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Astaldi Vendor Management

Dear Supplier,

This Manual provides a user friendly walkthrough detailing how to apply to Astaldi’s Vendor List trhough the
SAP Ariba system.

For technical assistance please contact Ariba Support via the system Help Center (top right corner of the
system homepage).

For non-technical clarifications (such as categories, questionnaires’ content, etc.), please contact Astaldi at
"vendor.management@astaldi.com".




Astaldi Vendor Management Process

The process provides for two phases: Registration and Qualification (optional).

To complete a phase, it’s required to fill and submit a Questionnaire: both Registration and Qualification
Questionnaires are available in three languages (English, Italian and Spanish).

Please note that the Questionnaire language depends on the browser language set. In case you are using a
different language from the three aforementioned, please note that the questionnaire will be shown in English.

Any communication towards Astaldi shall be either in English, Spanish or Italian.

Please note that it is suggested to use Chrome as browser to perform activities on Ariba.
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1.1 | Email

# ASTALDI

Astaldi Vendor List - Invitation to Register

S0 N e85 yOu 10 registier withun is vencor L
Th ctart miiet rraate a fre " P 4
O §ia you must Creale a ‘ree AnNda acoou
piease login using your account user name and
After signin up/in Anba, you must enter the regis
are asking to be included in Astaldl Vendor List
Registration applications containing more than t
The list of main references for each of the selecte
our registration apphcation will be examined by Asta
£ - P T »
qualification questionnaire

ou have fiteen (15) days, from receipt of this n
The rasistratan oroe ess and subsequent aualification
e -:: = W MINVVSE oo S W 2VVatT4vs R L - .
TO $ign up/in Ariba Click Her

Sestregards
-‘-'—'?" -'A_‘--r“aﬂa—eﬁ en

Step Description

1.1 [This email is received in order to register as Astaldi
Supplier. Please read carefully, then click on the
button Click Here to start the sign up and then the
Registration to Ariba.

Please note that you have 15 days to complete the
Registration Questionnaire.

1.2 [Click on Signh up to start the Registration on the Aribal
Sourcing.

In case you already have an account, please click on
Log in.

1.2 Ariba Sourcing

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

Welcome to the Anba Network. Astaldi S.p.A. - TEST has invited you to a sourcing event

Mew to the Ariba Network? Sign up to register your user account Sign up
Already have an account? m
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1.3 Ariba Sourcing Step Description

Create account Gromto account and corsinue 1.3 |Please note that you will be requested to fill two

different questionnaires:

1. The first one is required to create an account on
the Ariba Network site;

2. The second one will be used to apply and register
as Astaldi Supplier.

To create an account on the Ariba Network, insert the
required information:
» Company Name
* Country

» Address

» Postal Code

» City

* Name

* Emall

e Username

» Password

» Email orders to

Welcome to the Ariba Commerce Cloud

Your registration process on the Ariba Commerce Cloud for Test 1106 v1 is now complete.

Your organization's account ID:  AN01408153089-T

Your usemame:. test@test.it

it =l el

As the account administrator for this account, make sure to keep your username and password in a
secure place. Do not share this information.
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-:1 39278322 - Supplier registration questicnnaire

All Content

Hama 1
1.2 Country of registration (pledase sslect one valus only)
1.12 Supplier VAT Mumber ftaky

161 Suppler DUNS Number

162 MWain Addriis
(") iScates & reguired Held

©

Time remaining

14 days 23:30:30

Step Description

In order to apply to be registered as Astaldi Supplier,

please fill in the required fields in the Registration
Questionnaire, click on Save
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1 5 ATEGORIES AND TRACK RECORDS
) Please select the categories for which you are requesting to be gualified

v 4 TERMS AND CONDITIONS

documents)

5 Please enter today's date

(Note: you are allowed to select no more than 10 categories) = References

(*) indicates a required field

3.2 Please provide (using the attached form through the link "References”) your frack record for each selected category = References

41 Please confirm that you have read and you agree with the contents of the Astaldi S.p.A. Code of Ethics (downloadable at the following

4.2 Please confirm that you are aware that Astaldi has a Model of Organization, management and control pursuant to D.Lgs. 231/2001 (do =
hitp:iwww.astaldi.comfen/governance/corporate-documents)

=(select a value) [ szlect ]

=Aftach a file

*

Unspecified W

Unspecified w

*

Values for Commodity
moereurrently Selected

Name t
v Al

» |- SUPPLIES - CONSTRUCTION AND INSTALLATION
WORKS - SERVICES

¥ 2- TRANSPORTATION AND FREIGHT FORWARDING
v 2.1 - Carriers
2.2 - Freight Forwarders

» 3 -ENGINEERING AND DESIGN SERVICES

Currently Selected

Name t

All

21

22

Description

15 When selecting the categories you are requesting to be qualified, click on
References to download the list of categories, then click on select.

1.6 To select, please explode the Main Category by clicking on the blue arrow on

the left, than flag the desired category / categories.

Please note that a maximum of 10 categories can be selected. In case
you select more than 10 categories, the registration will be discarded.

A track record (in the format dowloadable from the questionnaire) shall be
provided for each selected category.




Supplier Registration (5/10)

Step Description

1.7 |Please also note that it's required to select only|
categories nested under the same Main Category.

As per images, if you select categories related to
different macro categories, for instance 2.1 — Carriers
and 3.01.01 — BOQS, Specifications and Safety
Studies, at the end of the questionnaire you will find
an error message. Then, it's required to edit the
answer, in order to proceed with the submission of the

1.7 Values for Commodity

Add to Currently Selected Currently Selected Registration Questionnaire.
Name W ‘ ‘ ‘ Search v Name t ID
Name t D v | 2.1-Carriers 24
. " Y, %3;%1_.iéng-:é;:Sdpr:;ifri{:ga'.icns and Safety Studies - Bill of 30101
» 1-35UPPLIES - CONSTRUCTION AND INSTALLATION WORKS - SERVICES 1
» 2-TRANSPORTATION AND FREIGHT FORWARDING 2
» 3-ENGINEERING AND DESIGN SERVICES 3

v
2
Validation Error: it is not possible to select categories related to different macro categories ("2 - TRANSPORTATION AND FREIGHT FORWARDING™ and 3 - ENGINEERING - DESIGN SERVICES™)
(*) indicates a required field
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-:1 39278322 - Supplier registration questicnnaire @ TIT;I?;;:]I}:ED::JI} Step Description
1.8 |When the Questionnaire has been completely filled in,
All Content = click on Submit Entire Response.
1.2 Country of registration (phiase sslect ane value only) sRaly [ seloct ] ~ I?I.ease note that it’S. re?ommended to Save Wh||e
12 Supper VAT Number ot filling the Questionnaire in order to do not lose any
insertion.

161 Suppler DUNS Numbser

A green popup will be shown to confirm the
submission of the response.

162 MWain Addriis
(") iScates & reguired Held

v/ Submit this response?

Click OK to submit.

oK Cancel

Doc139278322 - Supplier registration questionnaire € Closed

+/ Your revised response has been submitted. Thank you for participating in the event.
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1.9 | Email

# ASTALDI

Astaldi Vendor List - Registration - Action needed: provide
clarification/additional information

Step Description

1.9 |It's possible that, in certain cases, Astaldi would

require additional information or clarifications.

From this email, log in to Ariba.

1.10 |Once logged in, click on Revise Response.

Astaldi SpA - TEST Dashboard

ole

Event Messages
Event Details
Response History
Response Team

v Event Contents

All Content

SUPFLIER

1 INFORMATION

5 INTERNATIONAL
LISTS

Desktop File Sync

Doc139278322 - Supplier registration questionnaire @ Time remaining

364 days 23:54:47

You have submitted a response for this event. Thank you for participating.

All Content

Name 1
¥ 1 SUPPLIER INFORMATION
1.1 Supplier Name
1.2 Country of registration (please select one value only) ltaly

1.12 Supplier VAT Number Italy IT12345678909

«

Luca Bianchi S.p.A.
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1 39278322 - Supplier registration questionnaire Step Description

1.11 |Check the previous response, change the information
when needed, and then click on Save.

Once the Questionnaire has been saved, click on
Submit Entire Response, and then on OK.

All Content

12 Country of regisiration [please sslect ane valug only)

1.12 Supplier VAT Mumber Italy

A green popup will be shown to confirm the
161 Suppiier DN Mumbee submission of the response.

162 MWain Addeeis
(") iScatis & ragquired Held

v Submit this response?

Click OK to submit.

: OK Cancel

Doc139278322 - Supplier registration questionnaire EI Closed

~/ Your revised response has been submitted. Thank you for participating in the event.
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11253 Sourcing

I We're sorry - a system error has occurred.

Another user might be editing the information you tried to access. |

Retum to the Ariba login page to log in again

If the problem persists, contact your administrator or Ariba Customer Support and reference error number 451250018793

Step Description

Questionnaire the system returns this error,
solution is to delete temporary files and cache from
the browser, restart it, and submit again the
questionnaire.
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Step Description

1.13 Email

1.13 When the Registration Questionnaire has been
submitted, this email will confirm the end of the

_; A STA L D I Registration process.

Please be aware that no further actions are required,
as Astaldi is proceeding with the validation of the
Registration.

Astaldi Vendor List — Submission of registration data

Dear Tesi 1.14 [This email confirms that the Registration phase has
been completed, and a Qualification process could
Your registration data has been submitted and will be reviewed by Asialdi. follow.

To check yvour registration status, Click Here.

Eest regards,

Astaldi - Vendor Management .
1.14 Email

# ASTALDI

Astaldi Vendor List - Completion of the registration process

Dear Test
Please be aware that the registration process has been completed. A qualification questionnaire might follow
Thank you for your cooperation.

Best Regards
Astaldi - Vendor Management
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L

£ ASTALDI

Astaldi Vendor List - Invitation to Qualify

Dear Test

We would like to inform you that you hawve been registered and you are invited to fill-in the qualification
questionnaire for the following categories in order to become an Astaldi's qualified supplier:

1.01.01 - Steel for Reinforced Concrete - Supply of steel rebars for reinforced concrete.

Upon receiving your gualification questionnaire, Astaldi will examine the documentstion and information
provided and Test will be entered in Astaldi’s Vendor List, if your application is successful.

You hawve forty-five (45) days, from receipt of this mail, fo fill-in the gqualification questionnaire.
Click Here to fill-in the
stionnaire

Bestregards,
Astaldi - Vendor Management

Step Description

2.1 |When the Registration has been approved, Astaldi
may start the Qualification process.

From this email, please click on Click Here to log in to
the Ariba site.

Please note that you will have 45 days to complete
the Qualification Questionnaire.

SAP Ariba Pr0p088|8 Powered by Ariba Sourcing

Supplier Login

Login

it Username or Password
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SUpphier registration queshionnaire

Doc140058895

Doc139278322

TER201812:24 PM

SM2212019 11:51 AM

Step Description

2.2 |Please click on Supplier qualification questionnaire
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00140058895 - Supplier qualification questionnaire

All Content
Name t
¥ 2 GROUP CORPORATE STRUCTURE AND COMPANY ORGANIZATION
2.1 Please fill in and attach the form "Group Corperate Structure” i References

2.2 Please attach your Company Organization Chart

¥ 3 CODE OF ETHICS
3.1 Does your Company have a Code of Ethics?

3.2 Please attach your Code of Ethics

¥ 4 FINANCIAL DATA (CURRENCY = EURQ)

(*) indicates a required field

Submit Entire Response _ Update Totals | Save

Less...

C

« [ Documento v1 pdf

Aftach a file

o
Yes 24

# (3 Documento pdf

Compose Message

Time remaining

44 days 23:41:46

Update file Delete file

Update file Delete file

Excel Import

Step Description

Please fill in the required fields and save during the

insertion.

As per following slides, there are different types of
answers to be provided.
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tent Step Description
aime

2.4 |In case of answers with a list of choices, please use

v 1 GENERAL DATA the drop down menu, and select the value of interest.
1.1 Please enter the number of years your Company has been aciive since its incorporation " 51 A
1.2 Country of registration (please select one value only) * less or egualto 3 2.5 Insert the desired number: the SyStem Wi“
automatically apply the proper format.
¥ 2 GROUP CORPORATE STRUCTURE AND COMPANY ORGANIZATION 4
2.1 Please fill in and attach the form "Group Corporate Structure” E References x 3

Lo
2.2 Please aitach your Company Organization Chart d

v 3 CODE OF ETHICS

8
3.1 Does your Company have a Code of Ethics? : 9
¥ 4 FINANCIAL DATA (CURRENCY = EURO) More_. |+ 10
41 TURMOVER (EUROY -Y-1 (LAST FINANCIAL YEAR] = 1 v
ent
21 Doss your Company have a Code af Ehcs? Tho v
v 4 FINANCIAL DATA (CURRENCY = EURO) More_.. |+
41 TURNOVER (EURQ) - ¥-1 (LAST FINANCIAL YEAR) " EUR
42 TURNOVER (EURDO) - ¥-2 (SECOND TO LAST FINAMCIAL YEAR) " EUR
43 TURNOWVER (EURQ) - ¥-3 (THIRD TC LAST FINAMCIAL YEAR) " EUR
44 PROFIT (OR LOSS) (EURO) - ¥-1 (LAST FINANCIAL YEAR) " EUR

£ ASTALDI
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ame

v 1 GENERAL DATA
*
Flease enter the numier of years your Company has been aclive since its incorporation 51

1.2 Country of registration (please select one value only) =Albania [ select]
v 2 GROUP CORPORATE STRUCTURE AND COMPANY ORGANIZATION

2.1 Please fill in and attach the form "Group Corporate Structure” B Rejerencess «Altach a file

2.2 Please aftach your Reference Documents d

v 3 CODEOQOF ETHICS

3.1 Does your Compar Download all attachments

Step Description

2.6 |Please note that it's required to download the
Reference Documents, edit it, and then upload it by
clicking on Attach a file

2.7 [To insert a date, please click on the calendar icon,
then select the date

2 5 Form GROUP CDF{PiF{F-.f STRUCTURE-STRUTTURA SOCIETARIA-ESTRUCTURA DE LA EMPRESA XLSX

27

¥ & TRANSPORTATION or SHIPPING L May 18 L |
Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5

* 6 T 8 9 10 11 12
13 14 15 16 17 18 19

20 21 22 24 25 26

&1 Please specify whether you are a Carrier

8.2 Please specify whether you are a Freight Forwarder
¥ O DECLARATION REGARDING CONTENT

*
9.1 We confirm that the information and documentation provided are correct 27 0 3

10 Please enter today's date

(*) indicates a required field
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00140058895 - Supplier qualification questionnaire

All Content
Mame t

¥ 2 GROUP CORPORATE STRUCTURE AND COMPANY ORGANIZATION

2.2 Please attach your Company Organization Chart
¥ 3 CODE OF ETHICS

3.1 Does your Company have a Code of Ethics?

3.2 Please attach your Code of Ethics

¥ 4 FINANCIAL DATA (CURRENCY = EURQ)

(*) indicates a required field

2.1 Please fill in and attach the form "Group Corperate Structure” [ References

Time remaining
@ 44 days 23:41:46

« (& Documento v1.pdf + Update file Delete file
Aftach a file

o
Yes 24

« (& Documento.pdf » Update file Delete file

Less... -

Compose Message Excel Import

Step Description

2.8 When the Questionnaire has been completely filled in,

please click on Save, then on Submit Entire
Response and confirm by clicking on OK.

Submit Entire Response _ Update Totals | gave
2 &

v Submit this response?

Click OK to submit.

OK

Cancel

\/ Your response has been submitted. Thank you for participating in the event.
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Step Description

2.9 |Once the form has been submitted, this email notifies

29 Email
that Astaldi is performing the qualification evaluations.

_E_ASTA L D I No more actions are required; in case of email for

additional information, please refer to point 1.5 of the
presentation

Astaldi Vendor List - Completion of the qualification process
Dear Test 0406 v6

Please be aware that the qualification process has been completed
Thank you for your cooperation

Best Regards
Astaldi - Vendor Management
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Company Settings v

Why can't | find an event?
I need help accessing a sourcing
© event

Do | contact Arba or my customer
o whien | have a question or issue?

How can | upload my proposal’?

Top 5 Sourcing Event FAQS

t]_] Documentation .l:‘; Support

Step Description

search.

3.1 |From the Help Center, it's possible to perform a free

3.2 |From the Learning Center, it's possible to download
manuals and documentation.

3.2 Ariba Exchange User Community

Learning Center

Product Documentation

» What's new for Ariba Network

P Getting started

» Managing your user account

» Participating in sourcing events

» Working with projects and documents
» Completing tasks

» Enabling Desktop File Sync

» Administration and Configuration

- Cloud integration tools and adapters

Q Home | Learning | Support

Ask Community

Tutorials

- Having trouble logging in (2:03

n to the dashboard (11:47)

- Alternative
— Custom Excel bidding (2:25)

d b
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Company Settings v test test w

| need help access ng da sourcing

event

Do | contact Anbz
when | have a qu

How can | upload Ty propasal’?

Top 5 Sourcing Event FAQs

Step Description

3.3 |From the Help Center, it's also possible to click on
Support.

3.4 |By inserting the topic you are looking for (for instance,
Supplier request), and clicking Start, it's possible to
access to documentation or to ask for help, via email
or by phone (with estimated waiting time).

ort Center

I need help with |Supplier request Update

. Topics about managing supplier requests
. The supplier request process
l:_] Documentation Sugport . How to approve or deny a supplier request »
u 4 . Managing the supplier requests that you created
. How to resubmit a supplier request when an approver asks for additional information
Support Center o s w s
Can't find what you are looking for? Let us help you.
| need h8|p with Start Choose your communication preference:

Examples: ™ Get help by email

Creating an event

Updating my user information Qg Get help by phone stimated wait in minutes: 11

Completing a task

®
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Step Description

3.5 1 Exchange User Community

English
Bwnrapcion -
[t A==ha

3.5 |Clicking on the arrow, it’'s possible to expand the list of]

Q £ L
Hrvataki wport
Cedtina
. Dansk
User Community Home Nederlands
[English |
Suomi
Popular Topics 5 Frangais
Deutsch
. Ehhmpvisds ials
Commaon data import and administration guide for SAP Arba Strategic Sourcing Magyar
and Supplier Managemeant solutions ltaliang
B#*E
gt
Bokmdal
Polski
Portugués do Brasil
= - - Fomana
Common browser issues Communi T
) Pycceni
Far the best expenence with Arba solutions, we recommend using cerified browsers and E‘:",‘ﬁﬂllllfﬂ
eV r.'nq the recommendad browser saitin _I-'E. The folicw "t"_l- quESIICI'!'E. are the most common 5.'..’._:.'-' zka
browser-nelated gsues: Question: How do | know which browser | am us :'l;l? Answer Visit the -_l.li"kl:E -
whatbrowser or:_] site. You will
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4.1 CompanySettingsv  testtestwy  Help Center »

Step Description

4.1 By clicking on your name, it's possible to edit / view|
account information.

Logout

My Account

vy Com 'h Profile
u To My Account

* Indicates a required field
test test

4.2 |Click on My Account, to change Username, First and
Last Name, etc., than Save.

Account Information
Link User IDs

Username: * | test@test.com|

Contact Administrator
Change Password

Email Address: *

First Name:* | fest
Middle Name:

Last Name:* | test
Personal Information Change Log

Business Role Accounts Receivables

Preferences
Preferred Language: ltalian RV
Preferred Timezone:* | US/Pacific v

Default Currency:* Euro

Allow Me to Save Filter Preferences in the Inbox/Outbox
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Step Description

Company Settingsv  testtestwy  Help Center »

Test
ANID: AN0O1405153564-T

From Company Settings, clicking on Company

Profile, it's possible to manage the Compan
information.

Company Profile

%count Settings &

Users

otifications

pe View All

Sourcing & Contracts Settings

Sourcing & Contracts Notifications

| View Al
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Company Profile

* Indicates a required field

Company Contact Information

Contact Personnel

Customers need to know how to
your list of contact personnel. C

Contacts

Name 1t

Basic (3) Business (2) Marketing (3)

Contacts Certifications (1) Additional Documents
Main Email: * | test@test.com
Country Area Number
\zin Phone: | USAT
Country Area Number
Main Fax USAT ~
wide and customer-specific contacts. First, create your private list

Business Title

act's details. Ariba's policy for handling contact informat

on is de!

Step Description

5.2 |From Company Profile, click Create.

5.3 |Insert the required information, than Save.

Create New Contact Close

WSS ontact to your list of contact personnel.

* Indicates a required field

Basic Information

Contact Information

Each contact must have an email address or a phone number, or bath
Email:
Country Area Number Extension

Phone: | USAT v

£ ASTALDI



