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Process Overview

Otis looks forward to having you as a supplier! As part of the supplier onboarding process, Otis utilizes the
ProcessUnity platform to gain a better understanding of your company’s Cybersecurity and/or Quality
Management Systems. You will receive two emails, one with the link to ProcessUnity and the other will contain
your login ID and password.

This document provides instructions for using ProcessUnity. If you have questions along the way, please contact
your Otis representative.

Below is an overview of our onboarding process:

Complete: 1. Request Initiated - An Otis colleague (Business Requestor) submits a request to add a supplier to
the Otis database using a digital tool called iDOT.

Complete: 2. Request Approved to Proceed - An Otis Supply Chain Category Manager reviews and approves
the request using a digital tool called iDOT.

Complete: 3. Supplier Provides Information - The supplier provides the initial foundational information using
a digital tool called iDOT.

Complete: 4.Information Reviewed - Otis colleagues review the information provided using a digital tool called
iDOT.

You are here: 5. Supplier Provides Additional Information - In some instances, Otis colleagues will need
additional information regarding the supplier's cybersecurity &/or quality programs. The request for this
information will be sent using a digital tool called ProcessUnity.

Upcoming: 6. Additional Information Reviewed - Otis colleagues review the additional information provided
using a digital tool called ProcessUnity.

If applicable: 7. Supplier Provides Clarification - In some instances, Otis colleagues will need clarification on
the additional information provided by the supplier. The request for this clarification will be sent using a digital
tool called ProcessUnity.

Upcoming: 8. Supplier Added to Otis purchase order systems - After approval by the required Otis colleagues,
the supplier will be added to Otis' purchase order processing systems and be contacted by an authorized Otis
colleague. The supplier should not begin any work until an authorized purchase order has been issued.

Upcoming: 9. Bank Account Verification - Authorized Otis personnel may contact the supplier by email or
phone to confirm information regarding banking details and payment methods.
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Login Details - OTIS Third Party Risk Management

Suppliers receive credentials via email.

URL:- emea.processunity.net/otis/login.aspx

L OTIS

Figure 1: Process Unity (PU) login page

1. Enteryour OTIS credentials.
2. Click Login.

Process Unity (PU) Home Page Interface Icons

o I Is essunlty‘ @ v
PORTAL o Primary Supplier Contact
Home q Reset to Me
Elnssesmenss ch User (Admin) <
Contacts at your Organization
Logout (>
Issues
Icons Description
a. Portal Allows access to different sections in the tool.
b. All Assessments Displays a list of all assessments of the organization.

c. Contacts at your

Organization Displays a list of all available Supplier contacts at your organization.

d. Issues Displays a list of all the currently flagged issues.

e. Profile Icon Displays the name of the Supplier.

f. Log out Allows the Supplier to log out of Process Unity (PU).
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Roles and Responsibilities

Throughout this process you may see reference to different roles. Here is a brief description.

Role

Responsibility

Category Manager (CM)

Otis Supply Chain representative

Domain SME (QMS)

Otis Supplier Quality representative (Subject Matter Expert — SME
for Quality Management Systems — QMS) -matter expert

Domain SME (DT Cyber)

Otis Cybersecurity representative (Subject Matter Expert for DT
Cyber) -matter expert

Supplier

This is your role as a Supplier to Otis
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Due Diligence Questionnaire (DDQs)

Complete Due Diligence Questionnaire (Supplier)

The supplier receives an email with a link to the Due Diligence Questionnaire (Refer
figure 1 and 2)

Note: Supplier will receive the Due Diligence Questionnaire when the assessment
status with “03. With Respondent”. Refer below screenshots

1) T L = [EXTERNAL] ProcessUnity Alert Otis ProcessUnity Alert: Please log in and complete steps to continue onboarding process Elevator-Test - Message (HTML - a x
File  Message Help Q  Tell me what you want to do
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[EXTERNAL] ProcessUnity Alert: Otis ProcessUnity Alert: Please log in and complete steps to continue onboarding process_Elevator-Test
. . . € Reply | % ReplyAll | — Forward
ProcessUnity Notifier <notify@processunity.com> © ] Resy | € Reply L]
To Rao, Kollu Ramachandra M
Cc @EKolluRamachandra Rao@genpact.com
Poli tis-Ink 4/26/2026
@
This Wessage s From an External Sender
L —
Dear Suppher Test
Otis looks forward to having Supplier Record of rocess, Ot Qain & better Your compary’ Qualty Managamant
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‘within ProcessUnity. In the meantema, if you have any questions,
ol i an overview of he process Ofs uses fo adé suppliers o our purchase order end payment processing sysiems
Complete: 1. Request Inflsted - An OUS callesgue (BUSINess Requesior) SUbMIS & (SQUES! 1o 500 & SUBplier 10 he OUS databsse Using 8 Gkt 1001 calked IDOT.
Complate: 2. Request Approved to Proceed - An Otrs Supply Cham CMBWI'VMMEWIWM EMWIWES the request using a dyital tool callad IDOT
Complete: 3. Supglier Provides. \nlurmallun ppher pe the. ising &
Complste: 4. Information Rs i mwm called iDOT.
Campire 5 Supoue Prowdes ABITIOnS IoTEien 1hSoma ftantas, Ot tobeados il need &or qualty programs. The request far tis informaticn wil be sent Using & dgital ool
called Procsssu
Complate: 6. Additional Ohis. the: adigital tool called ProcessUnity.
You ere here: 7. Supplier Provides Clardicalion - In some instances, Olis colleagues will need clanfication on the additional information provded by the supplier. The request for this. elanfication will be sent using a digital teol called ProzessUnity
Upcoming: &. Supplier Added 1o Olis purchasa order systams - After approval by the required Ofis collsagues, the supplier will ba added 1o Otis’ purchase ordar processing systems and be contacted by an authorizad Otis colleague. The suppler
shoukd noat begin any work UntA S BuMorized purchase crder has been issusd.
Upeoming: 9. Verificaborn - the supphar by email ar phone to confirm information regarding banking details and paymant methods.
Nenigation Sieps for Compisling a Gluestionnaire
xpand ‘Home' tab>> Click All Assessmaents’ ink >>"All Assessmants’ page will open >> Navigate to '03. the Name Ink >> ‘Quast Summary’ page will pan >>
i o DDCYS nd anwer i e Quesbone, A 04 havs oy QUSshon 1 ik SHE, Podss SNt ol UEShen i Ad Commant optn assoced wih oach asosion
sl -
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File  Message Help Q  Tell me what you want to do
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[EXTERNAL] ProcessUnity Alert: Otis ProcessUnity Alert: Please log in and complete steps to continue onboarding pmcess,E\evamr—Tesr

< s -
@ ProcessUnity Notifier <notify@processunity.com > © ] O Regy | € Replyal | > Forward | |

To " Rao, Kollu Ramachandra Wed 2/25/2026 8:58 PM

Cc @KoluRamachandra. RaDEIgEnpa(l com

You ara here: 7. Supplier Provides Clandicalion - In soma instances, Oiis colleagues will ised clanfication on the acctional informalion providad by the suppir Tha request for his clanfication wil be sent usng a digial tool called ProcessUnity. &
Upcoming: & Supplier Added 1o O purchasa order systems - Afisr approval by the requirsd Otis collsagues, the suppisr wil bs added 1o Oti’ purchass ordsr procsssing systems and be contactsd by an autharized Ofs collsagus. The suppaer
Shoukd not bagin any Work Unts an Bumorizsd purchase crder has been issusd

Upsorming. 9 Verfication - the suppiiar by omail o phone 1o Ganfim information regarding banking delails and paymant methods

Navigation Steps for Complaling a Questionnaire:
1. Expand ‘Homa' tab>> Click 'All Assessmants' link >>'All Assessmants’ page will opsn > Navigats to ] the lick #> ‘Questi Summary’ page wil cpan >
i o DDCrs and anwer i e quesoons, and if you have any quastion o ask SME, please ameryoul question in‘Add Comment aption Bssociatad with sach quastion
Tallus about your Quakity Management Systam
Tall us about your Cybersecurity program
2.Click ‘Submit' butten in ‘Questionnairs Sumemary’ page »> ‘Confirm’ pop up wil display with messape &5 'Are you sure fo submit?* and Cancel and OK butions >+ Ciick 'OK and werify system validation message
Maxt, the Otis team will raview the information you providad. If they harve follow-up questions, you'll recenve an emeil and can follow the steps beiow. At any point if you have Quastons, you can contact your Ofis representative.

Thank
The 516 Vandar Orbaerdng Toam

hitps: hidaliansn comhvy bl al ISt/ Dolaull VECOMNSVK TwoPal cnliBwiXZTn sVOTETh. JWHLRZDNMIGLHUMNOMAS

“Your usemame is: koduramachandra rao@ofis com
Yous password will follow in @ separate amai

“You will be required to change your password upon logging in for the first fime.

Nl This is an automated email messaga.
v

B Q so L2 PESEFOCE0aaE ~ e ram Py
Figure 1
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[EXTERNAL] ProcessUnity Alert: Otis ProcessUnity Alert: Please log in and complete steps to continue onboarding process_Elevator-Test

< @ -
ProcessUnity Notifier <notify@processunity.com> @_ > Reply | G Reply Al | 3 Foruond [
To © Rao, Kolls Ramachandra Wed 2/25/20. Y
Retension Palicy Otis-Inbox (50 days] e 4/26/2026
This Message Is From an External Sender
e (e
Dear Supplier Test,

Your password is: 5d=GiM8-+4

Note: This Is an automated email message.

B Q so L2 PESEFOCE0aaE ~ e raw 2Ny
Figure 2
1. Login using the credentials provided. The dashboard lists assessments assigned to you

inthe All-Assessments tab. Click the assessment name to open the questionnaire (Refer
figure 3)



OTIS | G ProcessUnity ¥

PORTAL (1]

All Assessments

Brin 2 Bt O Reset B

Figure 3
2. Upon clicking the assessment name, page with the relevant questionnaires will be
visible. (Refer figure 4)

o I Is Welcome to the OTIS ProcessUnity Supplier Portal SRS o v
PORTAL © R-10310_Elevator_OTIS VENDOR DDQ - Feb 2026
Home G Lot 3 6pon pven

Gontacts ot yous Organization | Questionnaire Summary

Questionnaire Instructions

Figure 4
3. Provide accurate answers to all the questions and attach supporting documents as
needed. You may:

e Delegate questions to other supplier contacts using the Delegate option (Refer
figure 5)

° Save your progress using the Save button; completion percentage is shown. (Refer
figure 6)
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o EZIRE

Tell us about your Quality Management System

o many uaitySup sabiy por oes your company empicy? * 8, Desegane

D 483 Comment

crnpany e forecasted demand for supply and is able 1o satisty necessary quality requiremsents * &5, Desogats Quastion ~

Latest -

D asa commen

Oovmertacen B et s stout your Qualty Managament System

Figure 5
0 I Is Welcome to the OTIS ProcessUnity Supplier Portal PRI » ° v
PORTAL ©  R-10310_Elevator_OTIS VENDOR DDQ - Feb 2026

Hama Brin & & 0o e
Questionnaire Summary
Questionnaire instructions

s 8 Enginesring G

o167 un

Figure 6

4. When all sections are complete, click on the Submit button (Refer figure 7)
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Welcome to the OTIS ProcessUnity Supplier Portal ocenunty o v

R-10310_Elevator_OTIS VENDOR DDQ - Feb 2026
Brn & ian & 09 q
Questionnaire Summary

Questionnaire Instructions

Tous e B

Figure 7
5. The assessment status will update to indicate that it is ready for SME review. This

means your responses have successfully passed to Otis. The appropriate Otis
colleagues will automatically receive notification when you submit your response.
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Add New Supplier Contact (Supplier)

1. The supplier can create a new contact by navigating to the Contacts at your
Organization tab and clicking on the Create a New Contact button. (Refer figure 8)

o I Is Third Party Risk - Vendor Portal erccomuney B Q v
PORTAL

° Contacts at your Organization

Home = @Pm B Epon GResetRepont A ColapseAl O Toow oo m

— Wolcome to... View Mors

= Filters ~

Primary

vie

Clear Fiters  Rezet Detautt

Figure 8

2. Oncethe supplierclicks on the button, a new interface opens where new supplier
contact details like first and last name along with email id are to be filled. Once
you click OK, a new supplier contact will get created. (Refer figure 9)

Create a New Contact

Piaase populate the contact information for your naw contact

st inchude & unique, valid email adrress with proper formatting of the record

Figure 9
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Review Follow-ups Sent by Domain SME (Supplier)
In some instances, Otis may have additional questions for you. You'll receive an email
notification if any additional information requested.

&
file — Message Help Q@  Tell me what you want to do

W~ 8 - © € > g sharetoTeams Allapps | 57 MarkUnread BB -

m

O rnd 5%~ | Q zoom [ & ReportPhish  cee
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[EXTERNAL] ProcessUnity Alert: Otis ProcessUnity Alert: Otis has received the supplier submitted information_Elevator-Test

< & »
@ ProcessUnity Notifier <notify@processunity.com> ©| © fepy | © Repyn | 3 Foward || B

To " Rao, Kollu Ramachandia Thu 2
© KollsRamachandra Rao@genpact.com

5 Ots-Inbo (6 Expires 4/27/2026
“This message came from oulsiie your anganzalion |_Report Suspiciows |

Dear Supplier Test,

Thank you for responding to d proi o the Otis ProcessUnity platform. Otis has received this additional information and the team will review your responses. In the meantime,

if you have any questions, you will be able to ask them using lenun\ly by antering a commant of you ean contact your Olis represantative.
Below is an averview of the process Ofis uses 1o add suppliers to our purchase ordes and payment processing systems.

Complata: 1. Raquest Initiated - An Otis colleague (Business Requastor) submiits a request 1o add a supplier to the Otis database using a digital tool called IDOT.

Complete: 2. Raquest Approved to Procaed - An Ofis Supply Chain Categary Manager reviews and approves the requast using a digital tool called iDOT.

Complete: 3. Supplier Provides Information - The supplier pravides the inilial foundational information using a digital tool called IDOT.

Complete: 4. Information Reviewed - Otis colleagues review the information pravided using a digital tool called iDOT.

Complete: 5. Supplier Provides Additional Information - In some instances, Otis colleagues will need additional information regarding the supplier's cybersecurity &Jor quality programs. Tha request for this information
will ba sent using a digital teol called ProcessUnity.

Complate; 6. Additional Information Reviewsd - Otis colleagues review the additional information provided using a digial 100l called ProcessUnity.

You are here: 7. Supplier Provides Clarification - In some instances, Otis colleagues will need clarification on the additional information provided by the supplier. The raquast for this clarification will be sent using = digital
tool called ProcessUnil

Upcoming: 8 Suppl\a'rtyﬂddzd 1o Otis purchase order systems - After approval by the required Ofis colleagues, the supplier will be added to Otis purchase arder processing systems and be contacted by an authorized
Otis colleague. The supplier shauld not bagin any work until an authorized purchase order has been issued.

Upcoming: 9. Bank Account Verification - Autharized Otis parsonnel may Gontact the suppliar by email of phane ta confirm information regarding banking detalls and payment methods.

Thank you,
OTIS TPRM Program Management

LACLBEEEQAaPOAE - ecvem INs

. -l

file — Message Help Q@  Tell me what you want to do

W~ 8 - © € > g sharetoTeams Allapps | [ Markunread BF- [
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[EXTERNAL] ProcessUnity Alert: Otis ProcessUnity Alert: Otis has additional questions to continue onboarding_Elevator-Test

< © -
@ ProcessUnity Notifier <notify@processunity.com > © ] O Regy | € Replyal | > Forward | |

To Rao, Kollu Ramachandra Thu 2/,
Cc @ KolufamachandvaRao@genpar com

Boires 412712026
-

Dear Supplier Test,

Greal news — Otis has re your company' for Cy and/or Quality Management Syslems in the Otis ProcessUnity platform. The team has additional questions and/or

needs clarification to continue onboarding. Please log into ProcessUnity to respond to these inquiries. The link and username are below. If you have any questions, you will be able to ask them

using ProcessUnity by entering a comment or you can contact your Ofis representative.

Supplier Record: Elevator-Test

Below is an overview of the process Ofis uses to add suppliers to our purchase order and payment processing systems

Complete: 1. Request Initiated - An Olis colleague (Business Requestor) submits a request lo add a supplier to the Otis database using a digital (ool called IDOT,

Complete: 2. Request Approved to Proceed - An Otis Supply Chain Category Manager reviews and approves the request using a digital tool called iDOT.

Complete: 3. Supplier Provides Information - The supplier provides the initial foundational information using a digital tool called iDOT.

Complete: 4. Information Reviewed - Otis colleagues review the information provided using a digital lool called DOT.

Complete: 5. Supplier Provides Additional Information - In some instances, Otis colleagues will need additional information regarding the supplier's cybersecurity &/or quality programs. The

request for this informatien will be sent using a digital tool called ProcessUnity.

Complete: 6. Additional Information Reviewed - Otis colleagues review the additional information provided using a digital tool called ProcessUnity.

You are here: 7. Supplier Provides Clarification - In some instances, Otis colleagues will need clarification on the additional information provided by the supplier. The request for this clarification

will be sent using a digital tool called ProcessUnity. .

Linenmina: A Sunnliar &rdrad tn (tie nurchasa neder sustams - Aftar annraval b tha renuirad (s rollasanes tha sunnliar will ke addad o (s nurchasa nedar nracsssinn sistams and ha

Q Search L2 ESEE0adea " e Tam My
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[EXTERNAL] ProcessUnity Alert: Otis ProcessUnity Alert: Otis has additional questions to continue onboarding_Elevator-Test

’ ’ € Reply | € Reply Al | — Forward
ProcessUnity Notifier <notify@processunity.com> © | Resy |« Reply omwaed || B

To " Rao, Kollu Ramachandia Ths 2/26/2006 225 PM
Cc @ KolluRamachandra Rao@genpact.com

Complete: 5. Supplier Provides Additional Informatien - In some instances, Olis colleagues will need additional information regarding the supplier's cybersecurity &for quality programs. The
request for this information will be sent using a digital tool called ProcessUnity.

Complete: & Additional Information Reviewed - Otis colleagues review the additional information provided using a digital lool called ProcessUnity.

You are here: 7. Supplier Provides Clarification - In some instances, Otis colleagues will need clarification on the additional information provided by the supplier. The request for this clarification
will be sent using a digital tool called ProcessUnity.

Upcoming: 8. Supplier Added to Olis purchase order systems - After approval by the required Olis colleagues, the supplier will be added to Otis' purchase order processing systems and be
contacted by an authorized Otis colleague. The supplier should not begin any wark until an authorized purchase order has been issued.

Upcoming: 9. Bank Account Verification - Authorized Ofis personnel may contact the supplier by email or phone to confirm information regarding banking details and payment methods.

Navigation Steps for Completing Follow-up Questionnaire:

1.Expand "Home' >> 'All Assessments’ >> Navigate to '05. With Respondent - Follow-Up' state and select the Assessment and click on the Name link >> 'Questi Summary'
page will open with below DDQ's

i. Tell us about your Quality Management System

ii. Tell us about your Gybersecurity program

2. Click above DDQ's and Review the all the Follow-Up(s) and enter the response in the 'Follow-up Response’ text field

3. Navigate to 'Questionnaire Summary’ page >> Click ‘'Submit’ > 'Confirm’ pop up will display with message as 'Are you sure to submit?’ and Cancel and OK butions >> Click 'OK' and verify
system validation message

Thank you,
The Otis Vendor Onboarding Team

il Qse Lge;ggg@@g’@_‘@ " e Tam My
1. Click the relevant record (R-10200 in this case) and click on the assessment name
(Refer figure 10)

wass

Figure 10



OTIS | G ProcessUnity ¥

~ M8 Processtinity M C) Test Plan 1489497 TW3IDOT . X | + = > X
< @ %3 emeaprocessunity net/otis-test1/Delault aspx a o @

OTIS Weicome ta the OTIS ProcessUnity Supplier Porta ey (@)~

PORTAL ©  R-10333_Elevator-Test_OTIS VENDOR DDQ - Feb 2026

Ouestionnsine Instrsctions

‘@ A o -

Figure 10

Now, navigate to the questions where follow up details have been requested, and
provide response (Refer figure 11)

o I ls Third Party Risk - Vendor Portal ieaar) Q %

PORTAL ©  R-10200_Arashi_OTIS VENDOR DDQ - Sep 2025

DT Cyber

2.Do you maintain controls relating 1o the appropeiate segregation of duties for

‘Answored by Amats Mukherioe 8/2/2025 5:08:54 PM.

P [ and ont des the timely revocation of logica 10 Information and syst es.® S
No v
Answered by Domain SME(DT-Cyber) 8/2/2025 512:33 PM.

Follow-up Request
testthis 7

[y | [oocomerain | [ - vl

Figure 11
Click Summary to see the number of follow ups and the completion percentage (Refer

figure 12)
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B &gt 3 Expent

Questionnaire Summary

Questionnaire Instructions

15 & Enginee

oie w005

Figure 12
2. Click Submit after reviewing the response to follow up questions (Refer figure 13)

Questionnaire Summary

Questionnaire Instructions

s & Engineering

o/ 100% 3 100%

Figure 23
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Change Primary Supplier Contact and Delegate Assessment
(Supplier)

If you would like other colleagues from your company to participate in responding to the questions, you first
need to add them as a Contact. You can follow the instructions provided above.

1. Navigate to All Assessments tab to see all the assessments (Refer figure 14)

PORTAL

RT/ © Al Assessments
vome v & [R(Crl) | » commem Oreswison
Weicome 10 the All Assessments Report. This feport racks 3 Assessment history fo... View More
= Fittors ~
vie vie ve

o) "
[0} 1000%
[o) oox
(6] G x

Figure 34

2. Now, navigate to the assessment assigned under your name and click on the three
dots beside it (Refer figure 15)

o I Is Third Party Risk - Vendor Portal PISRIESS @ G

PORTAL © AllAssessments
Home Brm Lot G caspuehl @ rooe
Al Assassments
acts at your Oy A
03 wen
Respancent
@ s
i 1000%
2
@ | Sunce oox
® ™
16} m\
o) 1000% . "
1) ~
o4t

Figure 45
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3. Once you click on the three dots, you’ll be presented with two options, and you need
to click on the Change Submitter-Contact button to change the primary supplier contact
(Refer figure 16)

o I Is Third Party Risk - Vendor Portal s @ v

PORTAL © AllAssessments

Home " @Prm Do GAewiReon A Colbese At

Statx A Assczsment Name

Wespancsat.

@ Sop
; @ eewo  rm r000n
3 e

Send Emall Notification to Delegate(s) Stascws  Rangan Musnanee o0%
o) - pact Supp o a
1) o
[0} = 10005 a o
16} s :

oasue

Geven

Figure 56

3. Once you click on the Change Submitter-Contact button, you need to select the
relevant supplier contact at your organization from the drop-down menu and click
on the OK button to change the primary supplier contact (Refer figure 17)

Change Submitter-Contact

Please updste the Submiting Contact in the bax below

Figure 67
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4. Onceyou click onthe OK button, a pop-up appears to confirm the change of primary
supplier contact. Click on OK button to confirm it and successfully change the
primary supplier contact (Refer figure 18)

Confirm X

Are you sure you want 1o change the Submitting Contact for this Assessment?

NOTE of thi the assigned Submitting Contact wil be sent an
emai notification rocessunty

Figure 78

5. You can also delegate some sections of the assessment to a particular supplier
contact at your organization. Click on the assessment assigned under your name in
the All Assessments tab (Refer figure 19)

o I Is Third Party Risk - Vendor Portal oy @ v
PORTAL

© AllAssessments

Srm & oo Dmesetheport 2 Cotapse Al rosr 933

© © © © ©

1000% Ay

e

s Ay

Figure 89
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6. Once you click on the assessment name, a page with summary of all questions answered
and different sections involved will be displayed. If you want to delegate some sections
of this assessment to any supplier, contact at your organization, click on the Delegation
button (Refer figure 20)

o I Is Third Party Risk - Vendor Portal processumity B @ ~
PORTAL Q

-5.10 Test Vendor_OTIS VENDOR DDQ - Aug 2025

rome = B dwmpan Sexpon | ovegeeor]
pupres s
cxtachs =t yoau rgenizatlon Questionnaire Summary 7

‘Questionnaire Instructions.

Test Quastionnaire

OF Cyver o/5 o A

] | = -2 Fyp—— .

Figure 20

8. Upon clicking the Delegation button, you will now be presented with options to select the
section you want to delegate and the supplier contact you want to delegate the assessment
to (Refer figure 21)

Section Delegation

Siip Questions that have aiready baeen delegated

Figure 21
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9. Once you click on the Select Section(s) to Delegate drop down, you will be able to select
the sections you want to delegate. If you select both the options, the whole assessment will
be delegated to the selected supplier contact. On the other hand, if you select only one
section like QMS to delegate, only that section will be delegated to selected supplier contact.
To delegate a particular section, just check the checkbox beside their name (Refer figure 22)

Section Delegation

[ a8 atoxn your Quasy Managemenn Syseam

) Te s about your Cybersecurty program

L LU ———

Figure 22

10. Once you have selected which section to delegate, now its time to select which supplier
contact you want to delegate the sections to. Click on the Select Person to Delegate To drop
down to select the supplier contact you want to delegate to. Click on the supplier’s name you
want to delegate from the dropdown menu (Refer figure 23)

Section Delegation

Figure 23
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11. After you’ve selected the section to delegate and the supplier contact you want to
delegate to then click on the OK button to delegate the section(s) to the selected supplier
contact (Refer figure 24)

Section Delegation

Figure 24
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Issue Management

Issue management is the formal process used to document and track identified
opportunities for improvement. This section explains when issues are created and how
they are managed.

When Are Issues Created?

During the review of the supplier’s responses, Otis may identify opportunities for a
supplier to strengthen their processes. ProcessUnity calls these instances “Issues”.

Provide Resolution and Submit for Review (Supplier)

1. Supplier receives an email notification about the issue. When SME send the issue to
supplier with status as “02. Issue with Supplier” (Refer figure 25)

o
File  Message Help Q  Tell me what you want to do

fl - BB 9 © > g sweewems | B Alapps | 5 wakmesd B3- - Orind | 5he | Qzeom [F 5 Reportprsh

[EXTERNAL] ProcessUnity Alert: :- Otis ProcessUnity Alert: Remediation Action Needed - Issue No. - 377_{ Elevator-Test }
ProcessUnity Motifier <notify@processunity.com> © | O Repy | 4 Replyl | > Formard
To Rao, Kollu Ramachandra Fri 2/27/21
© KolluRamachandra Raci@genpact.com

“This Message ks From an External Sender
i msaage camaom oy crpanzzncn R Sispicius |

Dear Suppiier Test

Your support s reguired fo cluse the Otis Quety team(s)

Plaasa review tha rscommendad action(s), tmsine, and required evidenos by logqing in fo ProosssLinity (ink is below). Afier you login, chck on the fils listed undar 'Assassment Name and it wil taks you 1o a scrsen whers your survey will bs fisted
You can click on It o review tha recommendations. Pieass chick on ‘submit fof raview to confiTm your acceptance of tha rasolution.
11 you have any queslions, you can contact fhe Cybersecuity &/or Qually fesmis) by submitling & commen in PracessUnity or contael your O1is representative,

1556 | ENd 1o End Testing-2

Domin | Tell s 8bout your Cytersacurity program
Supplier. Elevaior-Test

Tille: Elevator-Tesi_324230_New_2/25/2026 2.05.03 PM
Complstion Dua Date:

Ploas Gontact your OTIS SME if you have any issuos in complating this,

Niavigation Steps for ‘Provide Reseiution Information”

.Gk 01 e IS5 15" M M J6M panel > Cick N e ‘ISue Name' >> Pop up willopen wilh issue name >> Click EGT bitlon
ity Supphor & abl 10 attach tha altachments and Add the inks

Newigate Lo “Actions’ column and ck on the Beee dois{ )

il Cack o the Pravide. " option fpop op
i will 0 wilh Messaqe s "Provide  Resalion Information fof thes kssus? >> Click 0K >> Canfim pop wil closex)

B Qs LACBESEQ0PCEE ~ecom, 20

e Resolullon! exd DG a1 select dals [or 'SUpPIeS TATDel COMPIENion Datef >> Click OIC > Conim' pep
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[EXTERNAL] ProcessUnity Alert: :- Otis ProcessUnity Alert: Remediation Action Needed - Issue No. - 377_{ Elevator-Test }

@ ProcessUnity Notifier <notify@ processunity.com>
To

Cc @ KolluRamachandra Rao@genpact.com

ProcessUnity ¥ “

-1

Rao, Kollu Ramachandra

Completion ua Date:

Pleasa contact your OTIS SME if you have any issues in complating this.

Nawigation Steps for ‘Prowide Resolubion Information’

i.Click on tha ‘tssuss’ from tha left pans! >> Click on the '[ssus Name' > Pop up will opan with issus name »> Click Edit button
arify Suppiar is abke 1o attach the atischments and Add tha inks
Navigate to *Acbons' column and click on the fheee dols( )

ii. Cick on the ‘Provids Resohution Information’ cptian >> Provide i * pop up wil oper
up will opsn with message as ‘Provics a Resolution Information for thes Issue? >> Click ‘0K >> Confirm pop wil closed

Nawvigation Steps for "Subm for Review”

Nawigate to ‘Actions’ colmn and click on the theea dots( )

]

@ | € Reply | © ReplyAl | > Forward

% Report Phish

i, Wosify 'Subit for Raviaw’ option will ba displayest >> Click ‘Submit for Reviaw’ >> ‘Confirn’ pap up wildisplay the messape Ao you sura you want [0 subemd this woord o review? with ‘Cancef and 'K’ butlons > Click ‘0K

Tharks,
OTIS TPRM Program Managament

Ta saow dotasks, uso the following ik

JoBBF HOBIWDAOSHYUUnBHUA neffipe bATOI sqDvvibl wadst

comhvy_hip: i st

Nola: This is an automated email message

BE:0dcaa
Figure 25

Q search L 205

~ @ 7 )i
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2. Navigate to Issues tab and under the status “02. Issue with Supplier”, click on
the three dots to Provide Resolution Information (Refer figure 26)

o I Is Third Party Risk - Vendor Portal reiag o 2

PORTAL © Issues

Home = @pim & ewon GResotRoport & ColapseAl @ To0kY 12226m
Al Assessments
To Add Attachments please click on the Issue Name.

Contacts at your Organization
= Filters ~

Stats Issue Name

Resontion

2 P
© =
Figure 26

3. Populate Resolution comments with the expected Completion Date and click OK
(Refer figure 27)

v M Processunty X ) TestPlan 1481497 W3 DOT. X | +

« @t emes i 1/Detault

Provide Resolution Information

Figure 27
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Click Submit for Review. Your response is automatically routed to Otis for review.

OTIS

PORTAL

Home

©

Third Party Risk - Vendor Portal

Issues
Gpin 2 Ewot GiResstRepart A Comapse Al Toou 123
To Add At

= Filters

(6]

Figure 29

ov



OTIS | G ProcessUnity ¥

More Information Provided to SME (Supplier)

In instances where Otis needs clarification or additional information, you will receive
an email notifying you of the request. This section provides instructions on how to
respond.

1. Supplier receives an email notification to provide additional information. Now the
issue has the status as “04a. More Information Required” (Refer figure 30)

&
File  Message Help Q  Tell me what you want to do

il - B BB- S % - @ shaetoleams [ Alldpps | 52 MarkUnead S~ B - P rnd 5%~ Q zoom | [F & ReportPhish

[EXTERNAL] ProcessUnity Alert: :- Otis ProcessUnity Alert: Additional Information Requested - Issue No. - 377_{ Elevator-Test }
ProcessUnity Notifier <notify@processunity.com> @ | © Repy | © Rophyal | > Foneard | | B
Rao, Kollu Ramachandra il 2/27/2026 340 PM

o s o fom e o g, Mt

Do Suppier Test,

Your roquastod Qualty tais). Ploase log mla ProoessUnity and click o the i listod undes lssus Name' i wil laka you (9 2 screan whoes your sunvay willba kstad
Click 0n 1o feview Ihe mlOrTAbon requesiod

Issua End to End Tasng
Domain Tel us aboul yeur eybersacunty program
‘Supplar Elavator-Test

il Elavastor- Tost_324230_Now_2126/2026 2 0503 PM
Completion Dus Date

H you have 3 tie y submitling a comment in ProcessLindy or conlact your Giis representative.
Havigation Staps for Respond fo Mo information requiras

Expand Home *> Click on tha ‘Issuss’ from the lsft pansl

Mavigats o ‘Fiflees' > Click "Stafus” picklist and salect '04a. More Informiation Requited and ensr Tssus Name in  issus Name' el »> Cick Apply Filers’ >> System wil dispiay st of maiching issue

Navigate fha ‘Actions” and clck on Ihe hee dofs(..} >3 Click on Provids Mare issuer 3> Provide and Pop up il disgiay »> he Response to Mors Info Request
(Populate}” > Click on ‘0K

“Coafimt pop message e issuaT >> Chek 0K

ks,
OTIS TPRM Program Management
To vienw details, use e 10owing ink:

i hilps

st Dol OXIOdTmekSISZ7L FYVJOVA Tovili0ol VTl Y TARDIADE Gagybikl PYS 8! VgKOS

B o LAC . BEEEQOPCEE e vow 0

Figure 30

2. Navigate to Issues tab. Click the three dots followed by Provide More Information
and Resubmit Issue to provide more information (Refer figure 31)

OTIS v s vendorrona ey @
PORTAL (1]

Issues

Home Ben

To Add Attachments

= Filters A~

Figure 31
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3. Supplier provides response to requested information and clicks OK to resubmit the
issue (Refer figure 32). After you click OK, your feedback will automatically be e sent to
Otis.

Provide More Information and Resubmit Issue

Previously Requested detsils are listed in the “Response to Mare info Request (History)”... View More,

[Response to More Info Request (Popuiate) *

More Info Requested [History)

Praveen Kumar - 09/10/25: Testing follow up

Response to More Info Request (History)

Figure 32
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Glossary
Term / Acronym Definition
IRA Inherent Risk Assessment form used to capture details about a new

third-party engagement.

Process Unity (PU), the third-party risk management platform where
assessments are completed.

Due Diligence Questionnaire: an external supplier assessment sent to
suppliers.

Quality Management System: an internal or external questionnaire
related to quality processes.

Subject Matter Expert (for example, QMS SME or DT Cyber SME)
responsible for reviewing assessments and overriding DDQs.
Category Manager Your Otis Supply Chain representative

Supplier External third-party supplier who responds to supplier assessments.
Panelin each assessment stage that indicates the current phase and the
next required action.

Process Unity (PU)

DDQ

QMs

SME (also Domain SME)

Workflow Guide




