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INTRODUCTION

This guide aims to help you correctly configure your SAP Business Network account to ensure efficient
management in line with Iberdrola Group's requirements. In the following sections, we will review the key elements
you need to know and adjust in your profile, from basic account information to notification and user settings.

The topics we will cover include:

Access to SAP Business Network

Home page

Settings in ‘My Account’

Company profile

Verification of business relationships and approval or rejection
Routing of orders and electronic invoices

General platform notifications

User management

© N oA N

We recommend that you follow each section step by step to ensure that your account is fully operational and
ready to interact with Iberdrola Group smoothly.
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Access to SAP Business Network

Log in to supplier.ariba.com with your username and password.

Supplier sign-in

Forgot usemame

New to SAP Business Network?
Register Now or Learn more

Maximize your growth potential with B2B
Commerce

Unlock new avenues for growth by adding SAP
B2B Commerce capabilities to your e-commerce
: program, fostering efficient engagements and
credentials greater partner satisfaction.

Log in with your

Learn More
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On the SAP Business Network home page, you will find the navigation bar, overview, setup actions and highlights.
Let us review each of these components.

Welcome to SAP Business Network

1 . 1

1 Setup Actions 1 -

. ; Setup actions
1 Confirm email for orders Configure payment preferences Configure notifications Add roles and users Add product and service categories Add ship-to or service locations 1

Highlights  customer (op

Activity log Purchase orders Application gateway
By date and t

5] Al Chat iberdrola

S
! 1
i 1
|
1
y 1
1 5D
i usp 1
1
: Order received Apr 27, 01:18PM 23 K 1
i 4504422539 1K EUR
| IBERDROLA GROUPPP Last 3 months v 1
1
| s
i Apr 2 = 1
i 1
y 1
i 1
|
1
y 1
! 1

5236

450 37 KE .
BERDROLA GROUPPP s /\
\ 0 £




3.1 Navigation bar
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Home page — Navigation bar

The navigation bar allows you to quickly access the main sections of the portal.

El ¥ Business Network v Standard Upgrade < Q By ® CF
N = R = = 1

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v Analytics Assessments Proposals & Contra 1 1 [
: " ’ o i = Navigation bar

Welcome to SAP Business Network | By Product

Overview
Enablement Tasks Invoices Orders Remittances Open postings Matched Leads Invited Leads
Standard Standard Standard Standard Standard Standard Standard

0 1 2 0 0 0 0

Setup Actions

Confirm email for orders Configure payment preferences Configure notifications Add roles and users Add product and service categories Add ship-to or service locations
Highlights  customer (optiona)) @

Activity log Purchase orders Application gateway

By date and time usD

2.3«

] Al Chat Iberdrola

Order received Apr 27, 01:18PM

AENA299520 awoin
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Home page — Overview

The overview is the main section of the portal where a summary of the status of the supplier's account is displayed.
Here you can see aggregated information about all your customers. Let's review how to customize it.

El':‘ Business Network v . Standard  Upgrade « Qo R ® CF

_______

1
Home Di: Y vl | Orders v Fulfillment v Invoices v Payments v Catalogs v Analytics Assessments Proposals & Contracts B~ ane

Welcome to SAP Business Network Y S R Y

Customize the overview
from the Workbench

Enablement Tasks Invoices Orders Remittances Open postings Matched Leads Invited Leads
Standard Standard Standard Standard Standard Standard Standard

0 1 2 0 0 0 0

L

Setup Actions

Confirm email for orders Configure payment Config: ificati Add roles and users Add product and service categories Add ship-to or service locations

Highlights  Cuctomer (optona) &

Activity log Purchase orders Application gateway
By date and time usb

2.3«

=] AlChat Iberdrola

Order received Apr 27, 01:18PM
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Home page — Overview (cont.)

In Workbench, click Manage tiles.

FT  Business Natwork ~ Standard  Upgrade @ Q By ® CF
Home Di y v Orders v Fulfillment v Invoices Payments v Catalogs ~ Analytics P ;
n - Customize the overview
Invoices .
from Manage tiles
Invoices Orders Remittances Open postings Matched Leads Invited Leads

1 7 0 0 0 0

N——

Customers: Invoice Number: External invoice number: Invoiced date: Self Billing: Payment net due date: Invoice type: Invoice status: Status change date:

| v s} (7  Today-30/+0Days f&  (Not Selected) v @ - > &

Routing Status: From country: To country: Amount: Currency: Submitted By:
E” & & & ] v @ Clear Adapt Filters (1)
A
Invoice (1) = E] B (@Bl
Supplier Customer Invoice Number Invoiced date  Type

Test Next Gen 01 - TEST

IBERDROLA GROUP

FACT_CF_27.04_1

Apr 27, 2026, 12:45:30PM  Standard Invoice
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Home page — Overview (cont.)

Add, remove, or reorder tiles to have only what you need on your overview dashboard. In this case, we will sort the
filters in the Invoices section.

(] érder confirmations

F eedback

ETY  Business Network v > . Standard Upgrede < 0 B ® CF
Manage Tiles
e . - Dt Fulﬁllmcnj earch Q Hide (All) Unselected (=) i‘“c‘mm -
eaioes | .1‘me (6/19) (Manage Tiles |
| @ thvoices
HEEE
Remittances L - q
o 1
Select the filters you want to U@ fertances . Use the arrows to move the filters
o a 1 C] tpen postings L A A v g o
see in the overview by 0 e, —— R up or down according to their
clicking on the boxes 75 o o Importance
S 1 () Mew orders
‘Customers: Invoice Number: External invoice number: : (—] anang,ed orders [oice type: Invoice status: Status change date:
= g a : (i) %I(heduled payments = = @
Routing Status: From country: To country: 1
= O tlems to confirm
v (= @ |1 I [ Clear Adapt Filters (1)
1 () Hems to ship
—, \ -
| (0 gervice sheets —
el ) I'o I!Iinned documents li@ & @l
Supplier Customer : [ Hems to service
Test Next Gen 01 - TEST IBERDROLA GROUP : 0 q',,de,s to Summary invoice nvoice »
1
1
I [ dhip notices
1 | o o
| datnkinimi Click OK to finish the setup
L () Graft ship notices

'_ Y
[ ox e
| 4
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Home page — Overview (cont.)

You can also define the filters you want to use in the panel.

Internacional
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E-! ':I Business Network v

Home D y v Orders v Fulfillment ~ Invoices v Payments ~ Catalogs ~
Invoices
Invoices Orders Remittances Open postings Matched Leads

1 7 0 0 0

Analytics  Assessments

Invited Leads

0

Standard

Proposals & Contracts

Upgrade s Q B ® CF

B v
Manage Tiles

Click on Adapt
filters

Test Next Gen 01 - TEST IBERDROLA GROUP FACT_CF_27.04_1

——
Customers: Invoice Number: External invoice number: Invoiced date: Self Billing: Payment net due date: Invoice type: Invoice status: Status change date:
| v =] (= Today -30 / +0 Days ] (Not Selected) v [ v ~
Routing Status: From country: To country, Amount: Currency: Submitted By: -
v = @ @ = v co | Cleav: Adapt Filters (1) |
A
Invoice (1)
Supplier Customer Invoice Number Invoiced date  Type

Apr 27, 2026, 12:45:30PM  Standard Invoice
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Home page — Overview (cont.)

Add, remove, or reorder filters to have only what you need on your overview dashboard. You can also define the
filters you want to use in the panel.

(@4 ScottishPower ¢ Avangrid

ETY  Business Network v Standard  Upgrade S 0O B @ CF
Adlapt Filters
Hebe Orders R TARBOSE 4 showValues () (71 B i Contrscts o
Invoices I argh for Filters Q-J M-rnge‘nl.s
: [} Fjleld Active =
. Remittances :ﬂﬁmmui
Select the tiles you want to | © e o
o o ! E!mm.n invoice number
sge ”? the overview by 0 o, ——
clicking on the boxes | @ gpoune
81 () Feyment net due date
Customers: Invoice Number: External invoice number: : ‘;m‘m e oice type: Invoice status; Status change date:
> =] L=} 1 ] ihvoice status hd h @
Routing Status: From country: To country: + !
= 2 Use the arrows to move the tiles up
involce 1 ! gi or down according to their
. ) | & Tp country .
Sieehe i I @) Ao Importance
) Test Next Gen 01 - TEST IBERDROLA GROUP | @) Qurrency

T
g (=) Spbmitted By

() cleditMemcDateLabel




3.3 Setup Actions
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Home page — Setup Actions

Setup Actions is the section that provides quick access to the main configuration tasks for the vendor account in SAP
Business Network. From here, you can manage aspects such as notifications, payment preferences, and more.

El':‘ Business Network v Standard  Upgrade « Qo R ® CF

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v Analytics Assessments Proposals & Contracts B~ Sk

Welcome to SAP Business Network v | By Product

Overview

Enablement Tasks Invoices Orders Remittances Open postings Matched Leads Invited Leads
Standard Standard Standard Standard Standard Standard Standard

0 1 2 0 0 0 0

e e e e e e e e e e
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Feedback

Highlights  Cuctomer (optona) &

Activity log Purchase orders Application gateway
By date and time usb

2.3«

=] AlChat Iberdrola

Order received © r27,01:18PM
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Home page — Highlights

The Highlights section displays a visual summary of relevant activity from your company, such as recent orders,
purchase volumes, and access to linked applications that are available to any of your customers.

E! ¥ Business Network v Standard Upgrade < Q B @ CF
Home  Enablement  Discovery v Workbench  Orders v Fulfillment v Invoices v Payments v Catalogs v Anzlylics  Assessments  Proposals & Contracts 2~ K
4
_____________________
S y Use this filter to
0 Highlights  customer (optiona) @ )
------ e e —— lect a client
- select a clien
Activity log Purchase orders Application gateway
By date and time usD R
= at Iberdrol
Order received Apr 27, 01:18PM 2.3«
4504422539 1K EUR
IBERDROLA GROUP Last 3 months v
Order received Apr 27, 12:39PM i
4504422537 1K EUR 23
IBERDROLA GROUP 2K
$1K
0 50,
$0 T T
Feb Mar Apr May
— oLA GRO

20




4. Settings




4.1 User account
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User account
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In this section, you can manage your profile information on SAP Business Network. Properly configuring this section
will ensure a personalized and secure experience on the platform.

E .! ‘: Business Network v

Welcome to SAP Business Network

Overview

Setup Actions

Confirm email for orders Configure payment

Home Enablement Discovery v Workbench Orders v

Invoices Enablement Tasks Orders
Standard Standard Standard

Highligl Customer (optional) (&

2.3«

Activity log Purchase o
By date and time usD
Order received Apr 27, 01:18PM

Payments v  Catalogs v

Open postings Matched Leads

Standard Standard

0 0

Add roles and users Add product and service categories

Application gateway

=] Al Chat Iberdrola

Upes ® QR

CF

test-TestNextGen01l@emeal.nttdata.com

Test Next Gen 01 - TEST
AN11347516478-T
BNO-100000172683889-T
Basic

Company Profile

Switch Account
Contact Administrator

Sign Out

From the contact's
initials, click on Settings

23




Espana

User account (cont.)

On the Settings window, click on User Account.
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EA ':I Business Network ¥

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v
Settings
User Account inis i i i C

User Preferences

(T P
1 User Account
L -

User Notifications & Preferences

Account Administration

Customer Relationships
Manage Users

Manage Roles

Account Security
Notifications

Generative Al

Language and Region

Transactions

Document Routing

Payments v

Catalogs v

Standard  Upgrade

Analytics  Assessments  Proposals & Contracts

¥ QR @ CcF

B

F eedback

24
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User account (cont.)

One of the main settings you can configure from this section is changing your account password.

ET7  Business Network v Standard  Upgrade 4 Q By ® CF
Home  Enablement  Discovery v  Workbench  Orders v  Fulfillment v Invoices v  Payments ~  Catalogs v  Analylic=  Assessments  Proposals & Contracts
———————
User Account saved Version v (open cranga Lo ‘:Qm oo :
Account i Contact i Contact on Visibility

Account Information

User Name

et @emeal.ntidata.com

Click on Change

Email Address

Password

First Name
c

1
1
1
1
1
1
1
Last Name I
it 1
1
1
1
1
1
1
\

Business Role
Invoicing Manager

Preferences

! Enter the requested
information and

click Save
Password
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User account (cont.)

To edit any account information, preferences, contact information, or contact information visibility, click Edit.

(dd ScottishPower ¢(d Avangrid

E! '7 Business Network v

Home Enablement Discovery v

User Account

Orders ~ Fulfillment ~

Invoices ~ Payments ~

e

Account Information

User Name

test-Testh 01 nttdata.com

Email Address

First Name
[

Last Name
F

Business Role
Invoicing Manager

Preferences

Preferred Language
Spanish

Preferred Time Zone

Catalogs -~

Analytics

Assessments

More v

Standard ~ Upgrade « 0 B ® CF

B v

|
: @l Open Change Log ~ Change Password

26
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User account (cont.)

In this section you can manage your profile on SAP Business Network, including account information and language
and time zone preferences.

:" ¥ Business Network v

Home i Yy v Orders v Fulfillment ~ Invoices ~ Payments « Catalogs ~ Analyt Assessments Proposals & Contracts
User Account

Account Contact i Comtact Visibility

Account Information

your browser will be used

© The preferred time zone controls how SAP Business Network displays dates and times on purchase orders routed by fax or email. Date and time stamps are displayed 8s GMT.

i testTestNextGen01 @emeal ntidata_com :

: Email Acdress :

| I

| Festames . Keep user data up to date,

. @ — : :

e ; especially email

) £ !

|  Business Role I

I invoicing Manager v 1

o o o o e J

Pelmnas

I

R S Adjust your language and time
L oo e o e e e T R TG S0 S e R RO 1 it ) e o P zone preferences. If you do not
N s specify them, the language set in
I

|

|

AAII fields marked with a red asterisk are required
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User account (cont.)

You must keep your contact information and associated preferences up to date. This is for the exclusive use of SAP
Business Network; this information is not used by the Iberdrola Group.

Home D Yy v Orders ~ Fulfillment ~ Invoices v~ Payments ~ Catalogs ~ Assessments Proposals & Contracts
User Account
Account Information Preferences Contact i Contact Inf jon Visibility

Contact Information

Country/Region Code:

Enter 8 phone Country/Region code v

Keep your phone number and
Area Code
s account address up to date

Phone Number:

Enter a phone number

Extension Number

o —— In this section, you can decide
s whether your personal contact
T information will be visible to other

___________________________________________________________________

organizations on the network

© By default, your contact 1 is visible to jons with which you have an of have on SAP Business Network.

e e

AAII fields marked with a red asterisk are required




4.2 User Notifications
& Preferences
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User Notifications & Preferences

In the User Notifications & Preferences section, you can configure how and when you want to receive
communications related to platform activity.

1
E‘!':’ Business Network v Srdard—UpEra ® 0 B @ cF \

Home Enablement Discovery v Workbench Orders v Fuffillment v Invoices v Payments v Catalogs v Analytics P & Contract: CF

test-TestNextGen01l@emeal.nttdata.com

Test Next Gen 01 - TEST

A AN11347516478-T
Welcome to SAP Business Network eatls BNO-100000172683889-T

Basic

Company Profile

_——

Overview

Invoices Enablement Tasks Orders Remittances Open postings Matched Leads Invited Leads. Switch Account >
Standard Standard Standard Standard Standard Standard Standard

Contact Administrator

1 0 2 0 0 0 0 o

From the contact's
initials, click on Settings

Setup Actions

Confirm email for orders Configure payment Configure notificati Add roles and users Add product and service categories Add ship-to or service locations

Highligl Customer (optional) (&

Activity log Purchase orders Application gateway
By date and time usD

2.3«

=] Al Chat Iberdrola

Order received Apr 27, 01:18PM

30
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User Notifications & Preferences (cont.)

On the Settings window, click on User Account.

Standard Upgrade < Q B ® CF

EA ':I Business Network ¥

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v Analytics Assessments Proposals & Contracts BEv
Settings
User Account inis i i i C

User Preferences

(enmrrie Click here

Account Administration

Customer Relationships
Manage Users

Manage Roles

Account Security
Notifications
Generative Al

Language and Region

Transactions

Document Routing

F eedback
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User Notifications & Preferences (cont.)

Define alerts for each area, Discovery and Sourcing and Contracts, and assign the corresponding email addresses to
ensure that the information reaches the right people.

EA ':I Business Network ¥

Home Enablement Discovery v Workbench

Notifications

___________________

Discovery

Leads

Invited To A New Lead

Send a notification when invited to a new lead:
Yes

Invited Me To A New Lead

Send a notification to me when invited to a new lead:
Yes

Notification Preferences

Send a notification to me when matched to a new lead:
Yes

Receive an individual notification about each lead
A Buyer Reads My Response to a Lead
Yes

Response is Awarded

Orders v

Send a natification when a buyer reads my response to a lead:

Fulfillment v

Email:

Standard  Upgrade

Invoices v Payments v Catalogs v+  Analytics  Assessments  Proposals & Contracts

Matched To A New Lead

Send a notification when matched to a new lead Email:

Yes -

ABuyer Sends a Message

Send a natification when a buyer sends a message:

Yes.

Response is Shortlisted / Imported

Send a notification when a response is shortlisted or imported
Yes

Response is Not Shortlisted /| Awarded

Send a notification when a response is not shortlisted or awarded:
Yes

ALead is Terminated

1
L

QR @ cF

- |
JLegacy View | [B v

B

Click Edit to add or
modify the email
addresses associated
with the notifications

32
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Company profile

In this section, you can complete your company profile to provide a clear overview to your business partners.
Completing this information is optional and depends on the level of detail you wish to share with your clients.

Iberdrola €@ Iberdrola
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Home Enablement

Overview

Setup Actions

Confirm email for orders

E .! ‘: Business Network v

&

iscovery v

fi

Workbench

Orders v Fuffillment v Invoices v

Welcome to SAP Business Network

Orders Remittances
Standard Standard

payment

Customer (optional) (&

Activity log

Order received

By date and time

Apr 27, 01:18PM

Purchase orders
usb

2.3«

Payments +

Add roles and users

Catalogs v

Open postings
Standard

0 0

Standard

Application gateway

=] Al Chat Iberdrola

Matched Leads

Add product and service categories

Invited Leads

Standard

Add ship-to or ser

rvice locations

Upgre ¥ o R ®CF

CF

test-TestNextGen01l@emeal.nttdata.com

Test Next Gen 01 - TEST
AN11347516478-T
BNO-100000172683889-T

Settings
Switch Account >
Contact Administrator

Sign Out

initials, click on
Company Profile

P ———

From the contact's

34




Company profile (cont.)
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In this section you can complete your company profile.

Browse through the profile sections to
complete all your company
information. Each section helps present

B susnes oo +

Home  Enablement  Discovery -+  Workbench  Orders -  Fulfillment ~  Invoices -  Payments - Catalogs -

Test Next Gen 01 - TEST
BNO ID: BNO-100000172683889-T | ANID: AN11347516478-T | DUNS:—

Certifications  Sustainability Ratings

TN @0 @0

Overview | v Ratings Structure  Additional Entities  Business Information | v
About U
Employee Founded
) ©
@ BwinesTpe g Povenue
Legal Form Stock Symbol
sy ) oo
=l Member Since =] Registration Type
2026 Walk-Up

a complete and trustworthy image to
your business partners

A HR2
Country Configuration  Contacts  Settings | v Customer
Company Aliases
(33 & nany
Address
New York, United States View Detalls
@ VebsteuRL

Products and Services

Product and Service Categories Ship-to or Service Locations

+ Athletic heart rate monitor « Bahamas

Company Showcase

Industries

Select the industries you serve here.

In this section, enter
your company's key
information. Include
details such as number
of employees, type of
business, etc., to
provide context about
your company's
structure and scope

35
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relationships
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Customer relationships

In this section, you can manage relationships with your customers within the network, both with Grupo Iberdrola and
with other customers (if applicable). Configure the necessary connections to exchange orders, invoices, payments, and
other documents.

ET7  Business Network v —mm—nmq ® QR O cF :

Home  Enablement  Discovery v Workbench  Orders v Fulfillment v Invoices v Payments v  Catalogs v Analytics posals & Contract CF

test-TestNextGen0l@emeal.nttdata.com

Test Next Gen 01 - TEST

H AN11347516478-T
Welcome to SAP Business Network eads BNO-100000172683883-T

Basic

Company Profile

e ——_

Overview

Invoices Enablement Tasks Orders Remittances Open postings Matched Leads Invited Leads Switch Account >
Standard Standard Standard Standard Standard Standard Standard

Contact Administrator

1 0 2 0 0 0 0 o

From the contact's

Setup Actions e eas - o
initials, click on Settings [
Confirm email for orders Confiy payment Configure notificati Add roles and users Add product and service categories Add ship-to or service locatiol g
Highligh Customer (opticnal) (P

Activity log Purchase orders Application gateway
By date and time usD

2.3«

=] Al Chat Iberdrola

Order received Apr 27, 01:18PM
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Customer relationships (cont.)

On the Settings window, click on Customer Relationship.

Standard Upgrade < Q B ® CF

EA ':I Business Network ¥

Home Enablement Discovery v Workbench

R -

Orders v Fulfillment v Invoices v Payments v Catalogs ¥  Analytics  Assessments  Proposals & Contracts

Settings

User Account

User Preferences

User Account

User Notifications & Preferences

Account Administration

el Click here

Transactions

Document Routing

F eedback
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Customer relationships (cont.)

Here you can review the status of the business relationship. If the Automatically accept all relationship requests
button is enabled (ON), the request will be automatically approved, and the customer will appear in the Customer List.

ISAP4 i ¥ Standard Account | Get enterprise account ¥ Qo oE
Home Enablement Discovery v Workbench Orders + Fulfillment v Invoices v Payments v Catalogs v Reports Assessments Create v | eee
Customer Relationships Advanced View
s Applications will be accepted
| Automatically accept all relationship requesls‘ . . .
EEAE———— automatically when the option is enabled.
Trading
Review the status of the
0 business relationship
—
"""""""" Buyer  MNetworkiD: BNOD: _ RelaonshipType:  CountryRegion:  RelaonshipStaws: Y
I
Search Q 5 =) v v Adapt Filt !
: earc) (=] (s} (=] (] E apt Filters !
I ~H= 1
| Trading Business Partner (0) Linked Child Accounts (0) :
R — i
|
: Customer List  All Relationship Requests (0) B & (= |
|
: () Network ID Trading Partner BNOID Relationship Type Relationship Status Country/Region Data Center Last Changed On = Al
1
I
U




(@ Iberdrola (@ Iberdrola ; :
(@ Iberdrola ¢ Espafia ¢ et (dd ScottishPower ¢(d Avangrid

Customer relationships (cont.)

If the Automatically accept all relationship requests button is disabled (OFF), any request must be approved
manually.

Customer Relationships Advanced View

Automatically accept all relationship requests:|

Tenig On the Pending Requests tab,
tick the box next to the customer's
0 name and click Ok

Buyer: Network ID: BNOID: Relationship Type: Country/Region: Relationship Status:

Search Q ()l =)l 2 v [w)) v a Adapt Filters
~HR
Trading Business Partner (0) Linkgd Child Accounts (0)
E—— o
Customer List ! Pending Requests (0) w1 [ &
_— )

[:j Network ID Trading Partner BNOID Relationship Type Relationship Status Country/Region Data Center Last Changed On
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Notifications

In the Notifications section, you can configure alerts related to the transactional operations of your account as a
supplier, that is, with the day-to-day activities in SAP Business Network.

1
E‘!':’ Business Network v Srdard—UpEra ® 0 B @ cF \

Home Enablement Discovery v Workbench Orders v Fuffillment v Invoices v Payments v Catalogs v Analytics P & Contract: CF

test-TestNextGen01l@emeal.nttdata.com

Test Next Gen 01 - TEST

A AN11347516478-T
Welcome to SAP Business Network eatls BNO-100000172683889-T

Basic

Company Profile

_——

Overview

Invoices Enablement Tasks Orders Remittances Open postings Matched Leads Invited Leads. Switch Account >
Standard Standard Standard Standard Standard Standard Standard

Contact Administrator

1 0 2 0 0 0 0 o

From the contact's
initials, click on Settings

Setup Actions

Confirm email for orders Configure payment Configure notificati Add roles and users Add product and service categories Add ship-to or service locations

Highligl Customer (optional) (&

Activity log Purchase orders Application gateway
By date and time usD

2.3«

=] Al Chat Iberdrola

Order received Apr 27, 01:18PM
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Notifications (cont.)

On the Settings window, click on Notifications.

| {4 ScottishPower ¢ Avangrid

EA ':I Business Network ¥

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v
Settings
User Account inis i i i C

User Preferences

User Account

User Notifications & Preferences

Account Administration

Customer Relationships
Manage Users

Manage Roles

Generative Al

Language and Region

Transactions

Document Routing

Standard  Upgrade

Analytics  Assessments  Proposals & Contracts

¥ QR @ CcF

B

F eedback
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Notifications (cont.)

Define alerts for each area, Network Notifications and Messaging, and assign the corresponding email addresses to
ensure that the information reaches the right people.

(dd ScottishPower ¢(d Avangrid

E'! ':‘ Business Network ¥

Home Enablement Discovery v Workbench Orders v Fulfillment v

Notifications

e -y

Order Notifications

Undeliverable Orders

Send a notification when orders are Email(s)
undeliverable:

Yes

Order Inquiry Notifications

Order Inquiries

Send a notification when purchase order Email(s):
inquires are received: eristina.fernandezcarretero@nttdata.com
Yes

Invoices v Payments v Catalogs v  Analytics  Assessments

New Purchase Orders.
Send a notification when a new order is Email(s):
received:

No

Undeliverable Order Inquiries

Send a notification when purchase order
inquires are undeliverable:
Yes

Proposals & Contracts

Purchase Orders Changed

Send a notification when an order is
changed

No

Email(s):
cristina fernandezcarretero@nttdata.com

Standard  Upgrade

Email(s):

w0 R/ @ CcF

B

'@ Fogoey View | 02
|

Click Edit to add or modify

the email addresses
associated with the
notifications

Feedback
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User and role settings

In the User and role settings section, you can create, activate, and deactivate users within the platform. You can
assign roles and permissions to these users and control authentication to ensure secure access to the platform.

1
E‘!':’ Business Network v Srdard—UpEra ® 0 B @ cF \

Home Enablement Discovery v Workbench Orders v Fuffillment v Invoices v Payments v Catalogs v Analytics P & Contract: CF

test-TestNextGen01l@emeal.nttdata.com

Test Next Gen 01 - TEST

2 AN11347516478-T
Welcome to SAP Business Network eatls BNO-100000172683889-T

Basic

Company Profile

_——

Overview

Invoices Enablement Tasks Orders Remittances Open postings Matched Leads Invited Leads. Switch Account >
Standard Standard Standard Standard Standard Standard Standard

Contact Administrator

1 0 2 0 0 0 0 o

From the contact's
initials, click on Settings

Setup Actions

Confirm email for orders Configure payment Configure notificati Add roles and users Add product and service categories Add ship-to or service locations

ghlig Customer (optional) (&

Activity log Purchase orders Application gateway
By date and time usD

2.3«

=] Al Chat Iberdrola

Order received Apr 27, 01:18PM
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User and role settings (cont.)

On the Settings window, click on Manage Users.

| {4 ScottishPower ¢ Avangrid

EA ':I Business Network ¥

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v
Settings
User Account inis i i i C

User Preferences

User Account

User Notifications & Preferences

Account Administration

Manage Roles
Account Security
Notifications
Generative Al

Language and Region

Transactions

Document Routing

Standard  Upgrade

Analytics  Assessments  Proposals & Contracts

¥ QR @ CcF

B

F eedback

47




(@ Iberdrola (@ Iberdrola ; :
(@ Iberdrola ¢ Espafia ¢ et (dd ScottishPower ¢(d Avangrid

User and role settings (cont.)

From the Manage Users section, you can create and manage custom roles to assign specific permissions. This allows

you to control what actions each user can perform based on their role within the organization.

ET7  Business Network v Standard Upgrade & Q B ® CF

Home  Enablement  Discovery v  Workbench  Orders v Fulfillment v Invoices v  Payments v  Catalogs v  Analytics  Assessme nts  Proposals & Contracts E v IS

Manage Users

Active (2)  Deactivated (1)  Revoked (0)

Active (2) Search Q : Creste | @ (@]~
e —— | -}

User Name Email Address First Name Last Name Roles Contact List Authentication Enabled ~ Status Account Closure

tost- _ARIBA_SOURCING_ACCESS_CUSTOM_ROLE_,

TestNextGen0l@emeal.nttdata.co B o E SOURCING_SUPPLIER_MASTERACCOUNT, No Enabled

m SOURCING_SUPPLIER_BASE, MARKET...

Draft Show More

usuarioprueba@prueba.com c M _ARIBA_SOURCING_ACCESS_CUSTOM_ROLE_  Yes No Enabled

Click Create to create a
new user
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User and role settings (cont.)

On the Create user tab, complete the user's basic information and assign them roles.

E‘ ¥ Business Network v Standard  Upgrade 4 Q By ® CF
Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v Analytics Assessments Proposals & Contracts E v Kl
testuser@test.com

User Information Roles Customer Assignment

Click Add to assign roles

Complete the new user's
basic information.

to the new user

User Information

Basic Contact

User Name: * First Name: * Country/Region Code: Phone Number:
testuser@test.com c v Enter a phone number
Email Address:* Last Name:* Area Code: Extension Number:
M Enter 2 phone area number Enter a phone extension

e

0.
U
Roles Search Qy Add !

£

No roles added

Start by adding a role to this user.

] Role Name Description

S———

Updating draft... @ Discard
/o

‘ AII fields marked with a red asterisk are required \
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User and role settings (cont.)

From the pop-up, select the role or roles you want to assign to the new user.

ET7  Business Network v Standard Upgrade s Q B @ CF
Home i v Orders v Fulfillment ~ Invoices v Payments Catalogs v Analytics Assessments Proposals & Contracts soe:
Assign Roles -
testuser@test.com C) Search a
User Information ~ Roles  Customer Assignment . ) Role Name Description
— 1
— ARIBA_SOURCING_ACCESS_CUSTOM_RO "
1 O g
5 | =
User Information | ! The Lead Generation Specialist is responsible for driving business growth by identifying
K cad Generation Specialist and attracting potential clients to build a strong sales pipeline for the company’s
I 1 offerings
Hasic ! I Designated for external logistics providers who manage shipments on behalf of
[ suppliers, this role provides access only to logistics-related functions. Users can view
| [0 fogistics Limited Access -Assignment material orders and create Ship Notices for assigned orders only. To ensure security, all
User Name:* First Name:* | ] financial information—such as prices, taxes, and charges—as well as other non-logistics
{etliertest fom = i 1 areas of the application, is hidden from their view.
i Designated for external logistics providers wha manage shipments on behalf of
Email Address:* st Name & 1 suppliers, this role provides access only to logistics-related functions. Users can view
~ | | (O \Logistics Limited Access -View all material orders and create Ship Notices for thase orders, with no order assignment —
M 1 required. To ensure security, all financial information—such as prices, taxes, and charges
| ! —as well as other non-logistics areas of the application, is hidden from their view.
1 1 Designated for external providers who manage services an behalf of suppliers, this role
. provides access only to service-related functions. Users can view service orders arns
(&l Kervices Limited Access -Assignment create Service Entry Sheets for assigned orders only. To ensure security, all financial
1 information—such as prices, taxes, and charges—as well as other nan-service areas of
Roles I 1 the application, s hidden from their view. Search Q| Add  Remove
() RoleName 1 1 Designated for external providers who manage services on behalf of suppliers, this role
1 1 provides access only to service-related functions. Users can view service orders and
| [ Services Limited Access View al create Service Entry Sheets for those orders, with no order assignment required. To
ensure security, all financial information—such as prices, taxes, and charges—as well as 3
I__1 other non-service areas of the application, is hidden from their view. £
boxes ‘o
1 @ #an cel
"

Draft updated [QeEEiEl  Discard ]
|
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User and role settings (cont.)

If you only work with one client in SAP Business Network, it will be automatically assigned to the new user. If you
work with more than one client, you can Add or Remove them as needed for this user.

E‘ ¥ Business Network ¥ Standard  Upgrade < Q B ® CF
Home Enablement Discovery v Workbench Orders v Fulfillment Invoices v Payments v Catalogs v Analytics P & Contracts ﬁ v e
testuser@test.com

User Information Roles Customer Assignment

User Information

First Name: Country/Region Code: Phone Number
. c v Enter a phone number
FFO n th IS Last Name: * Area Code Extension Number

M Enter a phone area number Enter a phone extension

section, you
can manage

customer Roles (1) ) L
assignment O i T

I [J Lead Generation Specialist The Lead Generation Specialist is responsible for driving business growth by identifying and attracting potential clients to build a strong sales pipeline for the company’s offerings

Customer Assignment

Customer Assignment Search Q Add Remove

[0 IBERDROLA GROUP

[ IBERDROLA GROUP ? F|n|Sh by C||Ck|ng
on Create
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User and role settings (cont.)

Once the user is created, you will see all the information on this screen. You can also manage actions related to this

user, such as Edit, Revoke, and Make them an administrator, among others.

(dd ScottishPower ¢(d Avangrid

User

E-! ': Business Network v

Home  Enablement  Discovery v

TestUser@business.com

Workbench

Roles Custy

User Information

User Name:
TestUser@business.com

Email Address:

Roles (1)
Role Name

Lead Generation Specialist

Customer Assignment

Customer Assignment

First Name:

Last Name:

Standard  Upgrade

Fulfillment v Invoices v  Payments v  Catalogs v  Analylics  Assessments  Proposals & Contracts

Manage the user through the

following options

Country/Region Code: Phone Number:

Area Code: Extension Number:

Description

The Lead Generation Specialist is responsible for driving business growth by identifying and attracting potential clients to build a strong sales pipeline for the cor

IBERDROLA GROUP

IBERDROLA GROUP

Feedback
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User and role settings (cont.)

From the Manage Users home page, you can see the users that have been created.

ET7  Business Network v Standard  Upgrade 1 Q B @ CF

Home y v Orders v Fulfillment v Invoices v Payments v Catalogs ¥ Analylics  Assessments  Proposals & Contracts B~

Manage Users

Active (3)  Deactivated (1)  Revoked (0)

Active (3) Search Q| Create B BV
User Name Email Address First Name Last Name Roles Contact List Authentication Enabled ~ Status Account Closure Request
et _ARIBA_SOURCING_ACCESS_CUSTOM_ROLE_, g !
TestNextGan0l@emeal.nttdata.co &g . SOURCING_SUPPLIER_MASTERACCOUNT, No s [
m SOURCING_SUPPLIER_BASE, MARKET... 1 1
Draft Show Mare |
I
TestUser@business.com c M Lead Generation Specialist Ne No Enabled [
1
I
usuarioprueba@prueba.com c M _ARIBA_SOURCING_ACCESS_CUSTOM_ROLE_  Yes Enabled _2,

Use the arrows to access the
management of each user

Feedback
S——
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Account Security

Finally, in Account Security, you can manage user authentication. For security reasons, the |berdrola Group

recommends enabling multi-factor authentication (2FA).

1
E‘!':’ Business Network v Srdard—UpEra ® 0 B @ cF \

Home Enablement Discovery v Workbench Orders v Fuffillment v Invoices v Payments v Catalogs v Analytics P & Contract: CF

test-TestNextGen01l@emeal.nttdata.com

Test Next Gen 01 - TEST

2 AN11347516478-T
Welcome to SAP Business Network eatls BNO-100000172683889-T

Basic

Company Profile

_——

Overview

Invoices Enablement Tasks Orders Remittances Open postings Matched Leads Invited Leads. Switch Account >
Standard Standard Standard Standard Standard Standard Standard

Contact Administrator

1 0 2 0 0 0 0 o

From the contact's

s initials, click on Settings

Confirm email for orders Configure payment Configure notificati Add roles and users Add product and service categories Add ship-to or service locations

-

Customer (optional) (&

ghtigl
Activity log Purchase orders Application gateway
By date and time usD
2 3 =] Al Chat Iberdrola
Order received Apr 27, D1:18PM K

4504422530 AKELD
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Account Security (cont.)

On the Settings window, click on Account Security.
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EA ':I Business Network ¥

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v Analytics Assessments
Settings
User Account inis i i i C

User Preferences

User Account

User Notifications & Preferences

Account Administration

Customer Relationships

Manage Users

Manage Roles.

- Tt N
Account Security

L )
Notifications

Generative Al

Language and Region

Transactions

Document Routing

Proposals & Contracts

Standard  Upgrade

¥ QR @ CcF

B

F eedback
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Account Security (cont.)

On this screen, select the settings to protect your account.

E! ¥ Business Network ¥ Standard Upgrade < Q B @ CF
Home Enablement Discovery *  Workbench Orders ~ Fulfillment ~ Invoices v Payments v Catalogs ~ Analytics P &C cts Bv
Account Security

Configuring Multi-Factor Authentication Settings

AY
| Aliow users to authenticate using these Activate Multi-Factor Authentication for all Maximum multi-factor authentication Multi-factor authentication lockout duration: |
1 Multi-Factor Authentication token types: users: attempts before user lockout: i 1

ours

I Authenticator App (] Multi-Factor Authentication Login 5 1
| I
1 i} Email [0  Multi-Factor Authentication for Critical Grace period to skip activating multi-factor 1
| Fields authentication |
1 24 hours 1
| 1

_______________________________________________________________________________________ -

Click Save to finish

Select the security settings you want

to add to your account

Feadback
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