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Vendor Quick Start - New Vendors

Who Is This For?

Use this guide if you are a new Vendor invited by ATB to complete onboarding in the ATB
Ivalua Vendor Portal.

What You Need to Do
As a new Vendor, you may be required to:

e Complete your company profile
e Upload required documents and provide banking information (if applicable)
e Submit onboarding information through the portal

Why This Matters

The ATB Ivalua Vendor Portal is the platform ATB uses to manage contracts and Vendor
relationships. Completing the onboarding process is essential because it ensures:

e Security & Compliance: We partner to meet ATB's security and regulatory
standards, establishing a secure foundation for our business relationship.

e Payment Accuracy: Your current banking and tax information is on file, preventing
delays in processing invoices.

¢ Unified Communication: You have a primary channel for managing your
relationship and documents with ATB.

How to Get Started

Note: For a visual walkthrough of these steps, refer to the Onboarding Details (Reference)
section of this document, which includes screenshots of the portal interface.

Step 1. Access the ATB Ivalua Vendor Portal

e Open the ATB invitation email from ATB Ivalua <no-reply@ivalua.atb.com>
e Select the link to the Vendor Portal
e Log in using your email address and set your password (first-time users)

Step 2: Complete Your Company Profile

e Navigate to Company Profile in the General Info. Menu
e Review and complete all required sections
e Required fields are marked with an asterisk (*)
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e Click 'Start Onboarding' to submit your information

Key Sections to Complete

e Company Information: Payee Name (name on Invoice), Legal Name, Address
e Contacts: Confirm company contact information

e Documents: Upload required documentation

e Banking Information: Securely enter and submit banking details for payments

Need Help?

Onboarding Support

e Contact your ATB representative using the Conversation feature in the right-hand
panel in the Company Profile or the Notifications feature in the header bar

. -
Click on the Conversations ' icon in A O O smu ®

the right-hand panel to open the Search 2 O
Conversations panel.

1 a3
Conversations — | .,

Click on the + Start a new conversation
link at the bottom of the Conversations x
panel to begin a discussion.

N

No conversations yet

+ Start a new conversation
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Alternatively, click the Notifications E
icon in the header bar and select

Here you can view past conversations,

Messages to open the Message Center.

and/or select a conversation to continue.

o

Messages
Pending validations
Scheduled Tasks

Motifications

‘ivalua GeneralInfo. ~ Contracts
<

Click on a conversation to display it

Technical Support

e If you are experiencing technical difficulties or are unable to log in, contact ATB at

ivaluasupport@atb.com
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Onboarding Details (Reference)

Onboarding Steps

Step What You Need to Do Where to Go

atb.com

1 Log in to the ATB Ivalua Vendor Portal | ATB lIvalua Vendor Portal Login Page
using the link provided by ATB

valua,

Login -
© Fields marked by an asterisk * are mandatory
Welcome to the ATB Financial Procurement Portal IDENTIFICATION
Login*
Password*
» Login
At ATB Financial, we know our vendors are a big part of delivering outstanding experiences to Lost your password?
our clients. With this portal, we aim to deliver improved communication, greater visibility into
our collaboration, and increased operational efficiency for everyone involved. As a valued ATB
partner, you will be able to update your company's profile, manage contracts, and request
updates. This portal will save time in administration that can be spent deepening strategic
relationships, and co-creating innovative solutions to better enhance the communities we serve.
As the primary communication hub between ATB Financial and our vendors, this portal will lﬂ Help Desk ivaluasupport@atb.com
strengthen our partnership by providing a single, efficient platform for managing contracts, -
sharing information, and collaborating on strategic initiatives. f you require assistance, contact ATB's Ivalua Support, and a
ATE Financial member of our team will reply within 2 business days.
ivalua General Info. ~ Contracts A e NatalieB.  + @
~
< 9D % General Terms of Use Q. Search & 0O

You have to accept the terms and conditions in order to continue.

ATB is committed to observing the high standards of ethics, fairness and prudent business management. We
seek to engage vendors who share our values and are equally committed to such standards. To that extent, the
ATB Financial Vendor Code of Conduct sets out our principles and expectations for vendors with a view to
ensuring that their behavior aligns with ATB standards. ATB Vendors are expected to share ATB’s commitment
to ethics and integrity by observing the ATB Financial Vendor Code of Conduct or by adopting comparable
principles and standards

1 accept the terms and conditions

Acknowledge Print
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Step What You Need to Do Where to Go
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begin onboarding Info. Menu - Company Profile

3 Navigate to your Company Profile to Vendor Portal Home Page - General

General Info.  Contracts Natalie B. v
alua a NGO

< D9 Company Profile Q_ Search
Information Requests

Announcement Onboarding Progress My To-Do List
You have now logged onto our vendor portal. As a trusted vendor, this portal is your one
stop-shop for maintaining all aspects of your relationship with us. Registration
Onboard Pending

ATB is committed to observing the highest standards of ethics, fairess and prudent
business management. We seek to engage vendors who share our values and are equally There is no item

i inanci: Preparation . 5
committed to such standards. To that extent, the ATB Financial Vendor Code of P ) requiring your attention
Conduct sets out our principles and expectations for vendors with a view to ensuring Gather Information
that their behavior aligns with ATB standards. ATB Vendors are expected to share ATB's at the moment.

commitment to ethics and integrity by observing the ATB Financial Vendor Code of

Conduct or by adopting comparable principles and standards. oy iR

Review Information

If you encounter any issues, please reach out to your ATB contact for support. If you
require further assistance, contact our helpdesk directly at ivaluasupport@atb.com. e

v Onboard Complete

4 Review and complete required Company Profile = Company
company information Information

General Info. ~ Contracts A O @ rawies. -
< 9D w Company Info Global Insights (CANADA) Q Search =)
8 Save
© Fields marked by an asterisk * are mandatory x
Company Address Legal Information GST Exemption
Payee Name ®* Address Label ©® Legal Structure ®* Place Of Registration As an agent of the Crown
Global Insights . and a tax free Government
of Alberta entity, ATB
Legal Name* Floor Number Year Founded Financial and it
subsidiaries ATB
Investment Management
Operating As Room Number Business Number (BN) Inc., ATB Insurance

Advisors Inc., ATB
‘Securities Inc. are not

Website Address Line 10" DUNS® subject to Goods and
e Services Tax (GST),
Harmonized Sales Tax
Minority- and/or Women-owned Business Address Line 2 Does your organization have (HST), Provincial Sales
Enterprise (MWBE) Categories ® WCB coverage? Tax (PST) or Quebec Sales
- - Tax (QST). To ensure

Zip Code/Postal Code* ‘prompt payment of

Is your organization an Indigenous owned Invoices, do not include

iness?
business? @ City GST, HST, PST, or QST on
No o - ity the invoice. The GST
‘Exemption Number is
2407
Country* R124072513.
CANADA o -

®
®

)
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Where to Go

5 Upload required documents

Company Profile = Documents & Certs

jvalua  Generalinfo. Contracts
A

< O % Company Info Global Insights (CANADA)
Company Information
® Contacts
@ Fields marked by an asterisk * are mandatory
Documents & Certs.
¥ P2P Information
Keywords Status
Quliiivio - Archived Documents

View Parent's Documents

Legal Documents

Add Legal Documents

0 Record(s)
Climate Change Documents

Add Climate Change Documents

0 Record(s)

A A @ nuies - B

Search s O
8 save o
=
x

Mg e ocumers [T e

6 Enter banking information and
payment details (if applicable)

Company Profile - P2P Information

jvalua  Generalinfo. Contracts
g

< 9 %

Company Info Global Insights (CANADA)

i Company Information

Contacts

© Fields marked by an asterisk * are mandatory
Documents & Certs.

'™ P2P Information

Order Address Payment Address

Qualifications

v Use Company Information Address v Use Company Information Address

Banking Information
+ Add Banking Information

0 Record(s)

Payment Advice Contact

Contact Name

Email*

Phone Number

A O @ nuiee. - @
®

. Search =}

8 Save e

=
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Step What You Need to Do

7 Save your changes and submit
onboarding information

Where to Go

Click Start On-Boarding when all
information and documents are
complete

atb.com

Company Information
Contacts
Documents & Certs.

¥ P2P Information

Qualifications

Company Info Global Insights (CANADA / Québec / Montréal)

© Fields marked by an asterisk * are mandatory

Company
Payee Name ®*
Global Insights

Legal Name*
Global Insights Inc

Operating As

‘Website

Minority- and/or Women-owned Business
Enterprise (MWBE) Categories ©

Is your organization an Indigenous owned
business? ®

No o -

@ Save

Address

Address Label ®

Floor Number

Room Number

Address Line 1®*
5345 Chem. Queen Mary

Address Line 2

Zip Code/Postal Code*
H3X 1T9
City*
Montréal
Country*
CANADA o -

Q, Search =

Forward Start On-Boarding

3 )

Legal Information GS1
Exe}

Legal Structure ®* Place Of Registration aJ
Corporation o - As )
the CJ

Year Founded a !ax‘
Gove'
Alber
Business Number (BN) ATB
and it
subsi
DUNS ® ATB

Tnves

Does your organization have
WCB coverage?

- Advi

ATB

Inc.2

subje.

Servi
(GST
Harm
Sales

General Inf Cor i v
valua,  Generalinfa. 8 Contacts A O @ Naies. ®
®
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