finish compiling the
missing data.

Skip And Go To Next Form

Complete Current Form

2.5. Category Selection

\ Access to \ Documents \ Registration Adq '“°'?a' \ Category
data registration

Prodigy acceptance information selection

Category \ Registration
specific data confirmation

The selection of the product categories will link your Company to the products and/or services able to be
provided. The product tree is structured in 2 macro-areas and consists of more levels of detail.

GucCcl

START SUPPLIER REGISTRATION

Enter filter (type to start search)

Select the product category of your business, you can select more than one.
Selected items: 4

~ @ Categories
> 4 DIR- PRODUCTION
~ » INDIR-NON PRODUCTION
> & CON - CONSTRUCTION
~ & IT-T&DIGITAL
< IT001 - Software
4 < 11002 - Development & System Integration
& < 1003 - Consulting & Professional Services
<« IT004 - Application Maintenance
& IT005 - Hardware
& IT006 - Infrastructure
& IT007 - Helpdesk
& IT008 - Other
> & MKC - MARKETING & COM
> & PSE-PROFESSIONAL SERVICES

«/ Registration Data 7 Additional Registration Information @ Category Selection / Registration Confirmation

Coliapse Al Expand All

Click Expand All to view all
the categories structure
within the respective
macro-areas.




GuCCl 1

START SUPPLIER REGISTRATION Cancel

+/ Registration Data +/ Additional Registration Information © category Selection +/ Registration Confirmation

material Use the “search” bar to

. find categories
Select the product category of your busines:

according to key words.

Selected Items: 1
v @& Categories
~ & DIR- PRODUCTION
¥ 4 RM - RAW MATERIAL S & COMPONENTS
@ RMO04 - Other (Raw Materials)
“§ RMOO7 - Precious Materials
€ RMO10 - Complementary raw material s
~ ¥ INDIR- NON PRODUCTION
4% CON- CONSTRUCTION

€ CONOO3 - Material s (lightining, custom equipment, etc)

e The system will highlight the search result in yellow, returning the desired category. The supplier
must put a flag next to the category and click Confirm.

Please Note: the supplier must always select the last available level in the Categories tree or where the flag
can be affixed. Only some categories foresee additional specific information.

2.6. Category Specific Data Selection

\ Access to \ Documents \\ Registration Adldiiane] \ Category \ Category \ Registration
p data

f registration " = ; ;
Prodigy acceptance registratio / selection / specific data . confirmation
information - / / /
/ / / / / /

If there are Category Specific Data linked to one or more of the categories selected, the Supplier is asked
to fill in all mandatory information.

GUCCI 1
START SUPPLIER REGISTRATION cancel
+/ Registration Data 7/ Additional Registration Information e Category Selection +/ Registration Confirmation
 Quick Navigation [«

~ CYBER SECURITY - IT & DIGITAL

GYBER SECURITY - IT & DIGITAL
@ Gategory linked

v INFORMATION SECURITY POLICIES

LABEL DESGRIPTION RESPONSE

1 Information Security Policies 01 * Does the Service Provider establisn, approve, publish, and Supplier
effectively communicate a set of information security M
policies to both employees and external stakeholders?

2 Information Security Policies 01a If answered yes in the previous question, please attach the Supplier
policy. Attach Fite
4
3 Comments The use of Comment fisid is mandatory in case you answer Supplier

Partial" to any questions

4 Information Security Policies 02 * Isthe Service Provider committed to maintaining the Supplier
security and confidentiality of Gucci Information, including -
Personal Data (or Personal Identifiable Information, aka PIl)
entrusted to it by Gucci or its clients?

5 Comments The use of Gomment field is mandatory in case you answer Supplier
“Partial" to any questions.

2.7. Registration Confirmation

o Additional \ \ \ B
\ Access to \ Documents \\ Registration A Category Category Registration

Prodigy acceptance / data . N selection specific data / confirmation
/ information




Once the required data have been entered in the registration phase, or when all the mandatory information
has been completed, the following message appears:

cguccl 1

Regriraton Confemation s Fage

Fvpersten Lty coirgry dmacie () Brgmismine Coniemmen

© e Erstntan P kR AT B A

L1021 N pur Usrrrame o F s o acoms e Sl

S=giaaties Summary

CARLETHON BTATVS (AGATON | G4 “ oL =
Hrgrtmse Tatn o

20 SUFPLER COMPAMY NFOANATION @

W BEFEFENGES o

£ BE A NG SRR e

£ SITTAREILITY A QUALITY &

oty S ot sesstel

If the supplier does not complete all the required fields, the system will display a pop up with indications
on the actions to be taken to complete the registration activity.

Registration Confirmation
+/ Registration Data /' Additional Regisiration Information /' Gategory Selection @ Registration Gonfirmation
________________________________ 1
@ Tre Registration phase of your account s not complete. Please log in to complete the missing data 1
The Aciivation of your account will be evaluated once allrequired fields and Category information have been provided .

Registration Summary

COMPLETION STATUS (MANDATORY QUESTIONS FOR REGISTRATION)

Registration Dala

The completion status of each
questionnaire is highlighted in this
column. It is easy to understand if
a questionnaire is completed or if

there are missing data.

a) SUPPLIER COMPANY INFORMATION

b) REFERENCES

) GUCCI AND KERING GROUP

) SUSTAINABILITY AND QUALITY

Category Selection Categories selested 0

3. ONBOARDING PROCESS STEPS — PHASE 02

\ Access to Prodi \ Additional information \ Send Additional \ Forms Completion
gy completion Information to GUCCI confirmation

3.1. Access to Prodigy

\ Access to Prodi \\ Additional information \ Send Additional \ Forms Completion
gy completion Y Information to GUCCI / confirmation

£
>

The portal is accessible from the site: https://vendorportal.gucci.com/

1. Use the access credentials (userid/pwd) and click on ENTER.



WELCOME TO'PRODIGY

Procurement Digitalization

Enter your userid/pwd 5 = , LN S
and click on ENTER. 4 \ \ W = N & = &
, AL Ry ‘ Helpdes
‘)} 2\ %

for'support or assistance

Phone: +39 021124121 302
Manday - Fridal from 9AM to 6PV CEF

A (Cenral-Eyropean Time)

Other.numbers-+or assistance

FORGOT YOUR PASSWORD/USERNAMEZS.

NEW REGISTRATION

T GREY N »

3.2. Additional Information Completion

y.
Vs >

p

\ Access to Prodi \ Additional information \ Send Additional \ Forms Completion
8y completion / Information to GUCCI ~ ~ confirmation

y,

If Gucci is asking to complete additional information, the Supplier can modify the information by accessing
the Editable Assessments area.

GucCcCl

Main Dashboard

»

[}

SUPPLIER MANAGTENT AND PERFORMANCE QUICK LINKS

52
4
P 3

I GuCCl =
Assessments

=
Editable Assessments Quaificatiq ik e e @erle e fETEs

&

E the assessment details and
3, the additional questionnaires.

BUYER ORGANISATION FIRST CATEGORY REQUEST RECEIVED ON |, EDITABLE FORM COMPLETION

1 asm_i21 e 1 257052023 1131

2. Access the details to view the list of Editable Forms to be filled in.
3. Access Forms one by one. Complete and confirm all questionnaires in this area.

10



< Gucci

M GUCCI
=

Details Messages (Unread 0)

Editable Forms

Form List

5

1 to be able to modify
the information.

Showing Result 1- 3.of 3

1 > & Conditional Page
2 > @ Condttional Page
3 > @ Conditional Page

Click on each Form

Check the completion
of each Form.

COMPANY SELF DECLARATION

DOCUMENTATION )

SHAREHOLDERS/LEGAL PERSONS HOLDING I
SHARES/MEMBERS OF BOARD

DOCUMENT EXPIRY DATE
(FIRSTTO EXPIRE)

e View Assessment

Show Completion

LAST MODIFIED DATE FORM EDITING ALLOWED ON FORMS VIEWED

Check if you have already
viewed the Form. N

25/05/2023 1131

i

Save And Submit To Guce

4. Click ontheicon &

M GUCCI 1
« i : e vewa t
— Gucci Click on the ”pen” to 4 e Assessment
Details Messages (Unread 0) enter in EDIT MODE
&
5 Editable Forms
2 5 € > COMPANY SELF DECLARATION
~ PCOMPANY SELF DECLARATION - ITALY
~ COMPANY SELF-DECLARATION - ITALY
QuESTION DESGRIPTION RESPONSE
1 oo1 * | declare that the Company is not in a state of bankruptcy, liquidation, receivership, Supplier
‘composition with creditars or any other insclvency proceedings or equivalert
situation under the legisiation of ts country of Incorporation, and that no proceedings
are n progress fr the deciaration of any such situation, nor is t n a situation of
cessation and/or suspension of ts business actiity.
GucCcCl ES

Gucci

5| COMPANY SELF DECLARATION

I v PCOMPANY SELF DECLARATION - ITALY

~ COMPANY SELF-DECLARATION - ITALY

QuEsTION
L 1 [l
2 001-REASON.
3 002
4 003TA
s 003

DESCRIPTION

+ | declare that the Company is not in a state of bankruptcy, liquidation,
teceivership, any otner
equivalent situation under the legislation of ts country of incorporation, and that
0 procesdings are in progress for the dectaration of any such situation, nor fs it
in suspension of it

If you answered “Incorrect” to the previous question, lease provide a description
of the reason.

* | dectare that P understood 9
fromthe Code of Ethics, the Code of Conduct and the Sustainabilfy Principles,
whichit has signed in acknowiedgement and acceptance of thei contents, ant
undertakes - f awardsd the mandate - to comply with the contents thereof.

Ll Complete all the
information, at least the
one mandatory (*).

1
c

‘  bribery
ang Comapton, raua ar TRGETG, forT Thar

Issued against them

Click on “Save & Next” to
save changes and move to
the next Form.

Click on “Save & Exit” to
save the changes and exit
from the edit mode.

RESPONSE
Supplier
Correct | |
Supplier
4
Gharacters availabie 2000
Supplier
Yes v
Supplier
Yes
No
Supplier

11



Please review the following:
- Missing Mandatory Field: po2.-ITA

- Missing Mandatory Field;
- Missing Mandatory
- Missing Mandatory Field®
- Missing Mandatory Field:
- Missing Mandatory Field:
- Missing Mandatory Field:

Missing mandatory fields
are listed and highlighted
to be completed.

- Missing ry Field: &
- Missing Mandatory Field: 010
- Missing Mandatory Field: 011

Other errors not listed.

Compilete Current Form

This page contains missing mandatory fields. it is recommended that you complete the current form before continuing

Supplier

3.3. Send Additional Information to Gucci

\ . \ Additional information \ Send Additional
Access to Prodigy

Information to GUCCI

Forms Completion
confirmation

/

When you have finished to complete all the Forms, remember to send back the Forms to Gucci by clicking

on “Save and Submit to Gucci”.

This Action will send all Forms back to Gucci.

cucel mm ks
« Gucal . -q ppr—
Details ‘Messages (Unread 0) L _——==
Editable Forms
|  FormlList
Showing Result 1-3 of 3
Tree e DOCUMENT EXPIRY DATE LAST MODIFIED DATE FORM EDITING ALLOWED ON FORMS VIEWED
(FIRST T0 EXPIRE)
1 > ’ Conditional Page COMPANY SELF DECLARATION 25/05/2023 1735 25/05/202311:31 Yes
2 > P condtional Page DOCUMENTATION 25/05/2023 17:38 25/05/202311:31 Yes
3 > ‘ Conditional Page SHAREHOLDERS/LEGAL PERSONS HOLDING 25/05/202317:38 25/05/202311:31 Yes
SHARES/MEMBERS OF BOARD
gucciprocurement.tie-prep.appjaggaer.com dice v

The Forms will not be editable anymore, are you sure you want to

continue?

Annulla

12



3.4. Forms Completion confirmation

\ . \ Additional information \ Send Additional \ Forms Completion
Access to Prodigy /

completion / Information to GUCCI ~ _~ confirmation

Once you have sent back Forms to Gucci, no Editable Assessments are more visible in the Assessment Area.

PRI GUCCI
Assessments
Editable Assessments Qualification Assejaaaani
& | ————— . You can check to have sent Forms to
3, [ Gucci in the right way since “Editable
= Assessments” area is empty.
2 N |

4. HOW TO BID FOR A REQUEST FOR QUOTATION (RFQ)

Access to \ Create RFQ \ Submit RFQ \ Modify RFQ \ RFQ Messages

Prodigy Response Response Response

4.1. Access to Prodigy

Access to \ Create RFQ \ Submit RFQ \ Modify RFQ \ REQ Messages

Prodigy Response Response Response

The portal is accessible from the site: https://vendorportal.gucci.com/

1. Use the access credentials (userid/pwd) and click on ENTER.



WELCOME TO'PRODIGY

Procurement Digitalization

Enter your userid/pwd
and click on ENTER.

Hglpdesk

for'support or assistance

Phone: +39 021124121 302
Manday - Fridal from 9AM to 6PV CEF

A(Cenral-Eyropean Time)
O!her numbers fDI' assistance

nline.assisiance

. (;eneru| Condmons
s Privacy palicy

4.2. Create RFQ Response

\ Access to \ Create RFQ \\ Submit RFQ \ Modify RFQ \\ RFQ Messages

Prodigy Response Vi Response Response
/

RFQs (Requests for Quotation) are used to collect detailed technical and commercial information from
suppliers in the form of a private offer.

You can access the RFQs in 2 different ways:

e Through the dashboard with the widget MY RFQs WITH PENDING RESPONSES

GuCCl

Main Dashboard

TITLE il @m idite (s Uit TIME TO CLOSE CLOSING DATE RESPONSE
to access the details and
STATUS
prepare your response.
CLEANING 29/05/2023 18:00 No Response
SERVICES 2023 - Prepared
2024

Q,
o Navigate to Sourcing - RFQs = My RFQs

14



GucCccl

- I
RFQs
R, - - — —
My RFQs |
. ——a . )
& Click on the RFQ’s Title
AIRFQ: Enter Filt 0 start searf .
to access the details and
Showing Result 1- 4 of 4 Show: 50 prepare your response.
x CODE TITLE PROJECT CODE CLOSING DATE |, STATUS RESPONSE STATUS BUYER ORGANISATION
1
1 rfq_117 CLEANING SERVICES 2023 - 2024 tender_67 29/05/2023 18:00 Running l. No Response Pr&Tved Gucci
Z rfq_107 sleeve shoes test tender_65 12/04/2023 11:31 Closed: To Be Evaluated Response Submitted To Buyer Gucci
1. Download all documentation made available by Gucci (if any).
PRIGUCCI 2
& RFQ: rfq_117 - CLEANING SERVICES 2023 - 2024 Runring 5
RFQ Details Messages (Unread 0)
(Vg gy
& settings | Buyer Attachments (3) 1 My Response Associated Users
—! —_——————
P | Folders and Files List Click on Mass Download to ol | wassoownosa | |
o I
download them all in one. bem -
& Enter Fitter (type to start search) v
Showing Result 1 -3 of 3 Show: 50 v
FOLDER/FILE NAME DESCRIPTION LAST MODIFICATION DATE 1‘
YD
1 1 & Ategato #1 docx : The Supplier can 26/05/2023 16:16:14
L = download the
2 6 # 26/05/2023 16:17:14
& Ategato 73 docx documents one by one.
E € Allegato #2.docx 26/05/2023 16:17:14
Mass Download List cace |

Showing

Result1-30f3
I m3 1 FOLDER/FILE NAME
1 I
|

! \ ) Object _rfa_117- CLEANING SERVICES 2023 - 2024/Allegato #1.docx
|
1 |

| € object _rfq_117 - CLEANING SERVICES 2023 -2024/Allegato #2.docx
|
1 I

| ] Object _rfq_117 - CLEANING SERVICES 2023 -2024/Allegato #3.doex
I

Total Files Selected: 3

SIZE

18KE

19KB

19KB

2. Click on Intend to Respond to start preparing your offer.

A Waming: You Buyer 3), Click d the files beft bmittis Response. X
GucCCcCl 1 2
e e
« RFQ: 1fq_117 - CLEANING SERVICES 2023 - 2024 Running X " .l | oecine o Respona
The platform alerts the Supplier, there’s s —
RFQ Details Messages (Unread 0) documentation made available by /\
Settings Buyer Attachments (3) My Response Associated Users Gucci not yet downloaded. Click here

to download it. Click on Intend to Respond to
-l start preparing the offer OR :
click on Decline to Respond if
you’re not intended to submit

an offer.

Currency: Euro

R

RESPONSE (ITEMS: 11, 1)

~ 1.1 MONTHLY FEE - PRICE SECTION

CODE  DESCRIPTION UNIT OF HOUR EURO/HOUR

PRICE  * HOURS/MONTH MONTHLY  * OVERTIME (£/HOUR) * N' OF EMPLOYEES
MEASUREMENT FEE
113 * STEN1 hour 1 0 1
112 * STENT hour 1 0 1
113 * STEN2 hour 1 0

3. Clickontheicon # to enter in “edit mode” and start replying online.



You can reply to the RFQ using the Online Questionnaire the user interface:

@ You have now started to create your Response. Detail X
GucCcCl 2
= < RFQ: rfq_117 - CLEANING SERVICES 2023 - 2024 Running o | Online Questionnaire In Excel
& RFQ Details Messages (Unread 0)
‘o Settings Buyer Attachments (3) My Response Associated Users
L -l @ Your Response is not yet Submitted. To make it visible to the Buyer you must click 'Submit Response’ -

~ My Response Summary

ENVELOPE INFO PARAMETERS
1 Commercial Response Mandatory fields missing (33) Total Price (excluding optional sections) 0

Monthly fee Total (excluding optional sections) 0

Currency: Euro

Click on the pen
icon to start editing

1. COMMERCIAL RESPONSE (ITEMS: 11, QUESTIONS: 11) your reply. rd 1

L1

1.1 MONTHLY FEE - PRICE SECTION

CODE  DESCRIPTION UNIT OF HOUR EURO/HOUR PRICE  * HOURS/MONTH MONTHLY  * OVERTIME (€/HOUR) * N OF EMPLOYEES
MEASUREMENT FEE
Q . e - i i . .

4. Remember to save your reply on a regular basis.

GucCcCl 2
RFQ: rfq_117 - CLEANING SERVICES 2023 - 2024 Running Click on Save and Save And Continus. Gancel
Continue to save

and go ahead with
the compiling.

B @ vour Response is ot yet Submitted To make it visibie to the Buyer you must click ‘Suomit Respanse”

Click on Save
and Return to
save and exit.

TOTAL PRICE (EXGLUDING OPTIO!

Monthly fee Total (excluding optional sections) 0
CURRENCY: EURO
1. COMMERCIAL RESPONSE (ITEMS: 11, QUESTIONS: 11)
Fill in all the
1.1 MONTHLY FEE - PRICE SECTION )
mandatory field.
CODE DESCRIPTION UNIT OF RO/HOUR PRICE * HOURS/MONTH MONTHLY FEE * OVERTIME (€/HOUR) * N° OF EMPLOYEES
________ - e N ey
1

111 * SmENT1 hour I, 1 Iy ] Iy 1! ;
1 1 1 1 e .

1 1 1 ! 1 !
112 * STEN1 hour 1 1 1 1 0 1 1 0 \ 1, 1
1
1 1 1 1 1 ! .
13 * s aur 1 1 1o ! [ L .
| -1 1 R 1y

5. Access the RFQ summary details to check for closing date and response status.

MIGUCCI 1

« RFQ:rfq_117 - CLEANING SERVICGES 2023 - 2024 Running -+ Online Questionnaire In Excel
=
RFQ Details Messages (Unread 0)
& Settings Buyer Attachments (3)
e = = .
2 | Click on the arrow to
i ~ Details le RFQ details ¢ e 1o the Buyer you must click ‘Submit Response’
open etails to
20 Project ! P .
tencer_67 1 check for closing
I - CLEANING SERVICED 2023 - 2024 I
\ date and response
RFQ Closing Date 1 ==
] 29/05/2023180000 1 status. INEQEARAMETERS:
]  ResponseLast Submitted On: ) o )
1 — Mencsto ; optons sectons) o
| Notsumiteavet .
I | Monthly fee Total (excluding optional sections) )

Currency: Euro




GucCcCl

RFQ: rfq_117 - CLEANING SERVICES 2023 - 2024 Running
Pl currency: euro
1. GOMMERCIAL RESPONSE (ITEMS: 11, QUESTIONS: 11)
1.1 MONTHLY FEE - PRICE SECTION
CODE  DESCRIPTION UNIT OF HOUR
MEASUREMENT

1

ma * STENG1 hour | v|®
I
! 5

112 * STEN-1 hour | 1
1

113 * SITEN-2 hour LI
I
I

114 * STEN'3 hour P ¥4
1
bl

115 * STEN4 hour |
I

116 * STENS hour I 7
1
1

127 * STEN‘6 hour P v 7
1

B 3

‘Save And Continue Cancel

Fill in all mandatory fields, =
column by column to be
able to confirm and send
your quotation to Gucci.

EURO/HOUR  PRICE  * HOURS/MONTH MONTHLY * OVERTIME (€/HOUR) * N°OF EMPLOYEES
FEE

1
3 3
12 1 I,
|
I
5 60
12 1 11
1
4 50 |
15 1 1
I
4 68 |
7 1 1
|
1
4 72
18 1 ']
I
7 70 |
10 1 1
|
1
7 77 1
" 1 1
|

You can reply to the RFQ using the Online Questionnaire in Excel:

GucCcCl

& RFQ:rfq_117 - CLEANING SERVICES 2023 - 2024

Running

RFQ Details Messages (Unread 0)
Settings Buyer Attachments (3) My Response Associated Users
> @ Vour Response is not yet Submitted. To make it visible to the Buyer you must click 'Submit Response’

~ My Response Summary

ENVELOPE INFO PARAMETERS

1. Commercial Response

All quoted items completed

S
1

Oniine Questionnaire In Excel | [EECHTTGES TR

Click on Online Questionnaire in
Excel to download the Excel file. The
file has to be completed offline and

uploaded again to the platform.

Total Price (exeluding optional sections) 0

Monthly fee Total (excluding optional sections) o

¢ Upload

@ This area allows you to download the entire online questionnaire in Excel. Once you have saved the file and respor

#*4 IMPORTANT #4*

1
Help To Create & Import Your Response In Bxcel

nded to the questions, you should refurn to this screen and import the same spreadsheet which will popula

Click here if you need

THE IMPORT EXCEL FUNCTION CAN ONLY BE USED TO

Click on Download
Online Questionnaire in
Excel to download the
Excel version.

IF THE BUYER HAS ASKED YOU UPLOAD ATTACHMENT]|
ADDITIONAL FILES CANNOT BE EMBEDDED INTQ THE

IN THE EVENT THAT THE BUYER HAS NOT PERMITTED

clarifications on how to
create and import your

JED FOR THIS RFX
LINE MUST BE USED OR THE ADDITIONAL ATTAGHMENTS AREA (IF ENABLED)

response in the Excel file.

IT BE USED AS A SUBSTITUTE

File

Download Online Quastionnaire in
Browse  Select File

Import ltems

< 3 c
NOTE PLEASE DO NOT ADD OR REWIOVE ANY WORKSHEETS. GELLS. ROWS OR G

RFQ Response Questionnalte or fq_117

Response Optonal
Response Nandatory

currency:Euro

H i f K L M N o ° a
115 FRON THE EXCEL RESPONISE SPREADSHEET. OR EDIT ANY FORVULAE VITTHI THE SPREADSHEET AS THS UAY CAUSE THE IUPORT OF THE SPREADSHEET TO FAL

0
1 [ ]
>
N P O W W
vere

la cone lpecrpton o euonou_|pree__iourswonn_|uonmyee__|onou | oenpigees

s
: Fis

JSTER Yellow fields are
5 e
2 fare o mandatory to be filled in.
b [is TSiEr
Sl ixxn ETn 73 i 3
;| BeclorsibToul (ot nox neoded o] D

PLEASE NOTE: Do not change and/or remove columns or rows on the Excel file.

When the Supplier is ready to upload the Excel file online, click on Browse and Import Items:

17



&« Upload Help To Create & Import Your Response In Excel

@ his area allows you to download the entire online questionnaire in Excel. Once you have saved the file and responded to the questions, you should return to this screen and import the same spreadsheet which will populate the online questions with your responses
** IMPORTANT ***
THE IMPORT EXCEL FUNCTION CAN ONLY BE USED TO UPLOAD THE EXCEL FILE WHICH HAS BEEN DOWNLOADED FOR THIS RFX

IF THE BUYER HAS ASKED YOU UPLOAD ATTACHI

[TS, THE UPLOAD LINK NEXT TO A SPECIFIC QUESTION ONLINE MUST BE USED OR THE ADDITIONAL ATTACHMENTS AREA (IF ENABLED)

ADDITIONAL FILES CANNOT BE EMBEDDED, DSHEET

JIPLOADING OF ATTAGCHMENTS, THIS AREA CANNOT BE USED AS A SUBSTITUTE
Search for the Excel file

saved on your device.

Click on Import Items
once selected the file.

Download Online Questionn|

Import Items

4.3.  Submit RFQ Response

\ Access to \ Create RFQ \ Submit RFQ \ Modify RFQ \ RFQ Messages

Prodigy Response Response Response

1. To send the response to Gucci, it is necessary and mandatory to click on “Submit Response” and
confirm.

GUCCI

Click on Submit Response when
& RFQ: rfq_117 - CLEANING SERVICES 2023 - 2024 Running

ready to send the quotation to
T Messmes (Unrend0) Gucci and all the mandatory fields
have been completed.

‘Submit Response

Settings Buyer Attachments (3) My Response Associated Users

-l @ YourResponse is not yet Submitted. To make it visible to the Buyer you must click ‘Submit Response’

4.4. Modify RFQ Response

. \ \ . \ . \
\ ccess to Create RFQ Submit RFQ Modify RFQ / RFQ Messages

Prodigy Response ‘ Response Response

If necessary, after submitting the response, the Supplier can modify the response only if the end date has
not been reached.

1. Access My Response Area and click on Commercial Response to enter in edit mode.

GucCCcCl 1

& RFQ:rfq_117 - CLEANING SERVICES 2023 - 2024 Running “e. Online Questionnaire In Excel
RFQ Details Messages (Unread 0)
Settings Buyer Attachments (3) | MyResponse | Associated Users
Tl
| v My Response Summary
ENVELOPE INFO PARAMETERS
1 1| Garnmerdiel Response ! Al quoted items completed Total Price (excluding optional sections) 0
| M el
Monthly fee Total (excluding optional sections) 0

2. Do all the changes/updates needed and click on Keep Changes to confirm the action.

18



GucCcCl

RFQ: rfg_117 - CLEANING SERVICES 2023 - 2024

Pl

Running

[ ——

Discard Changes Keep Changes

Select Discard Changes if you
don’t want to save your updates;
select Keep Changes to save
your new response.

|

Refresn validate Response

TOTAL PRICE (EXCLUDING OPTIONAL SECTIONS) 0
Monthly fee Total (excluding optional sections) 0
CURRENCY: EURO
1. COMMERCIAL RESPONSE (ITEMS: 11, QUESTIONS: 11)
1.1 MONTHLY FEE - PRICE SECTION
CODE DESCRIPTION UNIT OF HOUR EURO/HOUR PRICE * HOURS/MONTH MONTHLY * OVERTIME (€/HOUR) * N° OF EM
MEASUREMENT FEE
|mmm = mmm——
111 * SITEN1 hour [ 1 3 36
12 1 1
1 1
1 1
142 * SITENC1 hour 14 1 5 b 60 ; :
|
113 * - hour 1|4 4 60
SITEN®2 15 1 1
A Edit Mode: Changes will be saved only when submitted
e
RFQ: rfq_117 - CLEANING SERVICES 2023 - 2024 Running Undo All Changes |
| Spp———
= v My Response Summary
ENVELOPE INFO PARAMETERS
1 Commercial Response All quoted items completed Total Price (excluding optional sections) 0
Monthly fee Total (excluding optional sections) 0
Currency: Euro
™ 1. COMMERCIAL RESPONSE (ITEMS: 11, QUESTIONS: 11) 4
~ 1.1 MONTHLY FEE - PRICE SECTION
CODE DESCRIPTION UNIT OF HOUR EURO/HOUR PRICE * HOURS/MONTH MONTHLY * OVERTIME (€/HOUR) * N°OF
MEASUREMENT FEE
11 * SITEN"1 hour 1 5 12 60 1 1

Be sure this message appears to confirm

q that the reply has been updated.
Buyer Attachments (3) My Response. ‘Associated Users
T T T
v Details |(_I ~ My Response Summary
Project 1
g 1 ENVELOPE
- CLEANING SERVICED 2023 - 2024 1

INFO PARAMETERS.

RFQ Closing Date
01/06/2023 1800.00

Check the Last Response
Submitted date.

Response Last Submitted On:
01/06/2023122217

r
1
[}
| tenger67
1
1
[}
[}

Allquoted it teo

Total Pri

an Online Questionnaire In Excel

sections) 0

Monthly fee Total (excluding eptional sections) 0
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4.5.

RFQ Messages

Access to \ Create RFQ \ Submit RFQ \ Modify RFQ

Prodigy Response 4 Response Response

y
y
/

/\' RFQ Messages

y
y
y
y
/

Each RFQ has a dedicated area where Supplier and Gucci can dialogue through online messages. The

Messages Area is always accessible, whatever the status of the RFQ is (running or closed).

1. Send a Message
o Access the Messages Area = Create Message Area
GucCCl 1
¢ RFQ:rfq_117 - CLEANING SERVICES 2023 - 2024 Running

Sent Messages Draft Messages
Sent Messages

| @ Message Moduleis Active

Click on Create to start
drafting the message.

Pl

RFQ: rfq_117 - CLEANING SERVICES 2023 - 2024

v Message

Decide for a
Subject and a Text.

Messages

Add attachments
to the message, if

necessary.
e o e o e e e e e e mmmmmmm ool
v Attachments Aftachments

| © No Attachments

o Check your Messages sent through the Sent Messages Area.
RFQ Details Messages (Unread 0)
Create Message Received Messages | Sent Messages -; Draft Messages

Sl Sent Messages - m
@ Message Module is Active
Tow T T T T G T T T TTTTTT i |
| o e e o o o o ol e o o o o - - -1
2. Read a Message

o Access the message through the dedicated widget of the Dashboard.

M GUCCI
Main Dashboard
=
& NEW MESSAGES (LAST 30 DAYS)
Click on the link to open

4. @ the message received
x I _DEEI:TYF‘E from Gucci. | _ D_RG:HS:‘HG_N V\:ME_ _I

RF e SERTTCES 7z 2024 Gucel

20



»

o Access the message through the RFQ — Message Area

Gguccl

< RFQ: rfq_117 - CLEANING SERVICES 2023 - 2024 Running
RFQ Detalls Messages (Unread 1) |
y s | sen i
R M
= Received Messages
@ Message Moduieis Active . .
Click on the link to open
entr Fiter (ypeto sart seach) - the message received
Showing Resuit1-10of 1 from GUCCL
sexoen oate openep sy e
.
1 Gucci 01/06/2023 16:16 L e TEST I

OPENED.

o

REPLIED

3. Reply to a Message

-

GguccCl

< RFQ: rfq_117 - CLEANING SERVICES 2023 - 2024 Running
RFQ Details Messages (Unresd 0)

Create Message Received Messages

€ Messages

~ Message

Date
01/06/202316:16

Subject
Re: TEST

Draft Messages

Sent by
Gucei

Message
Okyou can procesd

Click on Reply to
send your comments
back to Gucci.
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5. GENERAL FUNCIONALITIES

5.1. User Management

The Super User is the first user that registered on the platform and is responsible for managing other
users. The User Management module is where the Super User manages individual user accounts,

divisions, user roles, and organizational activity assignments.

The Super User can create user sub-accounts and manage user rights and roles, if necessary.

Access the User Management Area of the account - Manage Users = User.

M GuUCCI

Manage Users

Users User Roles Divisions Default Users

&
Enter at least 3 characlers All Users v | | Enter Fiiter (type to start search) -

Showing Result 1-2 of 2 Show: 50 -
User Management Manage Users FIRST NAME DIVISION
1
I Manage Users Users
Test Seller 01 Division
User Roles
Divisions Test Seller 01_5UB1 H&S
Defauit Users
Manage Users
Click on “Create” to create a
Users User Roles Divisions Default Users
username/password for a
EeeT— e = subuser.
Showing Result 1-20f 2 Show: 50 v
USER INFO LAST NAME 1 FIRST NAME DwvisioN EmAL TELEPHONE RoLE
1 Super User Test Seller @1 Test Seller 01 Division foettegaziaggaer.com 2
2 Division Manager Test Seller 01_SUB1 Test Seller 01_SUB1 H&s, foettega@jaggaer.com 3351341913
GuUCClI Y
New User o :_m

v User Details

Fill in all mandatory fields.
An e-mail with access
credentials will be sent to

0209 (min & max 15) with no spaces. Thfrst

the new user.

* Usermame

* Prefarred Language

* Timazons

Click on Save to
confirm the
user’s creation.

22



5.2.

Organization Profile

Access the My Organization Profile to access details concerning:

Registration Data
Profile Data
Certifications
Status Summary
. Responses

Registration Dats

~ Quick Navigation =

My Organisation
Organisation Profile
My Categaries

Assessmenta

Organisation Name: TEST SELLER 01

Profile Data Certificates

Organisation Profile
Registration Data
Profile Data
Gertificates

Status Summary

Responses

Status Summary

~ Organisation Details

Responses History Of Changes

o Profile Data: All additional questions gathered through questionnaires.
o Certi i List of all your atf b
e Status Summary: Platform access status details.

Responses: List of all replies in alphabetical order.

Registration Data: Company Name, Identification Number, Phone, E-mail, etc,)

R 01

28

o o 1)

EU VAT Number ‘D)

Head Office - Province D)

Bologna

usiness Name (please enter full name) Q)

ation number ¥

Gguccl

Registration Dt Profile Data

“ Quick Navigation

Organisation Details

Super User Detals

&

Organisation Name: TEST SELLER 01

Cartficates Status Summary Responses. History Of Changes

le v Organisation Details

Caunt D
may

Organisstion Legal Structurs D)

VAT Number (i applicable} D

Registeed Business Name (please entr fullname) D
TesTseLLen ot

Taxidentification number )

192819287928

EUVAT Number D)

Click on the “pen”
icon to modify the
information.

Organisation Name: TEST SELLER 01

Organisation Details

~ Quick Navigation 3

v Organisation Details

Country
maLy

* Organisaton Lagal Structure

VAT Number (f applicable)

Tax identifcation Number

* Head fice - Gity

Bologna

Registered Business Name (please enter full name)
TESTSELLER 01

Taxidentification number
192819281928

You cannot change your
Company Identification.

EU VAT Number
* Head Ofce- Province

New Identification Number =

Bologna

* Head Ofice - Address

Via TEST SELLER'S

Click on Save
to confirm your
updates.

5.3.

Category Management

Access the My Organization Profile > My Categories to manage classification on the Product Tree.

Mcucci

My Categories

Click on Add Category to add

selection. You can select one

or more categories related to
your Business.

Category Selection

yoe o start search)

Selected ltems: 0
A Categories
~ 4 oR-eRODUCTION
> 4 FPR-FINISHED PRODUCTS

~ 4 RM - RAW MATERIALS & COMPY
=3

L LS Ao0a- el Hardnere

Select the product category of your business, you can select more than one.

The category selection
must be done on the
last level of the tree.

Click on Confirm to save
the categories’
selection.
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6. HOW TO ASK FOR ASSISTANCE (HELPDESK)

Within the Homepage you can find Helpdesk details.

%ﬁg N, B - e W

N

N\
74 2 el

WELCOME TO

GUCCI PRODIGY PROCURE/\/\ENT DIGITALIZATION

NN ‘ o 8 S~
‘ ‘ He]pdesk

testsele]

Click on Other Numbers for assistance
if you need phone assistance in other
FORCOTYOLR PASSWORD/USERNAME? 5 Ianguages than Italian.
Click on Request on-line assistance if

NEW REGISTRATION
you want to ask for support via e-mail.

Global phone support

Please pse (he cofsct phons numbes below Tor (e IAGGATR ONE fesiure you nesd ssolstance wit)

In this area the Supplier can find
numbers related to all functionalities
of the platform

= - . .. = = o . . .y
Category Management, Direct Sourcing, Direct Supplier Analytics, Contracts +,
Contracts, Spend Analytics +, Management, Direct eProcuremant, Inventory I
Sourcing +, Supplier Management eProcurement, Direct Invoicing Management, Invoicing, RMM,

Sourcing, Supplier Management +

1800 233 1121 (United States)

Click here to access the I

International Toll-Free
Phone Number List.

mmmm) |nternational Toll Free Phone Numbers
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Request for on-line assistance:

Guccli

0n Line support

Fill in the online Form to

req i e via e-mail.

\
\
[
\
\
\
\
|
E==




