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Background

and
purpose

About Coupa

Overview of this document

« LY Corporation will start to use [Coupa] for supplier surveys and subcontract surveys
from Monday, May 19, 2025.

 This document describes new procedures that use Coupa.

For reference:

Supplier survey : When placing procurement orders (purchasing goods or licenses, contracting for business
outsourcing, etc.), LY Corporation conducts a "supplier survey" of suppliers (including sole proprietors) in advance.

Subcontract survey : When outsourcing work to a supplier, LY Corporation conducts a "subcontract survey" in advance
on the supplier (including sole proprietors).

« Coupa is a purchase system cloud service provided by Coupa Software Inc. No
software installation or membership registration is required to use this service, and
there is no charge for use.

For reference: Coupa Software Inc. website



https://coupa.co.jp/

Terminology used this document

Sourcing Portal

This refers to the platform within Coupa where information regarding various
surveys is exchanged between LY Corporation and suppliers. Suppliers will be
required to use this platform to confirm the details of requests for information
from LY Corporation and answer questionnaires.

Sourcing (Sourcing event)

This means a subcontract for which a survey is conducted.

*It is different from so-called "sourcing," which means obtaining a quotation.

Bid

Although this is displayed on some screens due to system specifications, it is not
used because LY Corporation does not carry out the quotation process on
Coupa.




Precautions regarding this document

Precautions

Although Coupa can be used for the entire procurement and purchasing
process, from quotation to ordering and invoicing, LY Corporation uses it only
for the purpose of exchanging questionnaires with suppliers regarding
"supplier surveys" and "subcontract surveys.”

Therefore, note that Coupa includes functions and terms that are used
for purposes other than those mentioned above (procurement and
purchasing processes), but please note that these cannot be hidden or
their names changed due to system specifications.

Points requiring special attention when operating Coupa will be marked with a
"NOTE" in the instructions on the following pages, so please be sure to read
them as you proceed.
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Supplier survey process and system operation method
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Supplier survey process

The workflow for replying to the supplier survey is as follows.
(* For details, see the succeeding pages.)

Logging in to

the Joining Answering Conducting

the survey the supplier
form survey

Sourcing an event
Portal

LY Corporation Supplier Supplier Supplier LY Corporation
Sending a request Logging in to Joining an event Filling out the Condgcting the
to the supplier to Coupa’s Sourcing (subcontract to be survey form on the supplier survey
fill out the “survey Portal. surveyed) on the Sourcing Portal and based on the
form" Sourcing Portal. submitting it on the completed "survey

system. form"
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Portal

How to log in to the Sourcing Portal (1/2)

LINEY T — &4t Sourcing Event - [B{FRIEZ] LY_SF_Supplier Survey #71Invitation (7 & w8
2025/05/14(K) 09:05

- @ Open the invitation email you received and then click I
ccccccccc intend to Participate" displayed in the email.

LINEYV -

LINEY 7 —#kz&1t Sourcing Event - [E)1ER58] LY_SF_Supplier
Survey #71 Invitation

YR FHERY_E{FREBY 754 ¥ — has been invited by LINEY 7 —# & to
participat (BbfeRER] LY_Si ier Survey.
We woul ere gratitude for you support.
(1] I intend to Participate I decline to Participate
jent Tear untin \ent Group at LY Corporation.
:
View Event

*After you click the button, a one-time password for logging in to the Sourcing Portal
will be issued as described on the next page (P.10).

ainstructions for Completing the Response Form
Visitthe following URL for instructions on how to log in and complete the Response Form:

NOTE
Do not click "l decline to Participate."
If you are unable to answer on Coupa due to an unavoidable reason or if
o= you clicked the button by mistake,

consult LY Corporation using the details below:

V¥ The invitation email has the following subject [Contact information] Email address provided in the invitation email

and is sent from the following address.

Subject:LY Corporation Sourcing Event - (the trailing text varies with the event)
(Example)LY Corporation Sourcing Event — LY_SF_Transaction-Survey Company-Name #0000 Invitation

From : @lycorp-jp.coupahost.com (Email address of the domain shown to the left)
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How to log in to the Sourcing Portal (2/2)

@Enter the one-time password (Coupa login authentication
[One-time password entry screen] code, six-digit number) provided in the email you received,
and then click the "Send" button.

[One-time password notification email screen (Japanese)]

Your Coupa Login Verification Code 7 M =)
LINEV,_ 2025/05/14(7k) 09:22
v From LINEY T —#x &4t <do_not_reply@lycorp-jp.coupahost.com> k-2 FEiEHF

To

LINEY 7 —#%= &4t

mEcoupa Powered by %,3COUPA

FLWIYHALIAT—REYI TR
FEBIEFPREC EDHISHBR/E R LINEY?" -
EIA

Your Coupa Login Verification Code
DUFALIAT—READLTS RN

Hello 3% hEIA U 2 & SHESEE_EFHERY 751 —

To finish authenticating with Coupa please enter the following code or click the button below.

696885

Your code will expire in 15 minutes.

Thank you

£7:Coupa

Business Spend Management

*The display language for the one-time password entry screen is
Japanese only.

*After you click " | intend to Participate " on the previous page (P.9), you will receive an email that
contains the Coupa login authentication code.

*The language for the one-time password notification email sent to you may be Japanese as well.



w to change the language

Logging in to
Survey form the Joining Answering Conducting
i the surve the supplier
response request Sourcing an event on Y Sur‘figr\z/
Portal
LINEYV - ADBRLTTH? a
A B T #WR® 1S EE R YIS Y- 2R Lk BE

LY_SF_HBE|EARAE_EBLE T A N0417 - ARV N #6751 70747

o 48

] L]

foge eecsccce ~
* RECROWE & OEFRFERICT BH. TO7—LERRLTIEEW,

(Y MER

HT T4V —EUNEY 7 —BRARAIC £ DLY_SF_STEISHAR RELET X hoa170Y — ¥ Y /(XY MeiliFang U, FREBHOSHIREBD D&
DEMEL LIFET,

LINE 7 — Rt 538 - MEIIEAN ¥ 751 PERF —LTT,

WEEASHEREL, TONRICH > MEERET>THD T, Tl Brri
YRS R OB EOREEDIZ 2 ERGI L, HANBEERLT I LBEEBITHDET,

OERIC, SREEREET 1 —L (T, [EE7A—L EWWET) AOTEEESANLTRDET, BFRERAFUEL
EEETLSBINBL LIFET,

2Ok, FRTOBR:
=3

BELLE
A

BRADETH, KA-LTBLBDET BNERL, K& VERTOLLE, EET 4 —ANOZERESRNLLLET,
ROEEHRE T CEEVLRE T &S BRNHL LFET,

"%
E%7 4~ BADOYIA VAR & CEEAEICONTH, TRURLLD ZHEC &L,

CEEWRRWERE, BT S /Y S5 & ARSI - TRECRD RO LET,

VTS
hitps:/Awwwlycorp.co.jpfialcompanyprivacypolicy/

AA—SREATT, BlcoNT VELRS, FREZTEMUADE KA,
BHUELEORE, RX—LHRCES THRD ETEBCEEW,

LINEY 7~ 3t 23k / LY Corporation
#38 - EEEEAES Accounting & Procurement Group.
4754 P EEF — s Supplier Management Team
E-mail: ml-sc-questionnaire-inquiry @lycorp.co.jp

ZDARY MADEIMEFLLERIN?

SNERILETH? BMTE ~

@ Scroll to the bottom of the Coupa page and click the language change
button.

2Select the desired language.

*The answer form and Excel questionnaire are only available in Japanese, English and Korean.

9 Deutsch portugués
English romana
Nederlands suomi
Tiéng Viét svenska
Turkge éestina
dansk EAANVIKG
espafiol pycckuin
frangais Ayl
italiano na
magyar th
norsk Ha#E
polski 850

S &R DRE

{:}C HRoR=

ment - Make Margins Multiply - @g;_g. » PORSEUT
3 Select "Language" and "Region," and then click "Save Language and Region."

Choose the display language and the date, time, and number format used by Coupa.

FIRRKICRE

REOANY hCRHBRNRSD E A,

ANV MMERE ALV

ARV RRARY METRAICRT LET,

EESRESNB L/ A P H BRI OEEELE 2~ LET
BEOTA 7 LAEBRICRET BT LE, /A P—BBRTEXT

TALTA >

EEEAN

FEcou

Total Spend Management - Make Margins Multiply -

9 Language | English o ‘

Region | United States v
CSV File Field | Auto-detect ~
Separator

Previes

AE:E(BE) f Fr/eEyEUuFa

Long Date May 13, 2025

Short Date 05/13/25

Time 11:37 PM

£coupa |
Total Spend Management - Make Margins Multply a8 @4 roesevrg

Number 8,876,543

CSV File Field Comma (,)
Separator

Note: Changing these settings will cause the page to reload. Be sure to save any changes you've
made before you continue.

Cancel
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How to join

an event

[EhERERE] LY_SF_SupplierS... - Event #61 acie

0,® ssssssee
Claim your profile to amplify trust with current and future customers.

Event Ends

I

NOTE

Do not click "GET STARTED" in the banner at the top of the
page as this is not the same as participating in the event.

Event Info My Response

Supplier has been invited by LINEY 7 —#kZ &3 to participate in a sourcing event for [EIERESE] LY_SF_Supplier Survey. We would like to express our sincere

Do you intend to participate in this event?

Indicate your intent to participate. Buyer will be notified of your intent.

m Do you intend to participate? | | intend v

<~ Accept Terms and Conditions

There are no Terms and Conditions for the current event.

O: Event Information & Bidding Rules O Buyer Attachments

Event will end at the Event End Time.

You do not need to
check the following:

Your responses are viewable by buyer once submitted

Buyer may choose to award individual line items

~| « Eventinformation &
Bidding Rules
| Timeline + Buyer Attachments
» o « Timeline

May Event Start

U\l EventEnd

DAfter logging in to the Sourcing Portal, select
"l intend" for “Do you intend to participate?" on the "Event
Info” tab*.

*The tab is displayed in the upper portion of
the page.

The "My Response " tab is displayed after you
select "l intend."

Event Info My Response

Supplier has been invited by LINEY 7 —#Z &4t to participate in a sc

NOTE
Do not click "l decline to Participate."

If you are unable to answer on Coupa due to an unavoidable reason or if
you clicked the button by mistake, consult LY Corporation using the
details below:

[Contact information] Email address provided in the invitation email

29

B3 09:05 AM szpan

09:05 AM Japan

15d : Oh : Omin 00:00

Enter Response

@Click "Enter Response."
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o How to answer the survey form (1/2)

Event Info My Response
Attachments
Forms

1. LY_SF_Supplier Survey Form_v1.0

Please answer the questions below.

[This form also contains questions that will be answered by LY Corporation's
administrative department. So, please answer the following questions:]

@®Which group do you fall into: @Business partner or Individual, or @LY
Corporation?

*LY-1Tp | (DBusiness partner or Individual %

Be sure to select

1Business partner or Individual

"@Partner company or individual".

@ILY Corporation

[Please answer your basic information]

@Please enter the name of the respondent.

*LY-1Xw

) ﬁ Enter your answer on the system.

@Please enter the department name of the respondent. If you do not have

@ Open the "My Response" tab, and then answer the
questions.

NOTE

Import from Excel Save Submit Response

n Excel
plate (Note: This template will only work for this event)

Steps for uploading
1. Download the

2. Fill in or update the Excel file.

Fields marked with a " are mand -
Values in the uploaded file will rep
Once you click "Start Upload" valu D O n Ot u S e t h I S
Once upload is complete, review y
3. Load the updated file
ZFAVERR |RRENTWEEA

Uploading will only save your response. You must click "Submit" to send it to the buyer.

Start Upload

pa

*Do not use "Import from Excel."
Be sure to enter all your answers in the form on the system.

*"Submit Response" cannot be executed until you enter your
answers to all the required items (with a red asterisk "*").

*The alphanumeric code displayed to the left of each question
is LY Corporation’s management ID.
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How to answer the survey form (2/2)

3. FF**EAFEorm to be answered by LY Corporation [Form for LY] #***###+* N

Please answer the questions below.

Attention: The following form will be answered by LY Corporation. No
response required by Suppliers.

Once you have completed entering your answers to the above form, please click
the "Submit Response" button at the bottom of the screen and then send it.

4. LY_P1_HRBEIRERAE7 A —L [LYEIZEA] _v1.1_0LD . N

Please answer the questions below.

[£7 4 —Alcld. LINEY 7 —#0BERAAESEY 2EMEEba3h YoU do not

fzé, MBITUTOERIC SEZL IEE W] need to

- answer
@5 fcid. ORBEIEDPERLIEMBA. QLINEY 7—#. 553 ET R RC
TLRE W,

*LY-2Eg DEBE|EOEEEIZEA x v

Import from Excel Save Submit Response

@After you enter all your answers, click "Sumit Response."
*You can save your answers before finishing the entry by clicking "Save."

*After you execute "Submit Response," LY Corporation will start the survey. After
the survey has started, the answers cannot be changed unless absolutely

necessary. If you want to change them due to an unavoidable reason, follow the
instructions on the next page.

NOTE

« The following form will be answered by LY Corporation. No
response required by Suppliers.

 Send your answers by the due date displayed at "Event
end" at the top right of the answer form.

*If it is difficult for you to send your answers by the due date, inform LY
Corporation about it beforehand via instant messaging. (For information
on how to use instant messaging, see P.16.)

A OET




|For reference] Changing or resubmitting survey form answers

(2)
Event Info My Response
— NOTE
- [When LY Corporation requests you to change your answers]
Attachments ~ . .
LY Corporation may request you to change your answers during the
survey.
Forms ~ In such a case, LY Corporation will inform you about it via instant
1. LY_SF_Supplier Survey Form_v1.0 ~ messaging.
| - | | [When you want to change your answers]
e e o o If you need to change your answer after submitting it
inform LY Corporation about it via instant messaging beforehand.
@®Which group do you fall into: MBusiness partner or Individual, or @LY
Corporation?
@Inform LY Corporation via instant messaging that you want to change
your answers.
[Please answer your basic information] *For information on how to use instant messaging,see the next page (P.16).
@Log in to the Sourcing Portal and then open the "My Response" tab.
@Please enter the name of the respondent.
-0 ®Click "Edit Response."
) d —— @Edit the answers in the form.
el Edit Response |
— ®After editing, click "Submit Response."
After you click "Edit answers" in step 3, the button will change as follows. . L .
o ®Inform LY Corporation via instant messaging that you have changed

Import from Excel Save Submit Response

your answetrs.




Answering Conducting

|For reference]lnstant messaging
You can communicate with LY Corporation
using Coupa’s instant messaging function.
(E11ERER] LY_SF_Supplier S... - Event #61 e (DEnter a message.
— *Once a message is sent, it cannot be edited or deleted.
Comm ) 4 B

Instant Messages @ ~

T Click this button to open the entry screen shown to the

right.

Event Ends ID B-I -
@Click "Send Message."

Event Info

Responded on 05/14/25

Attachments Instant Messages 0

3 ["JH has not provided any Attachments for this event

Forms Search SearCh
1.LY_SF_S lier S F 1.
e o e If you want to check the contents of
(This form lso contain messages exchanged in the past, you
e eperime o can search by entering keywords in

@®Which group do you f
Corporation?

the "Search" field.

Type new message

“LY-1Tp

Notification method

@ hach fles ) When LY Corporation sends an instant
I Having Technical Issues? Contaclt sourcing.support@coupa.cormn I message to yOU, a notification iS Sent tO
your registered email address.

NOTE

The email address shown above is different from our customer
support desk, so please do not contact us via this address.




Subcontract survey

Process and system operation procedure for the subcontract survey
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LY Corporation

Sending the
supplier a
response request.

Process for subcontract survey

The workflow for replying to the subcontract survey is as follows.
(* For details, see the succeeding pages.)

Logging in
to the

Sourcing
Portal

Supplier

Logging in to the
Sourcing Portal
from the received
email.

Joining
an event

Supplier

Joining an event
(subcontract to be
surveyed) on the
Sourcing Portal.

Answering
the survey

form

Supplier

DAnswering the
survey form on the
Sourcing Portal.

@Downloading an
Excel file (survey
form) from the
Sourcing Portal and
then filling it out*.

*In some cases, answers to the Excel file are not required.

Sending

the survey
form

Supplier

@ Submitting the
completed survey
form on the
Sourcing Portal.

@2Sending the
completed Excel
file (survey form)
via instant
messaging®.

Conducting

the
subcontract
survey

LY Corporation

Conducting the
subcontract survey
based on the
completed survey
form.
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The following procedures are the same as those for
the supplier survey,
so look at the pages shown below:

« How to log in to the Sourcing Portal (P.9~10)

« How to join an event (P.12)




Logging in ) Conducting
Survey form Answerin
= to the Joining 9 Sending

How to answer the survey form (1/4)
_fmamens g @®O0pen the "My Response" tab and then answer the
s X questions in "1. LY_xx*_transaction survey form [For
1. EN_P1_Interview sheet N answers from partners]-"
*Depends on the project.

attachment _
. *5 hitps:/fworkers-hub.box.com/s/y55c8n47...

Please download the Excel file in your language from the Box
folder at the link above, then fill in your answers and submit NOTE
it to us by attaching the answered file to an Instant Message. — = —
*There will be further questions in the subsequent

answer form, so please answer them as well. *"Submit Response"” cannot be executed until you enter your

answers to all the required items (with a red asterisk "*").

*The alphanumeric code displayed to the left of each answer field is
~ 2.LY_P1_LY Transactional Survey Form [Form for supplier] _v1.0_OLD N

LY Corporation’s management ID.

Please answer the questions below.

[This form includes some items to be answered by LY Corporation's internal
management division. Therefore, please begin by answering the following
question:]

@Which of the following describe

+vaep [Douresspaerer v Be sure to select (@ Partner V¥ Depending on the nature of the case, additional procedures
company or individual". may be required.
®Ficase provide the name of the If requested by our company, please proceed with necessary actions such as
L2 | signing a memorandum of understanding. (For example: in cases where
< Enter your answer on the system. subcontracting occurs, or when work within our company is necessary)

[Project-Related Questions]

Import from Excel Save Submit Response
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How to answer the survey form (2/4)

3. FFFFR**Eorm to be answered by LY Corporation [Form for LY] ####****%

Please answer the questions below.

Attention: The following form will be answered by LY Corporation. No
response required by Suppliers.

Once you have completed entering your answers to the above form, please click
the "Submit Response" button at the bottom of the screen and then send it.

4. LY P1_HBEIREHRAE7 +—4 [LYEZEA] v1.1.0LD . N

Please answer the guestions below.

[F7 4 —LITlE. LINEVY 7—#OEBREMAHFEET 2BREELS TN
fedh, MBI TOERM I EEL 2E W] You do not

- need to
@Hirfoid. ORWMEIDRFEELFBEA. @QLINEY 7—1t, E55EH answer
TLIEE W,

*LY-2Eg  DHI5ISEOEFEIIIZEA ® v

(2)

Import from Excel Save Submit Response

@After you enter all your answers, click "Submit

Response."
*You can save your answers before finishing the entry by clicking "Save."

*After you execute "Submit Response," LY Corporation will start the survey. After
the survey has started, the answers cannot be changed unless absolutely

necessary. If you want to change them due to an unavoidable reason, follow the
instructions on the next page.

NOTE

« The following form will be answered by LY Corporation. No
response required by Suppliers.

 Send your answers by the due date displayed at "Event
end" at the top right of the answer form.

*If it is difficult for you to send your answers by the due date, inform LY
Corporation about it beforehand via instant messaging. (For information
on how to use instant messaging, see P.16.)

A ORET




Survey form

response

How to answer the survey form (3/4)

Logging in ) Conducting
to the Joining :1"5“9""9 Sending o
Sourcing an event Y, the{;:r;vey subcontract
Portal form survey
Event Info My Response
Attachments
= Forms

1. EN P1 Interview sheet

Please answer the questions below.

9 attachment

hitps:/fwarkers-hub.box.com/s/y55c8n47...

Please download the Excel file in your language from the Box
the link above, then fill in your answers and submit

*Example of Subcontractor Interview Sheet

Basic Contractor Survey Form (EN)
OP) F>—FOXERN - WEBRESABLTLET. BXBTONSTEMCEEL, SRR ZRERRCC DL EEl.

d we will conduct  survey to verify your requirements related to security and contracts.

In the process of
We appreciate your cooparation

Date of Respanse Entry.

Name of the Organization Performing the Contracted Tasks

Filed by (Aftiated Organzation, Name)

P

VMDD,

g o TG S e e T ]
R -
[

——
= -
T
information on servers or other Systems (in relation
IS
Es T =
e
7 |Development and Operation Of | Based on the mformatn security pakcy, are you | Pease saact.
[ 1nformation Security Risk imghementing measures ta reduce Security risks?
Management System
- e e
|and Improvement Regarding inspectians, intemal audits, extemal audits, ete.)

3From the URL shown in the "Attachment" field,
download the "Subcontractor Interview Sheet" and other
files, and then enter your answers in the Excel files you
downloaded.

*The content in the "Subcontractor Interview Sheet" and other files and the
number of questions will vary depending on the subcontract type.



nswering

How to answer the survey form (4/4)

Instant Messages

Search

Type new message

4

\_&/\ Attach files

®

0~

Having Technical Issues? Contacl sourcing.support@coupa.com

@Attach the completed "Subcontractor Interview Sheet"
to the "Attach files" section of the instant message.

® Click "Send Message."

*No message text is required when submitting the survey form.

Reference
If you would like to change or resend a survey form that you have already
completed,see

[For reference] Changing or resubmitting answers on the survey form
on P.15.

For information on how to use instant messaging,
see [For reference] Instant messaging on P.16.

NOTE

The email address shown above is different from our customer support

desk, so please do not contact us via this address.
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Contact information

If you have any questions,
please contact us using the following procedure.

*LY Corporation will respond to your inquiries. It may take a few business days to respond.

Before logging in to the Sourcing Portal

Contact LY Corporation at the email address provided in the invitation email you
received(see P.9).

After logging in to the Sourcing Portal
Contact LY Corporation via Coupa’s instant messaging function (see P.16).
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