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A. General information

Purpose and scope

This document is intended for external suppliers working with JTI who have been invited to the
JTI Supplier Portal. It covers supplier self-service activities within the portal. Commercial,
contracting, and operational questions outside the portal should be directed to your JTI contact
as indicated on the Purchase Order.

This handbook explains how to access and use the JTI Supplier Portal, including initial onboarding
steps, maintaining supplier data, responding to JTI requests, and submitting queries through the

portal.

A.1 Portal capabilities (supplier self-service)

As a registered supplier, you can use the portal to:

Maintain and update your company profile information.

Complete required certifications and upload supporting company documents.
Submit offers when requested by your JTI contact.

Participate in JTI sourcing events and manage your responses.

Respond to questionnaires and information requests issued by JTI.

Raise and track invoice and payment-related queries.

A.2 Reference links

Use the links below to access JTI resources and the Supplier Portal:

JTI corporate website: https://www.jti.com/.

JTI Supplier Portal login page: https://ti-suppliers.ivalua.app.
JTI Supplier Standards (PDF): LINK.
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B. Frequently Asked Questions:

B.1.  Where to send my invoices?
For submitting invoices, continue to use the established channel. The process for invoice
submission has not changed.

B.2. |did notreceive JTI Supplier Portal invitation.

Please check your spam/junk folder and confirm your company email can receive messages
from no-reply-jti@ivalua.com. If you still cannot find the invitation, contact your JTI contact
person indicated on the Purchase Order to request that a new invitation is sent (suppliers cannot
self-register).

B.3. How canlrequestthe access to JTI Supplier Portal/SQT?

Access to the JTI Supplier Portal is provided by invitation only. Please contact your JTI contact
person indicated on the Purchase Order and ask them to initiate (or re-send) the invitation to
your correct email address.

B.4. I'mnotabletologinto Supplier Portal/SQT

Use the Lost your password option on the login page to reset your password. Also verify you
are using the same email address that received the invitation and that you have completed the
first-time password setup from the invitation email.

B.5. The link to Supplier Portal/SQT does not work

Try opening the portal in a different browser (or an incognito/private window) and ensure you are
using the official URL provided in the invitation email. If your company network blocks the site,
ask your IT team to allow access to. If the link is expired, request a new invitation from JTI
contact person indicated on the Purchase Order.

B.6. |needtoupdate mydata

Log in to the Supplier Portal and go to General Info > Company Profile. Select Request
Information Change, provide the reason, attach supporting documents (if required), update the
relevant fields (including Bank Data if applicable), then Save and Submit Changes.

B.7. Ineedtoraise aninvoice or payment related query,

Raise invoice/payment queries in the portal via Supplier Query > Create Query. Complete the
details, attach supporting documents if needed, then Save and Submit. To track or add
comments later, go to Supplier Query > Browse Queries and open the relevant item.

B.8. | have auditors who conduct Balance Reconciliation. What is the method for
them to contact JTI?

Auditors can be added as Supplier contacts via Self-Service under General Info — Company
Profile — Contacts. This access allows them to submit questions directly to JTI GBS. If they
are not assigned the Supplier Admin role, they will not have permission to request data
modifications. If the auditor cannot use Self-Service Portal, advise contacting your JTI
representative.
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C.Data Management

This section describes how to access your supplier profile in the JTI Supplier Portal, review
company and contact information, request updates to key data (including bank details), and
upload supporting documents and certifications.

C.1.  Supplier: Portal Login
Use the steps below to complete your first sign-in and access the JTI Supplier Portal.

For first-time access, you will receive an invitation email from no-reply-jti@ivalua.com. Follow
the email instructions to set your password and activate your account.
e Open the invitation email and select the password setup link to create your portal
password.

— Sender address: no-reply-jti@ivalua.com

Suppliers cannot self-register. Access is granted only via an invitation sent by JTI.

1. You will receive an email notification similar to the example below.

Dear Supplier Testing

Welcome to ATAI, the JTI Procurement portal, offering a dedicated collaborative tool supporting procurement activities.
Your login is the following : suppliertesting@testing,com

You first have to choose a password in order to access to the application on this page : Set password.
Then you could access this application on this page : Login.

Start guide for how to login and create password can be found here: Link.

For a smooth experience, we encourage our potential suppliers to use the ATAI platform.

Regards,

suppLERS “Let's Buy Smarter &

@ Spend Better Together”

2. Select the Password or URL link in the invitation email to open the password setup
page.
Password management

3. Enter a new password.
4. Re-enter the password in Confirm password.
5. Select Save to confirm.
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JTI Supplier Portal

Jr ) /\  English v @

Login

Welcome to ATAI JTI Supplier Portal IDENTIFICATION

Login*
A& supplier_test@mail.com
Password *
P sesccsseces Login

Lost your password?

In case of any issue with ATAI, please reach out to your regular
JTI contact

[Site mapl[Legal mentions]

6. Enter your Login name.
7. Enter your Password.
8. Select Login.

Use Lost your password on the login page to reset your password if needed.

Terms of Use for the ATAI Platform

9. Review the platform Terms of Use, select the acceptance checkbox, then select
Acknowledge.

a. Click Acknowledge

10.Review the GDPR notice, select the acceptance checkbox, then select
Acknowledge.

a. Click Acknowledge
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C.2. Display Company Information

After signing in, you can view your registered company details, documents, and questionnaires
under your company profile.

1. After signing in, you will land on your Supplier Homepage.

“| Generalinfo.  Sourcing  Supplier Query A O O swerconaat - (F)
¢

2. Open General Info.
Select Company Profile.

4. In the left navigation panel, open the relevant tab to view or manage your information
(examples below).

1. Company Information — company details as registered in the portal.

w

2. Contacts — supplier contacts and assigned JTI contacts.

3. Documents and Certs. — uploaded documents and certificates.

4. Bank Data — registered bank details.

5. Questionnaires — completion status and required actions.

6. Changes Requested /Log — submitted change requests and change history.
7. Certification Questionnaire — certification questions requiring response.

o T P

| ! o [ o | Request Information Change u °

Mabile Phone Ariba Metwork ID

Address Line 3

VAT registration number sapan: Tax Number 1 Japan: Tax Number 2 Pntel Code g

Japan: Tax Number 3 Japan: Tax Number 4 Tao number 5 Region ©

Postal Office Box

PO Box

To request updates to company information, bank data, certifications, or
questionnaires, use the relevant tab and follow the procedures in the next sections. The
Changes Requested / Log tab shows the status and history of submitted updates.
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C.3. Howtoreview supplier and JTI contacts?

Use the Contacts tab to review your supplier contacts and view the JT| contacts assigned to
your company. You can also add additional supplier contacts when needed.

1. From the Supplier Homepage, open General Info.
2. Select Company Profile.

n' 1 Sourcing  Supelier Quary A 0 @) suplerContactT +  (SDC_TEST3001) =

Company Profile

<29 bplier Portal Q Search

Information Reguests

Welcome to ATAI - the new Procurement platform from JTI! My to-do list Go to page

You now have access to the following functions:

+ SOURCING -> Submit offers when requested
+ SOURCING -» Manage replies to JT! sourcing events

+ GENERAL INFO -> Maintain your company information

+ GENERAL INFO -> Complete certification and upload company documents
+ SUPPLIER QUERY - For enguiries related to invoice and payment topics

Key information:

« When encount issue with ATAI, please reach out to your regular JT| contact

Thank you for your contribution and wish you a smooth experience!

&

“Let's Buy Smarter &
Spend Better Together”

3. In the left navigation panel, select Contacts.

IJ‘I’" GenerslInfo. Sourcing  Supplier Query A 0 € suwplerContactT.»  (SDC.TEST_3001) +

< 9 1 Company Info SDC_TEST_3001 (JAPAN / Tokyo) Q Search =3

. ==
i Company Information
CXE— -
Internal Contacts Client Contacts

B Documents & Certs.

™ Bank Data

+ Create Contact Select Existing Contact Contact ¢ Email s Last Name ¢  First Name
¥ Questionnaires
@ Change Log Contact Login @ Function Role Contact status Local CM_GSD_JT LOCAL CM _GSD_JT Local_CM_GSD_JT@jti.com Local CM_GSD_JT  Local CM_GSD_JT
Certification
. - Supplier admin * @ =
() Questionnaire 7 @ eRas o2 petive
g Supplier admin @ ~
7 0 EtneSwdler o upplier test@mailcom Active

®
@

The Contacts page typically includes two sections:
e Internal Contacts — your company (supplier) contacts.
e Client Contacts — JTI contacts assigned to your company.

4. Select Create Contact to add an additional internal (supplier) contact.

IJ’"II General Info. ~ Sourcing  Supplier Query A QO es«wlucwxn.- (SDC_TEST_3001) ~ @

< 9 % Company Info SDC_TEST_3001 (JAPAN / Tokyo) Q Search G
A o

Internal Contacts Client Contacts

o
G

Contact ¢ Email s Last Name ¢ First Name

Contich Login® Fowcticn | Hod Cot st Local_CM_GSD_IT LOCAL CM_GSD_IT  Local_CM_GSD_IT@jticom Local CM_GSD_JT  Local CM_GSD_IT
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5. Enter the required contact details.
6. Select Save.

'J’l"l seneral Info.  Sourcing  Supplier Query A O 95-4ppiic1Cantx(T,~ (SDC_TEST_3001) » @

< 9 o Company Info SDC_TEST_3001 (JAPAN / Tokyo) Q sean 8 ©
p Supplier Contact Management 8 mXx .
A
Company Informatior
[ o
Internal Contacts
8 o Login Information
Identity
"
+ Croate Contact Title First Name* Last Name® Last Name 2 FirstName
O
@ Oong Contact ’ Local CM_GSDIT  Local CM_GSD_IT
B e Contact without email address? Email ©* Function ® Belonging Department @
Certfcat o No e 5
Questionnain 7 @ sha -
List of languages *
’ English o -
Phone Photo

Phone © = Adda picture

9/17

Supplier’s portal - handbook



D. Raising queries

This section explains how to submit and track finance-related queries (invoice and payment
topics) through the JTI Supplier Portal. It also clarifies which topics should be directed to your
JTI contact instead of being raised in the portal.

D.1. Howto create queries via JTI Supplier Portal?

D.1 Overview

Use this procedure to create a query for invoice and payment topics and submit it to JTI GBS via
the portal.

Do not use the Supplier Portal to submit invoices. Invoices must be sent via the
invoicing channel specified by JTI (as per your Purchase Order or local instructions).

Queries that are not related to invoice or payment topics (for example,
purchasing/procurement topics) should be raised to GBS Purchasing team, as indicated on the
Purchase Order.

1. On the Supplier Homepage, open Supplier Query.
2. Select Create Query.

K II General Info.  Seurcing E 1 A Q e Supplier Contact T. »  (SDC_TEST_3001_2) @

Browse Queries
R

< D i JTI Sup)
—— [

Welcome to ATAI - the new Procurement platform from JTI My to-do list Go to page

- SOURCING
- SOURCING
RAL INFO
RAL INFO ->

Let

“Lel’s Buy Smarter &
E Spend Better Together”

3. Complete the required fields in the query form (general information and query details).
4. Select Save.
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I Ir' I General Info. Sourcing  Supplier Query

< D v Create Query
«©
4

General Information

| General Information

This functionality is restricted to Payment and Invoice related questions for some selected JTI companies only.
Please do not send Invoices or contact us in procurement related questions.

Your JTI contact is visible in Company Info. -> Company Profile -> Contacts.

Query Type*

Invoice/Payment Status 9 -
Supplier Name*

SDC_TEST_3001 o -

Please select JTI Company 3*
1279 - T Int (Philippines) .
Invoiced Country”
PHILIPPINES o -
Title *
Status of Invoice 1234567 en

Query Description*
Hi, | would like to request the status of payment for invoice 123456 sent last September 17, 2024, Thank you!

Attachment @
@ & Click or Drag to add files

Note: You can attach supporting documents to your query (for example, invoice copy, proof of
delivery, or payment remittance details).

5. Select Submit.

J‘l’l Generallnfo.  Sourcing  Supplier Query fal 9 Supplier Contact T, = @ -
{ 9D ¥ Create Query Q, Search a8
General Information
@ Fields marked by an asterisk * are mandatory x
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D.2. How to check status / update on Queries?
D.2 Overview

Use Browse Queries to view all queries you have submitted, check their current status, and
add comments or supporting information when needed.

1. On the Supplier Homepage, open Supplier Query.
2. Select Browse Queries.

I I 'l I Generalinfo.  Sourcing | Supplier Query

A QO 9 Supplier Contact T. »  (SDC_TEST_3001) = ®

Browse Queries

< 9 o JT1 Supp! Q search (6]
Create Query
Welcome to ATAI - the new Procurement platform from JTI! My to-do list Goto page

You now have access to the following functions:
+ SOURCING -> Submit offers when requested
= SOURCING -> Manage replies to JTI sourcing events
+ GENERAL INFO -> Maintain your company information
+ GENERAL INFO -> Complete certification and upload company documents
= SUPPLIER QUERY -> For enquiries related to invoice and payment topics
Key information:
= When encountering any issue with ATAL please reach out to your regular JTI contact

Thank you for your contribution and wish you a smaath experience!

“Let’s Buy Smarter &

3. Your submitted queries will be listed, including their Status.
4. To add information or comments, open the relevant query and select Edit.
5. Review the comment history, add your update, then select Save.

IJI" GeneralInfo.  Sourcing  Supplier Guery A QO ehnpliarcnn(amT.v (SDC_TEST_3001) = @
< " 1 Browse Queries Q Search @
+ Create Query
Keywords
-
Supplier Name SAP Supplier Number Query Type Please select JT| Company  Query ID
0 Record(s)

Note: JTI responses are displayed in the query’s comment history.

Sample comment history:

Attachment
55212136551 pdf

Comment History
Commented By & Comment Details % Commented On &
Jane Doe Query resolved, 20/10/2022
Angie Koay Payment will be made to the Bank Information on the Supplier Portal. 20/10/2022
Jane Doe Please confirm payment will be made to our updated Bank Account. 20/10/2022
Angie Koay Payment of Invoice Number 521212655 1will take place on 19/04/2021 (payments terms 45 days) 19/10/2022
Loriebeth Lor Please assign to GBP AP. 19/10/2022
5 Record(s) 2
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E. Maintain Company Information

This section explains how to request updates to your company profile in the JTI Supplier Portal
(for example, address details, legal entity information, and bank data) and how to upload
required registration documents and certificates.

E.1.  Modify supplier information

Use this procedure to submit a change request for your company profile details. Depending on
the field being changed (for example, bank details or supplier name), supporting documents
may be required and the change may be subject to JTI review before it is applied.

1. After signing in, you will land on your Supplier Homepage.

< D O JT1 Supplier Portal

My Open Scheduled Task List

2. If JTI has triggered a pending action, it will appear in My to-do list and the bell icon will
show a notification.

3. Go to General Information
4. Select Company Profile on the drop-down list.
5. On the Company Profile page, select Request Information Change.

ik A0 O s ®
3
< 'D il 1y Info SDC_TEST_3001 (JAPAN / Tokyo) Search - ©)
Information Requests
! o

| i Company Information

= ) Company Address

I

- . Official registration name (& DUNS () SIC Code () Ecovadis number () Address Label [

- SDC_TEST_3001

- Narne 1 in latin characters @ Email House Number

@ Change Log SDC_TEST_3001

. Certificat Telephone Mabile Phone Ariba Network 1D Address Line 1 &

- e tokyo
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6. Enter the reason for the requested change.
7. Attach supporting documents (if required).

You may access the guide on supporting documents on:
Sensitive Field Change Guide Document Link (JTI only)

8. Update the fields in the Company Information tab that require changes.

f JT'I Generalinfe.  Sowrcing  Supplier Query A o® e Supplier Contact T. = @
<

b0 IR 3 Company Change Request SDC_TEST_3001 (JAPAN / Tokya) Q, Search 8 @

»

| + Return to Homepage Submit changes Cancel change request o

i
L4
Reason for Change Request Company Address
©
o Reason for change request” Official registration name (©)° DUNS & SIC Code (&) Ecovadis number (5 Address La
Update of email address S0C_TEST_3001
5
Name 1 in latin characters (D Email Haouse N
s
SOC_TEST 3001 7| testatectcom
Sensitive Fleld Change Guide Document
ink (| JT1 only} Telephone Mobile Fhone Ariba Network ID Address LI
Change Request Document Attachment tokyo
6| & & ClickorDragtoadd fles Address Li
Tax information
Registered for VAT?* Address Li
() Yes (& Mo

Fields marked with * are mandatory. If a mandatory field is missing, the system will
display an error.

I]’I’l Generallnfo.  Sourcing  Suppller Query A 00 O swoercomaat . (F)

£ D % Company Change Request SDC_TEST_3001 (JAPAN / Tokyo) Q, Search & &
»
o ] o e s o .
E
-
Reason for Change Request Company Address
@
- Reason for change request® Official registration name @ DUNS @ SIC Code @ Ecovadis nurmber (D Adiress La
Update of email address SDC TEST 3001 .
Mame 1 in latin characters &* [Email House Nuny
£
test@test.com
. .
Ik (IT) o) e e Document Name 1 in lstin characters must have a value Address Lir
Change Request Document Attachment Telephane Mobile Phone Ariba Network ID tokyo
® @ Clickor Drag to add files Address L

Tax information
Address Lir
Registered for VAT?*

O Yes @ Mo

Postal Cadh

9. For Bank Data change, you may move on to the Bank Data Tab:
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https://www.jti.com/sites/default/files/default/files/global-files/documents/supplier/Supporting%20documents.doc

f J'l'l 1 General Info.  Sourcing  Supplier Query VN Q‘ e Supplier Contact T. = @

< 9 o Company Change Request SDC_TEST_3001 (JAPAN / Tokyo) Q, Search = O

Banking Information

0 Record|s)

10.To review the history of your requests, open the Changes Requested tab.

f J'l'll General Info. Sourcing  Supplier Qusry A O 9 Supplier Contact T, = ®

{ O Company Change Request SDC_TEST_3001 (JAPAN / Tokyo) Q, Search 8 @

oneumtorionesses | @ [ Swrtciongss | Coce cange s °

ank Data
]
[ Changes Requested g Ozl

11.When you have finished updating the information, select Save.

Supporting documents are required for bank detail changes and supplier name changes.

e After you have saved the changes and attached supporting documents, you can proceed
with submission.

e Select Submit Changes to send your request. If you need to stop the request, select
Cancel change request.

f l I ] 1 General Info.  Sourcing  Supplier Query A o° e Supplier Contact T, = @
< O Company Change Request SDC_TEST_3001 (JAPAN / Tokyo) 10 11 Q Search s &
«
o e o
W Bank Data
Reason for Change Request Company
& Changes Requested
Reason for change request” Official registration name (0 DUNS @ SIC Code @ Ecovadis number &
Update of email address SDC_TEST_3001
Name 1 in latin characters ©* Email
Ed
SDC TEST 3001 test@test.oom

Sensitive Field Change Guide Document
Link {JT1 only] Telephone Mobile Phane Ariba Network 1D

12. Monitor your email for notifications confirming completion of the change, or requests for
additional information.
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E.2.

E.2 Overview

How to upload documents in JTI Supplier Portal?

Use this procedure to upload compliance documents, registration documents, and certificates to

your company profile.

1. From the Supplier Homepage, open General Information.

2. Select Company Profile.

K JTi 11 Sauring  Supplier Query
< 23 D|Jlier Portal

mfarmetion Arquests

Welcome to ATAI - the new Procurement platform from JTI!

A 07 O swlierconaeT - ()

Sl

My to-do list

1 dacuments
payimenl Lapics

uithh ATA ploass rsch out to your regular 111 contact

o) 3 smoath exparlance!

3. In the left navigation panel, open the Documents and Certs. tab.
4. Select Add compliance documents to upload required compliance documentation.

= Those documents should be related to the: Company Standards, Tobacco
Licenses, Local Procedures, Certificates on supplier’s process quality and ISO.

5. Select Add supplier documents to upload supplier registration documents.

= Those documents should be related with documents that confirm supplier’'s

registration: Vendor Information Form, Business Registration, Tax Certificate, and
Bank Documents.

CUFCIng Suppber Guery

P 9 Supplier Contact T. = @

Company Info SDC_TEST_3001 (JAPAN / Tokya) —

Adel Complianca mquired documants 4

@ Reecordis)

Supplier documents

Add Supgpllar docsments 5

6. Select the appropriate Document Type.
7. Enter the Document Name.
8. Enter the Begin Date.
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9. Enter the Expiration Date (if applicable).
10. If documents have no expiration date this field can be left as blank.
11.Select Click or Drag to add a file and upload your document.

']’]‘i fn  Sowcg  Suppher Query A O O swiwcoat (@)

D Company Info SDC_TEST_3001 (JAPAN / Tokyo) ¢ -~
Edit document : Supplier documents s | X
o
i »
= =3
P L
Ke
B Docum i Description
L Document Type* 6 Status
* “ Supplier documents / Supplier Document @ = Draft
. Compliat
Document Name 7 Begin Date” 8
Tax Certificate en = 9/4/2024
22 Document” 10 Expiration Date 9
(o] # Click or Drag to add a file 2 9/4/2025
0 Recor 5
@] Test Document Uplosddocx @ (&
S Tink (o external document
Suppiler

Document's owner

12.When the upload is complete, select Save.

[ rl'l ane Sourcing  Supplier Query A QO e Supplier Contact T, = @

< SO I + 4 Company Info SDC_TEST_3001 (JAPAN / Tokyo) Sea 8
Edit document : Supplier documents 1 8 mX
L]
»
e o =
B Documents & Cert fovmardy Description
® Document Type* Status
° : Supplier documents / Supplier Document @ +  Draft
5 e Compliar

Document Name Begin Date*

13. After saving, the document status will show Approval in progress until it is reviewed by
the relevant JTI approver.

) ]‘l ] | Genenlino.  Souring  Supplier Query A 0 O swieconaty (%)
< O o Company Info SDC_TEST_3001 (JAPAN / Tokyo) Q Search = ®
«
= .
i Company Information
I Contacts
& Note that at least one warning exists on this object. Click here to review it x
B Documents & Certs.
™ Bank Data
Keywords Status
& Questionnaires - Archived Documents SIS Reset
@ Change Log
Certification Compliance required documents
0 Questionnaire
Add Compliance required documents
0 Recordis)

Supplier documents

Add Supplier documents
At Document Type 4 Document Name 4 Begin Date & Expiration Date & Owner
Approval in progress
' &) Test Document Upload doc D Supplier Document Tax Certificate 9/4/2024 9/4/2025 Supplier Contact Testing -]

1 Recordis) o

If you need to remove a document, use the Archive option.
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