Registering as an Elia supplier on Ariba on
Invitation

Supplier Information Guide

About this When an Elia buyer publishes a sourcing event and invites you
document to participate, you receive an invitation e-mail from Ariba, the
sourcing tool used by Elia. if you are registered on Ariba as an
Elia supplier, you can log in directly. Otherwise, you have to
register first.

This guide walks you through the steps to register as Elia
supplier on Ariba as well as answers the most frequently asked

questions.
Version Version 5, 02/11/2016
Read more Participating in an Elia Sourcing Event

Registering as a potential Elia supplier on Ariba

Contents

1 Register on Ariba.......c.cccviiiiissnir s s e 2
1.1 Create @ NeW aCCOUNT....cviiii i i e raneeaneenaneaans 3
1.1.1 Enter your company information............ccooviiiiiiiiiinnnnsn 4
1.1.2 Enter user account information...........coiiviiiiiiiiiiii e 5
1.1.3 Complete Elia profile fields........ccoceviiiiiii 6
1.1.4 Confirm your registration in Ariba........c.cciiiiiiiiiiiiiie 8
1.1.5 Complete your Ariba company profile.........cccoviiiiiiiinnn. 9
1.2 Link your existing Ariba account to Elia ............c.ccceivenntns 10
2 Login to Ariba......cccciiiiiiri s 11
3 Frequently asked questions........cccccvvmiicninnennnnss 12
3.1 Idon't see the Ariba Welcome page.......ccvevvvvinvinvnnnnnnnnns 12
3.2 I want to switch Ariba to another language..................... 13
3.3 I wantto change my timezone ..........cccoviiiiiiiiiiii e, 14

3.4 I don’t want my profile to be visible for all Ariba buying
(o] (o 1= 1741 0] o 1= 15
3.5 I want to change my Elia profile ........c.coooviiiiiiiiiinnnn, 16

3.6 I cannot find the answer to my question......................... 18




Registering as an Elia supplier on Ariba on invitation Supplier Information Guide

1 Register on Ariba
When an Elia buyer invites you to participate in a sourcing event, you
receive an invitation email from Ariba, the sourcing tool used by Elia.

If you have previously participated in an Elia sourcing event, you
already have an account and you can log in immediately.

If not, you have to register first:
= You are new on Ariba: you create a new account

®  You already have an Ariba account: you link your existing
account to Elia

1 You receive an invitation mail.

Click on Click here to access the registration page.

ARIBA

Welcome, abb kevin.

Elia - TEST has registered you on their Ariba Spend Management site and invited you to
participate in the following event: rfp content 1609. The event starts on Tuesday, 16 September
2014 at 16:31, Central European Summer Time and ends on Thursday, 16 October 2014 at
16:31, Central European Summer Time.

Click Here tb access this event. You must register on the Ariba Commerce Cloud or log in using
Ariba Commerce Cloud account username and password before you can access

this event.

More information can be found in the manual ‘Elia Supplier Information Guide - Registering as an

Elia supplier on Ariba’ that is available on http://www.elia.be/en/suppliers/information-and-tools-

for-suppliers=ariba.

NOTE: This link is only valid for 30 days. Make sure to register on the Ariba Commerce Cloud

before the link expires. After you register on the Ariba Commerce Cloud, you can no longer use

this link.

If you have questions about this event, contact Kevin Rymenants via telephone at or via e-mail
at Kevin.Rymenants@elia.be.

If you do not want to respond to this event, Click Here. You must register on the Ariba
Commerce Cloud or log in using your existing Ariba Commerce Cloud account username and
password before you can indicate that you do not want to respond to this event.

We look forward to working with you!

Thank You,

Elia - TEST

Clin « TECT snumrinn sliba Cuank Masr1 207209 da canbant 1808 Daslen: alin.T Masenna 14 MEAINERA Misl Uara

2 Once the Ariba Welcome page appears:
Click Continue: to create a new account or

Click here: if you already have an Ariba account
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1.1

»

ARIBA SOURCING

Have a question? Click here to see a Quick Start guide.

7 -
“7glia
Welcome, Jozef Janssens Pomerrgavodd progs
Welcome to the Ariba Commerce Cloud. Elia - TEST has invited you to a sourcing event. Please complete registration for your account on the Ariba
Commerce Cloud prior to accessing the sourcing event.

Please complete your Ariba Commerce Cloud user account registration by clicking Continue. Note: If you click Continue and you already have an
existing user account on the Anba Commerce Cloud, Ariba Discovery or Ariba Network you will be creating a duplicate user account.

Continue

Click here iflyou already have an Ariba Commerce Cloud, Ariba Discovery or Ariba Network account

Create a new account

On the page Enter your Ariba Commerce Cloud Information, you are
requested to fill in your company information and to create your
account administrator.

Note

By default, all buying organizations on the Ariba platform can view
your organization’s basic profile and can contact the administrator.

If you would like to change this setting, please refer to the point 3.4
I don’'t want my profile to be visible for all Ariba buying
organizations.

Page 3 of 18



Registering as an Elia supplier on Ariba on invitation Supplier Information Guide

1.1.1 Enter your company information

On this page, fill in the information. The fields followed by an asterix
are mandatory.

Enter Your Ariba Commerce Cloud Information

Have a question

Enter basic company information

Company Name * Piectrcal Weorks Ny

Counliry * Beige=~ (8] v

Addrans * vogersiass 1

q Postal Code * 1008
Gty *

Briases

Shate

Product and Service Categones * Ase

NS Wumber

1 Verify your Company Name and Address that is prefilled in by
the Elia Purchasing department.

2 Complete the Product and Service Categories that your
company offers.

3 Indicate the geographical locations that your company serves in
the Ship-to or Services Locations.

4 Complete your Tax/Vat information, if applicable.

5 Click on Save once information is complete.
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1.1.2 Enter user account information

In this step, you create your first Ariba user account. Afterwards, you
can add additional users to your profile.

Enter user account information

* Indicates 2 reguirad fiald
« ribi t
ﬂ Name *|Jozef 3anssens Ariba frivacy Statement
Email *[ =Belia ]

[] use my email as my username

Username * |jozef,janssens@elworks.com !

Password * sesessee 4

Secret Question * l What was the first name of your best chi V i

Language | English v

By clicking the Submit button you expressly agree and understand that your data entered into this system may be transferred outside the European Union or
other jurisdiction where you are located, as further described in the Ariba Privacy Statement. You have the right to access and modify your personal data from
within the application or by contacting Anba, Inc., as set forth in s Y

Ariba will make your company profile, which includes the basic mation, available for new business opportunities to other companies. If you want to

hide your company profile, click here to learn more.
2| 1 have read and agree to the Je £ Use and the Ariba Privacy Stateme
Submit Cancel

1 Complete your user account information.
Please take the guidelines next to the fields into account.
Note

Remember or note down your answer to your secret question. You
need it to request a new password.

2 Mark the checkbox in order to accept the Terms of Use and the
Ariba Privacy Statement.

You can access and read the Terms of Use and the Ariba Privacy
Statement.

Note

These documents have been prepared by Ariba Inc and their
contents refer to your relationship with Ariba Commerce Cloud, not
with the Elia Group.

3 Submit your information.
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1.1.3

Complete Elia profile fields

In this step, you complete information regarding order and invoice
processing. This information is mandatory for the creation of a
purchase order.

1 Fill in the required profile fields marked *. Some fields appear
or disappear depending on the answers you provide.

2 Click on the vendor confirmation form in question 1.5.1 and
click Download this attachment. The document included in
should be signed by two persons with power of attorney and
uploaded in step 3.

3 Click on Attach file to attach the signed document.

4 Submit your information.

Your registration is now complete.

Elia - TEST Requested Profile

* Indicates a required fieid

Your customer has specifically requested that you complete the following profile information. After you compiete the requested profile
information, click Submit. You can click Save as Draft to save any values you may have edited without sending the changes to your

customer.

Changes you make below may be subject to approval before they are accepled

Question
¥ 1 Elia Supplier Registration

¥ 1.1 General

1.1.1 Are you a subcontractor? Yes means that you do not work for Eila directly - your company only performs works for
one or more of Elia’s suppliers and will not send invoices to Elia.

x
Answer No v

x
1.1.2 AreyousubjecttoVAT.? Yes v

1.1.3 VAT. Number

Please do not use any punctuation marks (e.g. point or
comma) or leave any gaps.

Good example: BE0476388378

¥ 1.2 Contact Information

1.2.1 Company Main Phone Number

Feedback

1.22 Company Main Fax Number (only when applicable)

<
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¥ 1.5 Vendor confirmaf

In order to validate and 1o protect our suppliers against the risk of fraud and abuse of funds we ask you to
downioad the doc

question 1.5.1 and attach it completed as well as signed by two persons with power of|
attorney to question 1.5.2

3
¥

151 Vendor data confirmation te (% vendor confirmation | Downioad

152 Please attach a completed and signed version of the vendor Downioad all attachments tach a fie v

-

¥ 15 Vendor confirmation

In order to validate your registration and to protect our suppliers against the risk of fraud

download the document attached to question 1.5.1 and attach it completed as well as
attomey to question 1.5.2.

Feedback

1.5.1 Vendor data confirmation tempiate C" vendor confirmation form.docx

1.52 Please attach a completed and signed version of the vendor data confirmation documeg

The following message confirms that your information has been
submitted to Elia.

AOILNVY
ARIBA SOURCING

Elia - TEST

Elia - TEST Requested Profile

o
i LR
requested fields have been /e 1 a
complated.

View customer

Powering a world in progress
requested fields >

Your profile information has been submitted to Elia - TEST and is
pending approval.
Public Profile Completeness Your requested profile information has been submitted to Elia - TEST and Is pending

approval. Contact Elia - TEST if you are unsure of their registration policies and procedures. If
[S— | 35% you want to increase your chance at new business opportunities with other companies, dick
e abtas the Public Profile Completeness link and complete your public profile.
description to reach

& Attention

As long as Elia has not received a properly completed and signed
document, no invoices will be paid.
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1.1.4

Confirm your registration in Ariba

After submitting your information, you receive an email that confirms
your registration.

ARIBA

Welcome to the Ariba Commerce Cloud

Your registration process on the Ariba Commerce Cloud for Electrical Works NV is now complete.

Your organization's account ID: AN01015066402-T
Your username: jozef.janssens@elworks.com

As the account administrator for this account, make sure to keep your username and password in
a secure place. Do not share this information.

If you registered after receiving an invitation from an Ariba On Demand Sourcing buyer, you can
now access and participate in the buyer's sourcing events. The Seller Collaboration Console
provides a centralized location for you to manage all your Ariba On Demand Sourcing events and
buyer relationships.

Ariba On Demand Sourcing buyers might request that you complete additional profile information
as part of their Supplier Profile Questionnaire. When you access customer requested fields for a
specific buyer, you will see a pop-up page with that buyer's name; that page contains the buyer's
customer requested fields.

You can immediately perform administrative and configuration tasks such as creating users and

completing your company profile. If account administration is not part of your job responsibility,

you can transfer the administrator role at any time to another person in your organization whose
responsibilities are more in line with account administration.

Tip
We recommend keeping this e-mail as it contains your user name
and your organization’s account ID which is your unique number on

the Ariba platform. This number can always come in handy when
you need assistance from the Ariba Customer Support team.
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1.1.5

Complete your Ariba company profile

After submission of your registration, you are redirected to your
public company profile on the Ariba Commerce Cloud.

Supplier Information Guide

Click Save when you have finished updating your company profile.

Click Close to proceed.

ARIBA

SOURCING

Company Profile
Basic (3) Business (2

* Indicates a required field

Marketing (3)

Contacts

Certfications (1 Customer Requested

Additional Documents

Overview @ Short Description
& website
Company Name: *|Electrical Works NV @ Annual Revenue
Other names, if any: & Chaientiors
@ D-U-N-S Number
# Business Type
@ Industries
Networkid: AND1015065402-T 4 Company Description
Short Description: i & Company Logo
Characters left:100
Share Your Public Profile
Website: Click here to get your Ariba badge.
A2 FIND US ON ARIBA
Address
View Public Profile
Address 1: * Keizarsiaan 2 Profile Visbility Settings
Address 2:
Postol Code: *|1000
City: *|Brussels
State:
Country: *[Belgium [BEL) v

Public Profile Completeness

ARIBA

SOURCING

Company Profile Save
Your profile has been successfully updated. Close
Basic(3) | Business(2) | Marketing (3)  Contacts  Certifications (1)  Customer Requested  Additional Documents
Public Profile Completeness
* Indicates a required field
35w

'
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1.2 Link your existing Ariba account to Elia

When you are already using Ariba to conduct business with
companies besides Elia you can link your Ariba profile to Elia.

1 Click here to access the login page

ARIBA S0OURCING

Have a question? Click here to see a Quick Start guide.

“78lia
Welcome, Jozef Janssens Powerngawerkdinprpess

Welcome to the Ariba Commerce Cloud. Elia - TEST has invited you to a sourcing event. Please complete registration for your account on the Ariba
Commerce Cloud prior to accessing the sourcing event.

Please complete your Ariba Comme: loud user account registration by clicking Continue. Note: If you click Continue and you alrsady have an
existing user account on the Ariba Cloud, Ariba Discovery or Ariba Network you will be creating a duplicate user account.

Continue

Click here iffyou already have an Ariba Commerce Cloud, Ariba Discovery or Ariba Network account

2 Click continue and follow the instructions to link your existing
account to Elia.

ARIBA SOURCING

Enter Your Account Information * Indicates a required field

You are using an Ariba Sourcing test account to register on the Ariba Commerce Cloud. Enter your existing Ariba Commerce Cloud, Ariba
Discovery or Ariba Network test account username and password. After you successfully log in, your existing Ariba Commerce Cloud test
account profile will become your Ariba Sourcing supplier test account profile.

Username: * | jozef.janssens@elworks.com l

Password: * [unuu ‘

Forgot Username
Forgot Password

Continue Cancel
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2

Log in to Ariba

After registering as an Elia supplier on Ariba you can access the E-
Sourcing platform in two ways:

m  Click the link in the invitation e-mails you receive to participate
in an Elia sourcing event.

m Use the following link: http://elia.supplier-eu.ariba.com

This leads you to the Ariba login page.

GO TO MY: LEADS PROPOSALS CONTRACTS ORDERS & INVOICES

ARIBA SOURCING

Ariba Login
jozef.janssens@elworks.com
4  Forgot Username
Forgot Password

Need help? See Quick Start

Enter the username that you have chosen during registration.

Enter your password.

Click on Log in.

In case you forgot your username or password you can use the
links Forgot Username or Forgot Password.

When you are logged in successfully, you are redirected to:

m  The sourcing event directly in case you have used the link in the
invitation e-mail.

m  The Elia Sourcing Dashboard in case you have used the general
URL link.
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3
3.1

Frequently asked questions

I don’t see the Ariba Welcome page

In case you are redirected to the following page, this is not the
correct page. Please contact the Ariba Customer Support team for
further assistance.

ARIBA* ‘_ﬁjé—l—i’a"

Powering a world in progress

New Business Opportunities are Waiting to be Discovered!

Join Ariba Discovery Advantage™ now for unlimited access

Fomot to active buyers and new business opportunities.
Username -

Forgot Password

One deal'can pay for
your subscription. .

Register as a New Supplier

Unlimited Tesponeests — ¢ SUBSCRIBE NOW
Wimit eS
proven, qualified leads .

[Need help? See Quick Start

Don’t Register as a New Supplier on this page as you already are
registered as an Elia supplier thanks to the email you previously
received.

If you need help being directed to the "Welcome, XXX" page, please
call the Ariba Customer Support team and refer to the mail below.

ARIBA SOURCING

Have a question? Click here to see a Quick Start guide.

£ 7%8lia
Welcome, Jozef Janssens Py —

Welcome to the Ariba Commerce Cloud. Elia - TEST has invited you to a sourcing event. Please complete registration for your account on the Ariba
Commerce Cloud prior to accessing the sourcing event,

Please complete your Ariba Commerce Cloud user account registration by clicking Continue. Note: If you click Continue and you already have an
existing user account on the Anba Commerce Cloud, Ariba Discovery or Ariba Network you will be creating 2 duplicate user account.

Continue

Click here if you already have an Ariba Commerce Cloud, Ariba Discovery or Ariba Network account
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3.2

I want to switch Ariba to another language

The language in which the Ariba platform is displayed depends on the
language settings of your browser. If you want to use Ariba in
another language, you have to change the language setting of your
browser.

In Internet Explorer

1

2
3
4

Click on Tools (upper right corner).
Go to Internet options and the tab General.
Under Languages, select or add another language.

Restart your browser.

In Mozilla Firefox:

a A W N =

Click on the Firefox button (upper left corner).
Click Options.

Click on the tab Content.

Under Languages, select or add another language.

Restart your browser.

In Google Chrome:

1

2
3
a4

Click on the Wrench button (upper right corner).
Click on Settings.
Click on Show advanced settings... (at the bottom).

Under languages click on Language and input settings... and
select or add another language.

Restart your browser.

You can find more information on changing your browser language in
the user documentation of you internet browser.
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3.3 I want to change my timezone

You can change your timezone in the account settings.

1 Click on your account name.

2 Click My account.

Jan veeters ¥

Amisa  SOURCING

Switch To

Elia - TEST

#® Jan Peeters
jan.peeters@GE.be

Link User IDs
Elia - TEST Requested Profile

All required customer Welcome to the Elia sourcing platform.
requested fields have been
completed.
View customer e ——
requested fields > ol
Title ID
Public Profile Completeness | ¥ Status: In afwachting van selectie (2)
RFP Template round 1 Doc1159978 9/26/2014 2:51 PM
| 35% Electrical works - TR40123 - Brussels Doc840502 9/2/2014 12:02 PM
Enter a short
description to reach Tasks
45% >
Name Status Due Date Completion Date
No items
There are no matched
postings.

3 Select the preferred timezone.

Preferences

Preferred Language: |Dutch Vv

Preferred Timezone: * | Europe/Brussels Vv
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3.4

I don’t want my profile to be visible for all Ariba
buying organizations

On the top right corner, the name of you company is displayed.
When you click it, a pop-up opens.

Electrical Works NV v
AN01015066402-T

Enter a short description to reach

ARIB A SOURCING

Elia - TEST

‘ Company Profile

Account Settings

Users

Elia - TEST Requested Profile
All required customer Welcome to the Elia sourcing platform,

Notifications

requested fields have been | Sourcing & Contracts Settings

completed. Sourcing & Contracts Notifications
|

Miew suatmer Ty Evants :

Click the name of your company.

Click Company Profile.

On your company profile you will see the following:

RiB OURCING
mapany Profile Seve Close
Basic (3 Business (2 Marketing (3 Contacts Certifications (1 Customer Requested Addtronal Documents

Public Profile Completeness

35%
Overview @s
D website
Company Name: * EIEIEINETTRT x © Annual Revenue
Other names, # any: @ Cervfications

@ D-U-N-5 Number

© Business Type

@ Industries

@ Company Description
Short Description: i @ Company Logo

Networkld:  ANO1015066402-T (|

Characters leh:100
Share Your Public Profile
Click here to get your Ariba badge.

4. FIND US ON ARIBA

Website:

Address

Address 1: * | Keizersisan 2

Address 2:

Make sure you are on the tab Basic of your company profile.

Click Profile Visibility Settings.
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’rofile Visibility oK Cancel

supplier Profile Visibility for Ariba Discovery and Ariba Network Buyers

Do not expose my company in sesrch results to Ariba Discovery users and Ariba Network buyers -/

xtended Profile Visibility

) Make my extended profile available to all Ariba Network buying organations
Make my extended profile available ONLY to my current and pending Ariba Network customers

xpose My Activity Statistics

Do not expose my Ariba Sourcing activity statistics
Do not expose my Ariba Network activity statistics
Do not expose my Ariba Discovery activity statistics

ontact My Company

Do not allow buyers to contact my company using Ariba Discovery 4

71 Allow other supphers to contact my account administrator

3 Make the required changes to your visibility settings by
(un)checking the right checkboxes.

4 Click OK.

3.5 I want to change my Elia profile

You can change your Elia profile from the Ariba Dashboard.

1 Click on your company name on the top right corner and select
Company Profile.

Q Oil NV ¥
ARIB A SOURCING AN01016363078-T
e —— |
Enter a short description to reach
aso>

Elia - TEST

|
| Company Profile

ettings.

Ella - TEST Requested Profile

S~

All required customer Welcome to the Elia sourcing platform.
requested fields have been Settings
completed. ing & z
View customer
requested fields > Events

Title 10 End Time Event Tyoe

2 Go to the tab Customer Requested and select Elia in the list of
customers.
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ARIB A SOURCING

Company Profile

Basic (3)  Business (2 Marketing (3) = Contadts == Certifications (1) Addiional Documents

Public Profile Completeness.
* Indicates a required fisld

. | 35%
Sourcing Customer List

tomer

@ Short Description
Customer Requested Profile Information

@ Website
Elia

Complete @ Annual Revenue
@ Certifications
% D-U-N-S Number
@ Business Type

Make the necessary changes and click Submit.

Elia - TEST Requested Profile
Indicates a required field

3 cally ed that ple
k Submit. Yo Save as Draft
mer. Click Discard Draft to clear all the change

Status: Submitted by Jan Peeters at 01/06/2015 04:49 PM | Discard Draft | | Save as Draft | Submit |

[E] Changes you make below may be subject to approval before they are accepted.
Question

¥ 1 Elia Supplier Registration
¥ 1.1 General
1.1.1 Country registration number (Only for companies outside Belgium -
e.g. SIRET for France, KvK for the Netherlands,....)
1.1.2 Are you subject to V.A.T.? #*

Nn v

Close the pop-up after the message You have successfully
submitted changes to your customer appears.

Elia - TEST Requested Profile

as specifically sted that you comple 0 o
ck Submit. You ck Save as Draftt e an slues you may have edited
k Discard Draft t th ges you | a d ay t t

Status: Submitted by Jan Peeters at 01/06/2015 05:36 PM

Discard Draft | | Save as Draft | | Submit |

@Olunwvoumhhbumyhmbj«tunpmv-lhhnﬂuvanxw.
« You have fully sub d

to your

Question

5 Save your company profile.
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SOURCING

ARIB A

Company Profile

Basic (3) But cs (2 Marketing ) Contacts Certifications (1) Customer Requested Additional Documents
Public Profile Completeness
Indicates & requred field 359

Sourcing Customer List @ Short Description

Customer Customer Requested Profile Information @ website

Elia - TEST Complete © Annual Revenue
@ Cenifications
@ D-U-N-S Numbar
@ Business Type

. .
3.6 I cannot find the answer to my question

For Belgium there is support in Dutch and French on weekdays from
9h to 17h on phone number +32 (0)2 700 68 67. Outside of these
hours support remains available in English on weekdays.

Additional phone numbers for your country or region can be found on
the Ariba website.

More information can be found on the Ariba Help page.
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