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1 Introduction

This document describes the steps that you as a supplier need to follow in order to request registration
in the Cruz Roja Espafiola Supplier portal.

1. Click on the “Sign in” link

Enter user data and accept the documents

Follow the registration process

2
3
4. Confirm the form with your company details
5. Receive authorization mail

6

Set up a password

2 Supported Browsers

The following browsers are compatible with the portal, please use one of these to access the Supplier
Portal.

e Google Chrome
e Moizilla Firefox

e Edge Chromium



3 How to request registration in the Supplier Portal

3.1 Step 1> “Signin” link

To start the request for registration in the portal, first you have to click on the "Sign in" link on the
portal's homepage (https://suppliers.abeienergy.com/)

Supplier’s Portal

PLEASE, LOGIN

User

TECHNICAL SUPPORT

Powered by

Fullstep

3.2 Step 2 > Request registration in the portal

In this step, the basic data of the person performing the registration are requested, and it is necessary
to download and accept the following documents:

e Cookies policy.
e Privacy Policy.

e Legal Notice.

Each acceptance document includes a link to view/download the document that is required to be read
and accepted.



PORTAL REGISTRATION REQUEST

Before starting the application for registration in the Portal, it is necessary that you enter your contact
details and accept the following documents before proceeding with the registration of your company:

Name:*
Surnames:*
Email:*

Phone Number:*

Accept Cookies policy
Accept Privacy policy

Accept Legal Notice

The fields marked with * are mandatory.

Once the required documents have been accepted and the contact details filled in, press the "Send"
button.

The system will send an email with the subject "Email confirmation in the Supplier Portal" to the email
address provided.

abei:

AT

Confirmation of email in the Supplier Portal

Dear Manuel Paredes,

Once your email has been confirmed you may proceed to register your company in the
Supplier Portal through this link:

Continue with the registration

Please remember that "Continue with the registration” link expires 24 hours after requesting
registration. If the link has expired, you must do the registration process again on the portal.

If you have received this email by error please delete it

Best regards




Click on the "Continue with registration" button to begin step 3 of this guide.
The link in the confirmation email expires 24 hours after the account is created.

If it expires, you will have to click on the "Sign in" link again to start a new registration request.

3.3 Step 3 > Company data

You need to identify as a supplier to Abei To do this you must fill in the data of your company in the 2
existing tabs:

"General Company Data" and "Purchase Categories".

Portal supplier registration

Datos Generales de La Compahia_EN

UR! Code assigned to ABEI as a clier
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Note. In order to access all your company data, please use the vertical scroll bar.

O

It is of utmost importance that the people and contact details are always updated, as this facilitates
communication at all times

abe;
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Portal supplier registration

Supplier Template

Categorias de compra_EN

Purchasing category:*

¥ Purchasing category
> 1- SERVICES

» [] 2-MACHINES




Once you have filled in all the necessary information (in the 2 tabs), press the "Save" button (bottom
right) and then the "Next" button (top right).

abe:

Portal registration request |

91320115MA1TOLNOBS - CSUNPOWER Technology (Nanjing) Co., Ltd

Register flow Status: Draft

Task: Solicitar registro Responsible: Supplier Task assignation date: 2/2/2021

Datos Generales de la Compaiia_EN Cat de comy

General data -

Tax identification type:* Tax identification number:*

Universal Numbering System v 91320115MAITILNOES

ame Address:*
WER Technology (Nanjing) Co., Ltd Na.19 Suyuan Avenue, Jiangning, China
Post code:®

734643

v liangsy| -

A message will appear on the screen indicating that the registration request has been successfully
sent.

abei:

The Portal registration application has been successfully submitted.
When it is processed you will receive an email with the result.

IMPORTANT

Your request for registration in the portal must be reviewed and authorized, therefore, you will have
to wait for a second mail with the subject "Notification of authorization in Portal" confirming your
access to the portal.



3.4 Step 4 > Set up a password

Once the request for registration in the portal has been authorized, you will receive a notification with
the subject "Notification of authorization in Portal" confirming the registration in the portal. You will
have to click on the "Complete registration" link and set a password for accessing the portal.

Below is an example of the body of the portal registration notification email.

abei:

Tuant

Notification of Autorizado in Portal

Dear David Lee,

‘We advise you that you have been authorized as a potential provider to Portal ABEL To login with
your user code you will need to establish a passwaord through the following link:

Complete the registration

You have 24 hours from the date the notification was sent to utilize this link. After the expiration of
this period of time you may request the renewal of the password in order to obtain a new valid link. If
you continue to encounter login problems, contact our Supplier Support Service,

ACCESS5 DETAILS

User code gfv@fullstep.com

COMPANY DETAILS
Business Name GABO TEST
Identification number 44109752F

Your user code is indicated in the email, which is the email address indicated in the first step of the
registration request:

If you click on the "Complete Registration" link, you will be sent to the page shown below in order to
set your password:

SET PASSWORD

Password:

Password confirmation:



By pressing the "Start" button the system will redirect the supplier to the private part of the portal
where they can manage your certificates, non-compliance and company data.

Home
Welcome Customer service
Abei provides its suppliers with an online platform that responds to all their requirements using a single 910 770 908
portal A direct communications channel to the toals and services required for agile and efficient suppliers.support@abeienergy.com

Offer requests

management of daily operations. This portal is a crucial factor when building reliable and mutually

beneficial relationships: simplicity, control and transparency. Welcome to our Supply Portal
Quality

Links

« Cookies policy

The passwords are personal and must be entered each time the supplier wants to access the private
area.

4 Portal access

To access the private part of the portal, please enter your credentials on the home page.

The user code is the email address indicated in the first step of the registration, and the password is
the one indicated in the last step.

PLEASE, LOGIN

User

gfv@fullstep.com

Password

Forgot your password?

Sign in Register Guide

Click the “Login” button.



If the data entered is correct, the system will display the home page of the private part of the portal.

If the user code does not exist, or the password is not correct, the system displays the following error
message.

PLEASE, LOGIN

User

gfv@fullstep.com

Password

Forgot your password?

User name or password is incorrect

Sign in Register Guide

4.1 Remember password > Reset password.

If you do not remember your password, you can change it by clicking on the “Forgot your password?”
link. Under no circumstances will the old password be notified via email.

You will access the window shown below:

r

RECOVER THE PASSWORD

Whether you have forgotten your password or the account activation link has
expired, enter the email address associated with your account and click Send.
We will send you a link to reset your password.



https://preproveedoresbea.fullstep.net/#/login/recover-password-user

You will have to indicate the email address with which you are registered in the portal and the system
will generate an email to reset your password, as shown below.

Password reset notification

The body of the message contains a link to a page in the portal where you can establish a new
password. When you click on this link you will access a window where you can enter the new
password.

The password must be entered twice and, by clicking on the "start" button, the supplier will be able
to access the private area of the portal.

It is important to note that the link to reset the password has an expiration period of 24 hours.



