Supplier onboarding guidance
Pearson

Welcome to the Pearson Supplier Onboarding Process! This document is
designed to help you through the onboarding process using Adobe Sign.

Complete the

Approve the Receive POs

Pearson Pearson and start to
Supplier Supplier provide
Onboarding Onboarding good/services

form form to Pearson

You will receive an email invitation from Pearson like the one displayed below.

DPutwruon Adabe Sgn

John Taylor requests your signature on
Pearson Singapore APAC Supplier Onboarding Form

Fleaze review and complete the Pearzon Singspore ARPAC Supplier

Onboarding Form

JOHN TAYLOR
John.Taylorz@Pearson.com

After yow sipn Pesrson Singepore APAC Supplier Onboarding Form, sll parties will receiee s finsl
PLF copy by email

Don’t forward this =mail: If you don't want to sign, you can delegate to someone 2lse.

Ey proc=sding, you sgres that this agresment may be signed using =lectronic or hancwritben signsbanes.

To ersure that you continws receiving our emails, please sdd schasizn@echosipn.com to your sddress book or
safe list.

& 2020 Adobe. All rights resenmed.

Your contact at Pearson will inform you when to expect the above email to be sent to you.
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In preparation to receive this very important email, add the following email address as a safe
sender in your email application: echosign@echosign.com

Also, be sure to monitor the Spam folder in your email application so that you do not miss the
email. Without the email you can't onboard, and without onboarding you cannot do business with
Pearson.

@ Clicking on the Review and Sign button will take you directly in to the form to complete it.

Pearson Singapore APAC Supplier Onboarding Form

Prarson Business Contact: please enber o Pearson email address
! L John.Taylor2@Pearson.com

PR

15 this request for a brand new supplier?

¥ies = the supplier is nol present in Orocke in any woy

No = the supplier is in Orocle, pow must respond to PA:QZ, PE:Q3
& PH:OH befow

Yes

PR-OZ

The Supplier is in Oracke: add the Orade Supplier Number here and
anweer PRO3 and PO

PR:03 The supplier is in Oracle; is the request to extend the supplier to a
mew operating unit o you can punchase from them in your peograghy?

PB:0 The supplier is in Oracle, but inactive: s the request to reactivate

the existing supplier record?

PB2S | confirm this third party provider being onboarded should be

engaged as a ‘Supplier’; and | clearly understand the penalties my

business area, Pearson, snd possibly the Provider, may be subject to if E]

the third perty provider is misclassified and engaged 85 & Supplier

incorrectly |as opposed to having the provider engaged appropriately as

a contingent worker or under an employment agreement, if requined).

PB:0}6 Data Privacy Assessment: Will the supplier require: socess to

process; use; store; receive; share any personal information?

P:(6a Data Privacy Assessment: During any part of the engagement of

this supplier is any of the following true:

= The use of sensitive Pearson information will be transferred by either
Pearson or the supplier across international borders (accessing
infarmation from another country counts as a transfer)

athe nature of the personal information is sensitive personal
infarmation (any information relating to racial or ethnic arigin,
political opinion, religious or philosophical beliefs, trade union
membership, financial information, 1D card, passport or Social
Security Information, genetic data, biometric data, special education
records, health data, or data relating to an individual's sex life or
sexual onentation.)

No

awnsay

Please note that once you have launched the form, you will be able to see the section that
@ your Pearson contact has completed (Orange section) you will need to scroll through the form
until you get to the Green section - This is where you will be required to provide your
information to Pearson.

The arrow pointer on the left side of the screen will indicate where you need to start.
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mailto:echosign@echosign.co

tion: Welcome to the Pearsan Supplier Onsanding Fonm This is fomm & required fer the secura transter of your
kansitie information diractly o the comoet Tasm within Do arcon S0 we can pay Wou fsr your goods of Sanvises. You should not
lcormmence work undil this form Fas been submitted, and a Furchase Order has been ramed for your posdsfsenices
| Pease read the questions baloe thareughly
- Pl sie complets tha Tialds VERY carafully, aspedally your basking information, anrors mey meen complating this again
|- ‘When complete - please =ipn this document and submit
|- ¥ou will recsiva a POF copy of this document into your own smal inbax
|- IF o hiavess gy quistions e COntact wour Pearsan main contact
[ty thaanis!

Jagal Endity Mams

[Four First Mame -

[Fodir Last Manme

i s, o 15 pOur ofganisation, isoepona bid? Mo -

Jo WS, i waiich Country Is your erganisation incorporated?

e e gy ST e Pt | -

[onamEny in which your sersioes will be primorily delieed o Pearone "

[rimary Contact Fiest Naim .

Primary Contact Last Nane .

[rimary Contact Ermnal ¥

Primary Contact Telsphons Mumbes .

In this first section of the form you are required to provide Pearson with some information
about you/your organization.

1. Legal entity name - Provide the legal entity name of which you will invoice Pearson,
if you are not incorporated or you are an individual, please just enter your name in
this section.

2. Then provide Pearson with your First and Last name in the following sections.

3. If you or your organisation are incorporated, please select Yes from the drop-down
option and provide the country of incorporation in the next field. If you are not
incorporated, please select No and move onto the Category question.

4. Select the appropriate category that the goods or services you will be providing
Pearson from the drop-down menu.

5. Next indicate the Country in which you will be primarily delivering your services to
Pearson. In this example the Singapore onboarding form has been sent,
therefore the country you should enter in this field would be Singapore.

6. You then need to provide your contact details as the person completing this form -
this ensures that if Pearson need to get in touch about your onboarding
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process, we have all the necessary information needed to make contact.
Please note that all fields here are mandatory and must be completed.

[P which email should wee send our Pearon parchase order?

M confing to which omal addrss yoir oyl cnfiFmation
[ehouid b semd, -

"

[Esslding number oo name

[Flreet name

[Postal Code

ity nas:

[Four main adiress coustry:

it is your prefernad payment carmency Tor this hask acoount? ¥ ol -

[Essiding number or name

[Flreet name

ity nas:

7. Next Pearson need you to indicate the email addresses that you would like your
Purchase Orders and payment confirmations be sent to. These may be the same
as your primary contact email, or you can provide a different email if you wish like
your Sales or Accounts Receivable team.

8. Inthe next section you must carefully provide the main address for your
organisation. All fields here are mandatory and must be completed.

9. Now you are asked to provide your organisations bank details, including your Bank
address. Make sure that the information provided here is correct, any errors
will result in a delay in your supplier onboarding.
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[Eank Bddiess Country
[aill lﬁld.ﬁ'ﬂ'l.lr ofganialion need to submil sdStional bank details bor
lano thsar Bsanik Branch of cumency? i -

[Pl comfinm vt Moy Transher Typs youpour orgasisation wes

|l emtor tha monay transler number hem

[#hat is pour prefenred poyment osrency for this hask scoount

[Eslding number o name

[Gireet name

10. Indicate if you/your organisation will need to submit any additional bank details, by
selecting Yes/No from the drop-down menu. If you select No, you can proceed
onto the Tax registration section.

11. If you/your organisation are tax registered, you must indicate this in this section
and enter your Tax registration number (this field becomes mandatory if you
select Yes)
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e youp | Fow e, oo i o o ion, Tax Regi in
lanoter purisdicion assorisbed bo the M&IN ADDARESS you have Ko -
provided ¥

[Enter your ARmmative Tax Registration Mumber bere

[oonflict of Inkeyest Asnsemend; Do you haee a peronal or business
[relatinnsnip which coukd call inbo question the impartiality s tn how you | # 50kl -
lcame bo be engaged by Pearson?

i, WES, tix Confliet of innorest Addassmaont: phes desciibia th b
anid deta] of your conflick of interet.

[Traka Sanctions Assesmant: Ao you, of i pou have an organisation i
ary pait of your organisatien, under s brade sanctions insastigation in hiz -
Jarry geograghy?

Bamrtioned Couniries Assessment: Ara you of, if you fava an
erganisation, is any part of your organization, dolssering ary srices bo * Salprt -
Paarson from any of thi lited countres?

JHIGH RISK: iran, Morth gerea, Syria, Sudan, Balarus, Cuba, Crimea and Sevastopal rgions.

[METHLIN RISE: Afighamistan, Balksns |Boaria, Monbenegro, Seroial, Buruncl, Central african Repubiic, Democratic Repubic of
[Congs, Egypt. Editrea, Fedoral Bepubdic of Yugeslesa and Serbia, irsag, beony Cos?, Lebaman, Ubya, Myanear, Regublic of Guinea,
Faapubiic of Guinea-Blsau, Russia, Somalia, Tuniia, Ukraine, Verszuela, Yeman, Zimbatwe

12. If you/your organisation are tax registered, within another jurisdiction associated to
the main address you provided earlier in the form, you will need to indicate this here
and provide your alternative Tax registration number. If this does not apply,
select No and move onto the Risk assessment questions.

13. In the risk assessment section you are asked to indicate if there are any conflict of
interests - answering Yes to this question will require you to provide some more
information around this.

14.You are also required to highlight if there are any trade sanction investigations
linked to your organisation or if you provide any services to the Medium and High
risk countries listed under the Sanctioned Countries Assessment question.

[Fou apres prd acknowledpe you, or your ergankation, [the Suppler] *0
laprees sode responaibility for the safety and well-being of personnel,
lengaped dinecthy er indirectly by you or your organisation, when
iraveling in refation to amy 2ervices provided bo Pearsen

[#itthout prejudice to the previous, In the irstance the suppier srranges
eny traveed for tre Supplier's personnel inceperdently, the Sapplier shal
pomform fn good Industry practice in such regeed

[ahovadd this Supplier Feouast Pearsen arrangs traval en-bahalf of the
Frupolier parsornal, tha S upolier shauld contact Poarson wall in advarca
|t raquire trarwel date for this be be amangad through Pearses's
[raval mana gament parnes.

Puase confinm yeur undentanding and adhenenca 10 the abwwe:

cartidy, under penaky of ke, based on inforeation and balaf formed BT
latter raasonabde inguiry, the stataments and information contained in
[thesa decumants are rue, stourate and complete.

First aned Last rami of the sigeing individual o bekall of tha Suppliar ¥

¥irhck haww o nign
[Fgnetume;

15. The last section of the form, asks you to acknowledge the Supplier Personnel
Travel information and tick the checkbox to confirm your understanding and
adherence. You must also confirm that all the information you have provided within
the form is correct and accurate.

Job aid — Supplier onboarding guidance (Adobe Sign) 6



16. To finalise your submission, simply enter your name and then click next to the
signature field to sign your onboarding form.

17. Once signed you will be able to submit this back to Pearson for their processing.

If any mandatory information is missing, you will not be able to submit your form. Any fields

@ that require your attention will be highlighted and indicated by the pointer arrow on the left-
hand side of the page.

Once your form has been submitted, your Pearson contact and you, will receive a
notification via email, that will include a PDF version of the entire completed form.

Your form will go through some final checks and approval, before Pearson finalise your set
up as a supplier.

If there are no errors with the information you have provided or no risks have been
identified, your supplier record should be active within 72 hours.

Where information you have provided needs to be corrected, or any risks identified need to

be investigated further, this can cause a delay with getting your supplier onboarding
finalised.

Remember, if you have any issues or questions about the Onboarding process or Adobe
Sign, please contact our Supplier Support Team at supplier@pearson.com.
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