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INTRODUCTION



INTRODUCTION

Ansaldo Energia Group has launched AE Vendor Hub to enable on‐line collaboration with all Vendors
for qualification processes.

This guide explains which kind of information is requested by Ansaldo Energia Group during
registration phase and how to answer to any on‐line qualification request.

If you have already worked with Ansaldo Energia Group, some of your Company data have already
been transferred into AE Vendor Hub platform and you will have a dedicated path for on‐line
registration. Learn more by reading this document.

If you have never worked with Ansaldo Energia Group, you will be able to register your Company as
explained in this guide.



VENDOR REGISTRATION & ON-BOARDING

Each Vendor has to provide a set of information during the Registration 
phase before getting full access to AE Vendor Hub.

AREA CONTENT DESCRIPTION

Acceptance Page Includes general conditions of AE Vendor Hub, Code of Ethics, Privacy Policy

Company Master Data Requires to fill in Vendor name, company identifiers (Fiscal code, EU VAT, Tax ID),
address…

Master User Data Asks for User(s) who will manage Qualification: email(s), username, language,…

EHS Prerequisites Includes some preliminary EHS questions

General Information Collects some company information such as spoken languages, reference,…

Main activities Allows the selection of main activities you want to apply for. They will be used
to identify Categories to be copied into the text of the Non Disclosure
Agreement.

NDA (Non-Disclosuree
Agreement)

Shows the NDA template, which must be filled in with NDA Categories and then
signed by legal representative of your Company.



VENDOR REGISTRATION



SUPPLIERS ALREADY REGISTERED AND PRESENT IN THE PLATFORM

Enter your login credentials received via 
e-mail from Group Ansaldo Energia.

Click on 
https://Vendorhub.ansaldoenergia.com 

and follow the instructions

Select the 
navigation 
language

If you did not receive the 
email, check in SPAM before 

contacting the AE Vendor Hub 
support team



SELF-REGISTRATION PROCESS FOR NEW VENDORS

Select the 
navigation 
language

For new vendors who have never 
registered in AE Vendor Hub platform, 

click on «Supplier Registration» and 
follow the instructions

If you need support or 
assistance, please contact 

the AE Vendor Hub support 
team



REGISTRATION DATA: COMPANY AND USER DETAILS

Read carefully the REGISTRATION PHASE INSTRUCTIONS 
before filling in the requested information

The preview index 
of the registration 

pages



REGISTRATION DATA: COMPANY DETAILS (1/3)

Enter the Company Data. Please note that all 
fields marked with (*) are mandatory.

In case your Company identifier is not
populated with a valid value and the system 

does not ask you to provide the correct 
value in a follow up dedicated form, please 

write an e‐mail with your full Company 
details to:

AEVendorhub.administration@ansaldoenergia.com

If you have already 
worked with

Ansaldo Energia Group, 
at least one of your 
Company identifiers 
has been pre‐filled in 

AE Vendor Hub



REGISTRATION DATA: COMPANY DETAILS (2/3)

If you have never worked with Ansaldo Energia 
Group, you are asked to fill in at

least one Company identifier marked with (*):
▪ EU VAT number for Companies with 

headquarter located in EU countries
▪ Company registration number/Tax ID for 

Companies with headquarter not located 
in EU countries.

Note that Italian Companies should also fill in 
the Fiscal Code.  

Mandatory field for an EU Company Mandatory field for a non-EU Company



REGISTRATION DATA: COMPANY DETAILS (3/3)

Complete the remaining 
mandatory fields marked 

with (*) for Company 
registration, whether EU or 

Non-EU



REGISTRATION DATA: USER DETAILS

Enter the User Data in all mandatory fields marked with (*) 

All messages from AE
Vendor Hub to your 
Company are sent to 

this user
As soon as Company and User Details are confirmed,

you’ll receive an e‐mail from AE Vendor Hub with 
Username and Password

Check the e‐mail addresses if already 
pre‐filled and insert more than one if 

needed separate by “;”

Click on «Save» 
to  proceed



REGISTRATION FORMS: EHS PRE-REQUISITES

Answer all Environmental, Health and 
Safety preliminary questions

Click on 
«Confirm» to 

proceed



REGISTRATION FORMS: ADDITIONAL REGISTRATION FORM (1/2)

Complete the form by filling in all the required information: please make sure that the 
Company Headed Paper or the Fiscal Document that is attached shows your key 

Company data inserted previously. (Fields marked with * are mandatory)

Click on 
«Confirm» to 

proceed



REGISTRATION FORMS: ADDITIONAL REGISTRATION FORM (2/2)

Fill in the remaining fields marked with (*)

Click on 
«Confirm» to 

proceed



HQ OR SUBSIDIARY

Insert the correct information that represents your company 

Click on 
«Confirm» to 

proceed



REGISTRATION FORMS: MAIN ACTIVITY (1/4)

*Instructional attachment to learn about Ansaldo Energia 
Group's product categories and the Non-Disclosure 

Agreement (NDA) model

Select the 
categories for 

which you wish to 
apply

Click on 
«Confirm» 
to proceed

*Next slide



REGISTRATION FORMS: MAIN ACTIVITY (2/4)

Below all the information needed to finalize the NDA after selecting the categories 
(NDA class) in the relevant questionnaires in the previous point.*

*Previous slide

In the Category Tree file, identify all the NDA 
class categories you want to apply for. They 

are located at the last level of each node

NDA STANDARD_ANSALDO - SUPPLIER.pdf

Review the contents of the 
NDA attachment and then 
attach in the Registration 
Form: NDA Management 

(see slide 24)



REGISTRATION FORMS: MAIN ACTIVITY (3/4)

At each level select the macro-
categories of your interest

Click on 
«Confirm» 
to proceed



REGISTRATION FORMS: MAIN ACTIVITY (4/4)

Select one or more NDA classes: NDA class is the last 
level for the selected parent category class

Click on 
«Confirm» 
to proceed



REGISTRATION FORMS: NDA MANAGEMENT (1/4)

Once all categories have been selected, click on «Download & Review NDA Categories» to 
export the word file containing the previously selected NDA Classes.

Click on 
«Download & 
Review NDA 

Categories» to 
download the 

NDA



REGISTRATION FORMS: NDA MANAGEMENT (2/4)

If you modify NDA 
Class categories, 

make sure that you 
export again the 

updated Word file by 
clicking on 

«Download & 
Review NDA 

Categories» before 
you go to the next 

steps

If you wish to add other NDA Class categories, you can click on the «Registration Forms»  
menu and select the Main Category parent you want to review.



Make sure the NDA document is signed by your legal 
representative and scan the document (pdf format recommended)

NDA STANDARD_ANSALDO - SUPPLIER.pdf

 

 

LIST OF SELECTED PRODUCTS/SERVICES TO BE COPIED TO NDA 
The following list is a summary of selected products and/or services   

You are kindly asked to copy and paste the english version of this list into the Annex 1 section of the 

NDA document. 

 

NDA Class - DESIGN SERVICES - CIVIL WORKS 
NDA Class - PACKINGS 

 

Traduzione in italiano (NON copiare nell'NDA) 
La seguente lista riporta un riassunto delle categorie selezionate da inserire nell'Annex 1 dell’NDA 

 

Vi preghiamo di copiare ed incollare solo la versione in lingua inglese della lista nella sezione 

dedicata nel documento NDA. 

NDA Class - PROGETTAZIONE OPERE CIVILI 
NDA Class - IMBALLAGGI 

Fill in the NDA 
document with 
Company data

Copy the NDA 
Class categories in 

the dedicated 
section of the NDA 

document

REGISTRATION FORMS: NDA MANAGEMENT (3/4)



REGISTRATION FORMS: NDA MANAGEMENT (4/4)

Attach the NDA document in 
the appropriate section



REGISTRATION CONFIRMATION: STATUS SUMMARY

A message with a green check mark will appear when the registration process has been completed. On the 
other hand, if the mandatory questions has not been filled, the system will highlight incomplete forms, and 

you will be able to click on the indicated form to complete all mandatory questions.

Click on «Close» to 
close the page



FIRST LOGIN - PASSWORD CHANGE

At first login you are asked to change the password that was initially generated for your account. 
Select a new password by following the rules indicated in the instructions box.

Insert the New Password and Confirm 
Password, click on «Submit» to complete the 

password change procedure



VENDOR ACCEPTANCE OF AE GROUP RULES AND CODES

Please note that, at the first login, you have to read and agree with 3 documents related to 
Ansaldo Energia Group rules and codes by flagging on «I agree»: The general conditions of 

utilization of AE Vendor Hub, the Code of Ethics and the Privacy Policy

Click on «Next» to proceed



RISPOND TO QUALIFICATION 
REQUEST FROM ANSALDO 

ENERGIA GROUP



INFORMATION REQUEST FROM ANSALDO ENERGIA GROUP

ANSALDO ENERGIA GROUP may request you to complete additional information related
to your Company and your services/products.

In this case, you will receive an e‐mail from AE Vendor Hub containing a direct link to
access the editable forms. You can access the forms in two ways as described below.

Click on the link received in the e-mail1

Connect to AE Vendor Hub homepage 
and access to «Editable Forms»

2



ACCESS EDITABLE FORMS FROM THE E-MAIL LINK - THE FIRST WAY (1/2)

To update or review the Forms required by Ansaldo Energia Group, with the first modality 
you access via the link that arrives via e-mail; by clicking the link you land on the Login Page.

Insert your Username 
and Password to access 
the questionnaire forms 
and click on «Submit»



ACCESS EDITABLE FORMS FROM THE E-MAIL LINK - THE FIRST WAY (2/2)

When logging into the platform, this pop-up message appears, by clicking on «OK» 
allows you to see the Forms below. The Forms with the green check mark do not 

need to be changed, while the Forms with the red check mark need to be updated.



ACCESS EDITABLE FORMS FROM THE AE VENDOR HUB HOMEPAGE - THE SECOND WAY

Insert Username 
and Password to 
access the Form 
Questions and 

click om «Enter»

Click on «Editable Form» to  
access the question area



FILL IN THE EDITABLE FORMS (1/4)

Click on the Editable Form
If form completion is 100% you have to 

update/confirm; if completion
is between 0‐99% you have to fill in some 

information for the first time



FILL IN THE EDITABLE FORMS (2/4)

Editable Forms may be one or more. You are kindly requested to go through each single 
form and to fill in, review and/or update all questions. 

You can answer to the questions that are available in the different forms only if 
you access questions from «Editable Forms» request

Click on the questionnaire in order to 
access and answer the questions



FILL IN THE EDITABLE FORMS (3/4)

Click on «Edit» to 
be able to fill in, 

update or confirm 
Responses After updating the 

questionnaire, click 
on «Save & Next» 

to access and 
answer the next 
form or «Save & 

Exit» to exit

1

2

3



FILL IN THE EDITABLE FORMS (4/4)

The percentage of 
completion is 0-99% with 

the check mark in red

The percentage of 
completion is 100% 

with the check 
mark in green

1

2



SEND FORMS BACK TO ANSALDO ENERGIA GROUP (1/2)

All required forms must be completed in order to be sent to Ansaldo Energia Group.

This message appears 
only if the percentage 
of completion is 100% 
with all required fields 
filled and completed

Click on «Return 
Forms to Ansaldo 
Energia Group» to 
send the forms to 

the buyer



SEND FORMS BACK TO ANSALDO ENERGIA GROUP (2/2)

Click on «OK» to confirm the 
submission of the forms, which 

will no longer be editable

Once the 
forms are 

returned to 
Ansaldo 

Energia Group, 
the list of 

editable forms 
will be empty
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