Registering your company with AEP via the Ariba application

1a. Log out of any current Ariba sessions on your browser as they may conflict with the registration

process.
1b. Direct your web browser to https://aep.com/b2b
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2.

Click on the “Register as a new supplier” link. Do not use existing supplier log in for this process.
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@ > Business to Business

Looking for your business'’s

i ?
AEP values its relationships with our suppliers, energy providers, and other electric account?

organizations looking to do business with us. Log in or register at your customer service website.
National customers can access accounts at
aepnationalcustomers.com

DOING BUSINESS WITH AEP

We recognize that a strong, diverse supplier community is essential to economic ‘ll
vitality and look to conduct business with competitive, diverse suppliers. Leam )

more about becoming a supplier.

NOTE: After completing the registration process you can use the “Existing supplier log in” link or
http://aep.supplier.ariba.com/ to access your account in the future.

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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3a. Do you already have an Ariba Commerce Cloud account (i.e., with another customer)?
Make sure you are logged out of all Ariba sessions as they may conflict with the registration process.
If so, Click on the Login link. Note that you must use this link in order to link your existing account to AEP as a
customer and proceed to the next page of instructions.

3b. If you do not already have an Ariba account skip to Page ???.

Ariba Sourcing Help Center %>

Re g ister ﬂgﬂf‘nu Register Cancel
POWER

To do business with American Electric Power Service on Ariba, you need an Ariba Commerce Cloud account. What is the Ariba Commerce Cloud?

If you already have an Ariba Commerce Cloud, Ariba Discovery or Ariba Network account, click here to log in: Login

Company information

* Indicates a required field

Company Name: *

If you already have an Ariba Commerce Cloud account, logging in via the link shown above will add AEP as an additional
Customer within your existing Ariba account. This allows you to use one LoginID to access multiple Customer’s accounts
within Ariba.

NOTE: You will not have to re-submit basic company information, but you will be required to complete AEP’s Customer
Requested fields unless your company admin has already completed that task. See page for more info about completing the
company requested profile.

For technical support contact Ariba via https://www.ariba.com/support/supplier-support 3
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4. Log in with your current Ariba Username and Password and click on continue.

Enable your Ariba Commerce Cloud account to access American Electric ﬂ Pl
POWER

Power Service N

To do business with American Electric Power Service, use your Ariba Commerce Cloud account. What is the Ariba Commerce Cloud?

Username: | Bobl{@aep.com

Paseword: | sseesssssssss ‘

Forgot Username
Forgot Password
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4a. Complete Section 1 titled, “Enter basic company information”. See next Slide.
Search tools are available when you click on “Add/Remove” for Commaodities and Sales territories. Multiple values may
be added.
4b. Tax ID and DUNS Number are optional, but if previously used they may show that your company already has an account
using these values. Your options are to:
* create a new account without these values or
* contact your Ariba administrator using the link provided on the panel to request an account directly from your
account administrator. You cannot conduct any business on Ariba until your account administrator approves your
account.

o Enter basic company information

*

Indicates a required field

Company Mame:*

Country# | United States [USA]

Address *

City *

State* | Alabama

Zip*

Product and Semvice Categories:* | Entar Product and Senvice Categories Add -or- Browse
Ship-to or Service Locations:* | Enter Ship-to or Senice Location Add -or- Browse
Tax ID
DUNS Mumber

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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5.  You will be required to complete AEP’s Customer Requested fields unless your company admin has
already completed that task. See page for more info about completing the company requested profile.

Ariba Sourcin o B company Setfings ¥ B Bob Waddelly  Help Center 3>

AMERICAN
[s ELECTRIC
POWER

American Electric Power requests that you complete additional profile information as part of their Supplier Profile Questionnaire. You must
complete and submit the additional profile information before you can access and participate in American Eleciric Power events.

Complete Requested Profile Information == ‘

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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6a. No matter what screen you land on, proceed to the link to complete the “American Electric Power Requested Profile”.

(Note that DUNS # is a required field but this instance will not check for duplication. Supply if known, otherwise enter
”NA”. )

American Electric Power Reguested Profile
* Indicates a required field

Your customer has i that you plete the following profile informstion. After you complete the requested profile

information, click Submit. You can diick Save as Draft to save any values you mey have edited without sending the changes fo your
‘customer.

Question
¥ 1 Supplier Profile

Once your supplier profile has been the will be into each RFVRFP submission.

Please review your responses to ensure it remains accurate.
Before submitting your response, you must:
1. Updsate the "Authorzed Representative (Name]™
2. Updste the "Authorized Representative (Titke)"
3. Update "Today's Date"
¥ 1.1 Company Information
1.1.1 "Dwing Business Az" (DBA) Company Mame, if applicable.
*
1.1.2 Please provide your company’s D-U-N-S number B Of NA
114 Corporate {parent company) annual revenue usD

1.1.5 Company (this site) annual revenue - most recent year

¥ 118 NAICS Codes

Feedback

Enter your Primary MAICE code. Secondary MAICS codes may be entered as necessary.

The Morth American Industry Classification System (MAICE) is the stendard used by Feders| statistical agencies in

You must fully complete the American Electric Power Requested Profile document before AEP can invite you to participate in a
an RFx event.
Items that are marked with “>¢” are required. Others are optional. Click on the “Submit” button when you have completed

the profile document. This will check for missing information and prompt you to make corrections. “Save as Draft” does not
check for errors.

For technical support contact Ariba via https://www.ariba.com/support/supplier-support 7
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7.

After successful submission you will see the following screen. Once AEP approves your submittal, you will receive an
email that indicates that you profile has been accepted.

1&'1 I’I b H SD L.J r{.:l r.]g m Company Settings » B Baob Wadde|l » Help Center »»

3

American Electric Power Reguested Profile

AMERICAN
ELECTRIC
POWER

All required customer reguested fislds have
—hean completadd

Wiew customer requested fislds =

“our reguested profile information has been submitted to American Elecinic Power and
iz pending approval. Contsct American Electric Power if you are unsure of their registration
poficies and procedures. If you want to increase your chance at new business opporfunities
with other companies, click the Public Profile Completeness link and complete your public

Public Profile Completeness prafile.

Enter your DUMNS number to reach 100% =

You may review you submitted customer requested fields now. At any time you may revisit this area and make updates.

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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8.

Below is an example of the email you will receive after AEP approval.

20/2017 2:56 PM

aribasystem <no-reply@ansmtp.ariba.com>

[EXTERMNAL] Organization Test-AEP Existing Supplier has been approved by American Electric Power.
To B8 Bob Waddel

Retention Policy AEP Default (2 years) Expires 9/20/2019

SAP Ariba /\\

Your organization Test-AEP Existin{Supplier has been approved by Bob Waddell at American
Electric Power for Ariba Sourcing. Your organization 1s now authorized to participate in activities
with American Electric Power on Ariba Sourcing.

Your company's profile is now available to be searched in our database of potential suppliers. The
information provided will be used by AEP procurement professionals to screen potential suppliers
for possible invitation to sourcing events. Registration and this approval does not establish your
company as an approved supplier to AEP or guarantee an invitation to AEP bidding events. You
may update your profile at any time to provide more information about your company and the
products or services you provide by logaing into http://supplier.ariba.com and go to "Company
Settings" - "Company Profile” - "Customer Requested” tab - "American Electric Power".

This email originated from the Ariba system used by American Electric Power and was originally
sent to: rewaddell@aep.com

System Reference: Click Here to access the system.

Ariba, Inc. 910 Hermosa Court, Sunnyvale, CA 94085, USA

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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5. Complete the section titled, “Enter user account information”, accept the Terms of Use and select
“Continue”.

Enter user account information

Arlnz Prisy Ststemant

Wt by Was Jour moer bom?

I isve rea and agres 2o the Tarms of Use and the Ariba Frivacy Statement

Your Username must be in the form of an email address (e.g., xzy@aep.com) but need not be a valid email address.
Click on the “Continue” button when finished

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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You are not done yet. You will see the screen below in your web browser and receive an e-mail message with

instructions to activate your Ariba Commerce Cloud account. Proceed to Slide 8.

Web browser message

Bob Waddell Help v

ARIBA SOURCING

Action Required: Check your email inbox for a message from Ariba

7 An email has been sent to rewaddell@aep.com.
j Click on Activate link in the email to activate account and complete the American Electric Power Service - TEST requested profile.

If you do not receive an activation email:
e Check your junk mail folder or email filter settings to verify that automated emails from Ariba are not blocked from your inbox.
e Click Resend to have another activation email sent to you. Resend
e If you have more than one email address, you can enter another email address and click Send. Your email address in your profile will be updated accordingly.

rewaddell@ae.co Send

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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7a.

[ —

Below is an example of the email you will receive. Retrieve the email message and Activate your Ariba Commerce Cloud
account by clicking on the “Click here to activate your Ariba account” link. This activates your account with Ariba but
does not complete your registration with AEP.
7b. You are still not finished the registration process. Proceed to the next slide.

Email message

ARIBA

Dear Bob Waddell,

Thank vou for registering vour Ariba account. To complete the registration process we just need to
verify your email address. Please click on the following link to confirm your address and complete

all required profile fields of your company profile as specified by American Electric Power Service -

TEST.

Click here to activate your Ariba account. (—

If you are unable to launch a browser using this link, copy the link and paste it into the address
bar of any of the supported Web browsers to form a single-line URL.

https://service.ariba.com/Authenticator.aw/ad/confirmEmail?
key=HBZLYaDn536937691285510231 3&anp=Aribafapp=Sourcing

After yvour registration process is complete, use the following URL to log in to your account:
http://proposals.seller.ariba.com

Sincerely,
The Ariba Team
https://discovery.ariba.com

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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8a. After clicking on the “Click here to activate your Ariba account” link, you should see the screen below.
8b. Itis imperative that you complete the American Electric Power Requested Profile.

(Note that DUNS number is a required field but this instance will not check for duplication. Enter DUNS number if known,

otherwise enter “NA”.)

Bob Waddell Help v

X

Your Ariba Commerce Cloud account is now active.

American Electric Power Service requests that you complete additional profile information as part of their
Supplier Profile Questionnaire. You must complete and submit the additional profile information before you can
access and participate in American Electric Power Service events.

American Electric Power Requested Profile
Indi re eld

Question
¥ 1 Supplier Profile

Once your supplier profile has been completed the responses will be incorporated into each RFL/RFP submission.
Please review your responses to ensure it remains accurate.

Before submitting your response, you must:

1. Update the "Authorized Representative (Name)"
2. Update the "Authorized Representative (Title)"
3. Update "Today's Date”

¥ 1.1 Company Information

1.1.1 "Daing Business As" (DBA) Company Name, if applicable.

1.1.2 Please provide your company's D-U-N-S number

1.1.4 Corporate (parent company) annual revenue

1.1.5 Company (this site) annual revenue - most recent year

¥ 1.1.9 NAICS Codes
Enter your Primary NAICS code. Secondary NAICS codes may be entered as necessary.
The North American Industry Classification System (NAICS) is the standard used by Federal statistical agencies in
classifying business establishments for the purpose of collection, analyzing, and publishing statistical data related to the

U.5. business economy.

For more information, please visit: http://www.census.gov/sos/waw/naics/

. Show desktop

You must fully complete the American Electric Power Requested Profile document before AEP can invite you to participate in a

an RFx event.

Items that are marked with “>¢” are required. Others are optional. Click on the “Submit” button when you have completed
the profile document. This will check for missing information and prompt you to make corrections. “Save as Draft” does not
check for errors.

If you do not see the company profile or Customer Requested tab another person may be established as your Ariba admin for
this account. You can contact your admin using the “Contact Administrator” link listed when you click on your user name
avatar. The Profile and customer requested fields are managed by the admin.

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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9a.

You will see the following confirmation message indicating that “Your completed profile has been submitted to AEP “.

If you do not see this message, you have not fully completed the required profile and cannot be invited to participate
in any RFx events.

9b. You will receive an email message when your registration has been approved.

American Electric Power
Requested Profile

Your customer has
requested that you complete
2 additional profile fields.

Enter Now =

Public Profile Completeness

35%

Enter a short
description to reach
45% =

E AMERICAN
ELECTRIC
POWER

Your profile information has been submitted to American Electric Power and is pending
approval.

Your requested profile information has been submitted to American Electric Power and is pending approval. Contact American
Electric Power if you are unsure of their registration policies and procedures. If you want to increase your chance at new business
opportunities with other companies, click the Public Profile Completeness link and complete your public profile.

box.

The number of questions that remain to be answered will be shown in red in the “American Electric Power Requested Profile”

Follow the “Enter Now >" link to supply the additional information.

The Public Profile Completeness meter does not need to read 100% for your AEP profile to be considered complete. These
indicate other Ariba Commerce Cloud profile questions that you may choose to complete for AEP or other customers to see.

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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10. The Company Profile tabs may be updated at any time by logging in to your Ariba Commerce Cloud Account. This
function is reserved for your Ariba administrator after initial registration. The first person to register your company
becomes the default administrator.

ARIBA SOURCING

Company Profile Save Close

Your profile has been successfully updated. Close
Basic (3) Business Marketing (3) Contacts Certifications {1) Custorner Requested Additional Documents

* Indicates a field required by American Electric Power. ;mer;;:l;dELedé_rlic ED:IEF -
equ rofile Information

. _ 2F Certificates
Business Information

Year Founded: |1972 |

Public Profile Completeness

Mumber of Employees: * |10 |

| 50%
Annual Revenue: $10M to $50M USD -
&7 Short Description
Stock Symbol: | | ]

57 Website
2F Certifications

Financial Information &P D-U-N-5 Number
&7 Industries

Type of Organization: - 57 Company Description

LE] Company Logo
Legal Name: | |

State of Incorporation: * Alabama -

Share Your Public Profile
D-U-N-S@& Number: - -
|:| |:| :l i Click here to get your Ariba badge.

Global Location Number: l:l A2 FIND US ON ARIBA |

View Public Profile

Tax Information o .
Profile Visibility Settings

Tax Classification: -
Taxation Type: -
Tax Id: | | Do not enter dashes
State Tax Id: | | Do not enter dashes

o H =3 Tl L 1

For technical support contact Ariba via https://www.ariba.com/support/supplier-support 15
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you will be invited to participate in an event.

11a. After activating your account in the Ariba Commerce Cloud, you will receive the email shown below.
11b. This completes your registration with Ariba; however, you may still need to complete the AEP Requested fields before

A RIB A

Welcome to the Ariba Commerce Cloud

Your registration process on the Ariba Commerce Cloud for John Doe Turbine Repair is now
complete.

Your arganization's account ID: AN01014531813
Your username: johndoe@aep.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 Consaole
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 reguested 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,

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

MNext Steps:

s Complete your company profile. Potential customers can search for and review seller
profiles on the Ariba Commerce Cloud. The more detail you provide about your
company, its capabilities, products, and services, the more effectively you can attract
high-quality customers.

*  Create user accounts for employees who require access to the Ariba Commerce Cloud
capabilities.

* Update your user preferences and review your notification settings.

* Explore Ariba Discovery to find and participate in business opportunities. Search for new
business opportunities and respond to any that match your commodity classification and
sales territories.

# Explore the product documentation to find out more about user and administration tasks.
To access the help resources, log into your account and click Help = Product
Documentation on any page.

Thank you again for joining the Ariba business community through the Ariba Commerce Cloud.

Sincerely,
The Ariba Team
https://discovery.ariba.com

For technical support contact Ariba via https://www.ariba.com/support/supplier-support 16
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12. This is an example of the email message you will receive after Registration Approval. (Step 10B)

SAP Ariba /\\

Your organization John Doe Turbine Repair has been approved by Bob Waddell at American
Electric Power for Ariba Sourcing. Your organization is now authorized to participate in activities
with &merican Electric Power on Ariba Sourcing.

Your company's profile is now available to be searched in our database of potential suppliers.
The information provided will be used by AEP procurement professionals to screen potential
suppliers for possible invitation to sourcing events. Reagistration and this approval does not
establish your company as an approved supplier to AEP or guarantee an invitation to AEP
bidding events. You may update vour profile at any time to provide more information about vour
company and the products or services yvou provide by logging into http://supplier.ariba.com and

go to "Company Settings" - "Company Profile” - "Customer Reguested” tab - "American Electric
Power".

This email nrininated from the Ariba system used by American Electric Power and was originally
sent to:

System Reference: Click Here to access the system.

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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Signing on as an existing Ariba User

13a. Gain access to the Ariba system at any time by logging in at http://supplier.ariba.com.
You may see a screen prompting you to “Complete Requested Profile Information”.
13b. Following is the panel you are likely to see. Click on the apps selection icon and select “Proposals”.

. HH Company Settings » Bob Waddell¥  Help Center
Ariba Network °

CATALOGS Create

ary .l ¢

Guide Trends Refrash

Orders, Invoices and Payments All Customers Last 14 days Now we're mobile.

Check it out.
0 eck it ou

. "he
Pinned Documents

More...

Customer

Update Profile Information m

SAP Ariba /\\

Bob Waddell (johndoe@aep_com) last visited 9 Nov 2017 7:06:42 AM | John Doe Turbine Repair | AND1014531813
Data Policy  Security Disclosure Terms of Use @ 19962017 Ariba, Inc. All rights reserved.

vice.ariba.com/Supplier.aw/128427009/aw?awh =r&awssk=qdG2ol 1p#

For technical support contact Ariba via https://www.ariba.com/support/supplier-support 18
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14. The “Proposals” panel may prompt you to complete info | the customer requested tab. It may also
indicate that other Ariba public profile fields are available to complete. If your account is connected to
multiple customers, you may see links to access each customer’s events.

Company Settings v B Bob Waddellw  Help Center >

Ariba@Sourcing

American Electric Power Requested Profile
g Welcome to the Ariba Spend Management site. This site assists in identifying world AMER'CAN
class suppliers who are market leaders in quality, service, and cost. Ariba, Inc.
Your customer has requested that you administers this site in an effort to ensure market integrity. ELECTRIC
complete 1 additional profile fields. POWER
Enter Now >
Events
Public Profile Completeness Title ID End Time 1 Event Type
Tasks
Enter a short description to reach 60% >
2 leads match your company profile Name Status Due Date Completion Date Alert

View Matched Leads

For technical support contact Ariba via https://www.ariba.com/support/supplier-support 19
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15. Existing Ariba Commerce Cloud users may see the “Customer Profile” screen with one or more
customers listed in the “Customer Requested” tab. Follow the link to complete the American Electric
Power Customer Requested Profile Information. This information may updated by your company’s

Ariba admin at any time.

Ariba Sourcing

Company Profile

Basic (3) Business Marketing (3) Contacts Certifications Customer Raquestad Additional Documents

* Indicates a required field

Sourcing Customer List

Customer Customer Requested Profile Information

American Electric Power Complets

¢

For technical support contact Ariba via https://www.ariba.com/support/supplier-support
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16a. No matter what screen you land on, proceed to the link to complete the “American Electric Power Requested Profile”.
(Note that DUNS # is a required field but this instance will not check for duplication. Supply if known, otherwise enter
”NA”. )

16b. Go to Slide 9 to see the next steps.

Your Ariba Commerce Cloud account is now active.

American Electric Power Service requests that you complete additional profile information as part of their
Supplier Profile Questionnaire. You must complete and submit the additional profile information before you can
access and participate in American Electric Power Service events.

American Electric Power Requested Profile

* Indicates a required field

r has specifically requested that you complete the following profile information. Al you complete the re
, click Submit. You can click Save as Draft to save any values you may have edited without sending the change:

Question
¥ 1 Supplier Profile

Once your supplier profile has been completed the responses will be incorperated into each RFI/RFP submission.
Please review your responses to ensure it remains accurate.

Before submitting your respanse, you must:
1. Update the "Authorized Representative (Name)"
2. Update the "Authorized Representative (Title)"
3. Update '"Today's Date”

Company Information

.1.1 "Doing Business As" (DBA) Company Name, if applicable.

.1.2 Please provide your company's D-U-N-5 number

.1.4 Corporate (parent company) annual revenue

.1.9 NAICS Codes

Enter your Primary NAICS code. Secondary NAICS codes may be entered as necessary.
The North American Industry Classification System (NAICS) is the standard used by Federal statistical agencies in
classifying business establishments for the purpose of collection, analyzing, and publishing statistical data related to the

U.S. business economy.

For more information, please visit: http://www.census.gov/eos/www/naics/

Show desktop

1101 0 MATL [ 1
1 Brimap = =

You must fully complete the American Electric Power Requested Profile document before AEP can invite you to participate in a
an RFx event.

Items that are marked with “>¢” are required. Others are optional. Click on the “Submit” button when you have completed
the profile document. This will check for missing information and prompt you to make corrections. “Save as Draft” does not
check for errors.

For technical support contact Ariba via https://www.ariba.com/support/supplier-support 21
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17a. The URL to log on to the Ariba Supplier Network is http://aep.supplier.ariba.com. Here is an example
of a test supplier account. Status of bidding events are located in the Proposals tab.

17b. AEP Customer Requested fields may be updated at any time.

17c. Account administrators may have access to your company public profile where fields viewable by all
of your customers may be changed.

\

GOTOMY: | LEADS | PROPOSALS | CONTRACTS | ORDERS & INVOICES Bob Waddell * Feedback Help ™ Logout [

"AEP Test Vendor ¥
ARIBA SOURCING AND101

American Electric Power

American Electric Power

Requested Profile and cost. Ariba, Inc. administers this site in an effort to ensure market integrity.

All required customer
requested fields have
been completed. Ewvents

Welcome to the Ariba Spend Management site. This site assistz in identifying world class suppliers who are market leaders in quality, service, Emmu ‘
POWER

View customer

requested fields > Title 1D End Time | Event Type
> Status: Completed (30)
> Status: Open (2)

Public Profile Completeness » Status: Pending Selection (6)
| 70% Tasks
Enter your company
revenue to reach 80% Name Status Due Date Completion Date Alert
=
No items

For technical support contact Ariba via https://www.ariba.com/support/supplier-support 22
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