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Preface

This guide contains the information you will need to set up and utilize your
My.Celanese.com account. It also contains detailed information about the following:

Overview of dashboard functionality
Password troubleshooting

Creating/ changing order
Maintaining Templates

Retrieving order related documents
Viewing account status’

This preface explains how this user’s guide is organized



User Guide

Login & Account Preferences

NOTE:

Forgot Password will reset your
password and send a temporary
via registered email.

Trouble Signing will direct you
to the help page.
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Login to your account using the My.Celanese.com credentials sent via email. If you did not
receive your Email/User ID and password, please contact your Customer Service

Representative.

My Celanese Login

Demo shop for ordering Celanese

» Password

If you have forgotten your password, select the Forgot Password link. A temporary password
will be sent via email. For security purposes, immediately change the password upon login.
For additional sign in troubleshooting, select Trouble Signing in. Passwords are case
sensitive and must contain the following criteria: at least 1 upper case character, 1 number,
a minimum of 8 characters, at least one lower case character, and no more of 20 characters.

7@ Celanese m e niseinsorsios

PASSWORD CHANGE

YOUR ACCOUNT

@A DASHBOARD ORDER STATUS -

Password must contain:
> X Atleast1uf 1

x
X Amin
x

DOCUMEN

PASSWORD CHANGE

e e



file:///C:/Users/LCBAP4/AppData/Roaming/Microsoft/Word/My.Celanese.com

> Default Settings : After successfully logging in and changing your password, it is recommended to update your
account preferences; this includes setting your default settings. Default settings allow you to customize your
profile such as choosing your default start page, default decimal point, date format and default language.

—
9 celanese The chemistry inside innovation @ {06 Rty
YOUR PROFILE
ACCOUNT PREFERENCES A DASHBOARD ORDER -  STATUS-  DOCUMENTS oo oo ont 1O

LIST

PASSWORD CHANGE

=
YOUR ACCOUNT = i BN OREFERENCES
Dashboard [

- ‘ 1,234,567.89

MANAGE YOUR
YOUR PROFILE | TEMPLATES
Default Language
CUSTOMER/SHIP-TO LIST = 1 3
mm/dd/yyyy - | English 2

PASSWORD CHANGE

MANAGE YOUR TEMPLATES

> Profile, Customer/Ship To list & Manage Templates : In account preferences, you may also review your
profile, Customer/Ship to list and manage your templates. Please note, to make any changes to your
Email/User ID you must contact your Customer Service Representative.

@ Celanese e henisiryinside innovation @ o
(o V]

YOUR PROFILE A DASHBOARD ORDER- STATUS-  DOCUMENTS

YOUR ACCOUNT First Name * Last Name *
YOUR PROFILE > ki Fayne
CUSTOMER/SHIP-TO LIST Company * Address1 *
PASSWORD CHANGE Celanese 225 E. John Carpenter FWY
PREF E 5

ACCOUNT PREFERENCES Addressz City =
MANAGE YOUR TEMPLATES Suite 1200 Iving

Country * State/Province

United States - Select One
Zip/Postal Code Email (User 1D]

Phone Number *

9724434523

75062 B Toresetemait please contact your 9
ll Customer Service Representative

5|Page



Dashboard

P Dashboard: The dashboard page allows an overview of account status’ including your
most recent orders, oldest invoices, recent payments and most used templates. If you
have more than one customer, select the customers account search for the customer
accounts you wish to view.

O Search Customer

Customer #

Company Nome

@ Celanese tecuemistyinside innovation

DASHBOARD ORDER - STATUS- DOCUMENTS  CONTACT

%Search Customer ‘
@ Your Recent Orders View All Orders @ Your Oldest Invoices View All Invoices

SELECT Order # Date Received  Order Acknowledgement Invoice # Due Date Days In Arrears Invoice Document
. . X
1557046  456321_CETEST 03/23/2015 »~ 977386387 02/04/2015 47 Days Overdue ™
.
1557045 456321_CETEST 03/23/2015 = 977387899 02/08/2015 43 Days Overdue P
p Send Documents: Click
. 1557042 0987654321_CETEST  03/23/2015 % . 977389086 02/12/2015 39 Days Overdue. =
the mail icon to send )
order re|ated 1557041  0987654321_CETEST = 03/23/2015 R
documents via email.
@ Your Recent Payment View All Account Statuses @ Your Most Used Templates View All Templates
” . Ship To Selling
Last 3 Payments Date Received Template Ship To Customer City/Country Entity
/ 2511690 USD 02/06/2015 CEOrdenTemplate Chemicals
Email File z 109,517.77 USD 02/02/2015 = us
110,575.56 USD 01/27/2015
0987654321 CETEST Egem’(‘“s
To get this document enter the email address and the recipient will recieve
the document attached in the mail
Enter Email Address * Corporation HELP MSDS TEHMS AND CONDITIONS PRIVACY POLICY DISCLAIMER CALIFORNIA TRANSPARENCY
ana.payne@celanese.com
SHOPPING CART
Enter Subject * m ORDER PROGRESS
*Required Fields \, Clear IarE Ml +
Order Acknowledgement - 1455302 BUSINESS SEGMENT +
Shippaint
SELLING ENTITY +
Enter Message * Mode Of Transport ]
SALES ORDER TYPE +
Incoterm CPT
Document has been attached... Transportation Group Bulk Liquid SHIESIOADDRESS
PO# *

CLOSE m . UNLOADING POINT +

Celanese Material Your Material # BILL-TO PARTY +

e ] PRODUCT SELECTION +
Requested Qty * Unit Of Measure * Requested Delivery Date * SHOPPING RART -
P Reorder with Templates: Easily reorder . =
most common used templates by clicking i el

your saved order template icon.

ADD ITEMS Clear Cart [l conTiNuE
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Order Create
P Order Create: To : :
. . A DASHBOARD ORDER - STATUS - SELECT A CUSTOMER A DASHBOARD ORDER-  STATU
begin creating an ‘ | :
‘¢ CREATE ORDER
order, select ‘Create Begin Your order
Order' from the Begin your order create process here or use an o
menu bar. ClsiEae
> Search Customer: Select a customer by searching the [ e |
Customer # which is a Celanese assigned identifier; then,
Customer #4  Company Name § Address

validate this information by company name and/or
address. You may select to create an order from an
existing template on this page rather than creating a new

order.

P Selling Entity: If necessary, select the selling entity.

SELECT A SELLING ENTITY *

Selet... {5 (7]

2050-Emulsions Canada / 0L
2060-Emulsion U.S. 7 0L

P Product Selection: Search and select

. PRODUCT SELECTION A DASHBOARD ORDER-  STATUS DOCUMENTS  CONTACT
products by entering the product name or
filtering by product line, mode of transport, ORDER PROGRESS
. X . . (-] Search Products (2] Clear  More Search Options..
incoterm, or shippoint. After selecting the = r v CUSTOMER +
Product Line Mode Of Transport ncoterm Shippoint
number of shipments needed (up to 50 line Snowl | [showau -] [snowau ] [shewan . VIBISHESSSECHE) %
v SELLING ENTITY +
items), validate that the ship to address is e
correct on the order progress bar [located GGl [ pepe—
Your Material  Mode Of
at the right-hand side of the sceen]. Lastly, | St Trowport Moot Shepoit
SuEgas Ethyl acetate i CPT L;'Jf s
click the ‘Add to Cart’ to add products to B : T o v UNLOADINGPOINT  +
Select # of Shipments - v BILL-TO PARTY +
your cart. % 3 ADD TO CART [ REMOVE ‘ T
Y addg P Cle: X-PL

= m
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Shopping Cart: In the shopping cart, complete the required fields: PO#, requested quantity, unit of measure and
requested delivery date. If applicable, enter your 3™ party/line item PO# and Release # and combine/ balance items if

necessary. You can
also delete items
from the shopping
cart from this
screen.

Combine Item: two
or more materials
combined to create
one shipment.

Balance item: for
combined loads
only, a balance
item is a flexible
guantity to reach
maximum weight
capacity.

@ Celanese mechemistryinside imnovation

SHOPPING CART

*Required Fields

A DASHBOARD ORDER ~ STATUS - DOCUMENTS CONTACT
| comwe B ORDER PROGRESS

Clear Cart

Shippoint
Mode Of Transport
Incoterm

Transportation Group

LBC Houston, L.P.-DC
e

CPT

Bulk Liquid

PO# *

Celanese Material Your Material #

@  Ethyl acetate (50000455)

11-0000-0620-2 ]

Requested Qty *

189,000,000 US pound ‘ ‘
3rd Party/Line Item 4 US gallon MARCH 2015 >
: Kilogram H SU MO TU WE TH FR SA
| Liter 2 23 24 25 27 28
US pound

Combine Load @

Unit Of Measure *

Metric Tonnes

Requested Delivery Date @ *

@  Ethyt acetate (50000455)

Requested Qty *

189,000.000 US pound

3rd Party/Line ltem # @

) Combine Load @

Unit Of Measure *

i |

Release # @

Balance ltem @

o Ethyl acetate (50000455)

11-0000-0620-2 @

v CUSTOMER +
v BUSINESS SEGMENT  +
v SELLING ENTITY +
v SALES ORDER TYPE +

v SHIP TO ADDRESS
2004299, 3M COMPANY,
CHEMOLITE SIDING, MN,

55144, US

v UNLOADING POINT +

v BILL-TO PARTY +

Warning!

Are you sure you want to delete?

/
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PRODUCT SELECTION P Add Items: Select the ‘Add Items’ button to return
P to the product selection screen and add/edits
© st res products.
. P Availability: If there are any availability issues with
the requested material based upon the requested
oo _;:n — SM date, an error message will appear on this screen.
S After successfully completing all required
— . information in the shopping cart, select continue.




P Final Review: Please review the shipping details to confirm product order information is correct. Add additional
external shipping instructions by by expanding the ‘Additional Instructions’ sections located below the PO #. To enter
line item, such as special instructions for a material, expand the ‘Item Text’ located below each product order and enter
text.

Additional Instructions .

i i A DA AR - - DOCUMEN INTAC
Frelght Forwarder Instruction FINAL REVIEW @ DASHBOARD  ORDER STATUS OCUMENTS  CONTACT

P

(Limit to 500 characters.) Shippoint LBC Houston, L.P.-DC ORDER PROGRESS

Mode Of Transport v CUSTOMER "
Shipping Instructions External - P
DRIVER INSTRUCTIONS:| Rce1gnm v BUSINESS SEGMENT  +
ADDITIOI\AL‘C#RRIER I!‘\STRUCTICI‘\S | Transportation Group Bulk Liquid v SELLING ENTITY £
SPLIT LOAD (STOP OFF) INSTRUCTIONS: g
DROP TRAILER INSTRUCTIONS: Sicoaics v SALESORDERTYPE  +
EQUIPMENT WAIVER INSTRUCTIONS| TR TR [y

itional Instructions -~ T n

FREIGHT BILL INSTRUCTIONS:| [Additional Instructions ] YRR TOABDRESS

SCHEDULE/CONTACT INFORMATION:

*Required Fields
A Celanese Material I’;ine Itsm Laur Quantity Baqiasted Delivery Unit Price
2 aterial # Date/Time v UNLOADING POINT 4
(Limnit to 500 characters.) N
Ethyl acetate < 189,000000  03/26/2015
© 2 L8 Availability to be confirmed v BILL-TO PARTY *
¥ PRODUCT SELECTION
e Ethyl acetate 20 189,000.000 03/27/2015 RODUCT SELECTIONE ¥
- 8 Avail y to be confirme
Item Text . - AR v SHOPPING CART +
{ E, 3rd Party/Line ltem # - Combine Load Yes
Freight Forwarder Instruction
Release # - Balance Item Yes
\ ur o
Item Text - i

(Limit to 500 characters.)

Ship Marks

(Limit to 500 characters.)

Shipping Instructions External

(Limit to 500 characters.)

p  Edit Items: Selecting the ‘Edit PR > Terms and Conditions: To

ltems’ button will return you B successfully complete the ordering
to the shopping cart, allowing e process, you must accept the
you to add/edit/modify cart. i o Celanese Terms and Conditions. In

case of issues or questions regarding

Coese r Your it Terms and Conditions, please contact

= - . ®
. your Sales Representative. Finally,
5 . = submit order after agreeing.
=

THANK YOU FOR YOUR

P Order Confirmation: After submitting the order, your Celanese Order ORDER!

Number and the PO # will be displayed for reference. Additionally, an
Order Acknowledgement will be sent via email. Shortly you will receive an order acknowledgement via e-mail to your email

address(ana.payne(@celanese.com)

Celanese Order # 155/04/

I Save Order As a Template: With orders using the same ship to, same
product, and same additional information as future orders, it’s

recommended to save these orders as templates for future reorders.
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Order Change
" CHANGE ORDER A DASHBOARD | ORDER - | STATUS -
» Order Change: To My Celanese Account ‘
begin Changing Vour Search Order
order, select ‘Change | @ DASHEOARD | ORDER - | STATUS - il
Order’ from the CREATE ORDER _:S;le,:..

home menu bar. s

P Search Order: Search for the order you want to modify by
searching the Celanese Order Number or your Purchase
Order Number. Then, select ‘Search’.

SHOPPING CART

p Change Shopping Cart: The change order cart
allows you to add quatity and modify B
requested delivery date. It is important to
note that you cannot change the Unit of
Measure or cancel orders through order
change. To change the UOM or cancel

Order Number
Ship Point

Mode Of Transport
Incoterm

PO#

shipments, contact your Customer Service F——— : :
Representative who will be able to assist in S ‘j e L 3
these activities. e
o B -]
° acetate

P Submit Order: Once complete with
modifications, select continue and complete

. . . Order Number "#%% 2% has been changed Successfully.
the final review. Lastly, submit your order to

receive confirmation, an Order Shortly you will receive an order acknowledgement via e-mail to your

. . . email address(ana. L . )
Acknowledgement will be sent via email. (ana.payne@celanase.com)

]
Copy Order from Template

P Utilize Templates: An order which uses the same ship to, same product, and same additional information should be
saved as a template for simple reorder. Templates

should be saved during the order create process
(see Order create pg.10 for further instructions.) A DASHBOARD ORDER -~ STATUS -

P Accessing Templates: A FREATE O

1. One of many ways access saved templates is CHANGE ORDER

through the Order menu drop down on your main

menu bar. Select, ‘Copy Order From Template’. COPY ORDER FROM w

TEMPLATE
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2. An additional method to access saved templates is
through your Dashboard. The Dashboard will display the

3 most common used templates. Simply click the

highlighted tite of the template you wish to use, this will

take you directly to the shopping cart for that order.

SHOPPING CART

| e W oroER PROGRESS

tecent Payments View All Account Statuses

A DASHBOARD ORDER - STATUS -  DOCUMENTS  CONTACT
o Search Customer
@ Your Recent Orders View All Orders @ Your Oldest Invoices View All Invoices
Order#  PO# Date Received  Order Acknowledgement Invoice#  DueDate  Days In Arrears Invoice Document
38274893 ko < 977264298 014 > =
12345678 08 = % 3 =

© Your Most Used Templates View All Templates

Ship-T Sell
° - = . Last 3 Payments Date Received Template Ship-To Customer City/Country Entity
‘ C M CHEMOLITE
5 )

P Manage and Maintain Templates: To access the main management page for all templates, select ‘Manage Your
Templates’ located in the profile drop-down menu on the top right-hand corner of the main account screen.

9 Celanese The chemistry inside innovation

@A DASHBOARD

ORDER - STATUS - DOCUMENTS

MANAGE YOUR
TEMPLATES w

P Edit Templates: Editing templates ensures that you are maintaining the most up to date information for efficient,

simple and quick product reorder. Edit template names, descriptions and/or delete templates that will no longer be

utilized.
Additionally, you
may also select to
reorder from this
page.

MANAGE YOUR TEMPLATES

@ DASHBOARD ORDER -~ STATUS -

DOCUMENTS CONTACT

YOUR ACCOUNT ° CEOrder Template

YOUR PROFILE
CUSTOMER/SHIP-TO LIST
PASSWORD CHANGE
ACCOUNT PREFERENCES

MANAGE YOUR TEMPLATES >

Enter Template description here

@ EdnTemgla:eE Q Reorder

)

Edit Template

Enter a name and description for your template.

CEOrder Template

Enter Template description here .

Warning!

Are you sure you want to delete?

DO NOT DELETE

DELETE TEMPLATE

£
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Order Status

B Accessing Order Status: To access the order status page
select ‘Status’ from the home menu bar, then click ‘Order
Status’ from the drop-down menu. The order status page
allows you to search all of your orders, check the status
(shipped/delivered), review detailed order information,

change order, reorder, or save an order as template.

p Search for Order: Search for an order date or
delivery date by selecting the required date-
range field. Maximize search results by filtering
on document type, number, customer, ship to,
business segment and/or shipped status.

A DASHBOARD  ORDER -

STATUS - | DOCUMENTS

ORDER STATUS

CONTACT

ORDER STATUS

= Search For Order Status

i
i |

MARCH 2015
SU MO TU WE TH FR SA

p Send Order
Acknowledgement:
Select the mail icon to
send order documents
via email.

Email File

To get this document enter the email address and the recipient will recieve
the document attached in the mail

Enter Email A

Enter Subject *
Order Acknowledgement - 1455143
Enter Message *

Document has been attached...

ana payne@celanese.com E

TODAY
e Search For Order Status
Search By Number Custorner Ship To
—Select— - --Select-- —Select—- -
Date * Business Segment Shipped Status
Order Date - --Select-- AlL -
CLEAR SEARCH
Orde 0 p-To 0 p otal Qua ote ode Of Transpo
() 189,000,000 LB cPT ol
Line Item Item PO/Release = Your Material PO Requested Delivery
# Celanese Material Shippoint Date Status
Ethyl LBC Houston, LP- 7
10~ 93827489374 ) =L 02/27/2015 To be Shipped

n}: rder
Acknowll ment

I r Change Order Q Reorder & Save as Template |

SHOPPING CART
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*Required Fields

Shippoint
Mode Of Transport

Incoterm

PO#

Transportation Group

LBC Houston, L.P.-DC

CPT
Bulk Liquid

Save Order As Template

To enter this document enter the email address and the recipient will
receive the document attached in the mail

Template name *

Template description




. ]
Invoice Status

P Accessing Invoice Status: Access the
order status page select ‘Status’ from
the home menu bar, then click
‘Order Status’ from the drop-down
menu. The invoice status page allows
you to view detailed invoice status
information.

@

DASHBOARD

ORDER - STATUS - DOCUMENTS

RDER STATUS

INVOICE STATUS

ACCOUNT STATUS

P Search Invoice: Search for an invoice by selecting the required date- range field and/or Document type.

Document Type INVOICE STATUS
--Select-- -
Q Search For Invoice Status
--Select-- 3
| Search By Number
Celanese Order <
--Select--
MNumber
Purchase Crder | Invoice Date Range *
MNumber [
Celanese ‘ MARCH 2015 »
Delivery Note SU MO TU WE TH FR SA
Number 1 2 23 24 25 26 27 28
Celanese 2 3 4 56 7
Shipment B 9 10 m 12 13 14
Mumber 15 16 17 18 19 20 21
) 2 23 24 26 327 28
Celanese Invoice E
29 30 3 1 2 1
MNumber
TODAY

i §

@ DASHBOARD ORDER - STATUS - DOCUMENTS

Customer
--Select--
Business Segrent

--Select--

Ship Te

--Select--

| Search Unpaid Invoices

¥ Search Overdue Invoices l

CONTACT

CLEAR SEARCH

. ]
Account Status

Accessing Account Status: To

access the account status page
select ‘Status’ from the home
menu bar, then click ‘Account
Status’ from the drop-down
menu. The account status page
allows you to review payment
terms, open accounts receivable

A DASHBOARD ORDER ~

STATUS ~ DOCUMENTS CONTACT

ORDER STATUS

NVOICE STATUS

ACCOUNT STATUS h

amount and last 3 payments
made to Celanese.
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P Select account: If more than one

account has been assigned to the user,

select the radio button to see the

account status for the desired account,

then click the “SUBMIT” button. Only

one account can be viewed at a time. If
the user only has one account, the user

will automatically be shown the
account status information.

P Account status information: If a user

has multiple accounts assigned to their

user id, multiple lines for each

Celanese selling entity will be displayed

Document Retrieval

ACCOUNT STATUS

° Search Customer

Customer # Company Name

Address

A DASHBOARD ORDER - STATUS - DOCUMENTS CONTACT

ACCOUNT STATUS

(+) Search Customer

Payer

This area includes the Payer account

information.

Payment Terms

Celanese Ltd. ( Chemicals US )

Balance/Payment Summary

Celanese Ltd.

Open A/R Amount

Open AR
balance

[ Payment terms I

Last 3 Payments Date Paid

Last 3 payment amounts Date last 3 payments
received by Celanese were received

Document Retrieval: Copies of the following documents are available on My.Celanese.com:

Order Acknowledgement
Invoice

Certificate of Analysis (COA),
Bill of Lading

Packing list

International Documents

= Accessing Documents: To access any of these documents, select ‘Documents’ from the home menu bar.

()

DASHBOARD ORDER ~

STATUS ~

DOCUMENTS

CONTACT
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P The document area allows you to search for documents, by different ways, based on the type of document requested.

Use the drop down under “Document Type” to select the desired document. Next, use the drop down to select the

type of information to use for the search, then, enter the search information into the blank field. After populating the
information, select the “SEARCH” button.

Document Type
Order Acknowledgment

Select 5 -
Order Acknowledgment
Certificate of Analysis
Shipping Documents
Invoice

International Docurments

DOCUMENTS SEARCH

Document Type

Order Acknowledgment

Search By Number

Purchase Order Number

Didn't find what you are locking for? Try

an expandad search under Order Status.

“Didn’t find what

you are looking for?” If you didn’t find the document, using this link will take you to order status. Here,
different search options are available to help locate documentation.

DOCUMENTS SEARCH

Document Type

Order Acknowledgment -

Search By Number

Celanese Order Number

1541291

Search Results for 1541291

Document Number Document

1541291 gy =

CLEAR SEARCH

Didn't find what you are looking for?

Output Description

Order Ackmnt

If a document matches the search criteria, the document information will be displayed, along with two icons.
The PDF icon allows you to view the document online; the envelope icon allows you to e-mail the document.
If you click on the document number, this will take you to Order Status.

p Toemail a document, click the envelope icon.
The following message box will appear (pre-
populated). Any information in the box can be
changed as desired, and then select the “SEND”
button. Please note, all fields marked with an
asterisk are required.
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Email File

To get this document enter the email address and the recipient will recieve
the document attached in the mail

Enter Email Address *
Joe@abccompany.com

Enter Subject *

Order Acknowledgment - 1541291001

Enter Message *

Document has been attached...

CLOSE




