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1. Introduction
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This manual is designed to guide you through the process of registering and connecting with the Iberdrola Group
through SAP Business Network. Here you will find the necessary instructions to ensure a smooth and seamless
integration, whether you already have an account on SAP Business Network or are starting from scratch.

INTRODUCTION

If you are already a supplier of the Iberdrola Group in SAP Business Network (having participated in bidding
processes through what we at the Iberdrola Group called IBuy), you will need to update your information and/or
fill out new forms.

This is because, as part of the transition process to the new Supplier portal, the Iberdrola Group has centralised
the required information in updated forms. You will receive an email with instructions on how to make this update.

If you encounter any issues with your account during the registration process, you can contact the SAP Help Desk:
https://support.ariba.com/Help_Center/help?locale=en

Cases covered in this manual:

1. I have an account with SAP Business Network, but I have no relationship with the Iberdrola Group

2. I do not have an account on SAP Business Network.
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2. Glossary
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 SAP Business Network (BN): This is the SAP Ariba platform that allows us to establish business
relationships with the Iberdrola Group.

 ANID (Ariba Network ID): This is the unique identification code that represents your company in the
global SAP Business Network.

 IBuy: Former name by which the section “Ariba Proposals and Questionnaires” was known. From here, the
requests for proposals received from the Iberdrola Group will continue to be managed in "Events",
additionally, it is where the questionnaires will be to keep the organization's information up to date.

 Administrator: The person responsible for managing the supplier's account on the Ariba Network.

 Shipping location: Countries within the scope of operation.

 Organization: Company.

GLOSSARY



7

 Registered supplier: Company that already has an active business relationship with the Iberdrola Group
through SAP Business Network.

 Link account: Process by which a company with an account on SAP Business Network applies to become
an Iberdrola Group supplier.

 Registration questionnaire: Digital document that must be completed to start the supplier registration
process.

 Registration status: Status of the registration process (pending, approved, rejected).

 SAP support: SAP Business Network support team for technical issues or questions about the platform.

GLOSSARY (cont.)
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3. Case-by-case
registration
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Case 1: I have an account
with SAP Business
Network, but I have no
relationship with the
Iberdrola Group
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You will receive an email from SAP Business Network on behalf of the Iberdrola Group. In this email, the recipient of
this letter is invited to be a supplier of the Iberdrola Group in SAP Business Network. Read the email carefully and
click Click here to continue the process.

Access SAP
Business

Network via this
link

Step 1: Receive the invitation
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When you click on the email from the previous step, you will be taken to this screen.

Click on Use
existing
account

Step 2: Register with SAP Business Network
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Enter your username and password and click Connect.

Step 2: Register with SAP Business Network (cont.)

Enter your
login

details here
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You will access the SAP Business Network main dashboard. In the top left menu, you will find a drop-down menu with
the different tabs within the platform.

Step 3: Complete the registration form

Select “Ariba
Proposals &

Questionnaires
”
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In Ariba Proposals & Questionnaires, you must complete the registration process by filling out the Supplier
Registration Questionnaire.

Step 3: Complete the registration form (cont.)

Click on Supplier
Registration

Questionnaire
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The Supplier Registration Questionnaire includes several questions, some with sub-questions. Pay special attention
to the fields marked with an asterisk (*), as these are mandatory and if any field is left blank, you will not be able to
submit the form.

Step 3: Complete the registration form (cont.)

For more details on how to fill out the questionnaire, check out the Registration Questionnaire Manual

Expand the
questionnaire

window by
clicking on the

arrow
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Fill in all the necessary information. At the end, you must accept the Privacy Policy, the Code of Conduct, and the
Iberdrola Group's corporate policies.

Step 3: Complete the registration form (cont.)

For more details on how to fill out the questionnaire, check out the Registration Questionnaire Manual

Select Save draft if you
prefer to finish the

questionnaire later. This
will save your progress

and allow you to continue
at another time
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Once you have all the information, submit the form. A message will appear on the screen confirming that it has been
sent.

Step 3: Complete the registration form (cont.)

Select Send complete
response to send the

questionnaire
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Once you have submitted the Supplier Registration Questionnaire, you will receive an email confirming that it is
pending review. The status in SAP Business Network will change to Registered.

Step 4: Check the registration form status

Check the status
of the

questionnaire
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Once the questionnaire has been reviewed, you will receive another email informing you whether your registration has
been approved or rejected.
• If it has been approved, you will now be able to do business with the Iberdrola Group on SAP Business Network.
• If it has been rejected, you will need to review the reason and correct it by logging into SAP Business Network. .

Step 4: Check the registration form status
(cont.)
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The status of the Supplier Registration Questionnaire will also change in your account. You can review it from the
same tab.

Step 4: Check the registration form status (cont.)

Check the status

APPROVED
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Depending on your relationship with the Iberdrola Group, you may need to complete additional questionnaires.
These will be sent by Iberdrola Group, and you can review them on this same screen.

Step 4: Check the registration form status (cont.)
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Once your registration has been approved, you must verify that the business relationship with the Iberdrola Group has
been correctly accepted. Your company can operate with the Iberdrola Group through SAP Business Network only
when the relationship is active.

Step 5: Verify business relationship

From the
initials of the

primary
contact, click
on Settings
and then on
Customer

relationships
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Here you can check the status of the business relationship. If the Automatically accept all relationship requests
button is enabled (ON), the request has been automatically approved, and the Iberdrola Group appears in the
Customer List.

Step 5: Verify business relationship (cont.)

Review the status of the
business relationship

Requests will be accepted automatically
when the option is enabled

By default, the “Automatically accept all relationship requests” button is enabled (ON)
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If the Automatically Accept All Relationship Requests button is disabled (OFF), the request must be approved
manually.

Step 5: Verify business relationship (cont.)

By default, the “Automatically accept all relationship requests” button is enabled (ON)

In the Pending requests tab,
check the box next to the

Iberdrola Group's name and click
Accept
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Case 2: I do not have
an account in SAP
Business Network
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You will receive an email from SAP Business Network on behalf of the Iberdrola Group. In this email, the recipient of
this letter is invited to be a supplier of the Iberdrola Group in SAP Business Network. Read the email carefully and
click Click here to continue the process.

Step 1: Receive the invitation

Access SAP
Business

Network via this
link
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When you click on the email from the previous step, you will be taken to this screen.

Click on
Create new

account

Step 2: Create an account on SAP Business Network
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Fill in the missing information and review the information you have already completed. In Administrator Account
Information, choose a username to access the platform. We recommend that you select Use my email address as my
username. If you prefer to choose another username, remember that it must be in email format.

Step 2: Create an account on SAP Business Network (cont.)

Fields marked with an asterisk are required

Create your password, accept the
Terms of Use and Privacy

Statement, and confirm the captcha

Finally, click on Create account
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You will receive an email with the subject line: Action required: Confirm your email address.

Step 2: Create an account on SAP Business Network (cont.)

Confirm your email
address via this link. You
will be redirected to SAP

Business Network
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You will receive another email with the ANID assigned to your account..

You will not be able to access the Iberdrola Group network until you confirm the commercial relationship

The ANID is your
company's unique

identifier in SAP Business
Network and will be
generated when the

business relationship is
created

Step 2: Create an account on SAP Business Network (cont.)
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After confirming your email address, you will need to fill in the Service and Product Category and Shipping or Service
Locations details.

Under Browse, search for
the service and locations

that apply to your company

Click “Send.” If you want to set
this up later, click “Remind me

later.”

Step 2: Create an account on SAP Business Network (cont.)



32

In Ariba Proposals & Questionnaires, you must complete the registration process by filling out the Supplier
Registration Questionnaire.

Step 3: Complete the registration form

Click on Supplier
Registration

Questionnaire
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Step 3: Complete the registration form (cont.)

For more details on how to fill out the questionnaire, check the Registration Questionnaire Manual

The Supplier Registration Questionnaire includes several questions, some with sub-questions. Pay special attention
to the fields marked with an asterisk (*), as these are mandatory and if any field is left blank, you will not be able to
submit the form.

Expand the
questionnaire

window by
clicking on the

arrow
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Fill in all the necessary information. At the end, you must accept the Privacy Policy, the Code of Conduct, and the
Iberdrola Group's corporate policies.

For more details on how to fill out the questionnaire, check out the Registration Questionnaire Manual

Select “Save draft” if you
prefer to finish the

questionnaire later. This
will save your progress

and allow you to continue
at another time.

Step 3: Complete the registration form (cont.)
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Once you have all the information, submit the form. A message will appear on the screen confirming that it has been
sent.

Select “Send complete
response” to send the

questionnaire

Step 3: Complete the registration form (cont.)



36

Step 4: Check the registration form status

Once you have submitted the Supplier Registration Questionnaire, you will receive an email confirming that it is
pending review. The status in SAP Business Network will change to Registered.

Check the status
of the

questionnaire
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Once the questionnaire has been reviewed, you will receive another email informing you whether your registration has
been approved or rejected.
If it has been approved, you will be able to do business with the Iberdrola Group on SAP Business Network.
If it has been rejected, you will need to review the reason and correct it by logging into SAP Business Network..

Step 4: Check the registration form status
(cont.)
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The status of the Supplier Registration Questionnaire will also change in your account. You can check it from the
same tab.

Step 4: Check the registration form status (cont.)

Check the status

APPROVED
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Depending on your supplier type, you may need to complete additional questionnaires. These will be sent by
Iberdrola Group, and you can review them on this same screen.

Step 4: Check the registration form status (cont.)
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4. Check for an existent
SAP Business Network
account
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You will receive an email from SAP Business Network on behalf of the Iberdrola Group. In this email, the recipient of
this letter is invited to be a supplier of the Iberdrola Group in SAP Business Network. Read the email carefully and
click Click here to continue the process.

Step 1: Receiving the invitation

Access SAP
Business

Network via this
link
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Before you begin registration, check whether you already have an account with SAP Business Network. This step
ensures that your connection with the Iberdrola Group is established correctly..

Click on “Search for
your company” to
check if an account

already exists in your
company's name

Step 2: Check for an existent account
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Thank
you
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