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1. DESIGNATING THE COORDINATOR AND CREATING CONTACT PERSONS

The first time you access the SRM application, by default the system will display
the window “Contact Person Management", where the following message will appear
prompting you to name a user and password Coordinator for all the persons at your
company who log in to SRM:

& Please, as supplier, identify one of your contact persons as the Security Coordinator of your user and password in this tool

The Coordinater will be the responsible within your company to manage your supplier user and password
As such, he will be able to unlock the user, get a new password or change it, automatically

He can also identify another contact person as the Security Coordinator{Change coordinator)

iz n ary to identify a to make queries

The Coordinator mainly acts as a centralised SRM user and password manager
within your company and is the only person with the power to reset the password if
locked or forgotten. Once designated in the system, the Coordinator will receive an
email containing a security code with which they can access the tool and perform
actions that are exclusive to the Coordinator. With this security code, the Coordinator
can:

a) Unlock the user after too many failed login attempts.

b) Process new password requests from other persons who forgot it.
c) Name another Coordinator to replace them.

d) Update their details as Coordinator.

e) Change the security code.

The first time you log in to our SRM application, you must designate the
Coordinator from among all the Contact Persons that exist in the system. The person
requesting access to SRM and who has received the user and password for the first
time will appear as the first Contact Person in the tool:
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Security Coordinator Management Cantact Person Management

7]

- Security Coordinator
Management

Seleccién de coordinador (marcar linea)

Proveedor.
El coordinador actual para este proveedor es:

[Asignar/Cambiar Coordinador | [ Modificar codign de sequridad de coordinador
Coordinador BusPartner First name Last name E-Mail Address =
D ] 9000002950 Name Contact Person 1 Surname Contact Person 1 email@example.com

=
There are two options:

1.1 Designating the first Contact Person as the Coordinator: you can select the person
already created as the first Contact Person and designate them to be the user and
password Coordinator. To do so, select the entire line by left-clicking on it and then
click on “Assign/Change Coordinator”:

ETY SUPPLIER RELATIONSHIP MANAGEMENT Logo1f
i [ E E

Security Coordinator Management  Contact Person Management

D]

» Security Coordinator
Management

Seleccién de coordinador (marcar linea)

Proveedor. 2000043431 - FUNDACION CENTRO DE RECURSOS
El coordinador actual para este proveedor es:

[ Asignarianbiar Goordinader | | 1odificar oo de seauidad ve conrdinador |
Coordinader BusPartner First name Last name E-Mail Address |:|
i m| : Name Contact Person | Surname Contact Person | avilde@iberdrola cs

The following window will appear asking you to confirm your choice. Click on “Ok” to
continue:
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Caniact Persons Management Aviaos Help

Security Coordinator Management Contact Person Management

Identify a Security Coordinator

The selected contact person will (=]
- = bbe the security coordinator. Do |
Seleccion de coordinador ( & you want to confinue?

Provaedor 0000043431 - FU
£l coordinador aciual para ests provesdor es

| AsmnarCambiar Coardinador | | 14odifi digs di sequik
Caordinador BusPartner First name Lastnams E-Mall Address
(] 9000002952 Marmie Contact Person | Surnams Contact Person | aoisida@ibsrormia 6

You will receive the following confirmation message and the recently-designated
Coordinator will receive an email, at the provided email address, containing their security
code:

| BX” SUPPLIER RELATIONSHIP MANAGEMENT ogorr |
5 L = B |

| Contact Persons Avisos Help
Security Coordinator Management  Contact Person lanagement |

- Security Coordinator

BSnSOeTRENE A\ To make queries you must log-out from the system and log-in again

Coordinatar has been correctly updated.

De: SRM Passwords Administrator <RFCDESPROV@iberdrola.es> Enviado el: jueves 21/05/2015 17:07
Para:
cc
Asunto: New SRM Password Coordinator
This is an automatically generated email. Please do not reply. Bf'

Dear supplier,

Since your company 43429- SUPPLIER NAME has been invitad to participate in any of the tendering process or information about your activity with the Iberdrola Group through the web tool,
SAM (Suppliers Relationship Management], you already have a user and password to log into the system.

The Iberdrola Group provides a single user and password to each supplier and requires one of supplier's contact persons as the responsible - coordinator of it, for any action related.

This email is to inform you that in your last access to the system, you have been identified (and therefore registered in our system) as the coordinator in your company of the SRM user and password.

From now on, asthe SRM Password Coordinator you can manage any action in the user and password (unlocked user, new password, ..} automatically, in the SRM home page in the option: "Forgot your password”.

To carry out this actions, the system will required your identification as Password Coordinator by introducing a coordinator security code provided below:
Coordinator security code: XXXXXXXX

You can change this code and you can also change the coordinator by selecting and confirming another contact person within your company. This option is available once in the system, in the Menu:
Contact Person Management >>> Security Coordinator Management.

For further clarifications or any help, please contact your corresponding Supplier Help Desk Service whose details are available in the SRM home page, in the "Contact” option.

Best Regards,
IBERDROLA GROUP PURCHASES
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1.2 Creation of multiple Contact Persons and designating the Coordinator: Alternatively,

you can first create one or more additional Contact Persons and then select one to be
Coordinator at your company. To do so, click on “Contact Person Management" in the
section “Suppliers”, where the company details will be displayed:

t-_.r’*' SUPPLIER RELATIONSHIP MANAGEMENT Log Off

|hﬁ' i [ { E
| Contact Persons Management 1

Security Coordinator Managementf]  Contact Person

- Contact Person — =
it | Active Queries
- Block/inblock contact External Business Partner  Coniact Persons (11§ Suppliers (1)
person
External Business Partner - Suppliers
Define New 0
i View [Standard View] ~ ||| Creaie Contact Person With Reference | | | Display || Reiresh || Exporta |
. Suppiier Humber ‘Suppiier Name Supplier Hame 2 Country Region Post Code city Strest Buikding DUNS|
D XXXX Supplier name Country Region XXXXX City Street

Last Refres 21.06.2015 16:37:

Select your company's line by left-clicking on it and then click on “Create Contact Person
With Reference”:

L-r"'l SUPPLIER RELATIONSHIP MANAGEMENT Log Off

I

| e

‘Contact Persons Management Avisos Help

‘Security Coordinator Management

Contact Person Management

,

+ Contact Person — -
Management iy SnEnes
+ Block/Unbiock contact External Business Partner  Contact Persons (1) Suppliers (1)
person
| Exernal Business Partner - Suppliers

Define New Q)

| |
‘ View | [Standard View] ~ | [Create Contact Person With Reference | @»hay |[Refresn |[ Export]
pplier Humber Supplier Name Suppier Name 2 Country Region Post Code City Streat Buiding DUNS|
XXXX Supplier name Country Region XXXXX City Street

Last Refresh 21.05.2015 18:37:

A new window will appear containing a form where you have to complete at least the
required fields.

In the tab "Contact Person Data":

- Title

- First name
- Last name
- Language
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LT - |- (&=

@3 Fioos Pian Maneger appiestion tor OIF = Winduws Tntemet Explorer Wchee Ble= =
|
Create Contact Person i W
Employee User ID Business Partner Type Contact Person Document Date 21.05.2015 Business Partner Number Name of Business Partner =]

" ContactPersonData | Cbtact Data |

il

Thie: = | -| — |
First Name: = | I Last Name: * [ | I ’—3
Language: *
Search Term1 [ Search Term2: [ 1]

Format Name:
Buikding Code: ] Fioor / Room Humber: |
Company Department: | Internal Mai [ ]
Print Format -
My information contact person:

* Required Entry

Ea)

In the tab "Contact Data" -

- Telephone number

- Country

- Standard (just select this button)

- E-mail address. Bear in mind that this email address will be used for all system
notifications and password changes.

- Standard (just select this button)

= Floor #lam Manager sppliction for OTF - Windows nternet plorer e |
Create Contact Person el | =

Employee User 1D Business Partner Type Contact Person Document Date 21.05.2015 Business Partner Number Name of Business Partner

" Contact Person Datl] *

w Telephans Numbers =

“Telephone Number Extension “Country Description *Standard
|
"

LI W

w Fax Numbers

Fax Number Extension Country Description Standard

I

w E-Mail Addresses

£ Mail Address. ‘ *Standard £
| 5
=
w Reference to Other System Ij i,]

Select the phone number country from the drop-down list: -
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“Country

q
»_Show Fiter Criteria

Country for telephone/fax number: Genera... (=] B

Personal Value List Seftings...

Add to Personal Walue List

COUNTRY_TEXT =
Faliand isinds

B Country=
[ e

| em

| ro Faroe leiands =
| Jem France

[ea Gaton

| |es United Kingdom

[ |eo
[ fee
[ |er French Guayana

[ Jen Ghana

Wicronesia

Grenada

Georgia

Complete all required fields and click on "Save": -

Employee User ID

Contact Person Data

Business Partner Type Contact Person

"= Floor Plan Manager application for OIF - Windows Internet Explarer

Create Contact Person

Document Date 21.05.2015

Business Partner Number

Hame of Business Partner

T

¥ Telephone Numbers
“Telephone Humber
[ otooanooonn

w Fax Numbers.

v E-Hai Addresses

[(Add Lines |
“E-liai Address.

|| emai@example.com

Extension *Country
GB

Extension Country
*Standard

¥ Reference to Other System

Description

Description

“Standard =

Standard =]

=

A message will appear confirming that the Contact Person has been created successfully.

Click on "Close" to return to the previous screen:

Employee User D

Business Partner Type Contact Person
Hame of Business Partner Name Contact Person 2 Surname Contact Person 2

(= Fleor Plan Manager application for OIF - Windows Internet Explorer

Display Contact Person : 9000002951

Document Date 21.05.2015

Business Partner Number 9000002951

i contact Person

Created for BP 43429 - Displav Help

Contact Person Data 4

Helg

v Telephone Numbers

“Telephone Number
|1 e1000000000

w E-Mail Addresses

Extension “Country
]
Extension Country

Description
United Kingdom

Description

“Standard

=

|

Standard =

[

“w
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To view the Contact Person that you have just added in the section “Contact Persons”,
click on “Refresh”:

BT SUPPLIER RELATIONSHIP MANAGEMENT

Log Off
o E
..‘\ i i [——-
| Contact Persons Management Avisos Help 1
Security Coordinator Mansgement  Contact Person Management
- Contact Person — =
| Active Queries W

Management
- Block/inblock contact External Business Partndr  Contact Persons (1) fuopiiers (1)
person
External Business Partner - Contact Persons
» Show Quick Criteria Maintenance
| View |[Standard View] ~| [ Dsplay || ear |[ Delets} [ Refresn ||

Chanoe Query

|EL Contact Person Number Coordinator Blocked Contact Person First Name Contact Person Last Name Supplier Humber Suppler Name City

D 5000002950 o (] Name Contact Person 1 Sumname Contact Person 1 0000043429 Supplier name

Last Refresh 21.05

;-_._,:‘" SUPPLIER RELATIONSHIP MANAGEMENT

i g &

Contact Persons Management Avisos Help

Log OFf

~—

Security Coordinator Management  Contact Person Management

- Contact Person . -
A | Active Queries

i3]

+ Blockllinbiock contact External Business Partner  ContactPersons (2)  Suppliers (1)
person !
External Business Partner - Contact Persons

»_Show Quick Criteria Maintenance

Change Query
| View [Standard View] | [ Cisplay |[ Edit || Deiste | | TRefresh il Exporta |
l@' Contact Person Number ] Coordinator | Blocked ] 7Cnmm:t Person First Name .Cnmar.‘l Person Last Name ] Supplier Number I Supplier Name | City
J 8000002950 m | a Name Contact Person 1 Surname Contact Person 1 0000043429 Supplier name |
5000002951 1 | = Name Contact Person 2 Surname Contact Person 2 0000043429 Supplier name

Last Refresh 21.05

You can repeat this process to create as many Contact Persons as you wish and then
designate one to be Coordinator, as described above. As soon as the Coordinator has been
designated, they will receive an email containing the security code, and all other Contact
Persons will receive an email telling them who the Coordinator is at their company:
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_ EXY SUPPLIER RELATIONSHIP MANAGEMENT Logoff
E e

Avisos Help

= I
)

Contact Person

- Security Coordinator
Management

1]

Seleccién de coordinador (marcar linea)

Froveedor 3
El coordinador actual para este provesdor es:

I [ Asignar/Cambiar Coordinador \I\ Modificar cdigo de sequridad de coordinador

Coordinador BusPartner First name Last name E-Hail Address =
1] 9000002950 Name Contact Person 1 Surname Contact Person 1 email@example.com
3| 5000002951 Name Contact Person 2 Surname Contact Person 2 email@example.com

The selected contact person wil

be the security coordinator. Do
you want to continue?

De: SRM Passwords Administrator <RFCDESPROV @iberdrola.es> Enviado el: jueves 21/05/2015 17:06
Para:

oC

Asunto: Mew 5RM Password Coordinator

This is an automatically generated email. Please do not reply.

This email is to inform you that contact person Name Contact Person 1 Surname Contact Person 1 has been registered in
the SRM tendering system of the Iberdrola Group as the user & password coordinator, for supplier
43423-SUPPLIER NAME

From now on, for any action on the user and password (unlocked user, new password, ...} please contact your company
coordinator automatically from SRM home page in the option:
"Forgot your password".

Best Regards,
IBERDROLA GROUP PURCHASES

If after your first log on you want to add more Contact Persons, you will have to follow
this same procedure.

1.3 Viewing and modifying Contact Persons: you can view and change the details of the
Contact Persons at any time in the section “Contact Person Management” by selecting the line

you wish to view/process and then selecting the corresponding option:
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