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1 Introduction

To be an approved supplier for the purchasing company, suppliers
should ask for registration through the purchasing portal.

FULLSTEP

¥ Dusmtion de Compras Manuals | Contact
Q Demo Portal

5 e As a company that specializes in purchasing and ] suppliers access
procurernent, in FULLSTEP we work to achieve smooth and
efficient relationships between suppliers and buyers,

Cormpant
This is why we offer our suppliers a convenient, flexible, u
5 i . ser Code
transparent and agile cornmunication channel, ensuring the
complete privacy of all the processes’ management. all of Pazsword
this guaranteed by the solid experience of a highly gualified
team of professionals. il
O Deutsch
. . i ?
O Espafial Cur involverment in large projects throughout Europe has et alaginidaks?
achieved enhancements in the procurement processes of .
sectar leaders such as Campofrio alimentacidn, HUF, Any question ¥
Lafarge Asland, Ficosa, Unidn Fenosa, Grupo PRISA, Call us +341 912 962 000
Cooperativa Mondragén, Grupo Logistico Santos, etc, ask for registration
legal notics
Bbeo TRk e b "intalligant solutions for buyers Internet explorer 5.0 ar higher needed,
Antonio de Cabezdn, 83, 49 o T b [araet 5 T
36700 Madrid (Espafa) crasted by buyers,, o get the latest version, dick here

M FULLSTEF METWWO

This service is entirely free for supplier companies.

The steps to follow to request registration as a supplier company for the
purchasing company through the website are explained in this
document.

1.1 Passwords

Confidentiality in transmitting information is guaranteed by the
identification requirement using passwords.

During the registration request process, access keys for the private
purchasing area will be selected. These keys will be valid from the time
when the purchasing company accepts the company's registration
request. This acceptance of the registration will be confirmed to the
new supplier company by e-mail.

The keys are personal and must be entered every time the supplier
wants to access the private area.
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] suppliers access

Campany
User Code

Passwaord

LOKEIH
passwords to be

selected during Forgot wour lagin data?
registration

Any question ¢

Zall us +341 912 962 000
ask for registration

2 Requesting registration as an approved
supplier to the purchasing company

To go ahead and request approval you must follow these steps:

A. Accept the sign-up contract

B. Fill in the registration form:

Company's general details
Company’s activities

User’s details

P w Db PR

Confirm registration

During the registration request there are help icons that can be
enabled at any time by clicking on them .

The fields indicated with (*) are mandatory.

2.1 Sign-up contract

In order to proceed with registration a sign-up contract must be
accepted. This contract contains the terms of use of the purchasing
portal.
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A http:/fdemo.fullstep.net - ::Fullstep Networks:: - Microsoft Internet Explorer

*
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To proceed with the registration proccess, the following contract must be read and accepted.

VERY IMPORTANT, READ CAREFULLY! M| Security within this portal is ensured by
Yerisign security certificates,
Supplier register

Legal Motice

Portal access

Registering in the purchasing Portal of FULLSTEP NETWORKS S.L. ™

éDo you accept the sign up contract to the FULLSTEP NETWORKS

Purcr'lasing Pl?l'tal? g p ez, | acoept ] [ MNa, | refuse ]
Should you dick on *Ma, I refuse’, the proccess will terminate and your

company will not becorme a FULLSTER supplier. In order to continue with the

regiztration proccess, you must click an *ves, I accept’. If you wish to print out

the cantrack, you ray do o by clicking on the print buttan,

To continue with registration, click on “Yes, | accept”.

2.2 General company details

In this step, general details about the company are requested:

Supplier registration: Company (Step 1 of 4)

To register tha company, fill in the details réquested below and dick on ‘Nest’. Thes process reguires you b as5gn a code for your company, whath you
and a8 registerad users with your eampany will then use B actess the partal.

* Fislds marked with an asterisk ars mandatory.

Counkry (*) Espafts L
Eura -

]
Tumovar Yol x 1060 EURS )
fPr— | ]

o)
Press to
smeany URLI continue
whs [

= Company Code: Company identification code. This is the first of
the three keys required to access the private supplier area once
registration has been requested. It allows both numeric and
alphanumeric characters (max. 12). The code can be freely
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chosen, although it is recommended to choose a code related to
the company, e.g. acronyms, abbreviations, financial
identification number etc. Special characters and blank spaces
must not be used.

= Company Name: Official name of the company.
= Address: Company location

= Postcode

= Town/City: Company location

= Country

= Province

= Currency: Currency in which bids will be made

= ldentity number: Financial ldentification Number. (Write it
without spaces or hyphens between the letter and the number)

= Turnover: Company's annual turnover in thousands of euros.

= Important customers: If the purchasing company is already a
customer of yours indicate this, as well as other customers you
want to refer to.

= Certifications: Specify whether the company has an AENOR
certificate or any I1SO standards or whether it is in the process of
applying for a standard.

= Website address: Indicate the company's web page.

» Remarks: Describe the company's main activity following this
pattern:

To continue with the registration process, press next.

2.3 Company activities

In this step, the supplier should indicate which activities correspond to
its company. Therefore the purchasing company will be able to know
which products/service may provide each supplier.
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Supplier registration: Company activities (Step 2 of 4)
You must now specify your company activities,
Use the tree to select the activities.

When you have finished selecting the activities, click on 'Mext'.

Activity Selection: (Scroll down the activities list to the 3th level to select your company's activities.)

— = Activities A
+ = Reposicidn v consume (Fébricas)
+ =7 Pilotos UF
+ = Pilatos CIE
+ = Componentes metdlicas
+ =7 Dalphimetal
+ [ Prusha
+ = Movartis demo
+ =¥ Generales corparativas

4= Generales Centro trabajo

+ PPy Material auxiliar

+ Ingenieria e instalaciones
+ = Demo English

+ =7 Electricas

+ = Material Maier

b

In order to select the activities, press the (+) button to display the
groups inside each level.

Supplier registration: Company activities (Step 2 of 4)
You must now specify your company activities,
Use the tree to select the activities.

When you hawe finished selecting the activities, click on 'Nest'

Activity Selection: (Scroll down the activiies list to the 3th level to select your company's activities.)

+ ¢ Componentes metdlicos 4
+ = Dalphimetal
+ 7 Prueba
+ =7 Mowartis demo
+ = Generales corporativas
+ ¢ Generales Centro trabajo
+ = Material auxiliar
+ =r Ingenietia & instalaciones
— = Demo English

+ = Electronics

— =7 Plastics

— =[] Plastic Housing
+ = Type 1 Plastic Mouldings

+ E=r Transport & Packaging a2

PO - — P - R Lo
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To continue with the registration process, press next.

2.4 User details

In this section, the company's contact person details should be
indicated.

Supplier registration: Details of the main user
(Step 3 of 4)

To gain access to the portal as validated supplier, you will need to fill all data
requested and then cick in "send"”. Once you have been authorized and as main
user, you will have the possibility to create new users for your company.

* Fields marked with an asterisk are mandatory. For security reasons, the user and
password must be at least six characters long.

Uszser [*) :
Pazsword [*)] :

Confirmn password

[

Lazt narme [*]:
Marme: [*]1
Department [*] :
Position [*] ¢

Telephone [(*] @

Tel.: Mobile:

Fax:

Ernail [*) :

Language [*] : Engli.sh Y

Desired ermail
@Text {:} HTML
format:

<< Back Next =

= User code: User's personal code (min. six characters). This is
the second of the three keys required for accessing the private
supplier area once registration is accepted. This code does not
have to match the company code registered in "General company
details".

= Password: User password of at least six characters. This is the
third of the three keys required to access the private supplier
area once registration is requested.

Special characters and blank spaces must not be used in either the
user code or the password.
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= User's personal details: Surnames, name.

= Department: Department of the company to which the user
belongs.

= Job: Indicate the user's job within the company.

* Phone numbers: Indicate at least one contact number.

= Mobile phone: Indicate the user's mobile phone number.
» Fax: Indicate the fax number.

= E-mail: Indicate the e-mail address to which the user has
access.

= Information about bid requests will be sent to this
address. It is therefore vitally important to keep this e-mail
address up to date in the database at all times.

= Language: Indicate the contact person's language.

= Receive e-mails in format: Indicate the type of format in which
you want to receive e-mails from the customer.

To continue with the registration process, press next.

2.5 Registration confirmation

Once the information required for requesting registration as a the
purchasing company supplier has been entered, a screen like the
following one will be displayed.

Supplier registration: Confirm registration
(step 4 of 4)

Press the "Send’ button to complete your registration,

You have already filled all requested information for your validation as
portal supplier

If you wish to check your details, click on the 'Back’ button at each stage
of the registration process,

To check the details entered, the Back button at each registration step
should be pressed.
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Once all details are correct, the Send button should be pressed in order
to complete the registration request.

Registering supplier

|Regi5tratiun complete. |

Clase

NOTE:

The supplier company is now registered at the purchasing company’s
portal. However the purchasing company should confirm acceptance
before the supplier can access the portal.

Once the supplier receives this confirmation, it will be able to access the
portal using its access codes.
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