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INTRODUCTION

This manual aims to guide you step by step through the process of adding and modifying a bank account in SAP
Business Network.

WHAT SHOULD YOU CONSIDER WHEN MODIFYING A BANK ACCOUNT?

» The addition and/or modification of banking information is done through the “Supplier Registration Questionnaire” that
you must complete the first time you register as a supplier for the Iberdrola Group. This questionnaire will always be
available for making modifications.

* Bank account information is found in section 7 of the registration form, called “Banking information”. To make this
section visible, you must have selected “Bank Transfer” as the Payment Method in section 6 of the form, called
“Payment information”.

* All new bank accounts added must include the corresponding certificate of ownership attached in order for the
Iberdrola Group to validate and approve it.
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Bank Data Modification

Log in to SAP Business Network with your username and password and, from the home page, go to Ariba Proposals &

Questionnaires.
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Bank Data Modification (cont.)

In Ariba Proposals & Questionnaires, click on the Supplier Registration Questionnaire.
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Bank Data Modification (cont.)

Here you can review and update the information you have already entered to keep your data up to date. In this cases,
add and/or modify your bank data.
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México

The system will ask you, as a confirmation, if you want to review the answer you have already sent.

/A Revise Response?

‘You have already submitted a response for this event. Click OK if you would (ke to revise your response.

Click OK to
continue

#I CompanySetingsv PrusbaUK»  Feedback Helpv
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Bank Data Modification (cont.)

Access the sections related to payment information and banking information to modify your data (sections 6 & 7).
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Remember that fields marked with a red asterisk are mandatory and cannot be left blank.
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Bank Data Modification (cont.)
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México

Review the information included in section 6 to ensure that the payment method is “Bank Transfer” so you can

access section 7 where you can add bank account details.
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Bank Data Modification (cont.)

In section 7, complete the bank information following the instructions provided, paying attention to the mandatory
information.

Ariba Sourcing
B e — Once all the mandatory information is

complete, select "Save' and you will return
to the main window of the questionnaire
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Account number

The bank control key may be
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= = =
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Bank Data Modification (cont.)

To finish the data modification, click Submit Entire Response.
The change of Bank Account data is not automatically approved, the request will be reviewed and validated by the

Iberdrola Group before becoming effective.

v Submit this response?

Click OK to submit.

Click OK to send the
questionnaire with
the new data
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Bank Data Modification (cont.)

The guestionnaire status will still be Registered on the main screen.

México

W Ariba Proposals and Questionnaires -
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Bank Data Modification (cont.)

Meanwhile, in Questionnaire status and communication, the last state in which your registration questionnaire was
before updating the data, will remain.

¥ 2 Questionnaire status and communication

*
21 Indicate mail to send the result of the questionnaire testilgmail.com

2.2 Approval result APPROVED

Status will not change
after data update
requests

AThe status of the questionnaire will be updated after validation and will be notified via automatic email once the new bank details are approved
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