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Introduction

This document provides an overview of the main
features of S&P Global’s CSA Online Portal. All
functionalities can be accessed using the tabs located
in the top header on the Portal’s landing page.
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Figure 1: Overview of tabs on the landing page.

The Assessments tab allows you to manage your
company’s participation, access the CSA questionnaire,
upload documents and URLs, and pre-populate the CSA
questionnaire with sustainability information using
taxonomy architecture (where applicable).

The Help tab gives you an overview of the icons and
indicators used throughout the platform.

Assessments Tab

Manage Participation

The Manage Participation section allows you to view the
available participation windows as well as the resulting
impact of choosing a specific window (i.e., anticipated
score release date, cut-off dates for index eligibility,
and/or cut-off dates for Sustainability Yearbook
eligibility). Participation windows are subject to quotas
and are available on a first-come, first-served basis.

Select a Participation Window

Your company’s participation must be confirmed
each year in order to respond to the questionnaire.
A company can only participate after selecting an
assessment participation window and a datapoint
confidentiality designation within the CSA Portal.

Only an administrator user may select or modify
the company’s participation window, taking into
consideration the company’s own reporting
cycles and other project planning needs.
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Figure 2: Selecting a participation window.

If a company does not wish to participate at this time,
or would like to receive more information, these options
are also available in the Manage Participation section.

An interested company may view the questionnaire
online or download a PDF version without selecting
a participation window.

Confirmation of participation is non-binding, and any
information entered in the Portal will not be used unless
you submit the questionnaire. Accessing the questionnaire
online or downloading a PDF version of the questionnaire
does not require confirmation of participation but does
require a registered company account for the CSA Portal.
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Figure 3: Additional options regarding participation.

Changing Your Assessment Participation Window

A company may change its participation window as long as
it has not started the questionnaire (i.e., has not selected
the start questionnaire button). Once the questionnaire
has been started, a company cannot change its window,
however, it can request a deadline extension directly via
the Manage Participation section. Deadline extensions

are also subject to quotas and are available on a first-come,
first-served basis.

Datapoint Confidentiality Designation

As part of confirming your company’s participation,

an administrator must also select a datapoint confidentiality
designation before you can start working on the
questionnaire. The Portal will not allow you to start

editing the questionnaire until you do so. You may change
the designation in the Manage Participation section at

any point up until submission of the questionnaire.

For more information on the datapoint confidentiality
options see this FAQ.

Select confidentiality designation option for datapoints
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Figure 4: Selecting a datapoint confidentiality designation.


https://portal.s1.spglobal.com/survey/ui/
https://portal.s1.spglobal.com/survey/ui/help
https://portal.s1.spglobal.com/survey/documents/CSA_Datapoint_designation_options_FAQ.pdf

Requesting a Deadline Extension

A company may request a deadline extension only once the
selected participation window has opened and the
company has started the assessment by clicking the

‘Start Questionnaire’ button in the ‘Questionnaires’ section.
The deadline extension may be requested directly via the
‘Manage Participation’ section within the ‘Assessments’ tab.

Deadline extensions are also subject to availability,

and companies should be aware of the resulting impact
on score release dates, index eligibility, and/or
Sustainability Yearbook eligibility.
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The participation timeline cannot be modified after confirmation. You can select a different participation from the dropdown. If you would like to change change the
deadline, select an option from the following

Start date Feb 27,2023

Submission Deadline | Mar 27,2023

| Extend participation deadline |

your . If there are labl the helpline by

Solect Deadline Score release date
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um

Showing 10 3 of 3 entries

st | st s s |
Figure 5: Requesting a deadline extension.
Questionnaires Section
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Figure 6: Overview of tabs sections on the landing page

The ‘Questionnaires’ section is located within the
‘Assessments’ tab (along with Documents, Manage
Participation, and Taxonomy). It contains the current
year's questionnaire, as well as access to all past
assessments of your company.

To see a prior year’s questionnaire, use the dropdown
indicated below to select the relevant year.
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Figure 7: Dropdown to select current assessment year (or earlier
assessment year) questionnaire.

For instructions on how to view questionnaires that your
company has submitted in previous years (showing analyst
changes), see the Appendix.

If your emailis linked to more than one company account
in the CSA Portal, ensure the correct company is selected
in the dropdown indicated below.
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Figure 8: Dropdown to select the appropriate company when user has
access to more than one company account.

Getting Started

The ‘Questionnaires’ section provides access to the
current year’s assessment, and stores all questionnaires
pertaining to your company from previous years.

If the date of the participation window your company
selected has not yet been reached, you will not be able

to work on the questionnaire. A message will be displayed
prompting you to wait until the start date of the
participation window.
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Figure 9: Prompt for company to wait for start date.

Once the start date of the participation window has
arrived, and you have selected a datapoint confidentiality
designation, the ‘Start questionnaire’ button will be
activated. Once you click on the red button, you may
begin editing the questionnaire within the Portal.

You may, however, view the questionnaire and download
a copy from the Portal at any time after the start of the
2024 CSA on Wednesday, April 3rd (see Figure 13).



General Navigation

Questionnaire content is displayed in a tree structure consisting of three dimensions: Governance & Economic,
Environmental, and Social, and sub-levels called criteria that contain questions belonging to the same topic.
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The colored squares indicate
the status of the questions,
criteria, and dimensions at
any given moment. If a user
has marked an answer or filled
in data, the question is set

to in progress (orange).

Both administrators and users
can set the status (within each
question on the top right), to
signal content as complete
(yellow). Administrators can
additionally prevent unwanted
changes by users by marking
a question as approved (green).
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Figure 10: Questionnaire tree structure.
Changing A Question Status

Administrators are able to utilize both ‘question completed’ .
and ‘question approved’ statuses and can revert an &
‘approved’ status back to ‘completed’. Users may revert a
question from ‘completed’ status to ‘in progress’. using the

series of buttons that appear on the upper right corner of =
the page. Hovering over each icon will show tooltips o
explaining their function. -
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Figure 11: Question at ‘in progress’ (marked orange) status (1) with the
option to mark it as ‘completed’ and ‘approved’ (2). See list of icons in
the image to the right.

Prefill this question with the most recent analyst-approved answers

Mark this question as ‘completed’ (standard user can mark as complete)

Re-open this question (standard user can re-open unless the question is ‘approved’ by admin)

Mark this question as ‘approved’ (admin only, standard users cannot edit the question any longer)

Set question back to ‘completed’ status (admin only, allows standard user to re-open question)




CSA Completion Status

Figure 12 below shows the indicator with time left to
complete the questionnaire by the deadline (e.g.,
28 days left) and the completion status information
in percentage (e.g., "33% Done™).
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Figure 12: Tracking completion status.

The completion status (% Done) is calculated as a ratio
between how many transitions between the different
stages have occurred , and how many are needed to have
everything ‘Approved’. Itis calculated as the average status
of the answers, which is between 0 and 3 (referring to
these statuses: ‘Not Started’, ‘In Progress’, ‘Completed’,
‘Approved’ that are visualized by the colored boxes).

Example:

A questionnaire of 50 questions needs 150 stage
transitions in total (i.e., 50 times three status changes).
Having everything ‘Completed’ (all question inicon status
yellow) means that 50 questions were moved first to ‘In
Progress’ then to ‘Completed’, i.e., 100/150 = 66%.

Generate a PDF of the Questionnaire

Itis possible to generate a PDF document of the
questionnaire, with the option of including your answers,
the question rationale, and definitions. See Figure 13
below. This document may be printed, or a read-only
version may be shared with internal stakeholders.
Please note that we are not able to offer a Microsoft
Word or Excel document of the questionnaire.
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This will generate a PDF version of the questionnaire which will
be sent to the following email address.
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¥ Include question rationale and definitions into PDF
Include answers into PDF
Include additional comments

Figure 13: Generating a PDF of the questionnaire.

Prefilling the Questionnaire with Data

If your company submitted an assessment in previous
years or was assessed by S&P Global based on publicly
available information, you can utilize the prefillicon to
automatically import answers into this year’s questionnaire.
(see Figure 14). This function is available both for

individual questions (1; users and administrators can

select this option) as well as for the entire questionnaire

(2; only administrators can utilize this functionality).
Prefilling can significantly reduce the workload.

There will be a few scenarios where it will not be possible
to prefill data. If your company has a CSA score from last
year, or you were informed that analysts have assessed
your company using publicly available information for the
current assessment year, and you are not able to prefill,
please contact the Corporate Engagement Team.

When utilizing prefill functionality, related references
are made available in the ‘Documents’ section and are
also referenced at the bottom of each question.
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Figure 14: Prefillicons for individual questions (1) as well as for the entire
questionnaire (2).

If you have started to answer a question, please note that
prefilling the question with the previous year’s answer will
overwrite the current answer.

The following pop-up window will provide you with options
for the prefill (where available). Options are verified
information of your company’s own CSA submission or
S&P Global’s assessment of public data on your company.

Prefill questionnaire

By clicking OK, you agree to the questionnaire being prefilled with the
latest answers collected by a public assessment, from the source

13PrefillTest.
e |

Figure 15: Pop-up window when prefilling questionnaire.
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External Data Used

When prefilling, data on your company already gathered
by S&P Global may get imported into the questionnaire
(e.g., data available in S&P Global Market Intelligence or
S&P Global Trucost). Examples of questions where this
may be the case are Denominator, and Effective Tax Rate.

If this is the case, a banner will be shown above the
question. Expanding the banner provides more information,
including which datapoints exactly have been considered,
and if available, a reference to where data was found, e.g.,
10-K, Annual Report, etc.

You may review or overwrite any of the information prefilled
in the question with updated information as applicable.
Please ensure to follow the question guidance provided.

15 days eft 46% Done [

External dataused v

Denominator - FTEs

pr organization.
purposes. Please provide information for all parts of this question.
Reporting Currency

Figure 16: ‘External data used’ banner.
Submission

Any administrator user may submit the completed
questionnaire, thus finalizing the assessment.

Clicking the ‘Submit questionnaire’ button (see red
box in Figure 17 below) will present you with a final
confirmation pop-up box that includes the submission
approval form. You need to accept the conditions in
order to complete the submission (see Figure 18).
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Figure 17: Submission button.

Submit questionnaire

Do you really want to submit this questionnaire? After submitting, you will no longer be able to change your
answers.

Please note that the following questions are currently flagged and might not have been properly filled out: 0.1,
2.1.2,2.2.1,3.45

If you wish to review these questions, click on the 'Cancel’ button below. If you wish to continue and submit the
questionnaire, click on the 'Submit' button below.

| herewith confirm, for and on behalf of the company, that the statements made in the CSA questionnaire as
well as the contents of any additional information and/or ion provis are true and

| herewith confirm, for and on behalf of the company, to have read, understood and fully agree to the Use of
Information and Confidentiality Policy (The email containing the "Confidentiality Designation Option for Data
Points" selected by your company's administrator when confirming your company's participation in the CSA
is available for your reference in your inbox tab in the CSA portal under the mail subject "Your selected

datapoint designation option").
Cancel

Figure 18: Submission and Approval Form pop-up box.

When going back through any questions that are
noted in Figure 18, you will want to make sure that

any figures noted in boxes that have orange coloring
(such asin Figure 30) are accurate. They have been
flagged automatically by parameters set up within the
CSA Portal to alert users to potential mistakes.

Questions

The questionnaire is laid out with several recurring
types of tick boxes, input fields, document attachments,
and comments. In addition, each question always

has a Not Known or Not Applicable* option.

*If you believe that a question is not applicable to your company’s
business model, please contact the CSA Helpline, csa@spglobal.com with
the question number and the rationale AFTER you start the questionnaire.
This way, we can review justification for the claim with you. Any ‘Not
Applicable’ selections submitted without prior agreement will be carefully
evaluated and those deemed irrelevant will be modified to an appropriate
option.

For each question, there is an introductory text,
giving context and specifying what is being asked.

Non-Executive Chairperson/ Lead Director

1 the board
foporting or corporate wabsite

independent

appointed.

Figure 19: Example of question layout 1.

You may need to select a radio button to activate the
ability to enter information (see Figure 21). Inactive input
elements will be shown in light grey (see Figure 20). Active
parts will be highlighted in dark grey (see Figure 21).

Direct Greenhouse Gas Emissions (Scope 1)

Figure 20: Example of question layout (inactive).

Direct Greenhouse Gas Emissions (Scope 1)

Figure 21: Example of question layout (active).

Saving a Question

Once you have finished filling out a question, you

can save the answer on our CSA Online Portal server.
While this is done automatically every time you switch
between questions, for further control, we provide

a save button at the bottom of the page, along with
the ability to cancel your current changes, or to reset
the question completely to its empty status.

See the ‘Help’ tab for further explanation
of the associated icons.



Unit Converter These informational sections should answer all inquiries you
might have for a certain question. Should you have additional
questions or wish to further clarify how the question
methodology applies to your specific business context,
please contact the CSA’s Corporate Engagement Team.

Several input fields request data in specified units.
Clicking on the grey calculator icons will open a zoomed-
in view with a unit converter allowing you to convert
data from a predefined set of metrics. The conversion
factors used can be found in the CSA FAQ document.

Blue Banner (2) — Questions Requiring
or Rewarding Public Disclosure

Questions that require publicly available information,
FY 2022 or where more credit may be awarded for public

availability of the information, are clearly marked

at the top of the question by a blue banner.

Requirement: This question requires publicly available information v

Additional information and question guidance v

Figure 22: Calculator icon example. Figure 26: Banner indicating requirement of publicly available
supporting information for question.

C rt unit . . . - .
onvertunt Questions requiring or rewarding public information have

a different behavior with regards to prefilling and

Source Unit Ry UG adding references.

For questions where only publicly available references are
Source Value accepted, you will only be able to provide a web link (and

not a document) as evidence. Please attach the link which

leads directly to the document, in addition to including
Result the URL of the webpage that hosts the document.

For example, the document, ‘S&P Global ESG
Scores Methodology’ is available at this link:
https://portal.sl.spglobal.com/survey/documents/
spglobal_esg_scores_methodology.pdf

_ _ _ And this is the URL for the website where the document can
Figure 23: Unit conversion example. be found: https://www.spglobal.com/esg/csa/methodology/

Blue Banner (1) — Additional Information

In addition to providing the URL, you may upload

and Question Guidance a copy of the public document to the Documents

Always review the information under the light blue banner section within the Assessments tab if you wish.

before answering a question. Clicking on the black arrow

expands the box to reveal the rationale, data requirements, e S ) '

and key definitions for the question. e el s e ke e
Publicly through navigation from your company’s own website o a related website (e.g.

subsidiary, affiliate, trade association, etc.).
Requirement: This question requires publicly available information v
Additional information and question guidance v . . . .
Figure 27: Example of banner text for questions requiring publicly
available supporting information.

Figure 24: Information banner.

Notice: Additional credit will be granted for relevant publicly available evidence v
Additional information and question guidance v In this question, we ask for publicly available information.If possible, p thatis d will grant additional credit
forrelevant publicly d . not require publicly available supporting evidence and you're welcome to share non-public

documents as references.

Question Rationale

The information asked in this question s required by us to normalize quantitative data provided in other questions and criteria (e.g. Operational Eco-Efficiency).
Company data reported here may also be used in may be used by us for research purposes.

Figure 28: Example of banner text for questions granting additional
Kay Defiaitions credit for publicly available supporting information.

currency (foreign exchange adjusted) revenues if possible, as they eliminate the effect of fluctuations in foreign exchange rates and are thus a better indicator
of business However, reported ! ted.

+ FTEs (Full Time Employee Equivalents): The number of working hours that represents one full-time employee during a fixed time period, such as one month or
one year. The concept is used to convert the hours worked by several part-time employees into the hours worked by full-time employees. Calculation must
include full-time, part-time and contracted employees converted into full-time equivalents.

DataRequirements

« Please provide information for all parts of this question and ensure that the figures provided are consistent over four years as well as consistent with the
figures (e.g. emissions) provided in the other questions.

« Reporting currency: currency selected will be used throughout the for consistency nd will selected for questions
asking for monetary data.
« Unless otherwise specified, all monetary values should be reported in their absolute values.

« Ifavailable for your industry, please select the appropriate normalization factor to be used for normalizing data reported in the *Operational Eco-Efficiency.”

Figure 25: Example of text from an information banner that
has been selected.
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Warning Messages

The Portal will perform basic data-level checks on your
input for some questions. These checks inform you that
your entered data may be relatively high compared to
your own past data or compared to the expected range
for this data value, or that more data in a time series is
needed. A warning message will appear when you try to
save the question or move to another question. If the
data you entered isin fact correct, you can choose to
ignore the warning message. We encourage you to add a
comment that would explain any deviation of your data
within the Confidential Additional Comments section.

Validation warning

Please note that some of the input fields have the following warnings:

« Range of data is relatively high; please make sure that all figures
are correct.

You can still save your answers, but we recommend you review the
information you have provided to ensure an accurate response.

Would you like to save anyway?

- =]

Figure 29: Example of a warning message.

In addition to the warning message, the field in the
question will be highlighted (see Figure 30). In the
example below, it could be difficult to see that the data
for the second year has been entered in the wrong
order of magnitude (i.e., a multiple of ten of the other
values), which could be a typo. In this case, the value is
highlighted to encourage you to review your answer.

Total direct GHG emissions metric tonnes CO2 532700 El [5152:000 El 489000 ﬂ 498210
(Scope 1) equivalents e

Figure 30: Example of in-question warnings.

Adding References

Some questions require supporting evidence. Wherever
applicable, this will be mentioned in the question text
and indicated with a paperclip icon (see Figure 31).

Figure 31: Reference clip.

Clicking on the paperclip icon opens a dialogue window
allowing you to attach an existing reference (i.e., already
uploaded to the Portal) or attach a new reference.

When attaching a file, you will be asked to provide a page
number that refers to the location of the information
needed in the context of that question.

LT Trin Pubily Beulabdiny o  Trps P Beils

R, 1 sy s L

Choose reference

To validate the new reference, fill in all mandatory fields indicated by a star. Should you
wish to add multiple references in one go, you can do so in the "Documents™ section at the
top of the page. Please note that you need to indicate the relevant page number in each
question where it is used as supporting evidence.

Name *

Web page URL *

Upload a document m
Type * select n
Access @ Admin only .

Is transioted

Paogeno. *

Comment

e |

Figure 32: Reference pop-up box.

Please make sure you are as specific as possible in referring
to the location of the information that you deem relevant

to the question and refrain from adding information that is
only partially relevant, or not at all relevant to the answer

to this question. This, in addition to precise page numbers,
will best allow our analysts to assess your answer.



Documents can be marked as confidential by setting their
access as ‘Admin only’. The ‘Admin only’ documents can only
be viewed and downloaded by an administrator. All other
documents are ‘All access’ and can be viewed by anyone with
a user account. Users cannot open or download documents
set as ‘Admin only’. Both newly added documents, as well

as the historical documents can be marked as ‘Admin only’.

In addition to the source, users can specify the type of
document (Annual report, Sustainability report etc).

While adding a new reference, please be aware
that Name, Web page URL, type and page number
(if it's a document) are mandatory fields.

As described above, some questions only allow adding
a public reference. In this case, hint text appears
underneath the paperclip icon, e.g., ‘max. 5 allowed,
public URLs only’. The ‘Choose reference’ pop-up will
show the field ‘Web page URL as mandatory. If the
element does not require a public reference, the user
is free to upload a physical file, paste a URL or both.

Figure 33: Reference clip, public URLs only.

The number of references that can be uploaded per
question is limited to five with the intention of reducing
the overall reporting burden on companies and ensuring
that supporting evidence remains relevant and specific.

— Youwill still be able to prefill all documents or references
from the previous year. Awarning will appear upon saving
a question where the maximum number of references
has been exceeded. However, all documents and
references from the previous year will be prefilled.

- Editable answers to questions with too many references
introduced during prefill will be highlighted.

- The online questionnaire will provide you with a warning
message both upon saving the document and upon
submitting the questionnaire if you have exceeded the
document limit in any question (see Figure 34). Please
review all documents and only attach those that are
specifically linked to the answer you have provided.

References count exceeded

The maximum number of references has been reached.

If you wish to replace a document that you have already attached, then please first remove that
document by using the delete button associated to it, and then attach the new one.

Figure 34: Pop up box when references count is exceeded.

Please be aware that additional links to documents
provided in the company comment box may not
be considered in the analysis of the question.

Figure 35: Companies can also order the references according to
priority/importance/relevance.

We encourage you to order the attached references
according to priority/importance/relevance. As previously
noted, the number of references is limited with the intention
of reducing reporting burden on companies. Therefore,

of those maximum references submitted, you can now
highlight which documents are the most relevant.

Documents Section

S&P Global Assossments  MSA  PeerPractices  Benchmarking Inbox  Account  Help  Logout
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Figure 36: Documents section.

In this section, you can upload documents separately
orin bulk. The entire collection of attached documents,
both past and present, can be managed within the
Documents section. You can rename, download, or
delete all* documents for one participation. Each
document can be referenced multiple times.

*Deleting the document will be disabled for any documents that are
referenced in at least one question within a participation, You can see
how many questions a document is attached to through the number in
the References column (shown in Figure 37).

Other documents might also appear in this tab,
acquired from different sources, namely:

— Analyst: Documents uploaded by S&P research analysts
during a previous relevant assessment. These documents
will be carried over to the current assessment
during the prefill process.

- S&P Global Market Intelligence: Public documents
collected by the S&P Market Intelligence team. All
available relevant documents are automatically added
when the participation is confirmed. Users can attach
these documents within questions as references,
but they are not able to edit or delete them.

Documents Overview

plays all docum
" or “Add URLS"
but oni

This part of the onli
dos  clich

ny has uploaded to the dal /ou to search, download and edit the names of the respective
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referenced throughout your

Search

Name Source Type Public Avalla...  Access Refer..  UploadDate y Action

CSA2022 - DUSI Elgible pdf Company Corporate Gove..  No Allusars o 2%.01202 Yy

Showing 101 of 1 entries

Figure 37: Documents Overview section.



Documents Columns

Name: The name of the document or URL that was added
to the Portal.

Source: Options are Company or Analyst. This indicates
who uploaded the reference to the Portal.

Type: When adding a reference, you can categorize it to
indicate what the file/URL is- e.g., sustainability report.

Public Availability: Options are Yes or No and
indicates if the reference is available publicly. Only
if the reference is a URL will it be labeled ‘Yes'.

Access: By default, all users can see all documents. Each
document’s permission can be either ‘All users’ or ‘Admin
only’. ‘Admin only’ documents are visible in the document
overview for all users but are not downloadable for the
other users. Only an administrator will be able to download
them. Only administrators can choose for a file to be Admin
Only when itis uploaded to the Portal. URLs cannot be
setas ‘Admin only’. If a user also has access to a question
containing a reference to a confidential document, they
will also see any comment provided on this reference.

References: This column indicates how many times the
file or URL has been added as a reference within the CSA
questionnaire. If a file has been referenced at least once,
it cannot be deleted from the Documents section.

Upload Date: This is the date when the file
or URL was added to the Portal.

Action: Edit, delete, replace the file, download, or open URL

Adding Files or URLs

Within the Documents section, you can add files or
URLs that can then be linked to relevant questions
within the assessment. Both can be uploaded
individually or in bulk from this location.

G Open X
« v § « Refer.. > Adobe Acrobat Do... v O  Search Reference Files »
Organize ¥ New folder =y m @
Name v
B~ O Name Status Date modified 2

No data available = S .
—_— o %] CSA_Taxonomy_API_Technical_User_Guide @8 2/2/2024 2:06 PM

CSA_Handbook (OF) 4/17/2023 1:24 PM
(OF) 4/17/2023 123 PM

v o< D

File name: | "CSA_Taxonomy_API_Technical_User_t | All Files v

Figure 38: Adding multiple files.

Add URLs

Please enter the URLs you want to add to the overview. You can specify
multiple URLs, one per line. Each URL must begin with http:/ or https:/

https://portal.s1.spglobal.com/survey/documents/CSA_Handbook.pdf
https://po urvey/documents/CSA_Weights.pdf
https://www.spglobal.com/esg/csa/tutorials|

Type *

Is translated

Add URLs ’ Cancel

Figure 39: Adding multiple URLs.
Taxonomy Section

This section is visible to companies that have indicated
to us that they are working with a third-party provider

of software solutions for disclosing sustainability
information. Utilizing the taxonomy resources provided,
software vendors supporting reporters on the collection,
consolidation, and reporting of sustainability information
can submit data directly to S&P Global for the company’s
participation in the CSA. For more information and a
copy of the CSA Taxonomy API Technical User Guide,
please contact the Corporate Engagement team.

MSA Tab

Assessments ~ MSA Peer Practi Benchmarking  Inbox A Help Logout

Figure 40: MSA tab.

This tab is only visible for administrator accounts
and users who have specifically obtained permission
from an administrator. In this tab, you can access
Media and Stakeholder Analysis (MSA) cases in
which we focus on issues that might affect your
company's reputation and, eventually, have a
material impact on its financial performance.

Media and Stakeholder Analysis

Figure 41: Media and Stakeholder Analysis.

If the section is empty or does not include any cases with
an ‘Open’ status, no action is required from your company.

Once you have completed the information request for

an open MSA case, please press the ‘Submit’ button at
the bottom of the page. In case you have more than one
case, please ‘Submit’ each case separately. Once you have
submitted a case, the case status will show as ‘Submitted’
and you will not be able to edit your response further.

n


mailto:csa@spglobal.com

Once the assessment cycle has ended, the status of
cases for which you have provided an answer will
appear as ‘Closed’. Cases for which the response
deadline has passed, and no response was provided,
will appear as ‘Expired’.

All MSA cases affecting your score will be displayed
inan MSA report, available in the Reports section of
the CSA Portal (within the Benchmarking tab).

If your company was contacted regarding a case prior
to 2017, the response will not show in this section,
as correspondence took place via e-mail.

For additional information, please see the
MSA Methodology Guidebook.

Peer Practices Tab

Assessments ~ MSA  PeerPractices  Benchmarking  Inbox  Account  Help  Logout

Figure 42: Peer Practices tab.

In this tab, peer practice examples are provided to illustrate
good business practices in areas related to the questions in
the S&P Global Corporate Sustainability Assessment. With a
paid subscription to the Peer Practices Database, the filters
and functionalities are made available to CSA Portal users.
Watch the tutorial video.

Peer Practices Database | upgrace |

Learn from teading practices in your own and other industries.

n Rl | |
‘ o CJE o
I T T

Dimension Criterion Question industy  Counry  Yew  Datepublished  Actioms

Figure 43: Peer Practices Database.

Benchmarking Tab

Assessments MSA Peer Practices Benchmarking Inbox  Account  Help Log out

Figure 44: Benchmarking tab.

In this tab, you can benchmark your company against
your industry peers. Based on your service package,
different filters and functionalities are available.

Within the Benchmarking tab, on the left, four
different sections are available: Database, Index
Membership, and Reports, Leverage S&P Global.

DATABASE INDEX MEMBERSHIP REPORTS LEVERAGE S&P GLOBAL

Figure 45: Database, Index Membership, Reports, and Leverage S&P
Global sections.

Database Section

Within the Database, you can identify your company’s
yearly changes for both the score and percentile
ranking for each of the criterion. You may also identify
the weighted gap between your score and the best
company in your industry, and how closing this gap
would impact your company’s total CSA score.

You can also view a four-year trend analysis of your
company’s performance for each criterion when you
click either the Total Score, or one of the Governance &
Economic, Environmental, or Social dimension lines.

e Assossments MSA  PoerPractices  Benchmarking I box  Account  Helo  Logout

Figure 46: Example view of Benchmarking Database.

Show advan
Export Overview Table | Export Question Scores | Hide questions v
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Figure 47: Example view of Benchmarking Database.

Based on your service package, different filters and
functionalities are available within the Database.
Watch the tutorial videos available for the different
versions of the Benchmarking Database.


https://portal.s1.spglobal.com/survey/documents/MSA_Methodology_Guidebook.pdf
https://www.spglobal.com/esg/csa/benchmarking-database
https://www.spglobal.com/esg/csa/benchmarking-database

Index Membership Section

In this section, you can identify how your company
performs against index constituents, specifically the
Dow Jones Sustainability Index (DJSI). Here you will
see the minimum total score for index selection within
your designated industry, and if applicable, index
memberships for the selected assessment period.

DATABASE  INDEXMEMBERSHIP  REPORTS

Figure 48: Index Membership.
Reports Section

This section is a repository for your assessment results. DJSI
invited companies can access a PDF of their Benchmarking
Scorecard for each finished assessment, and all companies
can access MSA reports if there were any cases that
impacted your company’s score since 2015. Any ESG Score
reports will also be found within this section of the Portal.

You can also order a Feedback Report from the
Sustainability Benchmarking Services team based on
your company’s last submission. More information is
available by clicking the ‘Order Feedback Report’ button.

Figure 49: Reports.
Leverage S&P Global Section

S&P Global offers a wide range of sustainability
platforms and services, which you can

become familiarized with through this page and
request demo access in case of interest.

S&P Global Capital IQ Pro provides data, news, and
research, combined with tech-forward productivity tools.

9, ‘ - B
4% 3

e o e e T s e et v

Figure 50: Leverage S&P Global.

Inbox Tab

Assessments ~ MSA  PeerPractices  Benchmarking  Inbox  Account  Help  Logout

Figure 51: Inbox tab.

Within this tab, your team can see key communications
from S&P Global’s CSA team, organized by year. To see
a copy of the email, select the icon with 3 lines under
the ‘Actions’ column.

Inbox

Figure 52: Inbox communications view.

Figure 53: Email details view.
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Account Tab

Assessments  MSA  Peer Practices Benchmarking  Inbox  Account  Help  Logout

Figure 54: Account tab.

The account tab allows you to set up new administrator
or user accounts, change access to questions, and
update contact information and company details. It also
allows you to manage notifications related to the CSA
that are sent throughout the year, such as methodology
changes, opening of the questionnaire, etc.

User settings

[ ominr e | o ecm | crargs ot -

Figure 55: User settings.
Creating New Administrator or User Accounts

In this tab, you can create and manage any number

of administrator (admin) or user accounts. This
functionality allows for maintaining confidentiality for
some answers and for the distribution of questions
among relevant departments and colleagues.

Administrators are responsible for managing the company’s
account. Each admin will see the entire questionnaire and all
of the Portal tabs and associated sections. Each user can be
assigned to any of the combinations of individual questions,
as well as the tabs (e.g. MSA). These users cannot confirm
participation or submit the questionnaire, edit questions
marked as ‘Approved’, or manage account and user settings.

When setting up a new role, the administrator specifies the
user type (admin or user), e-mail address, title, last name,
first name, phone, department, and function/position. An
unlimited number of admins and users can be added. Each
role needs to have a unique e-mail address. Once a new
role is created, they will be notified via the specified email
address that a new account has been created for them, and

they will need to follow instructions to set up their password.

S&P Global is using Okta to authenticate, authorize and
secure access to its application. If you are a user of an
additional S&P platform, e.g. S&P Global Capital IQ Pro, you
will be able to log in there using your CSA Portal credentials.

New Users

Upon creation of an account, users will receive an email from
csa@spglobal.com confirming their account creation and
user ID (i.e., email address). A separate email will be sent
from donotreply@spglobal.com, that contains the link to set
a new password. To the right is a screenshot of the email.

Welcome to S&P Global

S&P Global

hewna
U D st i lingzoabobu o0
Farmoord Lrk Ced bews 'p oot e pommword The Bk ssgees phe 30t

Bolraang we o bt e sy

Prodat Name Webeite

A Portal Mg/ pontal o ol Comm surwiy

£ o Nins a7y Quanddons. prdid (Ufa o Cmnt Sgiar e

e E T e

oty
SAF Caten Sogoen

Figure 56: Sample email new account set up — password set up.

The password set up/reset page will provide guidance
on the required complexity of the password.

S&P Global

Figure 57: Password set up/reset page.

Your login and password will apply to all S&P Global
applications you subscribed to (if applicable). These
applications will be listed on the confirmation page.

S&P Global

Figure 58: Password changed confirmation.


https://www.okta.com/
https://www.spglobal.com/marketintelligence/en/campaigns/discover-capiqpro

Users with Access to More Than One Company
Account in the CSA Portal

If the admin/user for which an account was created
for one company already has an admin/user account
for another company account on the CSA portal, they
will not need to reset their password, but will rather be
notified via email that a new company has been made
available to them. You can switch between companies
within the CSA Portal using the dropdown menu that
appears at the top of the right-side navigation panel.

csatest@ipglobal.com
To © Kesten, hana

Dear User,

You have been granted access 10 an additional company in the Corporate Sustainablity Assessment
(CSA) Portal You may acoess the addiional companry from the upper right-hand side dropdown after
hining logged into the Portal

Since you already have a user account in the CSA Portal for another company, you 3o nol need 4o
34t & new pasdword Each viar email has one password, even if that users accetses the accounts of
dferent companies in the CSA poctal

M you have any questions please do nol hestate 10 contact our dedicated Corporale Engagement
team via e-mad 1o caa@spglobal.com

Best regards,
Corporate Engagement

AP Global Swiredand SA
Peumiloqus § - D001 24nch - Switeriand - C3A Webalie

Do not muss oot on C5A relatied news and updates’ ['ollcw us on Linkedin
andt g owe € 3A Linkedin oromp to engage wih ofer CLA partcpants

That dormralion (OMAed 1 Pl Mesiade B CorASertal 5 My okl Do viad Dy T Plended MPeIsee ¥ plu Hecened E
AT e POB) o) EeGJtely ] GNPy By COpReY BQULE MO pager | [ Ml mury De sscepitie ¥ Gats
COTUBON el FRETCEDRCN IS FBIIIUSE MR dmert Ml e 30 S0t BOCE(H RBLAy 00 MYy SUCR COMUPBON Baly

o her aes w1 Uy omad B Lauen 3o accept

e ks n dong 10

Figure 59: Email notification of additional access.

Managing Admin/User Accounts

Each account can be edited or deleted by an administrator

(with the exception of one’s own account). Admins can,
at any time, revoke access rights to a user by deleting
the user. There is no option to set up a temporary user.

By continuing to the CSA Portal, users acting in a
Company Administrator capacity confirm that they have
obtained all necessary authorizations and consents
from the individuals within their company to add,
manage, and/or delete any additional admins or users.

Add Admin or Usor | Edit Quostion Accoss | Chango Main Contact

Search (

Email Description Personal Data Application Access Login Details Actions

Count: 10589
54 Portal User Last Name Z r
CSA Portal User Last N A Last:Fab 02, 2024 16:08 ’

Figure 60: Manage user accounts.

Add User
User Information
User Type * e n Phone ‘
Emoil * Department [
Title n Function/Position [
Last Name * | Description [
First Name *
Application Access
A 'User" cannot confirm or submit the questionnaires, MSA
edit questions marked as approved or manage account
and user details. Those functionalities are only available Peer Practices ‘
to the Administrator.
Benchmarking -
All your users have by default access to the
Questionnaires and Documents sections. In the section >Dotabase ‘
to the right you can grant access to other sections of the
epplication > Index Membership -
An 'Admin' account can confirm or submit a -
questionnaire, mark questions as approved and manage »Additional Scores
account and user details. >Reports
Administrators have access to all sections of the P

application.

CSA related communication, e.g annual invitation, submission reminder
(mandatory for CSA Portol Admins)

CSAresults & quorterly updates

Methodology changes, e.g. annual changes, webcast

Services and Events

»

- =m

Figure 61: Add a user.

Editing Question Access

Administrators have an overview of the full list of
questions that can be assigned to a user. Approving
access for a user to all questions within a certain
criterion can be done in bulk; criteria headings appear
in red and selecting the associated tick box will select/
unselect the questions within that criterion.

Add admin or user | Edit question access | Change main contact

Edit Question Access.

By defalt, all users have access toall questions within past ires. You can to specific questions wh necessary.

patipaton | AT Tt Compaiech =

- e |

Search (|

Name «esgbenchmarking@spglobal.com
¥ Company Information

® Donominator - Total Employacs

¥ Muman Rights e
® Human Rights Mitigation & Remediation e
® Human Rights Commitment v
® NS Human Rights &
® Human Rights Assessmant v
 tuman Rights Duo Diligence Process 7
v Foodback Survey: Your input is wolcomo.

® Overall Imprassion

® Othor Feadback

® Mathogology Devalopment input

 Ptatform Dovelopment Input

® G54 and Investor Relations

® Link to Parfermance Based Compsnsation and Sustainabilty Investments

® Roporting Procsss -

Figure 62: Edit user question access.
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A user with removed access for particular questions will still
be able to see all questions within the entire questionnaire,
but not any answers input by other users or administrators:
the questions which are not assigned to the user will be
indicated by a ‘lock’ icon and will be non-editable. In the
PDF extract, the same logic will be applied: the entire
questionnaire will remain visible, but answers will be

visible only for questions which are assigned to this user.

v | 1.8 | Information Security/ Cybersec... @

1.8.1 IT Security/ Cybersecurity ... & @
1.8.2 IT Security/ Cybersecurity Mea... [
1.8.3 IT Security/ Cybersecurity... & @
1.8.4 IT Security/ Cybersecurity ... & @B
1.8.6 MSA Cybersecurity & IT Incide... @O0

Figure 63: View for users with restricted question access.

By default, all newly created users have access

to all questions and all documents. Once the user
access has been set up, the same rights will be
applied for the next year’s assessment year. Any new
questions will be available by default to all users.

By default, all questions and answers of the previous
CSA guestionnaires submitted by the company are
visible to all users: administrators can restrict the
historic questions visible to specific users.

Administrators can set up document confidentiality
from the Documents tab by marking them as ‘Admin
only’- restricting question access for a user does not

automatically restrict access to any associated document(s).

Once a user or administrator marks a question as
‘Completed’, the question becomes ‘read-only’. Both users
and admins can set this question back to ‘In Progress’

and edit it again. Once an administrator has marked the
question as ‘Approved’, other users will not be able to edit
those questions anymore, and the questions become
‘read-only’. Itis not possible to set up a read-only user.

Changing the Main Contact

Each company needs to assign at least one administrator
as the main contact. There can be one main contact,
but an unrestricted number of administrators.

Change main contact

The main contact allows us to stay in touch with your company.
This person should receive all the communication related to the
CSA such as the invitation mail and submission confirmation, as
well as confirmations of orders and payments performed within
the CSA platform by any other authorized user. Note that you can
only set up one main contact for your Company.

Note that any admin or user can unsubscribe individually from
our platform communications at any time.

You can choose a new main contact from the list below.

bnkadmin n

If you could not find the person you were looking for in the list
above, please double check that they are an Administrator.

-

Figure 64: Changing main contact.
Managing Notification Preferences

Both administrators and users can edit their notification
preferences by clicking ‘Manage notifications’ under
‘Options’ in the right-side navigation panel.

, Administrator
csa@spglobal.com

‘H Company
Company Details
Subscriptions

_L_ Options

Change Password

Manage Notifications
Enable/Disable Chat

Figure 65: Managing notifications link in right-side navigation panel.



Manage Notifications

CSA related communication, e.g. annual invitation, submission v
reminder (mandatory for CSA Portal Admins)

CSA results & quarterly updates
Methodology changes, e.g. annual changes, webcast

Services and Events

N |

Figure 66: Managing notifications menu options.
Company Settings

The Account tab enables you to also manage your
company information.

Company settings

This part of ige company information.

Boilorplate

Company
g your company’s orashort, your company.

Addross.
Address (sont)

State/Zip
Comments.

Town/City toyour company's

e ool
e - |

Web

Figure 67: Edit your company details.

Help Tab

Assessments  MSA  PeerPractices  Benchmarking  Inbox  Account  Help Log out

Figure 68: Help tab.

The Help tab provides a key to icons and other
elements used throughout the Portal.

Help

Figure 69: Snapshot of some of the help tab content.

Additional resources are also available
along the right-side column.

& Questions?
CSAFAQ
ENEERE
Online Portal Guide
EZIRIER
Benefits of Participation
Measuring Intangibles
ESG Scores Methodology

More information about the CSA

& Policies
Use of Information &
Confidentiality
General Terms and Conditions
Language Policy
Company Concerns
Data Security

Disclaimer

Figure 70: Content available on the right-side navigation panel.

Subscriptions

Administrators have access to subscriptions, which contains
the services received from Benchmarking Services.

C‘% Administrator
csa@spglobal.com

Company

Company Details

| Subscriptions

Figure 71: Subscriptions.
Subscriptions.

search (

Service Year v Expiration date Delivery date Accepted T&C

2020 Aug31,2021 Yes
2020 Dec31,2025 Yes

2019 Dec31,2025 Yes

2010 Aug31,2020 Yes
Benchmarking - Expert 2018 Dec31,2025 Yes
Benchmarking - Expert 2017 Dec31,2025 YEs
Benchmarking - Expert 2016 Dec31,2026 YES

Showing 1 to7 of 7 entries

Figure 72: Subscriptions details view.



Enable/Disable Chat

Under ‘Options’ in the right-side navigation, users
can enable or disable the Help Chat function when
logged in. While clicking on ‘Enable/Disable Chat’,
a pop up window will appear and the user can:

- Enable the use of chat box by clicking on ‘Accept’.

— Disable the use of chat box by clicking ‘Reject’.

@ Options
Change Password
Manage Notifications
| Enable/Disable Chat

Figure 73: Options.

Enable/Disable chat

The CSA portal Help Chat function requires the activation of
third-party cookies by DRIFT.com. These cookies are used to
facilitate the most efficient communication and best user

experience.

Reject

Figure 74: Enable/Disable chat pop up.
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Appendix

Viewing the Assessed Version of your
Company's Last Submission

As analysts review a company’s submitted questionnaire,
they may change responses based on the data provided
and the CSA methodology. Questions that were subject

to a change by the S&P Global ESG Research analysts are
flagged and the changed data points are highlighted. This
allows you to easily identify areas where our analysts made
changes to your answers based on the CSA methodology.

Follow these steps:
1. Go to the “Assessments” tab of the CSA Portal.
2. Navigate to the “Questionnaires” section.

3. Select the latest campaign available at the top
right dropdown menu.

4. |dentify questions with changed information.

Criteria that contain changed questions and the changed
questions are marked with a black flag. A flag means
that at least one data point in a question was changed

by our ESG Research analysts after your submission.

) 2 1 [eomms] woa  reerpctes  sencomaning mbox s o Logou
MANAGE PARTICIPATION bocuments cosspuntimton  tomoon [ camscerr ]

on/lesd . fm@

| Board Average Tenure

wwwwwww

5. A) Select the question of interest from the left sidebar.

B) Select “S&P Global revised answer” from the dropdown
at the top of the question, if not selected already.

SepGioBa Assassments  MSA  PoorPracticos  Benchmarking  Inbox  Account  Help  Logout

N QUESTIONNAIRES  DOCUMENTS Closed participation 1003 Dene |54 a

“  Board Average Tenure

‘‘‘‘‘‘‘‘‘‘‘

6. Identify changed data points. If a data pointis
highlighted in pink, it means that it has been changed by
the ESG Research analysts when assessing your answer.
The data that you see in the field with pink shading

is the most updated, which was considered for the
purpose of the assessment.

&P Global Assessments  MSA  PeerPractices  Benchmarking  Inbox  Account  Help  Logout

10N QUESTIONNAIRES  DOCUMENTS Closed particpation 100K Bono | 547t con 202 [

-

u
-
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®  Board Average Tenure

There may be more than one pink shaded area within the
question, indicating a change from one option to another
by the analysts.

SaPGiobal Assessmont ®s  MSA  PoerPracticos Benchmarking Inbox  Account Help  Logout

deselected

lected instead

7. To view the change from your original submission,

select “Company answer” (shown in the dropdown in

step 5) to toggle to your original submission. This way you
can check which data points were deleted or changed
based on your supporting evidence or additional comments.

555 Giobal fssessments  MSA  PeerPractices  Benchmarking  Inbox  Accourt  Help  Logout

(  GUESTIONNAIAES MENTS [P — o s [«

Board Average Tenure

: company answer changed by analyst
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Disclaimer

Unless otherwise noted, all information, data and other material, including ratings or scores (all such information, “Content”) contained in this publication
and other reports, materials, or websites of S&P Global Inc. and/or its affiliates is the exclusive property of S&P Global (Switzerland) SA, a subsidiary of
S&P Global Inc., and/or its relevant affiliates (individually and collectively “S&P”) and their third party licensors and may not be copied or reproduced in
any form except with the prior written permission of S&P. The Content shall not be used for any unlawful or unauthorized purposes. This publication is
derived from sources believed to be accurate and reliable, butitis each reader’s responsibility to evaluate the accuracy, completeness and usefulness

of any opinions, statements or other Content contained in this publication. The Content and any other material and information in this publication are
provided “as is” and without warranties of any kind, either expressed or implied. S&P Global (Switzerland) SA, a subsidiary of S&P Global Inc., and/or

its relevant affiliates and their third-party licensors disclaim all warranties, expressed or implied, including, but not limited to, implied warranties of
merchantability and fitness for a particular purpose.

S&P (and any third-party providers, as well as their directors, officers, shareholders, employees or agents) does not guarantee the accuracy, adequacy,
completeness, timeliness or availability of any Content and are not responsible for any errors or omissions (negligent or otherwise), regardless of the
cause, or for the results obtained from the use of such Content. In no event shall S&P (and any third-party providers, as well as their directors, officers,
shareholders, employees or agents) be liable for any direct, indirect, special, incidental, and/or consequential damages, costs, expenses, legal fees,

or losses (including, without limitation, lost income or lost profit and opportunity costs) in connection with any use of the Content (including, without
limitation, any opinions or other information expressly or implicitly contained in this publication).

Any opinions and views in this publication reflect the current judgment of the authors and may change without notice. Further, any opinions and views
expressed by CSA participants do not reflect the policies or positions of S&P or any other person, organization or company. The Content contained in this
publication is distributed with the understanding that the authors, publishers and distributors are not rendering legal, accounting or other professional
advice or opinions on specific facts or matters and accordingly assume no liability whatsoever in connection with its use. The Content contained in this
publication constitutes neither a solicitation, nor a recommendation, nor an offer to buy or sell investment instruments or other services, or to engage in
any other kind of transaction, and such information is not directed to persons in any jurisdiction where the provision of such Content would run counter
to local laws and regulations. S&P keeps certain activities of its business units separate from each other in order to preserve the independence and
objectivity of their respective activities. As a result, certain business units of S&P may have information that is not available to other S&P business

units. S&P has established policies and procedures to maintain the confidentiality of certain non-public information received in connection with each
analytical process.

Forinformation provided as part of the CSA questionnaire refer to our “Use of Information and Confidentiality Policy” https://portal.sl.spglobal.com/
survey/documents/Use_of_Information_Policy.pdf

and for personal information provided to S&P refer to S&P Global’s Privacy Policy: https://www.spglobal.com/en/privacy/privacy-policy-english .

Copyright® 2024 S&P Global Inc. All rights reserved. S&P is a registered trademark of Standard & Poor’s Financial Services LLC (“S&P”). DOW JONES, DJSI
and Dow Jones Sustainability are registered trademarks of Dow Jones Trademark Holdings LLC (“Dow Jones”). These trademarks together with others
have been licensed to S&P Dow Jones Indices LLC. Redistribution or reproduction in whole or in part are prohibited without written permission of S&P
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S&P Global (NYSE: SPGI) provides Essential Intelligence. We enable governments,
businesses and individuals with the right data, expertise and connected technology
so that they can make decisions with conviction. From helping our customers assess
new investments to guiding them through sustainability and energy transition
across supply chains, we unlock new opportunities, solve challenges and Accelerate
Progress for the world.

We are widely sought after by many of the world’s leading organizations to provide credit
ratings, benchmarks, analytics and workflow solutions in the global capital, commodity
and automotive markets. With every one of our offerings, we help the world’s leading
organizations plan for tomorrow, today. For more information, visit www.spglobal.com.
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