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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

ONOOAWNE

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

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

Forgot usemame

Register Now or Learn more

Learn More

New to SAP Business Network?
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On the SAP Business Network home page, you will find the navigation bar, overview, and widgets. Let us review each
of these components.

T Business Network ¥  Standard Account | Get enterprise account

______________________________________________________________________

i Invoice Payments ~  Catalogs ~  fe;
T
v In Location ~ By Product

43 | | s Overview

My Wldgets 32 Customize

Purchase orders Last 3 months v Invoice aging

£0 e £4.64%

\
1 1
! 1
1 1
! 1
1 1
1 1
I . e 1
1 £1 onsitentl £5K |
1
| £08 £4K !
1 Research shows that suppliers grow on = 1
1 ) 1
1 1
: admin ssing ne |
1 ;i 1
! 1
1 1
| 1

Feedback

£0.6 Business Network with consistent use.
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Home page — Navigation bar

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

Overview

) 49

Orders

Uttimos 31 dias

My widgets

Purchase orders

£0 e

£1
£0.8

£06

£0.4

Discovery v

P

E!'? Business Network v  Standard Account Get enterprise account |

Workbench

v in Location

"

(i

Getting started

39 43

Orders to invoice Invoices

Ultimas 31 dias Ultimos 31 dias

2= Customize

Last 3 months v

416%

three-year ROI

Research shows that suppliers grow on
Business Network with consistent use.

Leverage cost savings from streamlined

v | By Product

Bl " 1

0

Items to confirm

Ultimos 31 dias

Invoice aging

£4.64%,

2

Items to ship

Ultimos 31 dias

¥ 0 @ OA

Navigation bar

More

10
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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.

(@ berdrola (@@ ScottishPower ¢ Avangrid

México

Overview

| Orders
1

1

1 Ultimos 31 di
~

My widgets

Purchase orders

£0 e

Home Enablement Discovery v : Workbench

Getting started

W Business Network v  Standard Account ‘ Get enterprise account |

] Customize the overview

from here

39 @ 43

Orders to invoice i Invoices

Ultimos 31 dias Ultimos 31 dias

—e )
2z Customize

Last 3 months v

416%

three-year ROI

work
stently

Research shows that suppliers grow on
Business Network with consistent use.

Leverage cost savings from streamlined

o 2 ..

Items to confirm H Items to ship

More
Ultimos 31 dias Ultimos 31 dias
Invoice aging
£4.045%
5K

¥ Qo @ 0A

Reports Assessments. Create v | ese

*
S
o

o

2
s

@

w
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Home page — Overview (cont.)

In Workbench, click the settings icon next to Customize.

«

Iberdrola
México
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ET>  BusinessNetwork v  Standard Account | Get enterprise account | |

W o 0A
Home v~ Orders ~  Fulfillment ~  Invoices +  Payments ~  Catalogs v Re Create v | e
Customize the overview ]
Workbench q =2 Customi: )
from here T -
9 8 5 0 2 0 ‘0.0 ‘0.0 ‘0.0
. GBP . GBP . GBP
>
Orders Orders to invoice Invoices ltems to confirm ltems to ship Service sheets Early payment offers Remittances Scheduled payments
Ulimos 31 dies Uttimos 31 dies Uttimas 31 diss Uttimos 31 dias Ultimos 31 dias Ultimos 31 dias Priximos 80 dias Uttimos 31 dias Fréximes 90 diss
Orders (9)
~ Edit filter | | [Last31days
Customers Order numbers Creation date Order status Company codes Purchasing organizations
Select or type selections (s Type selection Last 31 days 5 Include v Select or type = Select or type selections [} Select or type selections =
(@ Partial match () Exact match
Show more Apply
Resend Failed Orders ‘ ] 52
Order Number Customer Amount  Routing Status Date Order Status Amount Invoiced ~ Type External Document Type T Actions -
g
4504421207 IBERDROLA GROUPPP €8100 EUR Acknowledged Sep 30, 2025 Confirmed Order PD =
4504421098 IBERDROLA GROUPPP €1000 EUR Sent Oct 6, 2025 New Order PD
4504421091 IBERDROLA GROUPPP €1000 EUR Sent Oct 6, 2025 New Order PD
4504421251 IBERDROLA GROUPPP €100 EUR Failed Oct 1, 2025 Failed Order PD
4504421097 IBERDROLA GROQUPPP €100 EUR Sent Oct 6, 2025 New Order PD

13
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Home page — Overview (cont.)

Add, remove, or reorder tiles to have only what you need on your overview dashboard. You can also define the

filters you want to use in the panel.

Holding both lines,
drag the tiles to

change their order in
the overview

Click on the “x” to

remove a tab from
the overview

la

(@@ ScottishPower ¢ Avangrid

Customige Workbench
You can add, di , re-arrange tiles (using drag and drop) and set filters on your workbench.
|’ T O
| : X X x
1
i 8 D
Orders Orders to invoice Invoices
,,,,,, Ultimos 31dias_____ . Uimos 31 dias .. Uimos 31dias
X X X
0.0 0
Scheduled payments Open paostings Matched Leads
77777 Préximos 90 dias____ .. Umwmos 90 dias v MOS0 00

\
1 X
1
, 2
Iten Items to ship
... Ummos 31dias_ ... Utmos3dias
Y ———
’ \
1 1
1 1
1 .+.
nvited Leads 1 1

1 1

e imos SO dlas f !

________

e | 20

Early payment offers

In “+” you can
find more tabs

to add to the
overview

Préyimos 90 dias

‘0.0

Remittances

o Ummos 31dias

Cancel
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Home page — Overview (cont.)

The “+” button allows you to choose more Order, Fulfillment, Invoice, Payment, Prospect, Communication, and
Other tabs.

Select a tile @ Tiles already selected
Order
New orders @ =+ Changed orders @ Qrders to invoice a
__________________________ NS The tokens with the
1 n
' @ oue © t @ temswocmim ® m— @ sign are already on the
"""""""""""""""""""""" dashboard
Orders with service line @ = Items to service Orders to Summa
Fulfillment
o Service sheets @ + Order confirmations @ Ship notices @
involce . Click the “+” sign to add the
o Invoices @ “F Rejected invoices @ : tab to the Overview
l dashboard
Overdue invoices - Approv... & 3H Invoices pending approval @
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Home page — Overview (cont.)

The tabs you add using the “+” button will remain on the initial screen for customizing the work panel. You can change
their order as indicated above.

Click Apply to finish
customizing

Customize Workbench

You can add, delete, re-arrange tiles (using drag and drop) and set filters on your workbench.

0 » s s s 7} X X
. GBP . GBP
Orders Orders ta invoice Invoices Items to confirm ftems to ship Service sheets Early payment offers Scheduled payments
Ultimos 31 dias Utimos 31dias | Uliimos 31 dias Utimes 31dias_____ | _____| Uliimos 31 dias Uitimes 31 dias Proximos 80 dias Préximos 80 dias
x X x
Open postings Matched Leads Invited Leads
Utimos 0 dias o] Utimos 90 dias _____ | ______ Ultimos 90 dias _____

16
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Home page — Widgets

Widgets are visual components on the home page that display specific, up-to-date information. They provide quick
access to critical information and facilitate decision-making. Let's review how to customize them.

Customize widgets
from here

________

£0.8
Research shows that suppliers grow on
€08 Business Network with consistent use.
04 Leverage cost savings from streamlined
admin and operations, while accessing new
02 business opportunities.
£0 3160
View the Exclusive Report —> W Sent M Rejecied M Approved
Activityfeed | Al v Viewall =X Company profile My leads.

15% ﬂ
Completed
You don't have open leads matching
your company profile. Search leads

Feedback

There is no recent activity to display
Complete your company profile to increase
your chances of being discovered by new
buyers.

Complete profile —>




Espana

Home page — Widgets (cont.)
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Within the customization page, you can remove or add widgets to the home screen:

Hold both lines and
drag the widget to

Customize my widgets

Add, remove, and rearrange widgets to personalize your home page.

416%

three-year ROI
whan suppliers use SAP Business Netr

B

Click on the “-” sign to
remove the widget from
the home page

Activity feed

(]

There is no recent activity to display

change its order on
the home screen

I aging
S - —
£4.6 - - -- - = 1 -
" Facturas pagadas Ultimos 12 m... v Seguimiento del envio Dias para pagar "
R

£4.5K

0,0
K $ O Numero de pedido de compra 3

£3K usbD . s .
e Promedio de dias

£2K e
5K Ultimos 12 meses v

£1K

£500

£0 .
W Sen|
- -
Company ’ 4t X
q -
B Valor de factura ($) B Volumen de fac... B Promedio de dias para pagar

Complete youl e . H o &, 77
Widgets disponibles Click on the “+
buyers. P T

Complete pro}

sign to add the

widget to the

19
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Home page — Widgets (cont.)

The widgets you add using the “+” button will be added alongside the widgets already on the home page, and from
here you can change their order as described above.

Customize my widgets e .
Add, remove, and rearrange widgets to personalize your home page. : :Ca”m
[
- = = Click Save to
Purchase orders Last 3 months v Invoice aging fl n ISh
customizin
£l 416% £4.655 -
£1 three-year ROI £ASK
when suppliers use SAP Business Network A
£0.8 consistenly £3.5K
£3K
£0.6 £2.5K
£2K
£04 £1.5K
£1K
£0.2
T
£0 0-30 31-80 61-90

@ sent @ Rejected @ Approved
Activity feed Company profile My leads

- (]

. 15%

20
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My Account
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In this section, you can manage your profile information on SAP Business Network. Setting up this section correctly

will ensure a personalized and secure experience on the platform.

w Business Network v Standard Account ‘ Get enterprise account 1

Overview  Getting started

49 39 @ 43 O

Orders Orders to invoice Invoices H Items to confirm

Ultimos 31 dias Ultimos 31 dias Ultimos 31 dias Ultimos 31 dias

My widgets 32 customize

Purchase orders Last 3 months v Invoice aging

£0 416% £4.64K.

three-year ROI

Research shows that suppliers grow on
Business Network with consistent use.

Leverage cost savings from streamlined

[
: « Q ® O0A
Home Enablement Discovery v Workbench Orders v Fulfillment ~ Invoices v Payments v Catalogs v Reports Assessments Oriol Abad
- i = oavsilv3@emeal.nttdata.com
' - .00 | oo
4 g )
. i 1
v In Location v By Product Q Myfceount

O
r \ = (idiy p v o

Contact Administrator

Proveedor OAV SI1 V3

2 i ANID: AN11238178138-T
H ®® standard account
Items to ship Mol
Company Profile
Ultimos 31 dias
Settings >

Logout

From the initials of the

primary contact, click on
“My Account”

Feedback

22
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My Account (cont.)

One of the main settings you can make from My Account, is changing the account password.

In the pop-up, enter your current
password and your new password.
et CT T In the ""?" sign, you can check the
My Account criteria that the password must
meet

Account Settings

* Indicates a required field

CHANGE PASSWORD

Account Information

Click Change I . ® p »
. Usemame:* | pbagdcUK@emealnttdata.com | : Current Password:
p asswo I’d |\ Change Password 3

New Password: *

First Name: " Prusba |

Middie Name: ‘ |

Confirm Password: *

Last Name:* ‘ UK |

Personal information Change Log

Business Role: | Sales representative v

Preferences
Save Password

Allow Me to Save Filter Preferences in the Inbox/Outbax

Contact Information

s st o Click Save password. You will see
o R e | an on-screen message confirming

— |

Address 3: ‘ |

that it has been successfully
updated

23
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My Account (cont.)

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

w Business Network . Standard Account m ®
My Account m Close

Account Settings

* Indicates a required field

Account Information

Usemname:®| pbagdcESP@emesal.ntidata.com |‘:l)
__________________________________ e Keep user data up to
Email Address: *| test@emeal.nttdata.com ‘ date, eSpeCIal Iy emal I
First Name:*| Prueba | addl’eSSGS

Middle Name: ‘ |

Last Name '[ Tes{ |

Personal Information Change Log

Business Role ‘ Sales representative v L i
e Adjust your language
[ Preferences preferences. If you do
: Preferred Language: | English v|® nOt SpeCify them, the
1
1

Allow Me to Save Filter Preferences in the Inbox/Outbox

language set in your
browser will be used
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My 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.

Keep your telephone
number and account
address up to date

~
Contact Information 1
I
Country Area Number Extensiox :
UsA1l v | ‘ I 1
Phone: ** 1
1invalid phone number. Please enter numbers only 1
1
Address 1'*‘{ street ‘ :
1
Address 2: ‘ ‘ 1
1
Address 3; [ ‘ 1
1
[ 1
Address 4: ‘ 1 . . .
: i In this section, you can decide
thy:“ Bradford ‘ 1
[ ! whether your personal contact
state:*| London. City of [GB-LND] vl ;
| o o - oo
B | information will be visible to
Postal Code:*| SW3 3DJ ‘ 1 ) . )
— . other organizations in the
CounlryfRegwn.'{ United Kingdom [GER] v ‘ 1
/7
S network
Contact Information Preferences
Click the following check box to hide all personal contact information in this section from other organizations, except organizations that you have a trading relationship with or any you have explicitly initiated or responded to with an intent to do business.
D Hide my personal contact information.
You expressly acknowledge and give consent to Ariba for your data entered into this system to be transferred outside the European Union, Russian Federation or other jurisdiction where you are located to Ariba and the computer systems on which the Ariba services are hosted (located in
various data centers globally), in accordance with the Privacy Statement, the Terms of Use , and applicable law. You have the right to access and modify your personal data from within the application or by contacting the Ariba administrator within your organization. This consent shall be in
effect from the moment it has been granted and may be revoked by prior written notice to Ariba. If you are a Russian citizen residing within the Russian Federation, You also expressly confirm that any of your personal data entered or modified in the system has previously been captured by
your organization in a separate data repository residing within the Russian federation.

ml fields marked with a red asterisk are mandatory
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My Account (cont.)

To complete the data update, click Save. You will receive an email informing you of the user profile update with details
of the modified field.

W Business Network . Standard Account | Get enterprise account ®

My Account

Account Settings

* Indicates a required field

Finalize the data
Account Information update

I = = - B N\
Usemame“i oavsilva@emealnttdata.com I‘l‘

Change Password

Email Address:*| oabadvil@emeal.nttdata.com I

First Name:" Oriol ‘

Middle Name: ‘

Last Name:*| Abad ‘
L

Personal Information Change Log

Business Role: Sales representative v

Preferences

; .
Preferred Language: | Spanish v | W

7\ Allow Me to Save Filter Preferences in the Inbox/Outbox
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Company profile

In this section, you can complete your company profile to provide a clear overview to your business partners. Filling
in this information is optional and depends on the level of information you want to share with your customers.

(@ berdrola
México

(@@ ScottishPower ¢ Avangrid

Overview  Getting started

49

Orders

Ultimos 31 dias

My widgets 32 customize

Purchase orders

£0

Last 3 months v

4
v InLocation

R A

39

Orders to invoice

43

Invoices

Ultimos 31 dias Ultimos 31 dias

416%

three-year ROI

o
sistently

Research shows that suppliers grow on
Business Network with consistent use.

Leverage cost savings from streamlined

.

v By Product

Items to confirm

Ultimos 31 dias

Invoice aging

£4.64 5.

—_—— 7 ~
I
w Business Network v  Standard Account ‘ Get enterprise account 1 ' QO @ OA 1
\ : L v

Home Enablement Discovery v Workbench Orders v Fulfillment ~ Invoices v Payments v Catalogs v Reports Assessments Oriol Abad

A =
Y
0

oavsilv3@emeal.nttdata.com

Q My Account

Link User IDs
———
Contact Administrator

Proveedor OAV SI1 V3

2 i ANID: AN11238178138-T
H ®® standard account

Items to ship MOl g e S s

Ultimos 31 dias

Settings >

Logout

Feedback

From the initials of the

main contact, click on
Company Profile

28
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Company profile (cont.)

In this section, you can complete your company profile to provide a clear overview to your business partners.

m Business Network ¥  Standard Account | Get enterprise account ® Q @ OA
Home Di v h Orders v Fulfillment v Invoices v P, Browse through the prOfIIe SeCtlonS to Create v | eoe
complete all your company's
FiEsson IR N information. Each section helps to R S
BNO ID: BNO-100000146802466-T | DUNS: - . -
present a complete and reliable image to Enter your company's key
22 Unlock our data-backed suggestions to improve your business.Purchase SAP Business Netwo H
Promote subscription to unlock new busi pportunities Add P your bUSIneSS partners deta”s in th|s Sect|on
e L Include information such as
PO =0 &0 number of employees,
N T e type of business, etc. to
l Overview | v Certifications Sustainability Ratings [e] Entities Country Configuration Contacts | v i iti D Ci pr0V|de Context about your
= = = m e oo company's structure and
About Us Scope
8 Emp\oyee G Eounded E> Eompany Aliases
@ ?“Siness e @ Eeve“us @ f:::: City of, United Kingdom View Details
m tegal Form lli_l' Elo:k Symbol @ i\lebs;le URL
@ ::;;ber Since E ;:gu:s_t:mn Type

29
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Customer relationships
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In this section, you can manage your customer relationships within the network, both with the Iberdrola Group and
with other clients (if applicable). Set up the necessary connections to exchange orders, invoices, payments and other

documents.

E' ‘:' Business Network ¥  Standard Account | Get enterprise account

: T
y \ﬁ\{ fidig

49

Orders

39

Orders to invoice

43

Invoices

Ultimos 31 dias Ulzimos 31 dias Uttimos 31 dias

My wi dgets 32 Customize

Purchase orders Last 3 months v

£O GBP

416%

three-year ROI

£0.8
Research shows that suppliers grow on
£0.6 Business Network with consistent use.
c0.8 Le st savings from streamlined
admin and operations, while accessing new
. business oppartunities.
£0

Home Di y v Orders v Fulfillment + Invoices Payments ~ Catalogs ~ Reports Assessments
[ ~— _
Leads v In Location v By Product

ol Y I

0

Items to confirm

Ultimos 31 dias

Invoice aging

£4.64¢,

5K

2

Items to ship

——

Notifications

Application
Subscriptions

Manage Account Email
Domains

Manage Account
Requests

Generative Al

Timezone and Currency

v

____________

Oriol Abad

cavsilv3@emeal.nttdata.com
My Account
Link User IDs

Contact Administrator

Proveedor OAV SI1 V3

ANID: AN11238178138-T
Standard account

Company Profile

Settings > I;
1

Logout

From the initials of
the main contact,

click on Settings
and then on
Customer
relationships

3l
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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.

h:' ',’ i v Account | Get enterprise account « Q ® oA
Home Enablement Discovery ~ Workbench Orders v Fulfiliment ~ Invoices v Payments ~ Catalogs ~ Reports Assessments. Create v [ eee
Customer Relationships ) ) ] Advanced View
N R PSSR Applications will be accepted
I Automatically accept all relationship requesls: . ) h
e e automatically when the option is enabled.
Trading
Review the status of the
0 business relationship
e T
"""""""" Buwer  NetwekD:  BNGD:  Relatonsnplpe:  CountyRegion: Retensmipswmtes Y,
[
Search 5 3 Adapt Fil 1
: earc) Q (u] a (=) ~ a8 v e apt Filters 1
1 ~H# 1
[| Trading Business Partner (0) Linked Child Accounts (0) :
T I
1
: (4 List Al ionship Req| © v SR ]
1
: (0) Network ID Trading Partner BNOID Relationship Type Relationship Status Country/Region Data Center Last Changed On =
1
I
U
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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:

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

Network ID: BNOID: Relationship Type: Country/Region: Relationship Status:
[=} (=) =} v (=) v B Adapt Filters
~HR

Search

1
Customer List ! Pending Requests (0) S

() Network ID Trading Partner BNOID Relationship Type Relationship Status Country/Region Data Center Last Changed On

il
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Electronic order routing

From this section, you can configure the routing of electronic orders to define how your company receives and
processes orders within the network.

ET. . Business Network ¥  Standard Account | Get enterprise account ] l «q Q @ oA
Home Di y v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs v Reports Assessments Oriol Abad
R e ul _ l oavsilv3@emeal.nttdata.com
Leads ~ | in Location v | By Product Q My Account
A el
r \ - 8 L] = k ————
Overview Getting started B Contact Administrator F rom th e I n Itl a I S
Proveedor OAV SI1 V3 of the main
1 i i ANID: AN11238178138-T -
49 39 43 0 2 | .0 contact, click
Orders Orders to invoice Invoices Items to confirm Items to ship More H
Eexmpary il Settings and then
uttimos 31 dias Ultimos 31 dias Ultimos 31 dias Ultimos 31 dias Ultimos 31 dias - [ - -
Domains &} sere Electronic Order
I -
: Manage Account
My widgets =2 customize M Logout ROUtI ng

Generative Al

Purchase orders Last 3 months v Invoice aging

£0 e 416% £4.64K,

Timezone and Currency

Network Settings E
three-yearrROl o | ___________ 3
. when supplers use SAP Business Nenuork - : Electronic Order =
| Routing
£08 CA  Im— R e
Research shows that suppliers grow on -~ Electronic Invoice
£06 i i i e -
Businass Network with consistant usa. Routing
£04 Leverage cost savings from streamlined £2K
admin and operations, while accessing new Accelerated Payments
02 business opportunities. £1K
£0 S Remittances
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Electronic order routing (cont.)
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This configuration allows you to automate reception, ensure proper integration with your internal systems, and optimize

the commercial flow with your customers.

Iberdrola recommends the routing shown on screen. If you need a different configuration because you work with other

clients, you can contact The Supplier Assistance Center to ensure proper order routing.

Let us review the routings you can perform:

* Indicates a required field
External System Integration

Configure cXML (native) intagration

Non-Catalog Orders with Part Numbers

| | Process non-catalog orders as catalog orders if part numbers are entered manually

Status Update Request Notifications

Here you can define how
electronic orders will be
integrated with your
systems

Document Type Routing Method Options

‘_‘ Attach cXML document in the email message
Catalog Orders without Attachments Email v D Include document in the email

Leave attachm

L ide them with email message. This applies to all orders with attachments that have the
routing method "Same as nei

log orders without attachments®.

m Attach PDF document in the email message

w catal

Current Routing method for new orders: Email

Catalog Orders with Attachments ‘ Same as new catalog orders without attachments ‘
Atiachments will be ncluced in th order
Nen-Catalog Orders without Attachments ® ‘ Same as new catalog orders without attachments ‘ Current Routing methed for new orders: Email
Current Routing method for new orders: Email
Nen-Catalog Orders with Attachments ® ‘ Same as new catalog orders without attachments ‘

Atmehments wil ba included in the order.

Here you can configure how
orders will be delivered and
their modifications (by email or
other channels) and set rules
for including attachments,
formats, and additional
options. Add the email address
before continuing to the other
sections
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Electronic order routing (cont.)

Review the routing options available to you: Here you can configure

routing for modified or
cancelled orders

1
Change/Cancel Orders .
N S ]
Document Type Routing Method Options
Catalog Orders without Attachments | Same as new catalog orders without attachments ‘ Current Routing method for new orders: Email
Catalog Orders with Attachments | Same as new catalog orders without attachments ~ ‘
Non-Catalog Orders without Attachments ® | Same as new catalog orders without attachments ‘ Current Routing method for new orders: Email
Current Routing method for new orders: Email
Non-Catalog Orders with Attachments ® | Same as new catalog orders without attachments ‘
Anschmants uil be included n the order
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Electronic order routing (cont.)

Review the routing options available to you:

Iberdrola recommends the routing shown on screen. The order related flags need to be unmarked.

1
Notifications .
_______________ !
Type Send notifications when... To email addresses (one required)
D Send a notification when orders are undeliverable.
Order + | a.perez@iberdrola.es
D Send a notification when a new collaboration request against an existing order is received.
D Send notification for new purchase orders to suppliers. H e re you Can CO nflg u re g e ne ral

order notifications and set up
additional notifications to receive,

l:l Send notification to suppliers when purchase orders are changed.

I:I Send a nofification when orders are on hold due to non-payment of fee.

[ send s ntfction when purchase orer s r e 7 in addition to those that result from
Putchase order iy [ i et e o e e vl (R [rder routing. Define when and to
i [[] send notication when time shets are undelverabl. .| aperezersia s whom alerts for new orders,
changes, etc. will be sent. Before
Extended Profile Settings and Information finishing, add the email address in
['_C_E;_e;f%?;ﬁ_.;‘;i;_;:: _____________ : the appropriate fields

Extended profile information is a section
within the advanced provider settings that

allows you to add additional, specific data
about the company, beyond the basic

Clicking Save will update the settings
profile

and you will see a notification message
at the top of the screen
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Electronic invoice routing

From this section, you can configure electronic invoice routing to define how your company sends and receives
invoices within the network.

T

L-" Y  Busi ¥ Standard Account ‘ Get enterprise account Il ® Q4 ® oA
Home Enabl Di y v Work b Orders v Fulfill v Invoi v P v Catalogs v Reports Assessments Oriol Abad
R B 3l _ ' | ocavsilv3@emeal.nttdata.com
Leads v In Location ~ By Product Q My Account F h
e’ T Link User IDs rom t €
PR\ A b | — o
. initials of the
. . . Contact Administrator
Overview Getting started 3=

main contact,

49 3 9 43 O i 2 o i ANID: AN11238178138-T CI ICk Setti ngs

Standard account

| Proveedor OAV SI1 V3

Orders Orders to invoice Invoices Items to confirm Items to ship More an d th e n
] Company Profile H
G e Bl — R Electronic
Domains i , . .
— ! Invoice Routing

= Manage Account
My W|dget5 32 Customize Requests Logout

Generative Al

Purchase orders Last 3 months v Invoice aging

Timezone and Currency

£0. 416% £4.64K,

three-year ROI

Feedback

£1 £5K Electronic Order
Routing
£0.8 4K
Research shows that suppliers grow on % Electronic Invoice
£0.6 Business Network with consistent use. ! Routing
£04 Leverage cost savings from streamlined £2K
admin and operations, while accessing new Accelerated Payments
03 business opportunities. £1K

Remittances
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Electronic invoice routing (cont.)

This configuration allows you to set the transmission method, compatible formats, and additional options to ensure

m flow.. " ] :
automated flo Clicking Save will update the settings

G s oo - S ccon | Gt s and you will see a notification message
Network Settings - | e at the top of the screen

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement Data Deletion Criteria

General Tax Invoicing and Archiving

Capabilities & Preferences

Here you can define the

routing method and
Document Type Routing Method Options o
o = s preferences for creating
e i T i ——— and storing invoices

_____________I_a

I
1
I
I
1
I
1
I Sending Method
I
I
I
1
I
1
1

e require
e received or updated ‘
[ /] Send a notification when invoice statuses change.
St Car = L]
. @ send a notification when an invoice is automatically created from a goods receipt.
Invoice Created Automatically from Receipts *
[| Send a notification when an invoice is automatically created from a service sheet.
Invoice Created Automatically from Service Sheets *
‘7| Send a notification when the invaice conversion fails. :l
Send a notification when the status of the template changes. I:l
D Send a notification when an invoice is set for manual submission after conversion. I:l
D Send a notification when an error occurs in invoice PDF routing.
Invoice PDF Routing Error B

Here you can configure general
invoice notifications. Define

when and to whom alerts about
receipt, status changes, etc. will
be sent

Invoice conversion (Supported formats: .pdf, png. pg)
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Notifications

In the Notifications section, you can configure alerts that will keep you informed about key events on the network.

México

(@@ ScottishPower ¢ Avangrid

Home

E";' Business Network v

Standard Account

Get enterprise account

Overview

49

Orders

s 31 dias Ultimos 31 dias

" A
39

Orders to invoice

43 0

Items to confirm

Ultimos 31 dias Uttimes 31 dias

My Wldgets 32 Customize

Purchase orders

£O GBP

Last 3 months v Invoice aging

£4.64%

416%

three-year ROI

5K
£4K
Research shows that suppliers grow on o
Business Network with consistent use. o
Leverage cost savings from streamlined £2K
admin and operations, while accessing new
business opportunities. £1K

0-30 31-60

61-90

Orders v Fulfillment v~ Invoices v Payments v Catalogs v Reports Assessments
' “— _
Leads v In Location v | By Product

LY I

2

Items to ship

Ultimos 31 dias

————
3
=
.0
More
Account Settings

Customer Relationships

Application
Subscriptions

Manage Account Email
Domains

Manage Account
Requests

Generative Al

Timezone and Currency

: ¥ Q @ oA

Oriol Abad

' oavsilv3@emeal.nttdata.com

My Account

Link User IDs

Contact Administrator

Proveedor OAV SI1 V3

ANID: AN112381768138-T
Standard account

Company Profile

|

Logout

From the initials of
the main contact,
click Settings and
then Notifications
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Notifications (cont.)
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Define alerts for each area and assign the corresponding email addresses to ensure that the information reaches the

right people.

W Business Network . Standard Account | Get enterprise account

Account Settings

I
‘Customer Relationships users | Notifications | Application Subscriptions API management Generative Al

General Network Discovery Sourcing & Contracts .
Enter up ta three comma-separated email addresses per field. Ensure that you have any required user cansents before adding email addresses for sending notifications.
The Preferred Language configured by the account administrator controls the language used in these notifications.

Relationship
Type Send notifications when...

Send a notification when a buying organization creates a trading relationship with my company and when that buying organization publishes a new
Customer €8V invoice or service sheet template.

|7‘ Send a notification when a customer has shared or updated Master Data or Business Requirements on my Supplier Information Portal.
Customer Requirements Change L

|_‘ Send a notification when a customer responds to my trading relationship request.
Trading Relationship Requests L

N . D Send a notification when a supplier enablement activity is assigned or a task is overdue.
Supplier Enablement Activity and Task Reminder

Other Notifications

D Send a notification in advance of planned network downtime, unplanned downtime, and new releases.
Network Service

Send a notification when company certification information has expired. Examples of company certifications include, Small and Disadvantaged
Certification Expiration Notifications Business, Minority-Owned Business, and Veteran-Owned Business.

? Send reminders of unconfirmed orders. This notification depends upon a customer rule.
Reminder of Unconfirmed Orders bl

To email addresses (one required)

Review each tab to enable

oabadvil@emealnttdata.com

w

Each section covers a

+ | oabadvil@emeal.nttdata.com

different type of event

oabadvil@emeal.nitdata.com

+ | cabacvil@emestnttdata.com

+ | cabadvil@emeaLnttdata.com

.+ | oabadvil@emeal.nttdata.com

+ | ocabadvil@emeal.nitdata.com

the notifications you require.
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otifications (cont.)

From the General tab, you can generate alerts about global events in your account.

(@@ ScottishPower ¢ Avangrid

W Business Network -

Account Settings

General | Network Discovery

Relatignship

Standard Account

Sourcing & Contracts

Get enterprise account

API management Generative Al

Enter Q three comma-separated email addresses per field. Ensure that you have any required user consents before adding email addresses for sending nofifications.
The Prefrred Language configured by the account administrator controls the language used in these notifications.

Close

Type

Customer

Customer Requirements Change

Trading Relationship Requests

Supplier Enablement Activity and Task Reminder

Other Notifications

Network Service

Certification Expiration Notifications

Reminder of Unconfirmed Orders

Send notifications when...
Send a notification when a buying organization creates a trading relationship with my company and when that buying organization publishes a new

CSV invoice or service sheet template.

|7‘ Send a notification when a customer has shared or updated Master Data or Business Requirements on my Supplier Information Portal.
Send a notification when a customer responds to my trading relationship request.

D Send a notification when a supplier enablement activity is assigned or a task is overdue.

D Send a notification in advance of planned network downtime, unplanned downtime, and new releases.

Send a notification when company certification information has expired. Examples of company certifications include, Small and Disadvantaged
Business, Minority-Owned Business, and Veteran-Owned Business.

? Send reminders of unconfirmed orders. This notification depends upon a customer rule.

.

To email addresses (one required)

w

On the General tab, configure
alerts about global events in
your account. This includes

changes to settings, important
updates, and general notices
that affect your profile or
activity on the network

w

*

w

oabadvil@emealnttdata.com

oabadvil@emeal.nttdata.com ‘

w

oabadvil@emeal.nitdata.com ‘
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Notifications (cont.)

From the Network tab you can configure alerts related to the transactional flow.

(@@ ScottishPower ¢ Avangrid

Iberdrola recommends the routing shown on screen. The order related flags need to be unmarked.

Account Settings

_______

W Business Network . Standard Account ‘ Get enterprise account |

Electronic Order Routing

Customer Relationships users | \ A API ive Al
L _
_____
General | Network : Discovery Sourcing & Contracts
Enter up to three col -separated email addresses per field. Ensure that you have any required user consents before adding email addresses for sending notifications.

The Preferred Languafe configured by the account administrator controls the language used in these notifications.

@

Type

Order

Purchase Order Inquiry

Time Sheet

Pending Queue

Order Confirmation Failure

T Tt TS T

D Send a notification when orders are undeliverable.

D Send a notification when a new collaboration request against an existing order is received.
D Send notification for new purchase orders to suppliers.

l:l Send notification to suppliers when purchase orders are changed

D Send a notification when orders are on hold due to non-payment of fee.

D Send a notification when purchase order inquiries are received.

D Send a notification when purchase order inquiries are undeliverable.

D Send a notification when time sheets are undeliverable.
l:l Send a notification when items delivered through pending queue are not acknowledged.

D Send a notification when order confirmations are undeliverable.

To emanl addiesses (one required,

D, contigure
alerts related to transactional
flow, such as order routing and
electronic invoices. From here

you can set up additional
notifications to receive, in
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From Discovery tab, you will be able to configure alerts on commercial opportunities and visibility.

E?. ¥ Business Network . Standard Account | Get enterprise account

Account Settings

Customer Relationships users | Notifications : Application Subscriptions APl management Generative Al

o =
1
General Network | Discovery | Sourcing & Contracts
e
Ensure that you have the required consents before adding email addresses for sending notifications.

The Preferred Language configured W the user controls the language used in these notifications.

m elies

Leads

Notify me, when Notify other users, when

Invited to a new lead - [_] Invited to a new lead ~ Emails separate by comma (Max 5)
Matched to a new lead (D (] Matched to a newlead | Emails separate by comma (Max 5)

(@) Recsive individual notification about each lead
(") Recsive a digest of all matched leads in one day
A buyer sends a message

A buyer reads my response to a lead

Response is Shortlisted/imported

Response is Awarded

Response is not Shortlisted/Awarded

A lead | have been invited/responded to gets updated with new information

A lead | have been invil ded to gets

KSR CNNCYRCNRTN TN IR

A lead | have been invited/responded to gets closed

In the Discovery tab, configure

alerts about business
opportunities and visibility
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Notifications (cont.)

From Sourcing and Contracts tab, you will be able to configure alerts on sourcing events.

W Business Network ~  Standard Account | Get enterprise account | @
Account Settings Close
f——————
Customer Relationships Users | : A d AP| Al
e S
General Network Discovery I Sourcing & Contracts 1
- - —_— -
The Preferred Language configured by the user control nguage used in these notifications.
Approval Tasks
Approval tasks are assigned to me.
E‘ Atask | own is approved by any approver.

An approval task | own is fully approved.

@ An approval task | own is denied.

In the Sourcing and

‘Z| An approval task of mine is withdrawn.

@ An approver is added to the approval flow of an approval task | own. CO ntraCtS tat_) ) Set u p ale rtS
An spprover s removed from the pproval flow of sn approval tssk | own. for sourci ng events

Offline Approval Format
D Receive offline email approval notifications in plain text format.

||| Receive offine email approval noificatios in compact text format. (Recommended for PDA users)

Tasks

@ Tasks are assigned to me.
Tasks are delegated to me.

[f] Tesks are completed. This is 3 scheduled batch notficaton.

‘Z| Tasks assigned to me are nearly due. This is a scheduled batch notification.
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Notifications (cont.)

From Messaging tab, you can configure notifications about internal communications.

[TTY Business Network -  Standard Account | Get enterprise account @
Account Settings m Close
O N
Customer Userg i 1 k API A
______ -
“““ 1
General  Network  Discovery  Sourcing & Contracts | Messaging {
I
Enter up to 3 comma-separated email addresses per field. Ensure that you ﬂa’lv required user consents before adding email addresses for sending notifications. If the email address is that of a distribution list. ensure that you have the consent of all the persans in the distribution
list
Notifications afe in the preferred language set by the network administrator.
Country-based message settings (1

Global document-specific settings

Tell us who to notify for each type of customer message. Enter up to 3 comma-separated email addresses per notification. If you don't enter email addresses or if they've unsubscribed, we'l send the notifications to the default email addresses in Global default settings. Natifid O n th e M essag | n g tab S et u
, P

are in the preferred language set by the network administrator.

(] St retrtons 0 rese st @ . | alerts about internal
— 0 | | communication

| send notifications when invoice messages are received 0

Purchase order messages

Global default settings

If global document-specific settings aren't defined or those email addresses have been unsubscribed from receiving notifications, we'll send notifications to the emall addresses in this section. If you choose both options here, we'll send notifications to the SAP Business Network
administrator only when the email addresses in this section have been unsubscribed.

All document-specific messages —
[ | send notifications when customer messages are received (D

Administrator /] Send all natifications to the SAP Business Network administrator 0

Context-free settings

If context-free message notification settings are not defined or if the specified email addresses are unsubscribed from receiving notifications, then SAP Business Network will not send any natifications

Context-free messay -
e | Send context-free message notifications to these addresses (L
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In the Users section, you can manage user settings and roles within the platform. Define roles, assign permissions,
and control authentications to ensure secure access to the platform.

E- ‘:’ Business Network ¥  Standard Account | Get enterprise account

Home Enabl Di y v

Overview

My W|dget5 32 Customize

Purchase orders

£O GBP

£1

Last 3 months v

£08

£0.6

£04

£0.2

£0

V- A

Orders Orders to invoice Invoices
Uttimos 31 dias Utimos 31 dias Ultimos 31 dias

416%

three-year ROI

Resaarch shows that suppliers grow on
Business Network with consistent use.

Leverage cost savings from streamlined
admin and operations, while accessing new
business opportunities

Orders v Fulfillment v Invoices v Payments v Catalogs v Reports
¥ R
Leads v In Location v~ By Product

Assessments

B " 3

0

Items to confirm

Uimos 31 dias

Invoice aging

£4.64%

3160

2

Items to ship

Ultimos 31 dias

6190

———

Tie

More

Account Settings

Customer Relationships

Notifications

Application
Subscriptions

Manage Account Email
Domains

Manage Account
Requests

Generative Al

Timezone and Currency

T
1

¥ o0&
Oriol Abad
oavsilv3@emeal.nttdata.com
My Account
Link User IDs

Contact Administrator
Proveedor OAV SI1 V3
ANID: AN11238178138-T

Standard account

Company Profile

Logout

From the initials of
the main contact,
click on Settings and
then on Users
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User and role settings - Create and manage roles

From Manage roles, 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 in the organization.

@ Business Network . Standard Account | Get enterprise account | @
Account Settings Close
_——
Customer Relationships ! Users | Notifications Application Subscripti AP| G ive Al
==ty
———————— b}
! Manage Roles : Manage Users Manage User Authentication Revoked Users More...

Roles (2)

Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified.

Click on the “+” sign to

Filters

create a new function

Permission

Select permission assigned

Apply Reset

-- -
| s 1 =
I_____ 1

Role Name Users Assigned Actions.

Administrator Oriol Abad

prueba Oriol Abad
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User and role settings - Create and manage roles (cont.)

In the Create Function tab, assign a name and select the permissions that this new function should have.

Once you have
configured everything,
click Save

E’. ¥ Business Network - Standard Account | Get enterprise account

Create Role

* Indicates a required field

New Role Information

Assign a name and
description to the function
here

Browse through the pages
to review all permissions.

Name:*| Analytics

1
1
1
1 Analytic tasks
:Oes:npunn
1
\ o oo C---I--II-----.,

Permissions

e Select the permissions for the new

function by clicking on the white boxes
r— """ T - T T T T T T T T \
m Permission Descnplmn

D AP| Development Access

D Access Proposals and Contracts

M Analytics Dashboard Access
Archive Access

D Catalog Account Executive
Catalog Content Manager

Catalog Management

D Company Data Deletion
= ¢

1
1
1
| Access to APl development using the SAP Ariba developer portal.

| View your ovgamzatmn 's Ariba Sourcing events and Ariba Contract Management contracts, documents, and tasks. This permission grants access to the Proposals and Contracts properties. Individual users must be approved by Ariba Sourcing buyers before they can view
or participate in events or contract tasks

: Access the Analytics Dashboard

: View and search archived items

: Access to manage price file upload and customer specific catalog upload

: Access to manage master content upload, price file upload and customer specific catalog upload

| Set up and manage catalog-related activities
1

| Access to company data config
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User and role settings - Assign users to a created role

Back in Manage Roles, you will be able to see the created role at the bottom of the screen. Click on it to edit it and

assign users.

i lberdrola €@ Iberdrola @ |berdrola
(@@ Iberdrola ¢ ¢ I Merceo

(@@ ScottishPower ¢ Avangrid

E? Business Network . Standard Account | Get enterprise account

Account Settings

______

Customer Relationships : Users : Notifications Application Subscriptions APl management Generative Al

{ Manage Roles | Manage Users Manage User Authentication Revoked Users More...

Roles (3)
Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified

Filters

Permission

‘ Select permission assigned A

Apply Reset

Users Assigned

Role Name
Administrator Oriol Abad
prueba Oriol Abad

1 ;

1 Anaiytics

Review the created

function and click to
assign users

Actions

Close
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User and role settings - Assign users to a created role (cont.)

In Edit Function, you will see the details that have been configured. At the bottom, you will find the fields to assign
users.

w Business Network - Standard Account | Get enterprise account ®

Edit Role “ Close

Edit the details of this role. Each role must have at least one permission. Note that any changes are applied to all users with this role.

* Indicates a required field

Selected Role Information

Name:* ‘ Analytics

Analytic tasks

Deswriptian:

Permissions

Upgrack

|:| Show me all the available permissions

Click on the “+” sign to

D P— search for a user

Iz| Analytics Dashboard Access Access the Analytics Dashboard
RN ERENEIEREREI5RI088I0ee, |
1 -,
You can add users to this role, remove users from this role or move users to another role 1 [ S | =
] L.
[] usemame t Email Address First Name Last Name Roles Assigned |
T I
__________________________________________________________________________________ 4
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User and role settings - Assign users to a created role (cont.)

On this page, you can complete the assignment of a user to arole.

Enter the user data, click on “+” and

then on Search
Search and Add Users

In the pop-up that will
appear, click on the i
dropdown to select the i
filter, which can be by | [t
1

username, email address,
or full name i

! Users (You can only search on one category at a time)

|Enter first/last name +

| First or Last Name Vv

Search Results (1)

Usemame

et - —————————— e e e e —

oavsilv3@emeal.nttdata.com ) Se I (S Ct th e user

By clicking Add and Save, the function
settings will be updated, and you wiill
see awarning message on the screen R Seyyeypepeyeppyft

56




@ berdrola ¢dd lberdrola (€@ Iberdrol i ;
(@ \berdrola ( Espafia ¢ riidieblea AR « T (@@ ScottishPower ¢ Avangrid

User and role settings - Create new user

You will also be able to create a new user to assign them the role.

E’ Business Network Standard Account | Get enterprise account

Account Settings

_____

Customer Relationships I users

| Notification Application Subscripti API manag ve Al

FmRhmmm-,

Manage Roles Il Manage Users 1 Manage User Authentication Revoked Users More...
J

Users(1)

Ll Enable assignment of orders o users with limited access to SAP Business Network.
Filter

Users (You can only search on one attribute at a time)

a (13 77 a
Click on the “+” sign to

Usemame v | Enter username i t
L@
1 4+ 1 =
LT 8 =

D Usermame Email Address First Name Last Name SAP Business Network Discovery Contact Role Assigned Autherization Profiles Assigned Customer Assigned AN Access Actions.

D oavsilv3@emeal nitdata.com oabadvil@emeal.nttdata.com Oriol Abad No SOURCING_SUPPLIER_MASTERACCOUNT, +7 Alo) Yes

Ly Add to Contact List Remove from Contact List

A When the administrator creates a new user, the new user receives an e-mail to register for SAP Business Network
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User and role settings - Create new user (cont.)

In the Create Users window, add all the relevant information.

2. *¥ Business Network Standard Account | Get enterprise account ®

Create User m Cancel

Create a new user account and assign a role and if needed assign them to a business unit. Ariba will email a temporary password to the address provided for the new user account. The account information entered here will not be modifiable after you click Done. However, you can modify role assignments at amy time.
New User Information

Username: *

@
Test | =
Email Address:* | test@rtest.com |

-
1

: ,

1 First Name: ‘\M—I

: e Add user information
1

1

1

|

1

|

= (0]
[ ] 2o ot atiow the user to resend invoices to the buyers account.

| Tis user is the SaP Business Network Discovery Contact

[ ] vimitea aceess
ne Hamber
Office Phane: ‘ T v‘ ’_ |

S—— T Assign the function
prusba
m Analytics Analytic tasks

Customer Assignment

Assign to Customer: (@) All Customers

() select Customers

By entering this personal data, you acknowledge that you have autharity to allow transfer of this persanal data to Ariba for processing in the Ariba systems (hosted in various data centers globally) in accordance with the Privacy Statement, the service agreement between your company and Ariba, and applicabld law, and, if applicable,
that any personal data from Russian citizens has been stored by your organization in a separate dala repository residing within the Russian federation.

A All fields marked with a red asterisk are mandatory

To finish, click on

Done
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México

User and role settings - Multi-Factor authentication user configuration (2FA)

Finally, in the user and role settings, you can manage user authentication. For security reasons, the |berdrola Group
recommends enabling multi-factor authentication (2FA).

[T Business Network - Cuenta Standard | Obtener cuenta Enterprise |

Click on the Manage User
Authentication tab

Configuracién de cuenta

R

Relaciones de cliente | Usuarios | Notficaciones  Suscripciones de aplicacién  Gestidnde APl Al generativa

p——

Select the type of authentication you wish to configure
and reconfirm in the pop-up that appears on the screen

Select the users
for whom you | R T Clicking Save will update the user
will configure authentication and you will see a warning
authentication message at the top of the screen

n Users to whom you applied this configuration must install an authenticator application (SAP Authenticator, Google Authenticator or Microsoft
Authenticator) and configure the TOTP code by scanning the QR that appears on the activation page
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