TENNECO 1.082_Supplier_C-Folder_Upload_by_Supplier
Transaction Instruction

Purpose

Suppliers use this procedure to upload documents to their TITAN Supplier Collaborative c-folder.

Prerequisites

. Access to the TITAN system (active user ID and password)
) The supplier's collaborative c-folder must be created and authorization to it given to you by
Tenneco

Trigger

. Direction from Tenneco to upload specific required documents.
. Maintenance if current valid documents (quality certificates and minority certificates) is required.

Requirements

For each supplier's manufacturing location, Tenneco requires the following documents to be
completed by the supplier and maintained within the appropriate collaboration folder (c-folder).

. Quality Certificates (Example: TS16949 / ISO)
. Minority Certificate
) Special Processes Self Assessments as shown below
C01-9 (Heat Treat Process):
CQI-11 [Plating Process):
CQI-12 (Coating Process)
CO-15 (Welding Process):

) Other documents as listed in the c-folder template are to be uploaded as requested.
Menu Path
Use the following menu path(s) to begin this task:

. Open the internet browser Internet Explorer
. go to https://tsp.tenneco.com

Helpful Hints

) Store the above mentioned URL in your favorite folder (in the browser)

. Never use your internet browser's back button to go back a screen. TITAN provides its own
back buttons such as "back to initial screen." At times you may do so by clicking and holding the
Control key while pressing the letter "n" key.

o & NOTE: If you are unable to upload documents to your supplier c-folder you
could have one of the following five issues causing this

1.  You must be using Internet Explorer 8 or higher as your internet browser. If you are not
using Internet Explorer as your browser, please log off and open www.tsp.tenneco.com using that
browser and try again.
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2. If you see many lines of text when you click on the cFolders link, you may need to scroll down
to the bottom of this text to “accept” the agreement mentioned there. Once you “accept” this agreement
once, you will not be required to accept it again.

3. You may have to open the page by clicking on the “Expand Tray” icon which is location in the

far right corner and appears as shown here > i .

4. If you see the word “Empty” in the area where the c-folder should be, please send an email to
titan.support@tenneco.com and this will be corrected.

5. Do you have the Java application (JAVA 1.4.2 or higher is the system requirement) that is
required on your computer (all system requirement for TITAN on listed on the log-on page)?

To check to see if this is true, please perform the following steps after logging into TITAN:

Step #1: Click tab.

Step #2: Click on — you may have to use the scroll button to scroll so t hat you
can see this selection.

Step #3: Scroll to the right and click on “

Check my local installation {recommended)

Step #4: Scroll down and click on the link

Step #5

n
A) Under Test 1, click on —ml . If you do not see the button, your browser does not support
Java at all. For a list of possible reasons, see the troubleshooting section 1 by scrolling down.

Button
B) Under Test 2, click on —J . If you see the button, your browser is ready to use the c-
folders plug-in. If you do not see it, see the troubleshooting section by scrolling down.

C) To exit this area, press the B3tk putton in TITAN. Do not use your browser’s back button
Log-on Issues

. If you forget your user ID, please contact your Tenneco Buyer.

) If you forget your password, you can reset it by clicking on the “Forgot your password” link on the
log-on screen. If your account becomes locked or you are unable to reset your password via this
link, please click on the Supplier Log-on Help link on the log in screen for further instructions.
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Procedure

1. Use the following menu path(s) to begin this task:

. Open Internet Explorer as your browser
Go to https://tsp.tenneco.com and enter your user ID and password and click Logon.

€y
If you have log on issues, please refer to the Log on issues section in this

document.
H Tenneco Supplier Portal ; : . |m
| |Sa&rch] Advanced S=anch
2 L

—SupphyWEB— cFoiders Manuals & Guidefines

:Change My Pessword

TITAN ReporisiTraming Tenneco Cognq

Portal Favorites IE DAF‘.C‘.HIUED TENNECD NEWS

G eMPRRE FREQUENTLY ASKED QUESTIONS
D TITAN FREQUENTLY ASKED QUESTIONS

BROADCAST MESSAGE (click here) - APRIL 23, 2015
412302018

NEW PPAP REQUIREMENT - APQP TRACKER

BROADCAST MESSAGE - OCTOBER & 2014

REQUIREMENT TO REPORT ON CONFLICT MINERALS IN PRAP

2. Click == in the menu bar on top of the screen to navigate to the collaborations folder(s).

PLEASE NOTE: If you are unable to upload to the c-folder, please see the helpful hints section
located at the beginning of this document.
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TSP

Tenneco Supplier Portal

i |Search| Advanced o

Home SupplyWEB cFolders Manusls & Guidelines: Change Wy Password TITAN ReporisTraining Tenneco Cognos Reporis

3 § Collaborative Scenarios | Competiive Scenarios | Standards | Mestings | Received Notifications | Sent Notifications | Status Management |

Collaborative Scenarios

el
Portal Favorites @ Collaborative Scenarios
SAP - Copyrights and Trademarks
. . . Collaborafive Scenarios
3. Click Collaborative Scenarios tab control i

Note: The first time you go to the c-folder area, you will be required to accept a notice. Please
scroll down to the bottom of the notice and click “Accept”.

Note: If you get a log on screen, please click log on without entering any user ID or password
(leave these areas as they are). If that does not take you into the c-folder, please see the helpful
hints section of this document for further instructions. If that does not allow you access, please
contact one of the persons in the Supplier Registration section on the “Contact Us” tab which is
located under the Manuals & Guidelines shown below.

Change My Password TITAN
PPAP Guidelnes | RFQ Guideines | Live Auction Guidelnes | Training Documents | Contact Us

Manuals |

4. Click on the name of the c-folder displayed on your screen.

Q If your company has more than one manufacturing location supplying Tenneco, you may
see more than one folder. In this case click on the folder that has the appropirate city, region and
country as part of the name. You may need to open each folder to see the entire name of them.

Collaborative Scenarios

mySAP PLM

cFolders

Zel

'ﬂﬂ-:arw - Cotiage Grove. MN -

5 — BT 405748

=il

Folder 405

Current Path:

Folder

To save any
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5. Below the selected c-folder is a structure with several folders. Expand the listing by clicking on
the ¥ next to folder containing your business partner number.

Example: B@M

mySAP PLM

cFolders

=la]
” Folder 405748
any - Cottage Grove. MN -

?ﬁlﬁ Current Path: -p:am.r - Cottage G.._ = 405748
6 ——» B[ Cottage Grove MN_- USA Folder

To save any changes made, click Save.

Name | 405743
Subscribe Il
6. Click on the ¥ next to the folder which identifies the city and state of the manufacturing location.

L Cottage Grove, MN. - USA

Example:

mySAP PLM

cFolders

Home Refresh

Search Favoritd]

e
%‘ Folder 405748
any - Cottage Grove. MN -...
< 105748 Current Path: any - Cottage G... > 405748
<[ Cottage Grove. MN. - USA Folder

Assessment Document

B s To save any changes made, click Save.
_Cenormance neporns

El Trip Reports
) Customer Directed Documentation Name @Sma
U Tax ID Form/Remittance Detail Form Subscribe |£| ]

7 ) Quality Certificates Categorization No Category Selected «
DMME&' Authorization | Administration
[ Contract Information :

| Logistics Information |Authan"zaﬁons||Notjﬁcati0ns||}\ssign Status Pmﬁle”AdtﬁtiunaJ Functions ‘||Cancel|
[ Tenneco Plants Supplied
L) Supplier Contact Infarmation To create folder objects, select the appropriate folder and then Create.
7. Select the appropriate folder which corresponds with the type of document you need to upload

e Click Ij_ Quality Certificates  |ink if you are uploading quality certificate(s).
o  Click T Minority Certificates ik if you are uploading a minority certificate.
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Click Classessment Document link if you are uploading a special process self

[ )
assessment
waSaved
Select hd
on No Category Selected
n | Administration

orizations||Notifications||Revoke Assignment]|Additional Functions .|Cancel|

ar objects, select the appropnate folder and then Creatfe.

1ts |CreateHEopy}{Copy-as-Bookmark} {==~r=|{Delete]

Current Version Read Status |{Ihanged by |{Zhanged on
8. Click Er2aLe to start the upload of the appropriate document.

1

Collaboration on the Web

Favorites Settings Help Logout

Create Object
Mavigation:  Folder Overview

Help

Current Path: -3_ar1\,r - Cottage G > 405748 > Cottage Grove, MN_- USA > Minority Certificates > Create Object

What do you want to create?

ClFolder A folder is used to structure the collaboration and is also a container for storing objects.

@Bookmark A bookmark can be linked to any Web site.

@BDiscussion  |A discussion is a communication forum abaut a collaboration, a faldar o a folder object.

9 —EDocument A document can contain any file in different versions.

Milote A note is for adding a short descriptive text and can have versions.

9. Choose MDocument
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Collaboration on the Web

Favorites Settings Help Logout

Create Document Help.

Navigation:  Folder Oveniew

Current Path: -Danv - Cottage G___ > 405748 > Cottage Grove. MN. - USA > Minority Cerificates > Create
Document

Create Document

Enter the name and a description. Decide whether or not you want to upload a local file now or later. Then choose Next.

Name | New Document &
Description .
Subscribe [l

@ |lalnad | aeal Fila

10. As required, in the "Name" field replace "New Document" with the type of document you are
uploading

MNavigation:  Faolder Overiew
Current Path: -parw - Cottage G... > 405748 > Cottage Grove. MMN. - USA > Minority Certificates > Create

Document
Create Document
Enter the name and a description. Decide whether or not you want to upload a local file now or later. Then choose Next.
Name | 5ample Document [
Description a

PGP Documents I | You are only allowed to use PGP files in this document.

@ Upload Local File
) Create File Later

11— JE [Cancell

11.  Click RIS
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Collaboration on the Web

Favorites  Settings Help Logout

Create Version

Mavigation:  Version Overview

Current Path: -:an\r' - Cottage G... > 405748 > Cottage Grove, MN. - USA = Minonty Certificates > Sample
Document = Create Version

To select the required file, choose Browse and then Save.

Browse...

12.  Click | Browss.. |

@ Choose File fo._l.lpmﬂﬁ—_r ———

Organize » Mew folder B 9
M 2 Favorites - Mame : Date modified Type
|
13 = Desktop E 1508000-2008 Certificate 2010-2015.pdf 5/26/2015 3:54 PM  Adobe Acrobat D...
1 Downloads

lf-:‘ﬂ Recent Places

= Libraries
E‘] Documents

J! Music

|

L] Computer |
&, 0sDisk (C)

L groups (Namerlye = 4 | I v |!

File name: hd [A" Files (*.") ‘l

| Open |v| | Concel |

A
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13. Click on the appropriate document

Example: 1509000-2008 Certificate 2010-2015.pdf

(& open T & [P—

@uv| . » ATemporary Folder

i Organize = New folder

W Favorites

Date modified

Type

B Desktop |@ 1508000-2008 Certificate 2010-2015.pdf

5/26/2015 3:54 PM

Adobe Acrobat D...

4 Downloads

oz
£l Recent Places

| | Libraries

%] Documents

J‘r Music

[ Pictures -

B videos

u Computer
&, 0SDisk (C:)

L groups (Viamerye = 4 |

i

File name: 1509000-2008 Certificate 2010-2015.pdf

- IALt Files

l Open

14, ool 1]

15. Click - to store your document in the c-folder. You will then see a link to the document you

just uploaded in the "Current Version" column.

14

8 Business Rule RULE — 1.082: Deletion of existing documents: Suppliers are not able

to delete existing documents within the C-Folders
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16.

17.

il ———

)

~EHERIS09000-2008 Certificate 2010-2016 pdf

Status New/Saved

New Status Select -
Categorization Mo Category Selected ~
Authorization | Administration

|Auth0-r|'zat'| ons” Notiﬁcatiuns”Revake AssTgnment”Additional Functions 4||Cancel|

To create folder objects. select the appropriate folder and then Create.

Folder Contents |13reate||130|3y||00|33.r as Bcokmark||i33:~i-?-| Delete None
_ |Namea Current Version élﬂjfsmlus !Changed by|Changed on

IS09000-2008 Certificate ! 0512612015 ‘
2010-2015 pef (82KB e Saved Tylec Roeher |- e ok

Document l

Click on the document you just uploaded in the Name column.

Example: FEIS09000-2008 Certificate 2010-2016.pdf

Q Business Rule RULE — 1.082: Notifying Tenneo of the upload: The required documents
to be maintained within the C Folders support reporting requirements within Tenneco. It is
CRITICAL that you complete steps 16 thru 21 for each document you upload to the c-folder.
These steps communicate to Tenneco that you have uploaded a required document.

Document /S09000-2008 Certificate 2010-2016.pdf Help.

Mavigation:  Folder Overview

Current Path- -parw - Cottage G > 405748 > Cottage Grove. MN_ - USA = Minority Certificates = 15090002008

Certifica...

Document

Choose Save to save changes made to the name or description (or alias if available).

Name [ 1509000-2008 Ceriificate 2010-2016.pdf| *

Subscribe  [IT]
Write Lock ]

Status New/Saved

New Status Select -

Authorization Select

17} bmitted
|Authﬂﬁzatjons||Notiﬁcations||Revuke Assignment”Ad{iitjnnal Functions ‘||Cancel|

Select ELLMLEEEREE from the drop down.
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= -

oplied

‘ormation

Status NEWrSavea
MNew Status | Submitted g
Autharization | Administration

18 ——————— | Authorizations| [Notifications|[Revoke Assignment|[Additional Functions |[Cancell

18.  Click B

To change the file of the current version, click the hyperlink. Use the right-hand mouse button to save the file to your hard
disk. Make your changes and save them. To upload the changed file back into the cFolders application, choose
Browse... and then Save. The existing file is then overwritten.

Download/Cpen 1S09000-2008 Cerificate 2010-2015 pdf (82KB)

Upload | || Browse.. |
Subject | Document Submitted to Supplier Cfolder I*
Comment User "Tyler Roeber” has set object "IS09000-2008 Cerificate 2010-2016. pdf® »

from status "Mew/Saved” to status "Submitted”

Recipient Nongt—— 19

maba wwnwte e

19. Scroll down and select [Mone,
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Recipient

20

AANotify CFolders

Adam Zakrzewski

Agata Leciejewska

Agnieszka Tokarska (Wisniewska)

Aitor Gogeascoechea

Alan Lewis

Alejandra Hinman

Alejandro Murillo

Alena Maleckova

Ales Razek

Alex Thum

Alexander Perminoy

Alexandre Pauling

Alexey Yusupov

Alicja Blaszczyk - Dziadowicz

Alison Baue

T o |

20. Click in the ™ next to AANotify CFolders.

21— G

21.  Click B

Yanwen Guo

Yanyan Yang

Yongdun Guo

Yuanzhi Li

Yuanzhi Li

Yuvaraj Sundararajan

Yvette Lizarralde

Zdenka Filipova

Ze Cheng

Zenobia Kramer

Zhao Chen

Zhenzhen Wang

Zuzana Sanderova

cynthia xin

josee Touya

xuefeng Cao

OOOoOOOo SOo @S O @ E | E E

zdenek broulik
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22. To continue to upload additional documents documents, repeat steps 7 through 21 until all
required documents are in the c-folder.

When you have completed all required uploads, you can either log out of TITAN by clicking
or continue to work in TITAN by clicking another selection.
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You have successfully attached/uploaded documents to the Supplier c-folder.
Comments

If you were unable to follow these instructions to complete this task, please click on the “Manuals &

Guidelines” tab and then the “Contact Us” tab for information on who you can contact for assistance. You
may also contact your commodity buyer for assistance.
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