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SCOPE

This document shows, step by step, how to sign up on SAP Business Network (Ariba) and how to complete and submit
Aecon’s Supplier Registration Questionnaire. Submitting the questionnaire starts your onboarding as an Aecon supplier.

It is written for anyone completing the registration, including people who do not use computers often. Most steps have a
picture of the screen you should see, and the instruction for each step is printed on the same page as its picture.

TERMINOLOGY

Account administrator: The person at your company who controls your company’s SAP Business Network account.
Only they can change some account settings.

ACH: Automated Clearing House. The U.S. version of EFT.

Aecon buyer: The Aecon person who asked you to register. Their name is shown in your invitation email. Contact them
with questions about Aecon’s questionnaire.

ANID: Ariba Network ID, in the format ANOOO0000000QO. It is your company’s account humber in Ariba. It links your
account to Aecon and helps SAP Support find your account.

Ariba Network: Previous name for SAP Business Network.

Ariba SLP: Ariba Supplier Lifecycle and Performance. The part (module) of SAP Ariba that Aecon uses for supplier
onboarding.

Bank key: The number that identifies your bank and branch. In Canada it is the institution number + transit number. In the
U.S. itis the ABA routing number.

DBA: “Doing business as”. A trade or operating name that is different from the company’s legal name.

EFT: Electronic Funds Transfer. Payment sent electronically from Aecon’s bank account to yours.

IBAN /| SWIFT: International bank numbers used to pay suppliers whose bank is outside Canada and the U.S.

ISN (ISNETWORLD): Enterprise software used for prequalification to manage subcontractors with a contract value of
$100,000 or greater and/or performing High Risk Works.

Mandatory questions: Questions that must be answered. They are marked with a red asterisk (*). If one is left blank, the
system shows an error when you try to submit.

NAICS code: North American Industry Classification System code (pronounced “nakes”). A six-digit number that
describes your type of business.

Ordering address: The address materials are shipped from. It prints on the Purchase Order. It is not used for payment.
Registration: There are two registrations: (1) registration to SAP Business Network (your login account), and (2)
registration with Aecon as a supplier, by submitting the Supplier Registration Questionnaire. The questionnaire is found
inside SAP Business Network.

Remit-to address: The address where payments are sent. It may be different from your mailing address.

SAP Business Network: A website where buyers and suppliers do business online. It was formerly called the SAP Ariba
Network. Suppliers can work with many companies on it, not only Aecon. To be onboarded in Aecon’s system, you
must register on this platform to access and complete Aecon’s Supplier Registration Questionnaire.

Save draft: A button that saves your answers. The form has a 5-minute time limit, so click Save draft often so you do not
lose your work.

Subcontract Agreement: A subcontract is a contract between a party to a prime contract (prime contractor) and another
party (subcontractor) for a subset of the prime contract scope.

Subcontractor: Any counter party to a subcontract that is not Aecon. A subcontractor is an individual, partnership, trust,
or corporation that provides construction services bound by a subcontract agreement with Aecon. i.e.: Erection,
excavation, installation, alteration, modification, repair, improvement, demolition of any part of a building/structure.
Submit Entire Response: The button that sends your completed questionnaire to the Aecon buyer for review.
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1. BEFORE YOU START

1.1 Have these documents ready

Save these documents on your computer before you begin. You will attach them to the questionnaire. Files must be easy
to read and must not be editable (PDF or picture).

Tax document that shows your company name and tax number. Canada: CRA GST/HST confirmation. U.S.:
W-9. Other countries: a government tax or business registration document.

Proof of address that shows your company name and remit-to address. A blank invoice is best. Letterhead, a
pricing agreement, official website, a void cheque or a bank letter are also accepted.

Proof of banking: Banking document. For example, a void cheque or a letter from your bank showing your
company name, account number and bank numbers. (Not needed if you are paid by cheque.)

Proof of your SWIFT code, if you are paid by Wire or SWIFT and your bank document does not show it.

Your ISN number, if your work requires one. Check with your buyer

A government document that links two names, if the name on your invoices is different from the name on
your tax or bank document.

O 0O o o O

1.2 How to use this guide

When you see... It means...

A grey box with a STEP number Do this action. The picture in the same box shows the screen you should see.

A red box or red arrow in a picture This is where to click or what to fill in. (On a black-and-white printout, look for
the outlined box or the arrow.)

Bold italic words The name of a button or link exactly as it appears on the screen.

A yellow IMPORTANT box A common mistake that causes your registration to be sent back.

1.3 Where to start

Your situation Start at

You received the Aecon invitation email and have never used SAP Section 2.1, then 2.4 (create a new account)
Business Network

Your company already has an SAP Business Network account Section 2.1, then 2.5 (log in with an existing
account)

You are already logged in and need to find Aecon’s form Section 4

Aecon sent your registration back to you to fix or update Section 7.2
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2. ACCESS SAP BUSINESS NETWORK (ARIBA)

2.1 Open the registration invitation

SN Open the invitation email from Aecon and select Click Here.

e The email shows the Aecon buyer’'s name, but the sender address ends in @ansmtp.ariba.com. This is
normal.
e If you cannot find the email, check your junk or spam folder.

Invitation: Register to become a supplier with Aecon Construction Group Inc.- =
TEST Inbox =
@ Rosalia Hidalgo <s4system-prod3+745783658-T. Doc2345528670@ansmtp.ariba.coms Thu, Aug 6, 12:22PM Y @ “
@ to Sammy -

Register as a supplier with Aecon Construction Group Inc.-TEST

Hello!Rosalia Hidalgo has invited you to register to become a supplier with Aecon Construction
Group Inc.-TEST. Start by creating an account with SAP Business Network. It's free.Aecon
Construction Group Inc.-TEST uses SAP Business Network to manage its sourcing and
procurement activities and to collaborate with suppliers. If THE SAFETY MAN WESLEY G HENRY

already has an account with SAP Business Network, sign in with your user name and password.
Click Here fo create account now

What you see: The invitation email. The Click Here link is outlined in red near the bottom.
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2.2 Choose how to sign in
After you click the link, you will see three buttons. Use this table to choose:

Create new account

Use existing account

Review Accounts

Your company has no SAP Business Network account, or nobody Section 2.4
can give you access to the existing one. This is the most common
choice.

You (or a co-worker) already have a username and password for Section 2.5
your company’s account.

Optional — Not recommended. SAP found accounts that may belong | Section 2.3
to your company, and you want to look at them.

2.3 Review existing accounts (optional)

I31=2E0 If you see the message “We found existing accounts...”, you can click Review Accounts to see possible

matches.

Aecon Construction Group Inc.-TEST

Connect with Aecon Construction Group Inc.-
TEST on SAP Business Network to
collaborate.

We found existing accounts hased on the information you
entered. Please review.

Review Accounts |

Use existing account

Create new account

What you see: The Review Accounts button is outlined in red.
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I31Z2F1 Look at the matched accounts under Top recommendations. Check the Match Criteria list for each
account.

¢ Do not select an account that has a red X in its Match Criteria section.
e If an account is clearly your company’s, click Contact administrator, then Send to ask for access.
e |f the administrator adds you as a user, you can then log in through the invitation with that account.

Review Accounts
Company Name: Corporate Email / Domain: Country: Tax [ VAT ID: DUNS Number:
[ LAKESIDE INDUSTRIAL | c.0.n.tactnamecontac.last... Canada [CAN] ~ ®
AHR
@ ‘Your company may already have a matching account. Please review the recommended accounts below.
Top recommendations (3)
LAKESIDE LAKESIDE INDUSTRIAL SERVICES Northern Industrial
ROOFING LIMITED
AN11536735097 AN01000886000 AN115356021931 Do NOT select
BNO- BNO-100000116567982 BNO-100000184529260 any vendor that
100000184564234 has an X in this
Match Criteria Match Criteria \::.hon
Match Criteria
Email Domain ) Email Domain &)
Email Domain
© CAN © CAN ©
NZL %)
® CA-ON ® CA-ON ®
DC Region @ DC Region &)
DC Region
g © DUNS Number ® DUNS Number ®
DUNS Number ® e
Contact administrator Contact administrator

Contact administrator

What you see: Three possible matches. The red note shows an account with red X marks that should not be selected.

IMPORTANT: We do not recommend waiting for an administrator to reply. They may miss the email or may no longer
work at your company. If your company truly has an existing account, someone should have access to it. Ask your co-
workers or manager. If you are given credentials, use them to log into Ariba. Click Back and use Use existing
account (Section 2.5).

If none of the accounts belong to your company, click Back and use Create new account (Section 2.4).
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2.4 Create a new account
If your company already has an account, skip to Section 2.5.

Click Create new account.
Aecon Construction Group Inc.-TEST
Connect with Aecon Construction Group Inc.-
TEST on SAP Business Network to
collaborate.

We found existing accounts based on the information you
entered. Please review.

Use existing account ®

I Create new account @I

What you see: The Create new account button is outlined in red at the bottom.

S Select USA: Quincy, WA and click Next.
e Always choose USA: Quincy, WA — even if your company is in Canada or another country.

Choose a Data Center

Your account and profile will be created and maintained in the chosen data
center

(® USA: Quincy, WA

(O Netherlands: Amsterdam

A India- .
(L) India: Mumbai

() Saudi Arabia: Dammam [Public Sector]

() Saudi Arabia: Dammam [Private Sector]

What you see: The data centre list with USA: Quincy, WA selected and outlined in red.
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11 A note appears. Click Confirm.

Choose a Data Center

Your account and profile will be created and maintained in the chosen data
center

(®) USA: Quincy, WA

A Note

You can change the selected data center only until the account creation
process is completed. To make changes, start the onboarding process
again by returning to Data center picker page, where the required Data

center can be selected again.

What you see: The Note window. The Confirm button is outlined in red.

S1EX] Check that the email address shown is your email address. Click Proceed.
e Ifitis not your email, stop and contact your Aecon buyer.

Verify your email before
you proceed...

Please provide the email that you want to use to create your new account.

Email: *

c.o.n.tactnamecontac.lastname@gmail.com

[Proceed ]

What you see: The Verify your email screen. Proceed is outlined in red.
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E1EEA Open your email inbox. Find the email “Action required: Your One Time Password” and note the 6-digit
number.

e Check your spam folder if it does not arrive.
The number works for 30 minutes only.

Action required: Your One Time Password inbex x

€ SAP Business Network <noreply@us bn.cloud.ariba.coms= 12:28FM (0 minutes aga)

. to c.ontactna mecontaclastname -

w Business Network

Hello,

Your One Time Password (OTP) is : 294163

Enter the OTP to start your registration for SAP Business Network.

This OTP is valid for 30 minutes. If you do not enter the correct OTP within that

time, you may request a new OTP.

Sincerely,

What you see: The One Time Password email. The 6-digit number is highlighted in yellow.

S1E Go back to Ariba. Type the 6-digit number into the boxes and click Continue.

< Back (3 Help

Enter your One Time
Password

Please enter your one time password sent to
c.ontactna.mecontaclastname@gmail.com. Your password
expires in 30 minutes.

2l 9 4 1 6 3

What you see: The Enter your One Time Password screen with the six boxes and the Continue button outlined in red.
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SIS 4 Check your company information. Most fields are already filled in. Select your Province | State — this is the
only field you must fill in yourself.

e A DUNS number is not required. Leave it blank.

(@ Help

Aecon Construction Group Inc.-TEST

Create an account to connect and
collaborate with Aecon Construction
Group Inc.-TEST on SAP Business
Network

Company Information
Optional
DUNS Number:

What is a DUNS number?

Company Legal Name:* (D)
THE SAFETY MAN WESLEY G HENRY

Country / Region: *

Canada [ CAN ] (Y

Address Line 1:* (0
1250 13TH AVE SE

Address Line 2:

City:*
SALMON ARM

Province: *

British Columbia [ CA-BC | ~

Postal Code: *

V1E 2G7

Administrator Account Information ()

Name: *

What you see: The company information form. The Province field is outlined in red.
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S1EX Scroll down. Create a Password and type it again in Repeat Password. Tick both agreement boxes and the
I’'m not a robot box. Click Create account.

Write down your username (your email) and password and keep them somewhere safe.

¥

SALMON ARM

Province: *

British Columbia [ CA-BC ] v

Postal Code: *

V1E 2G7

Administrator Account Information (i)

Name: *

Sammy Safe

Email:

c.ontactna.mecontaclastname@gmail.com

Use my email as my user name

Password: *

LTI L]

Repeat Password: *
[N &

| have read and agree with the Terms of Use.

| hereby agree that SAP Business Network will make parts of my
Personal Data (as defined in the Privacy Statement) accessible to
other users and the public based on my role within the SAP
Business Network and the applicable profile visibility settings.

Please see the Privacy Statement to learn how we process personal
data.

™

reCAPTCHA

\/ I'm not a robot

W © 2025 SAP SE or an SAP affiliate company. All rights reserved.  Privacy St...  Terms... LegalDis... Cop... Trad...

What you see: The bottom of the form. The password fields and the three tick boxes are outlined in red.
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S1EE] If you see the message about existing accounts again, click Continue account creation.

® Help

Aecon Construction Group Inc.-
TEST

Create an account to connect and
collaborate with Aecon
Construction Group Inc.-TEST on
SAP Business Network

We found existing accounts based on the
information you entered. Please review.

Continue account creation

What you see: Continue account creation is outlined in red at the bottom.

S1IEN 0] You will see “You are almost done”. Wait. The page will change by itself after a few moments.

You are almost
done

You will soon receive an email confirmation
once your account is created. Please wait a
moment. The page will automatically
redirect once the process is complete.

What you see: The “You are almost done” screen. No action is needed.
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SN You will receive a Welcome to SAP Business Network email. Keep it. It shows your username, your ANID

and a link to sign in.

B O B =

Welcome to SAP Business Network  inbox =

1 minute S0

SAP Business Metwaork -norep

@
. to c.ontactna mecontaciast

%

t:.' '.I Business Network

Welcome to SAP Business Network

Dear ¢ ontacina mecontaclastname@gmail.com,

Please find your account information below:

Company name

User name

SAP Business Network ID
Business Network 1D

Administrator email

THE SAFETY MAN WESLEY G HEMRY

c.ontactna.mecontaclastname(@gmail.com
AN11455404258-T
BNO-100000179794804-T

c.ontactna.mecontaclastiname(@gmail.com

Get Started
Follow these steps to set up your account:

1. Complete your company profile

When you log in, you will see a customer-specific page with information they
have requested.

2. Update your company profile

Potential customers can search for and review profiles to discover business
opportunifies.

3. Explore SAP Business Network Discovery

Find and participate in a variety of business oppertunities.

Sincerely,
SAP Business Network

What you see: The welcome email. Your company name, username and SAP Business Network ID (ANID) are highlighted.
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IMPORTANT: This email does not mean you are registered with Aecon. You must still complete and submit Aecon’s
Supplier Registration Questionnaire (Section 5).

Y11= VY Back in Ariba, you are now logged in. Choose your cookie setting (for example Accept All).

This site uses cookies and related technologies, as described in our Cookie Statement, for purposes that
may include site operation, analytics, enhanced user experience, or advertising. You may choose to
consent to our use of these technologies, or manage your own preferences.

Privacy Statement | Cookie Statement

Accept All m Manage Settings

What you see: The cookie window with the Accept All, Deny All and Manage Settings buttons.
Next: If you see a screen titled “Update your company profile”, go to Section 3. Otherwise go to Section 4.

Copyright © Aecon Group Inc. All rights reserved. If printed, this document is uncontrolled.



DOCUMENT ID.
REVISION NUMBER 02
A E CDN WORK INSTRUCTIONS EFFECTIVE DATE November 01, 2026
PAGES Page 17 of 67
SUBJECT: Supplier Ariba Work Instructions

2.5 Log in with an existing account

Use this section if your company already has an SAP Business Network account and you know the username and
password.

Have ready: your SAP Business Network username and password.

NOTE: Your account must be active for the invitation link to work. If you have not logged in for a long time, first make
sure you can sign in to your account, then click the link in the invitation email.

SN Click Use existing account.

Aecon Construction Group Inc.-
TEST

Connect with Aecon Construction
Group Inc.-TEST on SAP Business
Network to collaborate.

We found existing accounts based on the
information you entered. Please review.

Use existing account

Create new account

SE or an SAP affiliate company. All rights reserved.  Privacy S5t...  Terms ... Le|

What you see: Use existing account is outlined in red in the middle of the screen.
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S1EA Type your Username and Password, then click Connect.
e Forgot your password? Click Forgot your password? under the password box.

Aecon Construction Group Inc.-
TEST

Sign in to connect with Aecon
Construction Group Inc.-TEST

Usermame:*

Forgot your username?

Password: *

Forgot your password?

What you see: The sign-in screen. The Username and Password fields are outlined in red.

Next: If you see a screen titled “Update your company profile”, go to Section 3. Otherwise go to Section 4.
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3. UPDATE YOUR COMPANY PROFILE (ONLY IF SAP ASKS)

Some accounts must update their SAP Business Network profile right after logging in. If you do not see the “Update your
company profile” screen, skip to Section 4.

your SAP company profile. It is not Aecon’s questionnaire.

I NOTE: This is an SAP Business Network requirement, not an Aecon requirement. Aecon cannot see the information in

1158 Click Update.

N <

<] = portal.us.bn.cloud.ariba.com

Update your company
profile

You must provide your products and service categories and ship-to or
sernvice locations so that you can be discovered by customers searching for
companies like yours,

Sign Ous

&

What you see: The “Update your company profile” screen. The Update button is outlined in red.
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11204 On the Product and Service Categories tab, click Add Category.

-
E- ¥ Business Network Test Mode Standard  Upgrade H DR & AS
Home Enablement Discovery ~ Workbench Orders ~ Fulfillment + More ~
- -
Edit Products And Services
) Please comect any cmors before continuing
@ Product and Service Categories £ Ship-to or Service Locations Industries
Enter your company’s products and senices. Postings made by bayers will be matched to wou based on the product and service categories you enter below.
Product and Service Categories: ¥
sl
Selected categories (0)
-
No categories selected yet
Add product and service categories to help customers find you faster and
MOFe acourately.
Add Category
| Cancel |
v
L 1 ]

What you see: The Edit Products And Services screen. Add Category is outlined in red in the middle.
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S1EE] Type a word that describes what your company sells or does (1). Click Go (2). Tick at least one result (3).
When it shows under Selected categories, click Save (4).

EI”  Business Network v Test Mode Standard  Upgrade 1 0 ) (D AS
Home Enablement Discovery v Workbench Orders ~ Fulfillment ~ More ~ e

Edit Products And Services

@ Flease correct sny e
Browse All Categories

€ Product and Service © x G é

a
Search results '

sy & Compace () Professional & Adminiswratives Services > Real Estate Services » Lease and rental of property or building >

Product and Service Cate| Commercial or industrial facility rental
() industrial Manufacturing Services = Menufacturing Support Services = Industrial printing services » Digital industrial
giing services

Selected categorie: !r:.Ll:l-iul Manufacturing Services = Menufacturing Support Services = Industris] printing services = Flexographic
industrial D"'mng senvices

] Food and Beverage Products = Dairy Products & Eggs » Eggs and egg substitutes > in shell checked and dirty egg
Industrial from birds otner than chickens

_| Food and Beverage Products = Dairy Products & Eggs > Eggs and egg substitutes > In shell checked and dirty cgg
Industrial fram chickens

| Distribution & Conditioning Systems > Pipe piping and pipe fitings > industrial pipe and piping > Industrial ABS pipe
[_] Chemicels = Elements & Gases = Industrial use gases = Indusirial sir

(C] Diswibution & Conditioning Systems = Pipe piping and pipe finings = industrisl pipe and piping = Industial aluminum

Selected categories (1)

FLENDSTEQ"IC Indusirial Prinung senvices x x
4

‘Add product and service categories 1o help customers find you faster and
more accurstely.

g

. Cancel |

What you see: The Browse All Categories window. The numbers 1 to 4 show the order of the clicks.
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S1EX Click the Ship-to or Service Locations tab.

ha'l"’ Business Network v Test Mode Standard  Upgrade T Q2 @ As

Home Enablement Discovery Workbench Orders + Fulfillment More ~

Edit Products And Services

Q Please correct any errors before continuing

Product and Service Categories €3 Ship-to or Service Locations Industries

Enter your company's products and services. Postings made by buyers will be matched to you based on the product and service categories you enter below.

&

Product and Service Categories: ®

Selected categories (1)

Flexographic industrial printing services

Feedback

Cancel
v
4 .

What you see: The category chosen in Step 3 (Flexographic printing services) now shows under Selected categories. The Ship-to or
Service Locations tab is outlined in red.
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1158 Click Add Location.
-
E- ¥ Business Network Test Mode Standard  Upgrade H DR & AS
Home Enahlement Discovery ~ Workbench Orders ~ Fulfillment « More ~
- -
Edit Products And Services
D Please comect any errars before continuing
Product and Service Calegories a Ship-to or Service Locations Inclustries
Add the locations youw compeny ships 1o or senves. Buyers and their postings are matched to you based on the locations in your profile.
¥ you have global capabilities. toggle on "Serve globally”
After adding locations, click the building icon to mark locations with a physicel presence. The icon will be highlighted when selected
(orr ] serve Glonally
Ship-ta or Service Locetions:*
| 5]
Selected locations (0)
No locations selected yet
Add Ship To or service locetions 1@ help customers find you faster and
more accuratsly
Cancel
L
4 »

What you see: Add Location is outlined in red near the bottom.
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S1EA] Search for, or open the list and tick, at least one place where you sell or provide services. When it shows
under Selected locations, click Save.

E’l Business Network * Test Mode Standard  Upgrade w1 Q B ® AS
Home Enablement Discovery Waorkbench Orders v Fulfillment ~ More « B
Edit Products And Services

@' Please commect any emors before continuing

Product and Service Catey p ., ce All Locations

Add the locations your ooy
if you have global capabil A
After adding locations, clit  Select locations (Max 10)

Serve Globally -:rth America

Ship-to or Service Locatio| » [ ] United States
) Bermuda
Selected locations anaca
|_) Greenland
> [ Mexico

|_J Saint Pierre and Miguelon
» Central America
» South America
* The Caribbean
Selected locations (1)

Canada

q Cancel E

s A

What you see: The Browse All Locations window. Canada is ticked and shows under Selected locations (highlighted in yellow).
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1104 Click Save at the bottom right of the page.
e You will be taken to your company profile page. Continue to Section 4.
'
E? Business Network ¥ Test Mode Standard  Upgrade H 0 R @ AS
Home Enablement Discovery Workbench More ~ B v~
- L ]
Edit Products And Services
Product and Service Categories Ship-to or Service Locations Industries
Add the lecations your company ships to or serves. Buyers and thelr postings are matched to you based on the locations In your profile.
If you have global capabilities, toggle on "Serve globally™
After adding locations, click the building icon to mark locations with a physical presence. The icon will be highlighted when selected.
Serve Globally
Ship-to or Service Locations:
()
Selected locations (1)
Canada B X
m Cancel
r
4 »

What you see: The location now shows under Selected locations. The Save button at the bottom is outlined in red.
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4. OPEN AECON'S SUPPLIER REGISTRATION QUESTIONNAIRE

4.1 Find the questionnaire

You may be taken to the questionnaire automatically. If not, you will land on the Home page or your company profile.
Follow these steps from either page.

Sy At the top of the page, click More (1), then click Proposals-Questionnaires & Contracts (2).
e If you can already see Proposals-Questionnaires & Contracts at the top, click it directly. You do not need

More.
E’ Business Network ¥ Test Mode Standard Upgrade < Q B ® RS
Home Enablement Discovery v Workbench Orders v Fulfillment Invoices v Payments ~ Catalogs v 4More . B v
Assessments |
Proposals-Questionnaires & Contracts
0 e 1o AP B > - 0 Leads ~ | By Product el Q

What you see: The Home page. More is marked 1 and Proposals-Questionnaires & Contracts is marked 2.

SIS S NS RO (elV) g (o) S IM=] From your company profile page, it looks like this. Click More, then
Proposals-Questionnaires & Contracts.

ETY  BusinessNetwork v | TestMode Stondord  Upgrade W 0O R @ RS
Home  Enablement  Discovery v  Workbench  Orders v Fulfillment v Invoices v Payments v Catalogs v Assessments E - e
RED SKY INCORPORATED View My Public Profile | | Go to Catalog | se»
BNO ID: BNO-100000179030290-T | ANID: AN11445670444T | DUNS: —

&2 Unlock our data-backed suggestions to improve your business.

Optimize your visibility to grow your business on the network by adding the promote subseription

What you see: The company profile page with the menu item outlined in red at the top right.
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I31Z2F1 Under Registration Questionnaires, click Supplier Registration Questionnaire.

e Make sure Aecon Construction Group Inc. is selected under Customers on the left.

e This is the only form you need to complete for Aecon.

ETY  Business Network v Test Mode Standard Upgrade < Q B @ S5
Home Di: y v Orders v Fulfillment v Invoices v Payments v Catalogs v Assessments More v B v

Proposals and Contracts

Customers (1)

Search

Aecon Construction Group Inc.-TEST

Welcome to the Ariba Spend Management

site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers this site in an effort to

~ R

ensure market integrity.
i1
Proposals and Questionnaires  Contracts
> e ——
Home
Events
Title D End Time |}

Registration Questionnaires

‘ Title

v /
Supplier Registration Questionnaire |

Qualification Questionnaires

Title D End Time §
Questionnaires
Title D End Time 4

Event Type Participated
No items
D End Time |
Doc2345528670 5/9/2026 16:22
Commodity Regjons
No items
Commodity Regjons
No items

Proposals-Questionnaires & Contracts.

‘oposals-Questionnaires & Contracts

AR

Status

Invited

Status

Status

v

What you see: The Proposals and Contracts page.

The Supplier Registration Questionnaire link is outlined in red with an arrow.
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4.2 Get to know the form

Click the double down-arrow in the top-right corner to make the form bigger.

e Save draft (bottom of the page): click it every few minutes. The form logs you out after 5 minutes without
saving.

e Submit Entire Response: click it only when every question is answered (Section 6).

e The list on the left (1 General Supplier..., 2 Industry Key, 4 Payment, 5 Bank Details, 7 New Remit to...) lets
you jump to a section. Not every section is listed there; scroll to reach the others.

e Ared asterisk (*) means the question must be answered.

o o f32  Company Settings Brenda Primer Feedback Help
Ariba Sourcing y v T Messages
< Go back to Aecon Construction Group Inc.-TEST Dashboard Desktop File Sync
. . . . . Time remaining
Console E Doc2338381164 - Supplier Registration Questionnaire CI-)
& pplier Reg 29 days 23:02:21

Event Messages

Event Details All Content =
Response History
Response Team Name 1
1 General Supplier Common A
Information Questions [ ]
¥ Event Contents —_—
1.1 Jurisdiction ‘ [CAN] - Canada A
All Content 1.2 Request Type (@ K| [KRED] - New Supplier / Remit to A% ‘
1 General Supplier 1.3 Legal Supplier Name | BLACK PAPER COMPANY |
Com...
1.4 Supplier Contact email (i) b |
2 Industry Key :
1.5 Business Contact Name (i) X| | -
4 Payment WX ] 4

(*) indicates a required field

Bank Details
New Remit fo Submit Entire Response [ Save draft l [ Compose Message l [ Excel Import l

Hidden Questions

o

~

11

What you see: The questionnaire. The double down-arrow (top right) and the Submit Entire Response / Save draft buttons (bottom)
are outlined in red.

NOTE: Some questions appear only after you answer an earlier question. If a question on your screen is not covered
in this guide, answer it if it has a red asterisk (*), or ask your Aecon buyer.
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4.3 How to attach a file (used throughout the form)
Several questions ask you to attach a document. Attaching works the same way every time:

Y11= Click the Attach a file link beside the question.

1.8.4 Business ID Number (i) ‘ |

1.8.5 Please attach official supporting N
documentation that supports the tax *Attach a file W
information provided

1.8.6 Will the Supplier be —_——
performing subcontracted work on ® ‘ Mo R |
an Aecon or an Aecon JV site ? e —

=Show More

What you see: The Attach a file link beside Question 1.8.5 is outlined in red.

S11= ¥4 Click Choose File (1) and select the document on your computer. (You can also drag the file onto the dotted
box.) Click OK (2).

< Go back to Aecon Construction Group Inc.-TEST Dashboard Desktop File Sync

Enter the location of 2 file to add as an Attachment. To search for a particular file, click Browse... When you have finished, click OK to add the attachment

1

Attachment]| Choose File | No file chosen

;rO? drop file here

o

What you see: The Add Attachment screen. Choose File is marked 1 and OK is marked 2.

Y11= You are taken back to the form. The file name now shows beside the question in blue.
e To replace the file, click Update file. To remove it, click Delete file.

1.10 Upload supporting document for address (i) * (] Screenshot 2024-07-11 154206.png » Update file Delete file

What you see: A file attached to Question 1.10. The file name is shown in blue with Update file and Delete file links.
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5. COMPLETE THE QUESTIONNAIRE

This section follows the form from top to bottom. The question humbers below are the same numbers you see on
your screen. Work through them in order and click Save draft often.

Section 1 - General Supplier Common Information
Where: The top of the form, under 1 General Supplier Common Information Questions.

h(elU s &=Jei2{5 S} This is what Questions 1.1 to 1.7 look like. Fill them in using the instructions below.
All Content
Name 1

¥ 1 General Supplier Common Information Questions

1.1 Jurisdiction [CAN] - Canada A
— * , .
1.2 Request Type (i) [KRED] - New Supplier / Remitto  ~r
- * . — .
1.3 Legal Supplier Name Construction Supplier
- H R * . . — .
1.4 Supplier Contact email (i) lau.renelizabethfelix@gmail.com
. — *
1.5 Business Contact Name (i) Lauren Craft
— *
1.6 Phone Number (i) 5063456789
1.7 Website

What you see: Questions 1.1 Jurisdiction to 1.7 Website. Some answers are already filled in by Aecon.

1.1 Jurisdiction

This refers to the location country of your remit-to (payment) address. It is usually filled in already. If it is filled in, do not
change it without asking your Aecon buyer.

1.2 Request Type

If it is already filled in, do not change it. The most common answer is New Supplier /| Remit to, even if you already
supply Aecon. If it is empty, ask your Aecon buyer what to select.

IMPORTANT: Choosing the wrong Request Type causes delays because your registration will be sent back to you at
the end of the review, and it will have to go through all the approvals again.
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1.3 Legal Supplier Name

e This is filled in with the name you provided to the buyer or the name we already have in our system. Check that it
matches the name on your tax document exactly, including endings such as Ltd., Inc. or LLC.

e If you invoice under a different trade name (DBA), you must insert it before the legal name, in the same box. Then
attach a document linking both names in Question 14 or 15.

e Remove accents and special characters (for example, type “e” instead of “é¢”). Most banks cannot process them.

e If the prepopulated name is very different from your company’s hame, contact your buyer before you continue.

IMPORTANT: If the name here does not match the name on your invoices, your invoices will not be processed.

1.4 Supplier Contact Email
Your company email address. Do not use an Aecon email address.

1.5 Business Contact Name
The person Aecon can contact about this registration. Aecon may call this person to confirm the details.
1.6 Phone Number

A working phone number for that person.

1.7 Website
Your company website. Leave it blank if you do not have one.

Copyright © Aecon Group Inc. All rights reserved. If printed, this document is uncontrolled.



DOCUMENT ID.
REVISION NUMBER 02
A E caN WORK INSTRUCTIONS EFFECTIVE DATE November 01, 2026
PAGES Page 32 of 67
SUBJECT: Supplier Ariba Work Instructions

Section 1.8 - Tax Information
Where: Still in Section 1, under 1.8 Tax Information. Have ready: your tax document.

1.8.1 Does Your Company Have a Government Tax Identification Number?
Your form shows one of two versions of this question. Answer the version you see:

Version 1: “Are you Tax exempt?” No if you have a federal or national tax ID (this is the
usual answer). Yes only if you do not have a government
tax ID. This question is not about U.S. tax-exemption
certificates.

Version 2: “Does your company have a Government Tax | Yes if you have a federal or national tax ID. No if you do
Identification Number (Tax ID Registration)?” not.

DN W] Version 2 of the tax questions, filled in for a Canadian supplier.

¥ 1.8 Tax Information

1.8.1 Does your company have a Government Tax o
Identification Number (Tax ID Registration)? -

1.8.3 Tax number(s) Tax Name Tax Type Tax Number

f—
| Yes V|

GST or QST or HST No. Organization 123456789RTO001 ‘

Provincial Sales Tax (PST) No.  Organization | ‘

1.8.4 Business ID Number (3 | |

1.8.5 Please attach official supporting documentation that

—_— (L ua i ile #
supports the tax information provided Z UAT_TaxiD.pdf v Update file Delete file

What you see: 1.8.1 answered Yes. 1.8.3 shows Country/Region Canada (CA) and the GST number 123456789RT0001. 1.8.5
shows the attached file.

1.8.2 - Reason for Tax exemption

This appears only if you said you have no tax ID. Explain why you cannot provide a federal or national government tax ID.
(This question is not about U.S. tax-exemption certificates)

1.8.3 Tax Number(s) - Add Each Tax Number

First select the Country/Region. Then type your tax number in the Tax Number box. It must match your tax document.

Where your company is | What to enter

Canada GST/HST number in this exact format: 123456789RT0001 (9 digits + RT + 4 digits).
Aecon collects and remits GST/HST, which uses the CRA program code RT, so use this
format only.

If you have a PST or QST number, enter it in its own row.

United States Your TIN (Taxpayer Identification Number) from your W-9. Do not enter state business
numbers.
Other countries Your national tax ID or government business number (for example, VAT number).
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1.8.4 Business ID Number
Enter your business or corporation registration number if you have one. Enter it only if different from your Tax ID number.

1.8.5 Attach Supporting Tax Documentation
Click Attach a file and attach your tax document (see Section 4.3 for how to attach).

Where your company is | Document to attach

Canada A document from the CRA (Canada Revenue Agency) showing your GST/HST number,
or a screenshot of a positive result from the CRA GST/HST Regqistry Search (search
online for “CRA GST/HST Registry”). The tax number you enter must also match the tax
number printed on your invoices.

United States Your W-9.

Other countries A similar document from your government tax agency.

IMPORTANT: The document must show the same tax humber and the same company name (legal name or DBA)
that you entered. If your DBA is not on the tax document, attach a government document linking both names in
Question 14 or 15.

1.8.6 Will You Perform Subcontracted Work on an Aecon or Aecon JV Site?

Answer Yes or No. If you already have a supplier ID with Aecon, ask your buyer whether your account is set up as a
subcontractor (SUB) before you answer. Changing this answer will overwrite the SUB settings in Aecon’s system.

1.8.7 Tax Registration Status

This appears only after certain answers to the previous question. If it appears, select the type of business you are (for
example, Incorporated Entity).
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Sections 1.9-1.11 - Company Address
Have ready: your proof of address (a blank invoice is best).

1.9 Main Address

Wis:Nmielole] Enter your remit-to address exactly as it is printed on your invoices — even if you want to be paid
electronically.

Fill in Street, City, Postal Code, Country/Region and State/Province/Region.
Aecon uses this address to help post your invoices to your account automatically.
Avoid the use of Street 2 box. It does not print on cheques.

U.S. suppliers: enter the full 9-digit ZIP code (for example 12345-6789).

The address must match your proof of address exactly.

20 Carlson Crt

Supplier adds remit-to address information - For Canada,
18 Maln address US and International Suppliers, please provide supporting
documentation of the remit-to address where you want Postal Code
payments to go as per the invoices

District: | Eygbicoke

MOW 7K6 w City: | Toronto
City

Country/Region e ®
T Ganada (CA) ~ | % satesProvince/Region

Ontario (ON) ~

1.10 Upload supporting document for address (i) wAttach a file

What you see: The Main address fields filled in for a Toronto supplier. The red note explains that this is the remit-to address.

NOTE: If your Request Type (Question 1.2) is Ordering Address, enter the address that should print on the Purchase
Order instead. Ask your buyer if you are not sure. For any other Request Type, enter the address printed in the remit to
instructions of your invoices, or where the payments should go, even if you want to be paid electronically.

1.10 Upload Supporting Document for Address

¢ Click Attach a file and attach your proof of address. The company name and the full address must be visible. The
file must be easy to read and must not be editable.

e Accepted documents: blank invoice (best), letterhead, pricing agreement, void cheque, bank letter, your official
website, or a government website.

1. If a different company name appears on the document, attach a government document linking both
names in Question 14 or 15.

e U.S. suppliers: if the proof of address document does not show the full 9-digit ZIP code, attach an additional

screenshot from the USPS.COM Look Up a ZIP Code in Question 14 or 15.

1.11 Is This an Address Change?

Leave it as No if you are working with Aecon for the first time. Answer Yes only if you already have a supplier ID with
Aecon and are giving us a different address.
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Sections 2-3 - Industry Classification
2.1 Select Classification That Best Describes Your Business (NAICS Industry Key)

\Wisr.NmEelele] Open the list and select the industry that best matches the work you will do for Aecon.

2 select Classification that best describe you business (as per NAICS) -Industry Key (i)

.l 3
’ ‘ [0023]-Construction (23 (Construction) - Establishments primarily engaged in constructing, repairing, and renovating bui...  ~~

What you see: The Industry Key list with “[0023]-Construction” selected.

3 NAICS 6-Digit Code (if available)

IS &Y Y] Type your 6-digit NAICS code in the box.

3 MAICS & digits code if available: | () | |

What you see: The NAICS 6 digits code box (Question 3).

R NSINIPRIN To find your code, go to www.naics.com/six-digit-naics. Type a word that describes your
business in the search box and click the magnifying glass. Copy the 6-digit code that best fits the work you do for

Aecon.

NAl @S TN (e T 0 el SIC SEARCHQ, DATAENRICHMENT  BUSINESS LISTS  *NEW — MARKET SIZING* COMPANY LOOKUP Q, -3 _1
onN

ASSOCI AT

NAICS Code Drill-Down Tool

/ NAICS Code/Keyword Search ]m

Click on any Six Digit Code to see the Top Business Profiles within that Industry.

NAICS Code | Industry Title ‘ Business Count Collapse
v 11 Agriculture, Forestry, Fishing and Hunting 17,768,531
¥ 1111 Oilseed and Grain Farming 58,944
111110 Soybean Farming 4,585
111120 Oilseed (except Soybean) Farming 216
111130 Dry Pea and Bean Farming 3,408
111140 Wheat Farming 7,190

What you see: The NAICS Code Drill-Down Tool website. The red arrow points to the search box.
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Sections 4-6 - Payment and Banking

4.1 Payment Method (EFT, Cheque, Wire)

Open the list and choose how Aecon will pay you. Aecon prefers electronic payments. Your choice decides what you
enter in Form Section 5 (Bank Details). Ask your buyer before you choose Wire or SWIFT.

[E]- EFT Your remit-to address is in Canada, and you ¥ 4 Payment
(called ACH in the will be paid by an Aecon Canadian company. P—
u.s.) Your remit-to address is in US, and you will 4.1 Payment Method () | [E-EFT v

be paid by an Aecon US company.

[W] - WIRE Your remit-to address cannot be paid via EFT ¥ 4 Payment
by Aecon. Check with your buyer. Most cross

border and international suppliers. 4.1 Payment Method (@ I [W] - WIRE vI

[S]- SWIFT Your remit-to addre_ss cannot be paid via EFT | |, , Payment
by Aecon. Check with your buyer. Only for
specific Aecon Companies that have this 41 Payment Method @ *‘ [S] - SWIFT Vl
functionality setup
[C] - CHEQUE If you are a JV supplier for which the JV ¥ 4 Payment
required cheque payment. Do not enter bank N
details. Skip Form Section 5 and go to Form 4.1 Payment Method (D [C]- CHEQUE

Section 6 (Is this an update to the bank
details?). Cheques use the legal name in
Question 1.3 and the address in Question
1.9.

5.1.1 Bank Details — Enter Your Banking Information
Have ready: your bank document, for example void cheque or bank letter. Skip this section if you chose Cheque.

IMPORTANT: Only fill in a bank field if your bank document shows that information. Aecon must have proof of every
bank detail you enter.
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S11=:¥Y Under 5 Bank Details, click the link Add Bank Details (0). A new screen opens.

¥ 4 Payment

4.1 Payment Method (i)

i
| [E]-EFT

5 Bank Details Add Bank Details (0)

& Is this an update to the bank details? (i)

o f .
MNo v|

What you see: Section 4 Payment with [E] - EFT selected, and the Add Bank Details (0) link outlined in red.

S11=4 On the new screen, click Add Bank Information.

< Go back to Aecon Construction Group Inc.-TEST Dashboard

All Content > 5 Bank Details

Bank Details (0)

Name 1

No items

Add Bank Information

Clicking Save will only save your Repeatable Section answers. To submit your response, you will need to click Save and then click Submit Entire Response on the main screen.

(*) indicates a required field

Desktop File Sync

What you see: The Bank Details (0) screen. Add Bank Information is outlined in red at the bottom left. Note the Save button at the

top right — you will use it in Step 6.
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Select the Country/Region of your bank (should match the Country/Region of your remit-to address). Then
fill in the bank fields for your payment method (see the table below).

e For EFT/ACH, the required fields are Country/Region, Bank Key/ABA Routing Number, Account Number,
Email for EFT Remittance and Bank Document Attached. You may fill in other fields if your bank document
shows them. SWIFT Code should not be entered.

¢ Bank outside Canada and the U.S.: enter the bank code used in your country. If you are not sure of the format,
check with your bank before you submit. Follow any warning messages on the screen.

Bank Details (1) = A
Name 1
¥ Bank Information #1 Delete
* k Type: 1
Bank Type: | No Choice
Country/Region: | Canada ‘
Bank Name: | |
¥ 4 Payment
. B Bank Branch: | |
4.1 Payment Method (D) [E]-EFT  ~
Street | |
| |
State/Province/Region | |
Bank Details
0]
State/Province/Region is limited to & characters; please use the official acronym (e.g., NY for New York) - Postal Code: | |
Account Holder Name | |
L. Bank Key/ABA Routing Number | 00408012 |
Canadian Bank Key = 8 digits Account Number
L ; A t : 345678
3 Institution + 5 Transit | 12345678 |
IBAN Number: | |
SWIFT Code: | x |
Bank Control Key: | No Choice v.‘
. *
Email for EFT Remittance (i) | contactnamecontaclastname@gmail.com ‘
Bank Document Attached ? (0 * (& Canadian Void Cheque.pdf v Update file Delete file

What you see: An EFT example for a Canadian bank. Country/Region, Bank Key/ABA Routing Number (00408012) and Account
Number are outlined. The note beside them says the Canadian bank key is 8 digits: 3 institution + 5 transit. The SWIFT Code box is
crossed out because EFT does not use it.
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Canadian Bank Accounts

Field on screen EFT WIRE or SWIFT

Bank Key/ABA Routing Number 8 digits: 3-digit institution number, Same as EFT (8 digits)
then 5-digit transit number (e.g. 004 +
08012 = 00408012)

Account Number Required Required

SWIFT Code — leave blank Required

IBAN Number — leave blank — leave blank

Account Holder Name Optional Optional

Bank Name, Branch, Street, City, Optional Optional

Postal Code

State/Province/Region Optional. Max. 6 characters — use the | Optional. Max. 6 characters — use the
short code (e.g. ON, BC, NY) short code (e.g. ON, BC, NY)
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DGR WIRE or SWIFT for a Canadian bank: the same fields as EFT, plus the SWIFT Code.

Bank Details (1) = A
Name t
¥ Bank Information #1 Delete
* . .
Bank Type: | No Choice ~
¥ 4 Payment Country/Region: | Canada \/
- * [ 1
41 Payment Method (i) [W] - WIRE  ~ - o
- Bank Name: | |
Bank Branch: | |
¥ 4 Payment
* o 0 I
4.1 PaymentMethod () [S]-SWIFT ~ Street: | |
City: | |
Bank Details State/Province/Region: | |
Stgtg.-'Province!Region is limited to 6 characters; please use the = Postal Code: | ]
official acronym (e.g., NY for New York).
Account Holder Name: | |
Bank Key/ABA Routing Number: | 00048076
Canadian Bank Key = 8 digits ]
3 Institution + 5 Transit Account Number: | 12345678
IBAN Number: | |
| SWIFT Code: [ TDOMCATTTOR ||
Bank Control Key: | No Choice v.‘
ey * [ \
Email for EFT Remittance (i} | contactnamecontaclastname@gmail.com |
Bank Document Attached 2 () * I‘} UAT_Bankinginformation.pdf » Update file Delete file

What you see: Payment Method [W] - WIRE or [S] - SWIFT. Country/Region Canada, the 8-digit bank key, the account number and
the SWIFT Code (highlighted) are outlined. The remittance email and attached bank document are outlined at the bottom.
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Field on screen ACH (EFT) WIRE or SWIFT

Bank Key/ABA Routing Number 9-digit ABA routing number Same as ACH (9 digits)

Account Number Required Required

SWIFT Code — leave blank Required

IBAN Number — leave blank — leave blank

Account Holder Name Optional Optional

Bank Name, Branch, Street, City, Optional Optional

Postal Code

State/Province/Region Optional. Max. 6 characters — use the | Optional. Max. 6 characters — use the

short code (e.g. ON, BC, NY)

DGR ACH (EFT) for a U.S. bank.

short code (e.g. ON, BC, NY)

Bank Details (1)

Name t

¥ Bank Information #1 Delete

¥ 4 Payment

e
‘ [E)- EFT v|
=

‘ This is ACH for US suppliers '

State/Province/Region is limited to 6 characters; please use the official acronym (e.g., NY for New York) -

4.1 Payment Method (0

Bank Details

Country/Region || United States v ‘l

State/Province/Region:

Account Holder Name

»

Bank Type: | No Choice

Bank Name: |

Bank Branch:

Street

City: |

Postal Code:

| Bank Key/ABA Routing Number: | 107002192
[ US ABA Routing Number = 9 digits r Account Number: | 123456
SWIFT Code: |
Bank Control Key: | No Choice ~ |
Email for EFT Remittance () *| contactnamecontaclastname@gmail.com |

Bank Document Attached ? () * [ US void Cheque.pdf » Update file Delete file

What you see: Payment Method [E] - EFT, with a note that this is ACH for U.S. suppliers. Country/Region United States, the 9-digit
ABA routing number and the account number are outlined. The SWIFT Code box is empty. The remittance email and attached bank

document are outlined at the bottom.
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[DGVIHE] WIRE or SWIFT for a U.S. bank: the same fields as ACH, plus the SWIFT Code.

Bank Details (1) = A
Name 1
¥ Bank Information #1 Delete
* - . |
Bank Type: | No Choice -
¥ 4 Payment Country/Region: | United States N |

4.1 Payment Method (i) | [W]- WIRE ~ | Bank Name: | |
v 4 Payment Bank Branch: | |
* r y
4.1 Payment Method (i) [S]- SWIFT ~ Street: | |
City: | |
Bank Details . .
o State/Province/Region: | |

State/Province/Region is limited to 6 characters; please use

the official acronym (e.g., NY for New York).

Postal Code: | |

Account Holder Mame: | |

Bank Key/ABA Routing Number: | 107002192 |
[ US ABA Routting Number = 9 digits Account Number: | 123456 |

SWIFT Code: [ RENKTTPX |

Bank Control Key: | No Choice - |

oy * [ - P ]
Email for EFT Remittance (i) | contactnamecontaclastname@gmail.com |

Bank Document Attached 2 () * (- UAT_Bankinglnformation.pdf v Update file Delete file

What you see: Payment Method [W] - WIRE or [S] - SWIFT. Country/Region United States, the 9-digit ABA routing number, the
account number and the SWIFT Code (highlighted) are outlined. The remittance email and attached bank document are outlined at
the bottom.
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International Bank Accounts (WIRE / SWIFT)

Field on screen WIRE SWIFT

Bank Key/ABA Routing Number Your country’s bank or routing code, Your country’s bank or routing code,
if your country uses one if your country uses one

Account Number Required Required

SWIFT Code Required Required

IBAN Number Depends on the country Depends on the country

Account Holder Name Optional Optional

Bank Name, Branch, Street, City, Optional Optional

Postal Code

State/Province/Region Optional. Max. 6 characters — use the | Optional. Max. 6 characters — use the
short code (e.g. ON, BC, NY) short code (e.g. ON, BC, NY)

N E] IBAN: enter both the Account Number and the IBAN Number if your bank document shows them.

Account Number: ‘ XXOOXKXKX |

IBAN Number: ‘ XOOOOCCOOOOOOOOOOKNK |

What you see: The Account Number and IBAN Number boxes on the bank screen.

DO NOT: Do not use the cheque number as the account number.
Do not remove leading zeros (for example, keep 004).
Do not enter a SWIFT code for EFT/ACH.

5.1.2 Email for EFT/ACH Remittance

S1EXY Scroll to the bottom of the bank screen. In Email for EFT Remittance, type the email address where you
want payment notices or remittance advices sent.

e * I — -
Email for EFT Remittance (i) contactnamecontaclastname(@gmail.com

What you see: The question about Email for EFT Remittance (box) outlined in red.
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5.1.3 Bank Document Attached?

S11=EY Then click the Attach a file link beside Bank Document Attached? to attach your bank document, for
example, void cheque or bank letter

Bank Document Attached 7 (i)

What you see: The question about Bank Document Attached? (Attach a file link, outlined in red).

e The bank document must show your company’s legal name or DBA.
e If the bank document shows a different account holder name, then a government document that links the two
names must be attached to question 14 or 15.

e Aninvoice, or a payment notice your company made itself, is not acceptable proof of banking.

Click Choose File, select your bank document, then click OK.

Add Attachment “ ‘ Cancel '

Enter the location of a file to add as an Attachment. To search for a particular file, click Browse... When you have finished, click OK to add the attachment.

Attachment: | Choose File | No file chosen ‘\
Or drop file here

BN
Add Attachment “| Cancel ‘

Enter the location of a file to add as an Attachment. To search for a particular file, click Browse... When you have finished, click OK to add the attachment.

Attachment: | Choose File | Screenshot ... 165234.png
Or drop file here

Cancel

What you see: Top: the Add Attachment screen with an arrow pointing at Choose File. Bottom: the file has been chosen and an
arrow points at OK.

EXEG Check that the file name now shows beside Bank Document Attached? Then click Save at the top right of
the bank screen to go back to the main form.

Back on the main form, the link now says Add Bank Details (1).
e Clicking Save here does not submit your form. You still need Submit Entire Response at the end.

Bank Document Attached ? (i) * ([] Screenshot 2026-02-24 165234.pngfv Update file Delete file

What you see: The attached bank document shows as a blue file name.
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IMPORTANT: If a different account holder name than your company’s legal name appears on your bank document,
attach a government document linking both names in question 14 or 15.

If the account holder is in an owner’s personal name (sole proprietor), also attach official government proof linking the
person and the business.

If your payments go to a factoring company (you outsource your accounts receivable), attach the agreement linking
both companies and your written permission for Aecon to pay them in question 14 or 15.

6 Is This an Update to the Bank Details?

\WisrNmEelslel] Select No if this is your first time setting up with Aecon.
e Select Yes only if you are an existing supplier who provided Aecon with different banking information, than
the one you entered in this form, or if you are attempting to change banking details after having been registered
with Aecon in the past.

6 Is this an update to the bank details? (i) Mo~

What you see: Question 6 with No selected.
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Section 7 - Company Profile Questions (shown on the form as “New Remit to”)

These questions tell Aecon more about your company. Answer every question with a red asterisk (*). If something does
not apply to your company, answer No. Your answers are voluntary disclosures and are not used for quotas. You must

still give an answer to each required question, but “No” is an acceptable answer.

REIEESEEN This is the start of Section 7. The questions outlined in red are especially important.

All Content
Name t

¥ 7 New Remit to

v 7.2 Conflict of Interest

7.2.1 Are you an Aecon employee, relative of an Aecon employee, or B
otherwise in a conflict of interest with Aecon (See Aecon Supplier Code of ®
Conduct-https://www.aecon.com/resources)?

7.2.5 Total Job Value in $Dollars (D

¥ 7.3 Classification and other supplier's information
7.3.1 Rewvenue Monetary Threshold ®
7.3.2 How many people do you employ? ®
7.3.3 How many customers do you have ? (&)

7.3.4 Location/geographic areas you serve ®

7.3.5 Areyou in good Legal Standing (Free Of Accusation, Charges, )
Convictions, Or Fines for any Violation of any Fraud, Bribery or Corruption Law (i)
or Regulation in any Jurisdiction)?

7.3.6 s your company head-quartered in Ontario? ()

= A

e —
‘ Unspecified ~ ‘

* ‘ Unspecified v ‘

* ‘ Unspecified s ‘

| |

x(select a value) [ select]

*‘ Unspecified ~ ‘

N
‘ Unspecified ~ ‘

What you see: Section 7 New Remit to, showing 7.2 Conflict of Interest and 7.3 Classification and other supplier’s information.

Questions 7.2.1 and 7.3.5 are outlined in red.

7.2 Conflict of Interest

7.2.1 Are You an Aecon Employee, Relative, or in a Conflict of Interest?

Answer Yes or No honestly. See the Aecon Supplier Code of Conduct at aecon.com/resources. If Yes, provide an
explanation on question 7.2.3 Please provide explanation of Conflict as it appears.

7.2.5 Total Job Value in $Dollars
If this box appears, enter the expected total value of your work with Aecon.
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7.3 Classification and Other Supplier Information
7.3.1 Revenue Monetary Threshold

Select your company’s yearly revenue range.

7.3.2 How Many People Do You Employ?

Select the range.

7.3.3 How Many Customers Do You Have?

Type a number.

7.3.4 Location / Geographic Areas You Serve

Click select and follow the steps below.

7.3.5 Are You in Good Legal Standing?

Answer Yes if your company has no accusations, charges, convictions or fines for fraud, bribery or corruption in any
jurisdiction.

7.3.6 Is Your Company Headquartered in Ontario?
Answer Yes or No.

oRe N SWleq For Question 7.3.4, click select. In the window, tick the region(s) you serve (click the small arrow
to see countries), then click Done.

Choose Values for Region

Add to Currently Selected Currently Selected
| Region v‘ { J l Search Description T Region
|_| Description t Region No items
S 4 G
|| v oA All
(] > Asia Pacific APAC
|_| > Central America CEMER
|_| > Europe EMEA
[ n Blewtls Aeoeton MAKACTY

What you see: The Choose Values for Region window with tick boxes for Asia Pacific, Central America, Europe, North America and
South America, and the Done button.
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7.3.7 Sustainability (7.3.7.1-7.3.7.14)

Answer each sustainability question (7.3.7.1 to 7.3.7.14). If something does not apply to your
company, answer No. If a question asks for a document (for example, a policy or certificate), attach it if you have one.
All Content = A

Name t

¥ 7.3.7 SUSTAINABILITY Less... —

Your participation is essential to helping us to better understand the makeup of our supplier base. Project owners, clients, and partners frequently ask us to report on how we are building a high-performing supply chain. Such
information is strictly voluntary, and disclosures will not be used to satisfy any quotas or preferential treatment.

If some, or all, of the following Sustainability, Diversity and Quality questions are not applicable, or are not implemented in your company, then answer "No" accordingly.
- w1

What you see: The red message at the top of the Sustainability section explains that answers are voluntary and to answer No if a
question does not apply.

7.3.8 Inclusive Procurement

IS EeYYe] Answer whether your company belongs to a diverse category. If you answer Yes, more questions
appear asking which category and whether you have a certification. Answer them.

All Content =

»

Name t

¥ 7.38 Inclusive Procurement Less... —

Your participation is essential to helping us to better understand the makeup of our supplier base. Project owners, clients and partners frequently ask us to report on how we are building an inclusive, high-performing supply chain.
Such information is strictly voluntary, and disclosures will not be used to satisfy any quotas or preferential treatment.

What you see: The top of the Inclusive Procurement section with its red explanation message.
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7.3.9 Indigenous | Tribal Procurement

O W] WSV SIS MIS S8R Aecon is proud to support Indigenous / aboriginal businesses. If your business is at least
51% owned and controlled by Indigenous people or an Indigenous community, answer Yes to 7.3.9.1, then answer
the certification question and (optional) select your community in 7.3.9.4 (click select).

e If this does not apply to your company, answer No and leave the other questions blank.
All Content = A
Name t

¥ 7.3.9 Indigenous / Tribal Procurement Less...| —

Your participation is essential to helping us to better understand the makeup of our supplier base. Project owners, clients and partners frequently ask us to report on how we are building an inclusive, high-performing supply chain.
Such information is strictly voluntary, and disclosures will not be used to satisfy any quotas or preferential treatment.

7.39.1 Confirm if you are an Indigenous Business based on the following

definition. At least 51% of the firm must be owned and controlled by B —

indigenous people or an indigenous community. If a firm is a joint venture, at (i) ‘ Unspecified ~ |

least 51% of the joint venture must be owned and controlled by an —_—

indigenous business or businesses

7.39.2 Do you have certification? i.e. CCIB, CAMSC, IBD, or similar 2 | Unspecified |
Zﬁ?{lzéd I\Zlcli;fate which Indigenous Community(ies) this supplier is ® (select a value) [select]

What you see: Questions 7.3.9.1 (Indigenous business definition in red), 7.3.9.2 (certification) and 7.3.9.4 (select your community).

WSS 8] S S MR EH Answer 7.3.9.3 to confirm whether your company is a Native American owned and controlled entity
(at least 51% owned and controlled by Native American people or a Native American community). Then, in 7.3.11, click
select and choose the Federally recognized Tribe or Alaska Native Entity your company is affiliated with (optional).

e If this does not apply to your company, answer No and leave the other questions blank.

»

All Content

Name t
. . -~
¥ 7.3.9 Indigenous | Tribal Procurement Less... | —
Your participation is essential to helping us to better understand the makeup of our supplier base. Project owners, clients and partners frequently ask us to report on how we are building an inclusive, high-performing
and disclosures will not be used to satisfy any quotas or preferential treatment

Details

7.3.92 Do you have certification? - | Yes
i.e. CCIB, CAMSC, IBD, or similar ? - ™

7.3.9.3 Confirm if you are a Native
American owned and controlled entity in
the USA based on the following
definition: At least 51% of the firm must
be owned and controlled by Native
American people or a Native American
community. If a firm is a joint venture, at
least 51% of the joint venture must be
owned and controlled by a Native
American business or businesses

7.3.11 Indicate which Federally

recognized Tribe or Alaska Native @ (select a value) [select]

Entity this supplier is affiliated with

O] | Yes v |

What you see: The U.S. version of the section. Question 7.3.9.2 (certification), 7.3.9.3 (Native American owned and controlled
definition in red) and 7.3.11 (select the Federally recognized Tribe or Alaska Native Entity).
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7.3.12 Quality
IETSseXYe] Answer each quality question (7.3.12.1 to 7.3.12.5) based on what your company actually has in
place.
All Content = A
MName 1
v 7.3.12 QUALITY a
7.3.12.1 Do you have a defined guality department or dedicated '0) *‘ Unspecified ~/ ‘

quality personnel?
7.3.12.2 Do you have a structured Quality Management System? (i) Unspecified -~ ‘

7.3.12.3 Has the program been audited by an external certifying body
i.e CWB, 1SO, ASME etc.?

P

Unspecified ~ ‘

7.3.12.4 Do you monitor quality metrics i.e. non-conformances, kpis
etc ?

L

e

Unspecified ~ ‘

7.3.12.5 Do you maintain a structured Auditing Program? Unspecified ~ ‘

What you see: Quality questions 7.3.12.1 to 7.3.12.5, each with a Yes/No list showing “Unspecified”.

7.3.13 Fighting Against Forced Labour and Child Labour in Supply Chains

Canada’s Fighting Against Forced Labour and Child Labour in Supply Chains Act (Bill S-211) requires Aecon to report on
the steps it takes to prevent forced labour and child labour in its supply chain. Your answers help Aecon meet this
requirement.

\WisrNmielsle] Answer every question in this section. More questions may appear depending on your answers. If a
Please explain box appears, describe your situation in one or two sentences.

e Example: if you answer Yes to “Do any operations involve persons under the age of 187", you might explain
“We hire summer students.”

S — — ¥ —
Labour” as defined in the FIGHTING AGAINST FORCED LABOUR AND CHILD (O | Unspecified ~ |
LABOUR IN SUPPLY CHAINS ACT) MAY EXIST in your company's activities ——
and operations?

7.3.13.8 Does your provision of Goods and/or Services involve a ®

* .
supply chain? < | Unspecified ~/ |
?.3.13.14 In the Lasl,t 2 ylfears, has your r;ompany bg-en repor_ted. charged, or @ *| Unspecified |
sanctioned for the Violation of Human Rights or Anti-Corruption?

— *
7.3.13.16 Is Migrant Labour used in your company’s operations? (i) | Unspecified ~ |

7.3.13.18 Do any operations affect or involve persons under the age of ®
187 =

T
| Unspecified ~ |

What you see: Some of the forced labour and child labour questions (7.3.13.8 to 7.3.13.18), each marked with a red asterisk.
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Sections 9-15 - Final Questions

9 Other Comments

Optional. Use it to explain anything unusual — for example, why two different company names appear on your
documents. Key comments on this box might reduce back and forth on your registration with Aecon.

10 Supplier Acknowledgment

Wisymielrle] Read the statement and select Yes. This question is required — Aecon cannot set you up without it
as this is a confirmation that you accept Aecon’s payment to the banking details you provided, and that you agree with
Aecon Supplier Code Of Conduct.

e If you select No, your registration will be sent back to you.

9 Other Comments ‘

10 Supplier Acknowledgment

| understand including our banking information above indicates we authorize Aecon

to initiate credit entries (direct deposit) of funds to which we are entitled, and does . n
not confer any other rights or obligations on either party.Either party reserves the 0] Yes Vv
right to cancel this authorization immediately at any time.l understand and
acknowledge that as a supplier to Aecon | must comply with Aecon Supplier Code
Of Conduct.

What you see: Question 10 Supplier Acknowledgment with Yes selected (outlined in red). Question 9 Other Comments is just above
it.

Question 11 - Hidden Questions for Approval
No action needed. This section is used by Aecon, and you may ignore it if you see it on your screen.

12 ISN (ISN Number, Grade, Insurance, Supplier Name)

IGINEeXeTe] This section applies only if you are a subcontractor with a contract value over $100,000 (CAD or
USD), or you perform high-risk work. See definition section for more details.

e |f the above applies to you, answer question 12.1 with your ISN account Number following format 400-123456.
If it does not apply, enter “NA”

e If you need ISN but do not have an ISN account, contact your Aecon buyer. Do not type NA.

e You may attach your ISN scorecard in Question 14 or 15.

11 Hidden Questions for Approval

¥l 12 ISN
— *
12.1 ISN Number (i) | ‘

12.2 ISN Grade )

12.3 Insurance (i)

12.4 ISN Supplier Name ()

What you see: Section 12 ISN with its four questions outlined in red.
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14 and 15 Additional Attachments

RIS EeY Y] Use Attach a file beside 14 Additional Attachment 1 or 15 Additional Attachment 2 to add any
extra documents, as needed. For example:

A government document linking two company names

Proof of additional tax or business numbers

Proof of your SWIFT code

USPS screenshot showing your 9-digit ZIP code

Sole proprietors: official government proof linking the owner’s name and the business name

Factoring company: the agreement linking both companies and your written permission for Aecon to pay them

14 Additional Attachment 1  Agtach a file

15 Additional Attachment 2  Agtach a file

What you see: Questions 14 and 15, each with an Attach a file link.
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6. SUBMIT YOUR REGISTRATION
6.1 Check before you submit
The legal name (1.3) matches your tax document.
The tax number (1.8.3) matches your tax document, and the tax document is attached (1.8.5).

The address (1.9) matches your proof of address, and the proof is attached (1.10). Street 2 is empty.

Bank Details shows (1), the bank key and account number match your void cheque or bank letter, and the bank
document is attached. Account holder name matches the Legal Name (1.3) (Not needed for Cheque.)

If more than one name shows across documents, an additional government document linking both names must
be attached to question 14 or 15.

Question 10 Supplier Acknowledgment is Yes.

O O o o oo d

Every question with a red asterisk (*) has an answer.
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6.2 Submit Entire Response
1138 Click Submit Entire Response at the bottom of the form.
Submit Entire Response Save draft l l Compose Message l [ Excel Import

What you see: The buttons at the bottom of the form. A red arrow points at Submit Entire Response.

I31iZ2F1 A box asks “Submit this response?”. Click OK.
e If an error message appears instead, go to Section 6.3.

v Submit this response?

Click OK to submit.

OK

What you see: The “Submit this response?” box. A red arrow points at OK.

S1EE] You will see the message “Your response has been submitted. Thank you for participating in the event.” You
are done.

Doc2307256539 - Supplier Registration Questionnaire

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

What you see: The green confirmation message at the top of the questionnaire.
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6.3 If an Error Message Appears

If an error message appears after you click Submit Entire Response, your response was hot submitted. The red
message at the top of the form tells you how many problems need to be fixed.

Wis.Nmielrle} Fix each problem, then submit again.
¢ Read the error message, then scroll to the question it names.
e Correct or complete the answer, then click Submit Entire Response again.

e If there are multiple errors, use the < Previous and Next > links at the top right of the error message to move

between them.

i ng ® There are 2 problems that require completion or correction in order to complete your request. B
Mouse over the red icons to learn more. Use the Next and Previous links to step through the errors as needed.
De:

Group Inc.-TEST Dashbee.—

Doc2447517486 - Supplier Registration Questionnaire

All Content
Name 1
Postal Code - o 0) EREC CITY i}
GIR 283 @ City: * | QUEBEC CITY o
You need to provide an answer to Question 1.10, 'Upload 3 INo)
supporting document for address'. " State/Province/Region: | Quebec (QC) e
1.10 Upload supporting decument for
address -
—
1.11 Is this an address change? (&) ‘ No ' |

¥ 2 Industry Key

2.1 Select Classification that best

describe you business (as per NAICS) - (D)

*
‘ [0021]-Mining, Quarrying, and Oil and Gas extraction (21 (Mining, quarrying, and oil and gas extraction)- Establishments that are primarily engaged in extracting natur.

(*) indicates a required field

Submit Entire Response [ Save draft ] [ Compose Message ] [ Excel Import I

What you see: The error message at the top of the form says there are 2 problems to fix. The < Previous | Next > links are outlined

in red at the top right. Below, a red note says an answer is needed for Question 1.10, and its Attach a file link is outlined in red.
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7. AFTER YOU SUBMIT
7.1 What happens next

Your Aecon buyer reviews your registration. Aecon may call your business contact to confirm the details. If something
needs to be fixed, you will receive an email titled “Action needed: Provide additional registration information to
Aecon Construction Group Inc.” with comments explaining what to change.

7.2 Fix and resubmit a returned registration

SN Open the “Action needed” email, read the comments, and click Click Here.

Action needed: Provide additional registration information to Aecon Construction Group Inc.-TEST  inbox x

Ariba Administrator <no-reply@ansmtp.ariba.coms 9:37PM (0 minutes aga)

O I
. to Otto ~
SAP Ariba /\\

Additional registration information needed.

Aecon Construction Group Inc.-TEST reviewed your registration information and needs the
additional information described in the comments below.

Comments: Please change answers

To provide the additional information that Aecon Construction Group Inc.-TEST needs| Click Here
to go to the registration questionnaire.

What you see: The Action needed email. The comments from Aecon are in the middle and the Click Here link is outlined in red.
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I31Z2F1 Sign in with your existing credentials. Under Customers, select Aecon Construction Group Inc., then click
Supplier Registration Questionnaire.

E' ':’ Business Network v Test Mode Standard Upgrade W QR ® 1w
Home Enablement Discovery v Workbench Catalogs ~ Assessments Prop Is-Q i ires & C
Proposals and Contracts ) Customer requested fields
Customers (1) Welcome to the Ariba Spend Management &
site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers
this site in an effort to ensure market integrity.
Search [o A
Proposals and Questionnaires Contracts
| | Aecon Construction Group Inc.-TEST > | |
AR N
Home
‘ Events =
Title ID End Time | Event Type Farticipated
‘ No items A‘::
=
3
Registration Questionnaires = -
Title D End Time } Status
M P
Supplier Registration Questionnaire | Doc2306837500 10/7/2026 01:58 Registered
Qualification Questionnaires =
Title ID End Time | Commodity Regions Status

No items

v

What you see: The Proposals and Contracts page. Aecon is outlined on the left and the questionnaire link is marked with an arrow.
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IS=ZE] Click Revise Response.

Ariba Sourcing

< Go back to Aecon Construction Group Inc.-TEST Dashboard

Console

Event Messages
Event Details
Response History
Response Team

¥ Event Contents

All Content

General Supplier
Com...

(%]

Industry Key

4 Payment

=1

New Remit to

1n Hidden Questions
for...

12 ISN

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

All Content
Name 1
¥ 1 General Supplier Common Information Questions

1.1 Jurisdiction
1.2 Request Type (O
1.3 Legal Supplier Name
1.4 Supplier Contact email ()
1.5 Business Contact Name (@)

1.6 Phone Number (i)

Compose Message

Revise Response 2

[CAN] - Canada
[KRED] - New Supplier / Remit to

RETESTING ISSUE 4591

contactnameconta.clastname@gmail.com

Two Words

4164586589

What you see: Your submitted questionnaire. Revise Response is outlined in red at the top right.
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S1EX-] Change the answers Aecon asked for. To change bank details, go to 5 Bank Details and click Add Bank

Details (1).

Ariba Sourcing

Go back to Aecon Construction Group Inc.-TEST Dashboard

Console

Event Messages

Doc2306473462 - Supplier Registration Questionnaire

Latest comment [15/7/2026]: Please change answers

Event Details
Response History
Response Team

All Content
¥ Event Contents

Name t

All Content ¥ 4 Payment

-
4.1 Payment Method (i) | [E]- EFT

A |

General Supplier
Com
5 Bank Details Add Bank Dele{ﬁﬁ (1)
2 Industry Key *l
6 Isthis an update to the bank details? (i) No v |
4 Payment ¥ 7 MNew Remit to
5 Bank Details ¥ 7.2 cConflict of Interest
7721 Ara wan on Aarnn amnlauaa
7 New Remit to ~
w
(*) indicates a required field
n ;—lc\:jden Questions
Submit Entire Response I Reload Last Bid l [ Save draft ] [ Compose Message l [ Excel Import l

12 ISN

What you see: The form in edit mode. Aecon’s latest comment shows at the top. The Add Bank Details (1) link is outlined in red.

S1EE Click Save draft, then click Submit Entire Response and OK (Section 6.2).

7.3 Return to the questionnaire at a later time

z(0)'ANe] Sign in using the link in your invitation email or your SAP welcome email. If you

land on your company

profile or your home page, click Proposals-Questionnaires & Contracts at the top (you may need to click More first).

Test Mode

El ':‘ Business Network ¥

Home

“

Enablement Discovery v Workbench Catalogs v Assessments &C

RETESTING ISSUE 4591

BNO ID: BNO-100000177931234-T | ANID: AN11427370818-T | DUNS:—

22 Unlock our data-backed suggestions to improve your business.

Optimize your visibility to grow your business on the network by adding the promote subscription.

Certifications

RI =0
(7]

Sustainability Ratings

&0

~

=

A : I PaT) = Dabime PaY A A Al Enbibing Dntimanont Matlnsle

. Biicimnrs lnfnmaabine | o

What you see: The company profile page. Proposals-Questionnaires & Contracts is outlined in red at the top.
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8. TROUBLESHOOTING AND HELP

Your answers disappeared
You cannot find Aecon’s form
“Update your company
profile” screen

Red message “Please correct

any errors before continuing”
on the profile screen

The form logged you out after 5
minutes without saving.

You are on the Home page or profile

page.

SAP needs categories and locations.

It is not Aecon’s form.

A category or location was not
actually selected before saving.

Sign in again and re-enter the answers. Click
Save draft every few minutes.

Click More > Proposals-Questionnaires &
Contracts (Section 4.1).

Follow Section 3, then go to Section 4.
Make sure it shows under Selected

categories / Selected locations, then click
Save (see pictures below).

“Your Sign In Request is
Denied”

Only your company’s SAP account
administrator can update the profile.

Contact your account administrator and ask
them to complete their Profile (Section 3) and
let your Aecon buyer know you are blocked.

Aecon’s questionnaire is not
listed under Proposals-
Questionnaires & Contracts

There might be a problem with the
link between your SAP Business
Network account and Aecon’s

Contact your Aecon buyer.

Aecon Construction Group
Inc is not listed under your
customers list

There might be a problem with the
link between your SAP Business
Network account and Aecon’s

Contact your Aecon buyer.

You will not be able to create an
account until you receive the
verification code

Cannot receive One Time
Password to finish
Registration on SAP
Business Network

See Section 8.2

A question in this guide is not
on your screen

It only appears after certain answers. | Ensure your previous answers are correct. If
the question still does not appear, then skip it
in this document.

The bank screen will not save | A field is in the wrong format. Use a short code (max. 6 characters) for
State/Province (e.g. ON). Check the bank key
length.

You cannot submit

A required question is empty. Look for the red message and answer every

guestion with a red asterisk (*).

You cannot create a new
account in SAP Business
Network

You are receiving any error not listed
on this table, or you cannot proceed
further

Contact SAP Support. See following Section
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8.1 Get help

¢ Questions about Aecon’s questionnaire: contact your Aecon buyer.
¢ Problems before or after creating your SAP Business Network account or profile: contact SAP using the @
(Support) icon at the top right of any Ariba page.

[SAP SUPPORT Jel[</1: @ icon to open SAP Support. See Section 8.2 for the full steps.

Before creating an SAP Business Network Account: The help icon is located near the top right corner of the page.

@ Help

Verify your email
hafara vnii

What you see: The Support (?) icon outlined in red at the top right of the page.

After creating an SAP Business Network Account: If you are logged it, the help icon it is located beside your initials.

Standard  Upgrade o Q B

View My Public Profile | | Go to Catalog | =»+»

What you see: The Support (?) icon outlined in red at the top right, beside the user’s initials.
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8.2 Contact SAP Support

If this guide does not solve a problem with your SAP Business Network account, you can ask SAP for help through the
SAP Help Center. Start by clicking the @ (Support) icon at the top right of any page (see the picture in Section 8.1).

S11=¥Y In the How can we help you? panel on the right, click Support.

w Business Network v Test Mode Standard Upgrade < Q B ® Ko

Home Enablement Discovery v Workbench Catalogs v Pt Qi i ires & Contracts .
@

Proposals-Questionnaires & Contracts How can we help you?

{ Q Type in your question...
Customers (1) Welcome to the Ariba Spend Management -
site. This site assists in identifying world class suppliers who are market leaders in quality, service, an
effort to ensure market integrity.

Search Q T = Support
Proposals and Questionnaires Contracts
Aecon Construction Group Inc.-TEST >
AR Z] Documentation
Home ] SAP Community
5] Videos
Events g

‘ Title D End Time 4 Event Type 5 Guided Tours ~

3 Noitems
‘ = Tour the supplier portal dashboard
Registration Questionnaires

Title D EndTime = Showcase my company

Feedback

¥ Status: Completed (1)
22 Find new buyers
Supplier Registration Questionnaire Doc2378064140 107172026 5:45 PI

What you see: The Proposals-Questionnaires & Contracts page with the How can we help you? panel open on the right. Support is
outlined in red near the top of the panel.

11354 The SAP Help Center opens in a new page.

¢ To find answers to common questions: click the Search box and type your problem. Use very specific
wording. The search does not always understand general questions.
¢ For more help: click Get Support, then Contact Support.

= w Help Center &

l @ Home ]

Q. search

6 Get support v Welcome to Help Center

Contact Support

Search our knowledge base to get the answers you need

0 Documentation

0 News | Search Q

& Cloud Status -

News from SAP

Moving to SAP Business Network on BTP

>
Sep 9, 2026

See More >

What you see: The SAP Help Center home page. Get Support and Contact Support are outlined in red on the left, and the Search
box is outlined in red in the middle.

Copyright © Aecon Group Inc. All rights reserved. If printed, this document is uncontrolled.



DOCUMENT ID.
REVISION NUMBER 02
A E caN WORK INSTRUCTIONS EFFECTIVE DATE November 01, 2026
PAGES Page 63 of 67
SUBJECT: Supplier Ariba Work Instructions

E11E&] Under How can we support you? type your question, then click Next.
e Be very specific. Clear wording gives you better results.

= W Help Center Search Q

@ Home

Contact Support
Q search
6D Get Support v

Contact Support @ sep1 How can we support you?

4 Documentation | cant find a registration within the registration questionnaires section in proposals and contracts. |
L News
O Cloud status -
2898 characters remaining
Next

What you see: Contact Support, Step 1. A question is typed in the box, and the Next button is outlined in red.

S11=X8 Under What do you need help with?, click the option that best fits your problem, then click Next Step.

= w Help Center Search Q

(@ Home

Contact Support

Q, search
69 Get Support v

Contact Support ©step1  How can we support you?

Ny i . . . . . . . N . N
U7 Documentation | cant find a questionnaire in under the registration questionnaires tab in the proposals and contracts section.

[ News

O Cloud Status -

2887 characters remaining
What do you need help with?

Accessing an event Issue responding to an event Event actions (import response via Excel, attach a file, etc.)

Event prerequisites, bidder agreement, or non-disclosure agreement Issue with closed event Something else
P
Next Step‘

What you see: The list of help topics. In this example, Something else is selected and Next Step is outlined in red.
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S1EE] SAP shows a list of help articles (Resources). Read any article that matches your problem. If none of them

help, click Next.

e These articles can help with common problems, but if you are having real difficulty, continue to the next step.

= w Help Center

(@ Home

Q. search

6 Get Support v
Contact Support

) Documentation

L News

O Cloud status -

i Legal

Search Q

Contact Support

©step2  Resources

Why can't | find an event?
Why can't | find a sourcing event that | was invited to? Why can't | access an event? There are a number of reasons why you may not be
seeing a sourcing event your company was invited to. Perform the below troubleshooting steps to dete

Where do | find events, request for proposals or questionnaires when I'm logged into the Business Network?
Where do | find events, request for proposals or questionnaires when I'm logged into the SAP Business Network ? Suppliers account are
now showing Next Gen User Interface (Ul) To access events, request for proposals or questionnaire

Error: "Oops 404!" when | try to access buyer sites from Ariba Proposals & Questionnaires
I am a supplier and | receive an Oops 404! Error on the Dashboard in Ariba Proposals & Questionnaires. If you are experiencing Oops 404!
Error , consider the following possible causes: The user account is deactivated by your buy

How do | register a new account as a Supplier in SAP Business Network?
How do | create a new account as a Supplier in SAP Business Network? There are two ways to register the account: registering from the
sign-in page or registering via an invitation. Steps to register an account without an invitation from a buye

What are some common supplier login errors?
What are some common errors received by suppliers when logging in to SAP Ariba? Below is a list of errors a supplier can receive when
trying to log in to the application. Click the link for the solution. Error: "The username and

Created by Al

a

What you see: Contact Support, Step 2 Resources. A list of help articles, with one article (common supplier login errors) outlined in
red. The Next button is at the bottom.
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SXEE Fill in the form as completely as you can, then click Next.

e Questions with a red asterisk (*) must be answered.
e Describe how the problem affects your business (for example, “We need to complete the questionnaire to get
paid.”).

= w Help Center Search Q

(@ Home

Contact Support
Q search 2887 characters remaining
63 Get Support v
Top Recommendations:
Contact Support
©)] Why can't| find an event?
Pl Documentation

0 News ©)] Where do | find events, request for proposals or questionnaires when I'm logged into the Business Network?

& Cloud Status i Confirm your issue:*

Administration v

Select an issue area:*

Account reassignment v

© The combined size of attachments must not exceed 20MB.

Choase a file for upload [

Document number(s)

@ Account security is important to SAP. Please be patient while our teams take the necessary steps to respond responsibly to your request.

How does this impact your business: *

Seriously affected: required tasks cannot be completed due to technical error ~

Select all that apply:*

The error may cause serious issues X ~

Describe the impact to the business: *

We need to complete the questionnaird to get paid.

2948 characters remaining

B Lol [ Mot

What you see: The support request form, with Confirm your issue, Select an issue area, How does this impact your business and
Describe the impact to the business filled in.
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S1EA This is the last form before your request is added to the SAP support queue. Fill in your contact details, tick |
agree, then click Submit.

e An SAP representative will contact you. We recommend asking for a phone call for the best results.

= w Help Center Search Q

@ Home

Contact Support
Q, Search

63 Get Support ™ .
@ siepa  Contact options

Contact Support

] Documentation

L News 8

Webform

Recommended

& Cloud Status -

@ To receive communications, add this email in your allow list itsm.notification-service@sap.com X

First name: *

Evan

Last name:*

M

User name:

1234evan

Email: *

evanl234@company.com

Your phone number: ¥ Extension:

B v 411111111111

Account ID:
OGO

Help us help you faster:
Agree to share data with an SAP Support Engineer to view logs. Consenting to share this data will help us fix

your issue faster. Some account and system information will be sent to SAP SE and support calls and chats
may be recorded.

(¥) 1 agree*

What you see: Contact Support, Step 4 Contact options. The contact details form with the | agree tick box and the Submit button
outlined in red.
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S Read the confirmation message. Make sure your company email accepts messages from SAP: add
itsm.notification-service@sap.com to your email allow list (safe senders).

e |If SAP’s emails are blocked, you will not receive their reply.

= E57 Help Center Soerch S .

EEr—
@ Contact Support o

ou
Q search ‘ o
() Ssign Out

€ Get Support v \

Contact Support
0 De tati
0 Documentation ° ‘ Thank you for contacting SAP Support
L News

s Your support Case has been successfully created. To receive communications, add itsm.notification-service@sap.com to your allow list
O Cloud Status ->

What you see: The “Thank you for contacting SAP Support” message, confirming that your support case was created. Settings is
outlined in red in the profile menu at the top right.
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