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Supplier Activities in MyBuy / GEP Quantum Supplier Portal

The purpose of MyBuy / GEP Quantum Supplier Portal Guide is to showcase how Ecolab suppliers can
acknowledge Purchase Orders and submit Invoices using the GEP Quantum Supplier Portal. MyBuy / GEP
Quantum Supplier Portal is a FREE tool for managing and updating transactions easily between Ecolab
and our trusted suppliers.

Please navigate to section of the guide below for answers on how to use the GEP Quantum Supplier Portal:
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Registration and Signing into MyBuy / GEP
Quantum Supplier Portal
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Registration and Signing into MyBuy / GEP Quantum

Supplier Portal

After you as the Ecolab supplier have confirmed
your company’s point of contact for Ecolab
Purchase Order requests, instructions for
registering for MyBuy / GEP Quantum will be
emailed to the POC:

1. Supplier will receive an email
from NXXXE@gep.com with subject as
“Action Required: Ecolab procurement
registration for GEP Network ”

2. As a supplier, you will need to click on the
"Click Here" link to access the Business
Network and create your account

ECOLAB

ECOLAB

AUTOMATED NOTIFICATION

Dear

In order to engage in procurement activities with your company, Ecolab requires you to register on -- GEP Quantum. GEP Quantum is Ecolab's no
cost, end-to-end procurement, third party management and purchasing platform

Access the URL below to register on the GEP Business Network, and create your profile. Click Here

Note: Once your ID is established, you will need to log in to complete and submit the registration process

If you have questions, contact GEP Support: Phone: USA: +1 732 428 1578 / Asia: +81 22 61 372 148 / Europe: +42 022 59 86 501 / Email:
Support@gep.com

To ensure you receive email from support@gep.com, please add these email addresses to your safe sender list.
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Registration and Signing |nto MyBuy / GEP Quantum

Supplier Portal = e

u p p I e r O a ::.:...., Profles [ — | ECOLAB

3. Once you click to the Business f""""m

Network you will see the screen on top :

right | o i

4.Click "Review Profile"

5. You will be directed to your supplier -
9T sourcing  Contract  Purchasing  Invoice  Form Responses Q. search o006

profile page on the bottom right

Workbench / Edit Supplier Profile

6. Fill in all required information and Submit

7. You will be able to access orders sent to
your account by Ecolab through "Review -
Profile” going forward T

No invitation? Check spam, confirm the registered email,
then contact MyBuy support.

=

ECOLAB
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Retrieve Username and Password
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Retrieve Username and Password

In case you don’t have your username or

password:
1. Select either the Forgot password or '—'

Forgot Username on the GEP sign-in : ,

J J 9GEP 9GEP
page.
. . Need Help? | Forgot Usernzme. | Forgot Password Forgot Password Forgot Username

2. Enter Username or Email in the appropriate eemame

field and CIiCk Smeit. {Tnteremai\ ]

Next

3' You Wi” receive a pop-up message Click here to register as a supplier
indicating the next steps. o)

4. The username details or link to reset your
password will be emailed to the email
address on record for your supplier account. by stement + ot e sy sstement + s ot e

9GEPQUANTUM = 9GEPI| - 9GEPICLICK 9GEPQUANTUM « 9GEPI - & 9GEPICLICK
© Copyright GEP 2025 © Copyright GEP 2025
=d| P

Do not create a second supplier account to work around a
sign-in issue.

ECOLAB
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Add Additional User Profiles to Supplier Profiles
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Add Additional User Profiles to Supplier Profiles

Follow the steps below from the [
supplier homepage to add
S u p p I i e r CO n taCtS : Source Information (1) The Contact Information section allows you to update supplier contacts, define roles and designate any contact as primary to the supplier profile

~ Contact Information (1) D Invite Supplier | @ Add [ Delete

Transaction Type

Contact Information Contact Mapping
1 " O pe n S u p p I i e r P rOfi I e b u tto n ’ PeymentTems A Select 1T :‘r?:;;: *FirstName 7= | *LastName 7= *Emailld "= | Code M= Status T=  Designation =  PrimaryPl Save T | Invite T
then naVigate to the Contact setas Preferred Supaler O LO‘P RAK vJ test@gep.com CNT2025000000002  Registered
Information Section Relationship Information . .
2_ C||Ck +Add on the tOp rlg ht—hand ~ Contact Information (2) D, Invite Supplier @ Add [i] Delete

corner and fill in the required
information in the new row

The Contact Information section allows you to update supplier contacts, define roles and designate any contact as primary to the supplier profile

Contact Information Contact Mapping
3 " Save th e reCO rd a n d e m a I I A Select 7T :?;k;r: “First Name +T=  *LastName 4= +Emailld "= | Code = | Status {T=  Designation +T=  Primary Pl Save AT Invite 4T
MVBUV@G-COI?b.COm to Send the O LO;P RAK vl test@gep.com CNT202500000000:  Registered
system invitation - 9 Nonvied ok

4. Confirm the new user receives
the invitation and can access the
profile

Recommended roles: PO/order contact, Invoice/AR contact, and portal
administrator.
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Purchase Order Acknowledgement
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Purchase Order Email Notification

You will receive an email from
mybuycommunications@ecolab.com and the
Purchase Order Details will be attached as a W therere ol it o this s ity cickhretovion i e b

Click here to download pictures, To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Fi S
sm

Test Notification - Order; Order] for Test 5252018 (60000406) from ZRJETs for $ 4,00 is pending for acknowledgement

To Debna Vaz

Suppliers can acknowledge a PO in two ways:
through the email or through the GEP Portal. RERITEr.

This is a reminder to notify you that the Order: Order] for Test 5252018 (60000406) received from Ecolab of amount $ 4.00 is pending for acknowledgement. You
« The PO details will be attached in the form

can click here to log on to the application, review the details of the order and acknowledge the order.

Of a PDF flle Alternately, use the button below to acknowledge the order.
* You can acknowledge the PO by clicking Tk

on the Acknowledge button.

ECOLAB
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= e = B
To acknowledge an order in S (=
MyBuy / GEP Quantum
1. Log in to GEP Quantum
@ vinks & Document

2. Click "Review Profile"

3. Click on the Purchasing Tab

s e 2
Order Mamber Order Nave Cremnd By Cressed Om
10 b e
f =it e Acer Fo o g

Radew Drnafrras
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Purchase Order Acknowledgement

3. Click on the Order Name (in blue)
under the Document Name column.

4. Before you acknowledge the order,

be sure the Status Of the PO iS [0 16 | scoopred 6  Closed 5 open 3 cancelled 2
O pe n Q_ search T3 Managecelumns %/ Fifters | [ ExportData
[ | order Number U= Order Name 1= Created By¥ it= | CreatedOn 1= Supplier Name = | Supplier Contact 1= | currency 1= or Staws :‘i':;"r;""'
(m] o Order11 for REQ114 Aiden Doughman 07/30/2025 INSIGHT DIRECT USA Christine Mazomenos usD 14 Accepted View
O 8 Order11 for REQ115 ‘Aiden Doughman 07/25/2025 GRAINGER Customer Support usp 25 Cancelled View
(] MBP20250400616642 Order11 for REQ112 Aiden Doughman 04/21/2025 PROD Test-Aiden Aiden Doughman usD 1.0 Accepted View
a MBP20250400616617 Order11 for REQ111 Aiden Doughman 04/21/2025 PROD Test-Aiden Aiden Doughman usD 10 Accepted View
O MBP20250400613930 Order11 for Order11 for Pro Mach Aiden Doughman 04/11/2025 PRO MACH INC sherry Grall usD 14 Accepted View
O MBP20250300608019 Order11 for REQ19 - Copy - Copy - Aiden Doughman 03/25/2025 PROD MyBuy Test Aiden Doughman usp 55 Cancelled View
O  MBP20250300608017 Order11 for REQ19 - Copy - Copy - Aiden Doughman 03/25/2025 PROD MyBuy Test Aiden Doughman usD 10 Open View
0O  MBP20250300608016 Order11 for REQ19 - Copy - Copy - Aiden Doughman 03/25/2025 PROD MyBuy Test Aiden Doughman usD 10 Open View
[0  MBP20250300608013 Order11 for REQ19 - Copy- Copy ~ Aiden Doughman 03/25/2025 PROD MyBuy Test Aiden Doughman UsD 10 Open View
O MBP20241100555627 Order11 for REQ16 ‘Aiden Doughman 11/07/2024 AMAZON CAPITAL SERVICES, INC Michael Norman usD 15 Accepted View
« >
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Purchase Order Acknowledgement

5. The order will open with Sent to Supplier
status -

Workbench / Edit Purchase Order O Comments & Attachments Total Amount
Order11 for REQ19 - Copy - Copy - Copy - Copy EZZE3 usb

6. Review the details of the order under the
Line Details section.

7. Click Acknowledge Order on the bottom
right-hand corner if the details look correct.

8. After acknowledging, the order status will
change to Supplier Acknowledged.

ECOLAB
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Purchase Order Acknowledgement

9. On each Line item enter the Estimated €) confirmation x
Delivery Details

All the Open lines will be Accepted. Do you want to proceed with the action?

10. Acknowledge the order by clicking
Accepting Yes

ECOLAB


https://businessnetwork.gep.com/
https://businessnetwork.gep.com/

Purchase Order Acknowledgement

Workbench / Edit Purchase Order

Order11 for REQ114 )

11. After you acknowledge the order
the status will display as

Order Source Manual

Total Lines 1 Material
Acce pted

Arrival

Additional Information
ltems Delayed
ftems Returned

tems Pending Delivery

Total Amount

©) Comments & Attachments USD 143
Invoicing Payment
Transactional Information
1 Payment Terms 1040
4

Invoiced Amount
Payment Pending

Document Hierarchy

USD 177.16
UsD -34.38

View Details

e ||

ECOLAB
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PO Flip / Create Invoice
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Flip Purchase Order to Invoice

MyBuy / GEP Quantum provides
suppliers with a PO Flip process ECOLAB
that eaSin Creates inVOiceS from [E) Ppurchasing v El Sourceto Contract v $5J Invoice (%) Risk (2% supplier [} Analyiics Sy Administration v
acknowledged purchase orders in ¢ Pucese s openc
. Purchase Order
the supplier portal.

1. Click the Review Profile Tab —
|. Al 16 ‘ Accepted 6 Closed 5 Open 3 Cancelled 2

2. Click the Purchasing Tab Q search

Requisition Purchase Order Goods Receipt Return Note

3_ C“Ck on the Order that |S ready [~ Order Number = Order Name = | createdByv 1= | createdon w=

H H H O MBP20250700649989 Order11 for REQ114 Aiden Doughman 07/30/2025
for invoicing
O MBP20250700648368 Order11 for REQ115 Aiden Doughman 07/25/2025
1 H O MBP20250400616642 Order11 for REQ112 Aiden Doughman 04/21/2025
4. Click Create Invoice

More - Create Invoice

ECOLAB
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ECOLAB

Create Invoice

Enter the Total Amount of the invoice in
the Invoice Amount Box (Note: Please
include taxes and shipping in the Invoice
Amount Total.)

Enter the Invoice Number generated
from your invoice system in the Supplier
Invoice Number Box

Enter the Invoice Date in the Supplier
Invoice Date Box

(Optional) If you are submitting a credit
memo instead of an invoice, change the
invoice type from Standard to Credit in
the Invoice Type Box

~ Basic Details

* Indicates Required Fields

*Invoice Name

PO1 for Test

Invoice Creation Date
11/09/2025

Organization
Ecolab

Expected payment date

~ Supplier Details

* Indicates Required Fields

Order Location
Location LC.2025-845357

* Invoice Number
INV20250901930407

* Supplier Invoice Date (1)
B 11/09/2025

*Remit To Location

LC.2025-845357 : Location ..

Supplier Contact
SAK SAM

Region
North America

Order Location Address

street 1,noida,Delhi,india,2uj29

Remit To Address

street 1,noida,Delhi,India,2uj29

Supplier Email
vishnu jayaraj@gep.com

Invoice Received On

11/09/2025

‘Sub Region
United States

‘Supplier Phone No.

Currency

USD:US Dollar . USD

Supplier Name

V.J SUP PRD

Country

United Siates

Invoice Type
Standard

*Supplier Invoice Number
538973984

Order Number
MBP20251100686040

Company Code
US98 - Ecolab USA Inc

Purchase Type
Standard
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Create Invoice

v LINE DETAILS

8. Scroll down to the Line Details tab you .
can select / deselect a line item by clicking Line(3) R & « b
On the CheCkmark Line 11 Type 1l Item Number 1l Line Des... 1| Unit Price 1l Quantity
9. Select the line item related to the invoice o
. . Material Contract item 4 4545 1.000
and make any required changes to the unit s
price or quantity as needed <
10. Select Remit to Location from the drop- © SUPPLIER DETAILS

* Indicates mandatory fields

down menu

ECOLAB
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Create Invoice - Adding the Tax Rate

‘ Applicable for non-US suppliers. ’

On the line item section scroll right and find
the Taxes column:

1. Click on “Add Taxes” at each item
which opens the tax selection window

2. Type the VAT Tax% rate into the Tax Code
field and select the applicable one from
the drop-down

3. To confirm the tax rate applied click on the
Apply button

4. The VAT will be calculated for the selected
item automatically

5. Continue adding VAT as needed to each
item on the invoice

ECOLAB

Taxes LT =

Add Taxes

Add Taxes

a:
E

EE ES - Purchases G&S D...
EZ 0% non-EU reverse ch...
EC 21% local goods ES IV...
EP 21% local services ES I...
EH ES -Purchases Goods...
EO 10% local services IVA...

EL 21% local 59% non-de... ¥

CANCEL

APPLY
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Create Invoice - Adding Tax Charges

‘ Applicable for US suppliers. ’

On the line item section scroll right and find

the Other Charges column:  LineDetls N - [

1 . CIiCk On “Add,, at eaCh item WhiCh TSelem it | Line Number i+= : | Category it= | Demand Number .1 | Taxes i+= | Other Charges it = | Freight ir= | Line Total = :;T:
OpenS the Other Charges SeleCtlon 0 1 UNIFORMS - GENERAL AddTaxes [ 1.58 075 33.13 0.00 ‘
window

2. Select +Add Charge Other Charges ‘

3. Choose Charge Type as Other Charges |
Positive and Charge Basis as Amount Charge Type Charge Basis Enter Value Charge Total

O Other charges Positive Amount 1.58 +1.58

4. Enter the calculated Tax Amount and Save

5. Update the Invoice Amount

ECOLAB
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Create Invoice - Shipping Charge Addition

To add Shipping Charge or any Other Charge:

1. Click on the Add in the line details
section Add

2. When needed click the Add under other
charges to add multiple charge lines. Add

Other Charges

lines to complete the extra charges. Do not " tineetls e ] e 2 sy rou #
fo rg et to fi | I a | I th e m a n d ato ry fi e I d S i Guide for taxes and Other Charges - Click here for more Information
3 . Re m e m be r to u pd ate th e I nvo i ce Am o u nt A Select i+ | LineNumber i1= mber 4r= | Category tr= | DemandNumber .+ | Taxes .r= | Other Charges
N - O 1 SHORT TERM RENTALS - ... Add Taxes Add
after adding all additional charges. . SR . E——

ECOLAB
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Create Invoice - Upload Image / Copy of invoice

After adding all charges to the invoice in
MyBuy, ensure to upload a copy of the paper
invoice into the invoice in MyBuy:

1. Click on the Upload your Files in the
center of the screen

2. Click Browse to upload a copy of the
invoice

3. Once the image is uploaded, click on the
Done button.

ECOLAB
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Create Invoice - Submitting the Invoice

After adding all additional charges and a copy
of the paper invoice, the invoice is ready to be
sent to Ecolab:

1. Click Submit. A Confirmation screen
will appear.

2. Click YES

After closing the Success window, the Invoice
screen will update the submitted invoice to
Validation Pending status.

ECOLAB

Please confirm that you are processing [3] lines on this invoice

(V) SUCCESS!

Invoice Submitted to Buyer Successfully

NO

YES
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Create Credit Memo

A Credit Note or Credit Memo is a commercial document issued by a seller to a buyer. The seller usually
issues a credit memo for the same or lower amount than the invoice, and then repays the money to the
buyer or sets it off against a balance due from other transactions.

ECOLAB
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Create Credit Memo

To create a Credit Memo:

1. Click on the Invoice Number for
which you want to create a credit
memo.

2. Click on the 3 Action Dots on top
right hand corner and select
Create Credit Memo

ECOLAB

aaaaaaaaaaaaa
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Create Credit Memo

3. Enter your company’s Credit Memo 0 i P L ] |
Number in the Supplier Memo Number | |« , :

. Scanned Invoice [ ——
field.
4. Enter Credit Quantity or Credit Amount - - S, R =
on the line details B . e B mE O
5. Click Send to Processing to send the T

credit memo to Ecolab.

ECOLAB
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Check PO / Invoice Status
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Invoice and Order Status Definitions

Purchase Order Status:

« Sent by Buyer — Oder has been submitted to Supplier for
review and fulfillment

« Supplier Acknowledged — Order has been
acknowledged by Supplier and is ready to be invoiced.

Invoice Types:

* Full invoice — invoicing the full quantity of the purchase
order

« Partial invoice — invoicing for less than the Purchase
Order quantity

« Excess Invoice — invoicing for a quantity exceeding the
quantity listed in the purchase order. (Note: Ecolab does
not accept Excess Invoicing.

ECOLAB

Invoice Status:

Draft — Invoice was saved as a draft but hasn’t
been sent to Buyer yet

Ready to Pay - Invoice processed and sent for
payment

Paid — Invoice has been paid in full —
Remittance details shown in MyBuy invoice

Exception Resolution Pending — Invoice has
been submitted into MyBuy, waiting on buyer
approval

Matched — Invoices matches PO & receipt —
not yet sent for payment

Rejected — Invoice rejected by the buyer or
system
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Check Invoice Remittance Details

When an invoice is
Invoice 11 for Order11 for REQ1126 B - commenis SATRITENS | JSD 25,149.95 [(More ~ |
approved by Ecolab, the
H H H - w Payment and Delivery Details
status of the invoice will ®
- Credit Settlements * Indicates Required Fields

C h a n g e fro m Exce ptl o n Scanne d Invoice Ship To Ship To Address
R I t. USA-San Bernardino 531 E Central Ave, San Bernardino, California, United States, 92408

eso u I o n Feepaas Bill To Bill To Address Bill to email Bill To Phone

= *Supplier Details Ecolab Inc PO Box 64395, Saint Paul, Minnesota, United States, 55164-0395
Pending to Ready to Pay.

*Payment and Delivery Details Payment Terms

60D EOM+1
Remittance Details

 Toview remittance

details open invoice e e e e e — g e
and scroll to the bottom
under the Remittance )
Details section that

includes method of

~ Remittance Details

payment , currency and
amount paid.

ECOLAB
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Have any Questions?

For questions specific to Ecolab, Please email:

MyBuy@Ecolab.com (NA/EU/LATAM Process/Platform Questions)

MyBuyPayments@ecolab.com (NA/EU Payments)

Apargentina@nalco.com (LATAM Payments)

For Technical questions or issues experienced while using the MyBuy / GEP Quantum Supplier Portal,
Please email support@gep.com or call for support at the numbers below:

US: +1 732 428 1578

UK: +44 203 478 6123
Europe: +42 022 598 6501
Asia: +91 226 137 2148
Australia: +6 128 518 1914

ECOLAB
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