STEP-BY-STEP PROCESS-GUIDE FOR TRM LEADER (TRML) APPROVAL OF RAQ
*A new TRM action-item in ProcessUnity*

Step 1: Clickon thelinkprovided in the ProcessUnity Notifier email to be redirected to ProcessUnity

Step 2: Click on ‘Risk Assessment’

INBOX (137)

Type  Notification

Today
0]

Yesterday
® Post RAQ Submission Process Complete - TLM31834283 - SLQ Gaps - RAQ - May 2020 Assess
\Z\' Post RAQ Submission Process Compl TLM31832981 - SLQ No Gaps - RAQ - May 2020 Assess

INBOX (137)

= v o [N

B3 Home Type Notification Object
Inbox (137) Today -
Search ®

B subjectAreas Yesterday

(O) Post RAQ Submission Process Complete - TLM31834283 - SLQ Gaps - RAQ - May 2020 Assess
® Post RAQ Submission Process Complete - TLM31832981 - SLQ No Gaps - RAQ - May 2020 Assess
\‘f_",' Post RAQ Submission Process Complete - TLM31833504 - TPQ Gaps - RAQ - May 2020 Assess
® Post RAQ Submission Process Complete - TLM31822930 - Barindar Test L2 - RAQ - May 2020 Assess

(

&

WORKSPACE
B Home

Inbox (137)

Status Fields

Overall TLM
Status

Search

RAQ Completion
Steps

B3 subject Areas
TLM Status

Pre-Contract Analyst

RAQ Name

B Risk Assessment
G1. TRM Leader Approval Required

B insights

D - RAQ

DD Collector
E Approval In Progress
B3 coera
B3 Termination
TP
B e D - RAQ
In Progress
B} Gaps Approval
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Step 5: Click on ‘view detail’

1. RAQS TO ACTION PSRN ArACENTS REIATEDITEMS  REPORTS  CHANGE LOG ®

& = [imscions]| [simn] ot vew et

evera, RAQ - M3y

aal

34890 - Sutherland & Jebkowski Debt Consultants

Y Run Time Fitters not Currently Set

Stat

RAQ Completion
Steps. RAQ Name

G1. TRM Leader Approval Required

Pre-Contract Analyst TLM Status

0. RAQ
Approval

TRM: Required TRM Leader Apgroval (TRM Actions)

0-RAQ

Approval Assessment Details

Third Party Name Third Party Risk Tier

Mo AXP Legal Entity Supported

Detailed Service Description

Step 6: Click on ‘print’

QUESTIONNAIRE

print

Questionnaire Summary

@ Questionnaire Response submitted by Pre-Contract Analyst 1 *** Test User;Chris.Rogers@ processunity.com 5/9/2020 6:37:31 AM.

Reference Materials
& AC 3. xlnx

D 4.x15x

;e

Questions

Section Answered /[ Total

r 4/4

Step 7: Oncethe ‘Print’ dialogue box appears, saveinLandscape layout and in pdf.format

e s @ s mE vove as ws -
Pages All -~

I Layout Landscape - I
More settings ~

Step 8: Naming convention for the saved file:
“3rd party Name_TLMID_SRF and IRA_MM.DD.YY” *

*MM.DD.YY should reflect the date on which you download the filefrom ProcessUnity

Step 9: Share with TRML for validation and approval via email.

Step 10: Oncethe TRM Leader’s approval email is received, save it in pdf. format usingthe bel owmentioned naming
convention.
“3rd party Name_TLMID_TRML RAQ Approval_MM.DD.YY”
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UPLOADING TRML APPROVAL IN ProcessUnity:

Step 11: Go backto your engagement (by following Steps 1 through4 above)

Step 12: Click on ‘ATTACHMENTS’

| m‘ ATTACHMENTS RELATED ITEMS REPORTS CHANGE LOG @

[trmactions | [admin | edit | viewdetsn

TLM31834890 - Sutherland & Jebkowski Debt Consultants - RAQ - May
2020
Stat Completion Steps
RAQ oo Review QA COERA
TLM Status :
D-RAQ (
Approval | TRM: Required TRM Leader Approval (TRM Actions)
1d
835966
0 - RAQ
Approval Assessment Details
Third Party Name Third Party Risk Tier
Sutherland & Jebkowski Debt Consultants Critical
AXP Legal Entity Supported
Assessment Type Assessment Period
RAQ 2020
IS Critical
Detailed Service Description
< . :ratee N

Step 13: Click on thetitle of yourengagement

DETAILS ~ ATTACHMENTS RELATED ITEMS REPORTS CHANGE LOG

TLM31834890 - Sutherland & Jebkowski Debt Consultants - RAQ - May 2020

No iterns to display

Step 14: Click on ‘SelectFile..." to selectyourfile and upload

REPORTS CHANGE LOG

RIACHNENTSY  ReLaTeD ITEMS

TLM31834890 - Sutherland & Jebkowski Debt Consultants -

RAQ - May 2020

Last Upload Date Remove

Link/Description Date Modified Remove
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Step 15: Oncethefilehasbeen uploaded, click on ‘done

DETAILS  ATTACHMENTS RELATED ITEMS REPORTS CHANGE LOG

TLM31834890 - Sutherland & Jebkowski Debt Consultants - RAQ - May 2020

File Name/Description Last Upload Date

85} : £/9/2020 9:37 AM

Step 16: Click on ‘DETAILS’

DETAILS ATTACHMENTS RELATED ITEMS REPORTS CHANGE LOG

TLM31834890 - Sutherland & Jebkowski Debt Consultants - RAQ - May 2020

File Name/Description Last Upload Date Remove

13"" Jehkowski Debt C ultants TLM318348 TRML BAQ Appro 5.3.20.p88'9/2020 9:37 AM @

Step 17: Click on ‘trmactions’

| DETALLS ATTACHMENTS RELATED ITEMS REPORTS CHANGE LOG

TELM31834890 - Sutherland & Jebkowski Debt Consultants - RAQ - May 2020

Completion Steps
RAQ o] Roview QA COERA

Step 18: Clickon TRM L rApproval’

[DETANS | ATTACHMENTS RELATED ITEMS REPORTS CHANGE LOG

TEM31834890 - Sutherland & Jebkowski Debt Consultants - RAQ

Completion Steps
RAQ (2] Review QA COERA
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Step 19: Selectthe uploaddate and click on ‘OK’ (select the date on which the TRML Approval is being uploaded in
ProcessUnity)

TRM LEADER APPROVAL o®

Select the TRM Leader who provided the approval along with the date the approval was granted. Also
provide the Business Unit Tactical contact

TRM Leader Approval Date®

5/9/2020

| << May v|2020 % B
May 2020 June 2020

. SunMonTueWedThu Fri Sat SunMonTueWedThu Fri Sat

1 2 1 2 3 4 5 L]
34567 e[ 7 e 9 10n 1213
10 11 12 13 14 15 16 14 15 16 17 18 19 20
17 18 19 20 21 22 23 21 22 23 28 25 26 27
24 25 26 27 22 29 30 28 29 30
3

Cancel

Step 20: BU Tactical Contact, TRM DD Collector and TLM DD Collector names are auto-populated —editif required
andclickon ‘OK’; if no edits are required, click on ‘OK’

TRM LEADER APPROVAL o®

Select the TRM Leader who provided the approval along with the date the approval was granted. Also
provide the Business Unit Tactical contact

TRM Leader Approval Date*
5/9/2020

[Business Unit Tactica

BU Tactical Contact *** Test Usergirisl ~ O

RM DD Collector*
Pre-Contract Analyst 1 *** Test UsenCl ~ O
TLM DD Collector®

Pre-Contract Analyst 1 *** Test UsenCl ~ O

m Cancel

Step 21: Confirm by clicking on ‘OK’

By performing this action the system will analyze all provided RAQ

assessment responses in conjunction with previously collected Due

Diligence items and scope in the appropriate items to be collected.
Are you sure you want to continue?

m Cancel

Once this is completed, ProcessUnity will generate a due-diligence work-order. This is basically a list of documents
that the TRM needs to collect from the 3" Party in furtherance of the TLM Assessment of the concerned
engagement. The TRM will be able to download this work-order and it will be emailed to the TRM via Outlook.
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