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INTRODUCTION

In this document, we explain how the administrator user of the supplier account in SAP Business Network can
grant visibility and permissions for SAP Ariba questionnaires to other contacts associated with the account.

By default, the registration invitation and modular questionnaires are sent to the main contact, which is

identified with a star.
When the supplier has several contacts and needs more users to be able to access the questionnaires, the
administrator can enable those permissions from each questionnaire.

It is important to note that, when the invitation email is sent to the contact person to complete the registration,
two scenarios may occur:

* The supplier does not have an account in SAP Busienss Network. In this case, the invited person complete
the registration and becomes the administration of the supplier account.

 The supplier already has an account in SAP Business Network, because they have previously worked with
other costumers. In this case, there may already be an account administrator who is different from the person
initially invited.

In both cases, the contact person is the one who can view the modular questionnaires.

The step-by-step procedure is described below.
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Step 1: Access the questionnaire

Access the questionnaire tab from the Home Page (supplier.ariba.com).

E-EE’ Business Network ¥ Standard  Upgrade Q0 B ® CF

———— i ——

Home Di y v h  Catalogs v+  Assessments IL Proposals & Contracts :.

E -

Welcome to SAP Business Network

overview Click Proposals &

Contracts

Open postings Enablement Tasks Matched Leads Invited Leads
Standard Standard Standard Standard

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 1BERDROLAGRO.. @@

Application gateway
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Step 1: Access the questionnaire (cont.)

In Proposals and Questionnaires, select the questionnaire you want to manage access to.

E' ¥ Business Network Standard Upgrade < Q B @& CF
Home Di y v Catalogs v p & Contract: BEv
Proposals and Contracts VT EEIEIPERN )Y Customer requested fields
Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers this site in an effort to ensure market integrity.
[PaSamamamaam N
Customers (1) [Proposats nd Questionnsires) | Contracts
|1
Search Q ir "
IBERDROLA GROUP > e
AR
Events =
Title D End Time | Event Type Participated
No items
T \
‘ | Registration Questionnaires = 1
}
L : Title D End Time § Status I
}
‘ 1 ¥ Status: Abierto (1) I
1
1 Supplier registration questionnaire Doc3090132602 412412027 11:36 AM Invited 1
________________________________________________________ J
Qualification Questionnaires =
Title D End Time | Commaodity Regions Status
No items
Questionnaires -
Title D End Time | Commodity Regions Status
No items

F eedback
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Step 2: Enable access

Within the questionnaire, in the Console section, click the Response Team button. This option allows you to manage
which users can access and participate in the questionnaire.

Ariba Sourcing
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% Company Settings v

Console

w Event Contents

All Content
1 Introduction

, Questionnaire
status

Company
Information

4 Tax Information
6 Payment information

Information of the
8

o Information for
comm.

10 GDFR Acceptance

Code of conduct
n
acce.

12

Corporate Policies
I

14 Technical Section

< Go back 1o IBERDROLA GROUP Dashboard

2 Doc3090132602 - Supplier registration questionnaire

Click here

Welcome to the Supplier Registration Questionnaire.

All Content

1 Introduction

This questionnaire collects the information necessary to ensure proper operstions with lberdrola in SAP Business Network.

Please complete your company's updated information, paying special atiention to the required fields marked with an asterisk (%),
Please note:

« The maximum file size allowed is 100 MB.
« ltis recommended that you autach documents in PDF formt.
= Some questions may not apply. as they depend on your previous answers.
¥ 2 Questionnaire status and communication
2.1 Indicate mail to send the result of the questionnaire
22 Approval result

v 3 Company Information

3.1 Name

(%) indicates a required field

BT (e ] |

Compose Message | | Excel Import

+
Prueba NextGen 01

#Show More

CFv

Desktop File Sync

Feedback  Help+

Messages »

Time remaining

362 days 00:15:21
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Step 2: Enable Access (cont.)

In the new tab, you can select the people you need to give access to.

1. Clic Add

Add Team Members

4. Once the users are

added, confirm
again to apply the
2. Select people by 3. Click OK to changes by clicking
clicking on the confirm your OK
boxes selection
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