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1. Getting Started — Event Invite

@fortum

Hello!

Fortum has invited you to reply to a supplier registration questionnaire in SAP
Ariba supplier portal for Test Company Oy. Please note that you'll need an SAP

1 . O pen the invitation email Business Network account to access the questionnaire in the portal. You may

2 sign up or log in with your existing account by clicking the link below:.

° YOU Wi” receive an email inVitation to osign up or log in with your existing SAP Business Network

re iste r- a S a S U I ie r- Please do not forward this email within your organisation as this is a personal
g p p invitation. If you need someone else to be invitad, please let us know. You can
find our registration instructions here: https:/fwww fortum. com/about-us/contact-
us/suppliers/supplier-registration

2. Access the event

If you have any further questions, you may contact us via
purchasing@fortum.com / +358 942 726 348 or book a call with our experts

* Follow the Click Here link to access the e ouogk ofice365 comlovcalendarF oA basunpieisupnar @y
o o m.onmicrosoft.com/bookings/
event and register for an SAP Business kafmdMowezmm
NetWOI’k aCCOU nt Best Regards,

Fortum Procurement

Powered by SAP Ariba

@fortum
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2. Create the Account

* Once youclick on the link you
will be taken to the SAP
Business Network

Benefits of a business &)
relationship on SAP (.fortum Registration Portal.
Business Network
1. Streamline business processes Con.nECt Wlth Fortum Oyj on SAP YOU have t h ree O ptiO n SI
S Business Network to collaborate.
R e btk N 1. Click [Review accounts] to
We found existing accounts based on the . . .
2. Enhance visibility information you entered. Please review. review exi St| ng aCCou ntS the
o ’ system has found
& crow yourbusiness 2. Click [Use existing account]
Get discovere Yy new customers . . . .
ggg;rt\lllcr)ﬁtli(er;ew business 2 Use existing account ® to Iog N Wlt h an exi Stl n g
About this invitation | Learn More 3 e s e ©) a CCO U nt ‘
3. Click [Create new account] to
create a new SAP Business
W © 2025 SAP SE or an SAP affiliate company. All rights reserved.  Privacy Stat... Termso... Legal Disc... Co N etWO r k ACCO U nt o
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2.1 Create the Account — Choosing the Data Center

* Once you press [Create new account]
you will be directed to a page where
you can choose a data center

— Your account and profile will be
maintained in the data center you
choose

— 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.

* Choose any data center you would like
and click on [Next]

Benefits of a business
relationship on SAP
Business Network

1. Streamline business processes
Leverage customizable tools and
collaborate with your customers
digitally on SAP Business Network

2. Enhance visibility

Benefit from critical business insights
and actionable analytics

3. Grow your business

Get discovered by new customers
and unlock new business
opportunities

Learn More

Choose a Data Center

® Help

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

center

(O USA: Quincy, WA
(® Netherlands: Amsterdam

(O saudi Arabia: Dammam

E! ':’ © 2025 SAP SE or an SAP affiliate company. All rights reserved.  Privacy Stat... Termso... Legal Disc... Copy... Trade...
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2.2 Create the Account — Verify your email

@ Help

Benefits of a business

. . . relationship on 1 H
+ Next you will need to confirm your email. Business Network Verify your email
before you proceed...

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

* The email cannot be changed, and it will be the
same address where the registration link was ettt i

and actionable analytics Email:*

sent

Get discovered by new customers

and unlock new business.
iti
o

* Click on [Proceed]

E- ':’ £ 2025 SAP SE or an SAP affiliate company. All rights reserved.  Privacy Stat. Terms o.. Legal Disc... Copy... Trade.

Benefits of a business

* You will receive a one-time password that will be feationstip.on Sa Enter your One Time

; : R Password
Va I Id fo r 3 O m I n U te s L;?verage customizable tools and

collaborate with your customers
digitally on SAP Business Network Please enter your one time password sent to

Your password expires in 30

* Input the password in the password field and

Benefit from critical business insights
and actionable analytics

click on [Confirm]

Get discovered by new customers
and unlock new business

Learn More

E»!-’ 2025 SAP SE or an SAP affiliate company. All rights reserved.  Privacy Stat. Terms o, Legal Disc. Copy... Trade.. I tU m

. <eenu.g - thriving world




2.3 Create the Account — Company info

@ Help

Fortum Oyj

Benefits of a business q
relationship on SAP Create an acqount to conne:ct an
Business Network collaborate with Fortum Oyj on SAP
Business Network

1. Streamline business processes

ReVieW and Update the baSiC Leverage customizable tools and c Inf ti
. ‘ Chuinaky o SAP Duskose Nemer Ay R
company information. dighally on SAP Business Nenvork ooy Lo e
. 2. Enhance visibility Test Company Oy
Help Center can be found in the Beneft rom criical usiess nsighs ooty Regon
upper right corner of the page 3. Grow your business Finland [ 0] 2
) Address Line 1:* ®
Get discovered by new customers
Finally scroll down to input the pporunties
Address Line 2:
Administrator Account information Learn More
City: *
State:
Choose a state ~v

Postal Code: *

@fortum
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2.4 (1/3) Getting Started — User Account

Setup your Administrator Account
Check mark terms of use box
Check mark privacy statement
Check mark I’m not a robot

Click [Create account]

After clicking [Create account] system might
inform you that your company already has an
account in Business Network. Click on Review
accounts. If you find the legal entity that you
want to register on the list, contact the admin of
that account.

After this you will be asked to confirm your email
address

Benefits of a business
relationship on SAP
Business Network

1. Streamline business processes
Leverage customizable tools and

collaborate with your customers digitally
on SAP Business Network

2. Enhance visibility

Benefit from critical business insights and

actionable analytics
3. Grow your business

Get discovered by new customers and
unlock new business opportunities

Learn More

Administrator Account Information (©)
Name:*
Email

(¥) Use my email as my user name

Password: *

Repeat Password: *

| have read and agree with the Terms of Use.

"] I 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.

[ |

I'm not a robot

EE- ': © 2025 SAP SE or an SAP

affiliate company. All rights reserved.  Privacy Statem... Terms of ... Legal Disclos...  Copyri.. Tradem.
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2.4 (2/3) Getting Started — User Account

* Open the welcome email and click on [Sign in] * Log in with your credentials and press [Log in]

E:! :’ Business Network

SAP Ariba

Welcome to SAP Business Network

Dear emma.tepponene@fortum.com,

Supplier Login

Please find your account information below:

+ Company name Test Company Oy

- vcername
+ Business Network ID ENO-200000000303329
+ Administrator email

e e ]

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. LDgII'I

2. Update your company profile

Potential customers can search for and review profiles to discover business FOI’gOt Username or Password
opportunities,

3. Explore S5AP Business Network Discovery

Find and participate in a variety of business opportunities.

Sincerely,
SAP Business Network

@fortum
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2.4 (3/3) Getting Started — User Account

The system will then ask you to update your
company profile.

Click on [Update]

Update your company
profile

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

Update

Sign Out

* Choose at least one Product or Service category
and one Ship-to or service location

« After filling these out click on [Save]

Edit Products And Services

nd Service Categories Ship-to or Service Locations Industries

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

business =)

Cancel

@fortum
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2.5 (1/3) Supplier Registration Questionnaire

w Business Network v  Europe Standard Upgrade < Q By ® ET
Home Y)Y Insights  Proposals & Contracts

* You will then be directed to SAP Business
Network

Welcome to SAP Business

Network

* A pop-up window should appear that confirms Overview x4
that you have successfully connected with

¥
. 8
0 0 Congratulations
Setup Actions
Configure notifications Add roles and users Add product and service categories Add ship-to or service locations
eeeeeee blement Discovery v Workbench Assessments Insights Proposals & Contracts wee

* Now click on [Proposals & Contracts] on the
upper bar Network

Welcome to SAP Business

Overview

Open postings Matched Leads Enablement Tasks Invited Leads
Standard Standard Standard Standard

0 0 0 0 I

Setup Actions

Configure notifications Add roles and users Add product and service categories Add ship-to or service locations J m

rowering a tnrnving world
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Here click first on [Customers]

Then click on the arrow that
appears after Fortum Oyj

Then click on [Proposals and
Questionnaires]

Under Proposals and
Questionnaires, you should see
Supplier registration
questionnaire

Click on [Supplier registration
questionnaire]

2.5 (2/3) Supplier Registration Questionnaire

Home Enablement Discovery v Workbench Assessments Insights Proposals & Contracts
Proposals and Contracts
null
Customers (1)
2 I [Proposals and Questionnairesl I Contracts
Search Q I
Fortum Qyj >
Home
~ R
‘ Events
Title ID End Time | Event Type
‘ No items
Registration Questionnaires
Title ID
¥ Status: Open (1)
3 Supplier registration questionnaire Doc3121900961

B v

AUCTY RGO CLEIEEGEN (O Customer requested fields

A
HH -
[=}
38
Participated 3
&
End Time Status
5/8/2027 12:52 PM Invited
v

@fortum
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2.5 (3/3) Supplier Registration Questionnaire

< Go back to Fortum Oyj Dashboard Desktop File Sync

Console Doc3121900961 - Supplier registration questionnaire @ g;geé"aa;:g%.%gg
* You will be directed to
H H Event Messages
the Registration et et Al Content m v
Questionnaire A Name 1
. o ¥ 1 General Information :
° Fl” 18] yOUI’ Company v Event Contents |
. . 1.1 Supplier Name | Test Company Oy ‘
information . ,
All Content 1.2 Name of parent company (if applicable) | ‘ L
® O n Ce yOU h ave fi I Ied a I I 1 General Information 1.3 Other names/also known or operating under | ‘ L
the req U i red , Financial 1.4 Company Legal form *| Unspecified v ‘ Lo
. . . Information - o ‘
information click on v
3 Main Contact Details 4 »
[S U b m it E nti re (*) indicates a required field

4 Additional Contact

Response]

@fortum
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2.6 Supplier Registration

An email notification will be sent to you when
Fortum has received your registration
information.

Once the registration has been approved you can
click on the link in the email to log in to supplier
portal to see if you need to complete any tasks or
qualifications

@fortum

Hellol

Fortum has received your registration information and will review it for approval.
Click Here to log in to the SAP Ariba supplier portal to check your registration
status. You will receive another email confirmation when your registration has

been approved or if we require additional information.

Best Regards,
Fortum Procurement

ered by SAP Ariba

@fortum

Hello!
Congratulations! Your supplier registration was approved.

Click Here to log in to the SAP Ariba supplier portal to see if you have any open
events, qualifications or questionnaires to respond.

Best Regards,
Fortum Procurement

@fortum
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3.(1/4) Add your colleagues to SAP Business Network

Account

* You can add your colleagues to your Company’s
Business Network account. This way your
colleagues can participate tenders

— On the Home Page of SAP Business Network click on
[Add roles and users] under Setup Actions

* |If you want to add a new user click on [Create]

1 Enablement Discovery ~ Workbench Assessments Insights Proposals & Contracts ver

Welcome to SAP Business

Network

Overview

o
(@]
(@]
(@]

Setup Actions 2

Configure notifications Add roles and users Add product and service categories Add ship-to or service locations

Home Enablement Discovery v Workbench Assessment ts Insights Proposals & Contracts
Manage Users
Active (1) Deactivated (0) Revoked (0)

Active(yy . Ssearh Q == & GIv
User Name Email Address First Name Last Name Roles Contact List Authenticati...  Status Send lidat.
MARKETPLACE_SUPPLIER_BA
SE,
N SOURCING_ SUPPLIER_BASE Limited
"y ~ 2 4
rtum.com m.com I iccereiace BUVER BAsE, MO No Access Q@ confirmed

MARKETPLACE_SUPPLIER_MA 3
ST... Show More %
b4

@fortum
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3.(2/4) Add your colleagues to SAP Business Network

Account

* Fillin the user details and click on [create]

teppo.testaaja@testi.com

User Information Roles Customer Assignment

User Information

Basic

User Name:* First Name:*

teppo.testaaja@testi.com Teppo

Contact

Country/Region Cade: Phone Number:

~ Enter a phone number

Email Address:* Last Name: *

teppo.testaaja@testi.com Testaaja

Area Code: Extension Number:

Enter a phone area number Enter a phone extension

Roles

Dala Mama.

16

Paccrintion

Search Q

Draft update:

Add

Discard

Feedback

* pick the roles you want by pressing [Add]

— Choose the roles you want by ticking the boxes next
to them

— Press on [Add] when you have chosen all of the
wanted roles

ET7  susine

Home E

teppo.

User Information
User mormat

Roles

(] Role Name

Assign Roles

(6)
Role Name

| _ARIBA_SOURCING_ACCESS_CUSTOM_RO
== FLE::

Lead Generation Specialist

Search Q

Description

The Lead G Specialist is for driving business growth by identifying
and attracting potential clients to build a strong sales pipeline for the company's
offerings

Logistics Limited Access -Assignment

<)

Logistics Limited Access -View all

Designated for external logistics providers who manage shipments on behalf of
suppliers, this role provides access only to logistics-related functions. Users can view
material orders and create Ship Notices for assigned orders only. To ensure security, all
financial information—such as prices, taxes, and charges—as well as other non-logistics
areas of the application, is hidden from their view.

Designated for external logistics providers who manage shipments on behalf of
suppliers, this role provides access only to logistics-related functions. Users can view
material orders and create Ship Notices for those orders, with no order assignment
required. To ensure security, all financial information—such as prices, taxes, and charges
—as well as other non-logistics areas of the application, is hidden from their view.

Services Limited Access -Assignment

Services Limited Access -View all

Designated for external providers who manage services on behalf of suppliers, this role
provides access only to service-related functions. Users can view service orders and
create Service Entry Sheets for assigned orders only. To ensure security, all financial
information—such as prices, taxes, and charges—as well as other non-service areas of
the application, is hidden from their view.

Designated for external providers who manage services on behalf of suppliers, this role
provides access only to service-related functions. Users can view service orders and
create Service Entry Sheets for those orders, with no order assignment required. To
ensure security, all financial information—such as prices, taxes, and charges—as well as
other non-service areas of the application, is hidden from their view.

Cancel

Add Remove

Feedback

@fortum
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3.(3/4) Add your colleagues to SAP Business Network

Account

* Now tick the boxes
for the roles that you
would like to add to
the new user

* Finally click on
[Create] to create the
new user

w Business Network v  Europe Standard ~ Upgrade « Q B @ ET

Home Enablement Discovery v Workbench Assessments Insights Proposals & Contracts ﬁ_ v sse

teppo.testaaja@testi.com

User Information Roles Customer Assignment
Roles (2) Search Q Add Remove
Role Name Description
Lead Generation Specialist Th_e Lead Generatlon_Spgcmhst is responsmtg for dr!vmg business growth by identifying and attracting potential clients to
build a strong sales pipeline for the company’s offerings
Designated for external logistics providers who manage shipments on behalf of suppliers, this role provides access only to %
- g . logistics-related functions. Users can view material orders and create Ship Notices for those orders, with no order ®
Logistics Limited Access -View all o A n 5 e . o =
assignment required. To ensure security, all financial information—such as prices, taxes, and charges—as well as other non-
logistics areas of the application, is hidden from their view. frd
Customer Assignment
Customer Assignment Options
@ All Customers O Specific Customers
Draft updated Discard
\ J

@fortum
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3.(4/4) Add your colleagues to SAP Business Network Account

* To modify the roles of the existing users go to
[Add roles and users] from the Home page and
click on the user whose roles you would like to
modify

* Then click on [Roles] and Add and remove roles
like you did for the new user

Manage Users
Active (2)  Deactivated (0)  Revoked (0)
Active (2) Search Q create [E(=] @& @|v
User Name Email Address First Name Last Name Roles Contact List Authenticati...  Status Send consolidat...
MARKETPLACE_SUPPLIER_BA
I SOURCING_SUPPLIER_BASE, Limited i
rtum.com m.com | MARKETPLACE_BUYER BASE, N° Mo Access ©@confimed ’
MARKETPLACE_SUPPLIER_MA
ST... Show More B
2
T — i
mmmmm Dortum. Lead Generation Specialist N N Enabled @ confirmed
Draft ol
User Information Roles Customer Assignment
Roles (1) Q  Add
Role Name Description

The Lead Generation Spet

: : peci
Lead Generation Specialist strang sales pipeline for the company’s offerings

ialist is responsible for driving bu:

isiness growth by identifying and attracting potential clients to build a

Customer Assignment

Customer Assignment Options

(®) All Customers (_) Specific Customers

@fortum
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Q&A (1/2)

* Why do we ask you to qualify? Click here
* What is SAP Business Network (formerly SAP Ariba Network) and SAP Ariba? Click here

* |l already have a Business Network account / Ariba Network account Click here

* What to do when | am the wrong person to contact in my company? Click here

* What does it mean when SAP Business Network says that the link has expired? Click here

* Dol need to provide a DUNS number during registration? Click here

* How to access different events? Click here

* | forgot my password. What do | do? Click here

@fortum
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Q&A (2/2)

* How can | change my email address? Click here

* How do | change my password in Business Network? Click here

* How can |l add a User / Let a colleague work on a questionnaire? Click here

* What if you need help with the questions that we would like you to answer? Click here

@fortum

Powering a thriving world



Why do we ask you to register and qualify?

* Fortum is mandated to actively manage its supplier base, ensuring up-to-date information is available on
all its business partners, including current certificates, address details, and general business information.
This is achieved through a process conducted via SAP Business Network (formerly SAP Ariba Network), a

leading global platform for supplier collaboration and information management.

@fortum
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What is SAP Business Network (formerly SAP Ariba
Network) and SAP Ariba?

* SAP Business Network (formerly known as Ariba Network) is the central platform that allows Customers
and Suppliers to interact. This includes the exchange of business documents (like tenders and
guestionnaires) as well as general company and marketing information.

» Basic access to SAP Business Network (which allows participating Fortum tenders) is free of charge. If
you wish to further explore technical options, like a full integration of the product into your own ERP and
Sales systems, SAP offers various commercial options too.

* SAP ARIBA is a cloud-based purchasing platform which enables digital business interaction between
suppliers and customers. 3.6 Million companies worldwide are already interacting through ARIBA, 2.3
Trillion US$ of annual commerce volume is being handled at this time.

@fortum
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| already have a SAP Business Network account (formerly
Ariba Network account)

23

You still need to formally link your SAP Business Network account in the registration process.

Please have your Userld and password available and make sure that you are NOT already logged in to
your SAP Business Network account when proceeding with the registration process.

Please proceed by opening the registration invitation email and selecting the “Log In” option

See instructions how to proceed here

@fortum
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What to do when | am the wrong person to contact in my
company?

* Please contact the Fortum contact person who invited you and request to set up a different contact.
Once this is done, another invitation will be sent to the person that you named.

@fortum
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What does it mean when SAP Business Network says that
the link has expired?

* Usually this message appears when you have already created a UserlID and a password. In this case the email
link won’t work anymore. Please log in with your credentials in service.ariba.com and choose supplier

SAP Business Network - Achieve frictionless, real-time business collaboration

SAP Business Network enables customers and trading partners to actively collaborate and gain greater
visibility across all supply chain processes to build a more resilient and sustainable business.

Buyer Supplier

@fortum
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Do | need to provide a DUNS number during registration?

* No, providing a DUNS number is optional.

@fortum
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How can | change my email address? (1/2)

* 1) Signin to SAP
Business
Network with
the user you
would like to

change the 4

email address
for. Then click
on the initials at
the top right
corner of the
screen and
choose settings
2) Choose user
account from
settings

Standard

Upgrade s o By & | ET

N

Test Company Oy

AMN11369525404
BNO-200000000303329

Basic

Company Profile

Settings

Service Subscriptions
Switch Account >
Contact Administrator

Sign Out

4 T

Settings

User Preferences Account Administration Transactions

User Preferences

User Notifications & Preferences

Account Administration

Manage Users

Manage Roles

Account Security

Notifications

Recommended Accounts
Manage Account Requests
Manage Account Email Domains
Connected Accounts
Generative Al

Language and Region

Transactions

Tax Invoice Configuration

Compliance

Audit Log Standard

Compliance

@fortum
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How can | change my email address? (2/2)

© 3)Clickoneditinthe o o e o
upper right corner Account Information
and change the email e —
address ra—
]
* 4) When you’re done —
click on save in the ’
lower right corner

@ Open Change Log | | Change Password

@fortum
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How do | change my password in the ARIBA Network? (1/2)

29

Network account,
using the user name
and password that
you created when
first registering.

2) Now klick on your
initials at the top
right corner of the
screen and choose
settings.

3) Choose user
account from
settings

N

Test Company Oy

AMN11369525404
BNO-200000000303329

Basic

Company Profile

Settings

Service Subscriptions

Switch Account >

Contact Administrator

Sign Out

4 T

2 Settings
° 1) Please Iog in to Standard Upgrade WF:I I:L D—J @ ET User Preferences Account Administration Transactions Compliance
yOUI‘ eXiSting ARI BA User Preferences

3

User Notifications & Preferences

Account Administration

Manage Users

Manage Roles

Account Security

Notifications

Recommended Accounts
Manage Account Requests
Manage Account Email Domains
Connected Accounts
Generative Al

Language and Region

Transactions

Tax Invoice Configuration

Compliance

Audit Log Standard

@fortum

Powering a thriving world



30

How do | change my password in the ARIBA Network? (2/2)

En! ¥ Business Netwo

Home Enablement

User Account saved version »

Account Information Preferences Contact Information Contact Information Visibility

4) Choose change password from
the upper right corner

5) Type in your current password
and new password

6) Finally click on Save Password

nsights

posals-Questionnaires & Ci

Open chane Log

5

g5

Change Password

Current Password: #

AR &

Mew Passiunrd: *

AR &

& Must be at least 8 characters long and no longer than 32
characters.

@ Must contain at least one uppercase letter (A-Z), one
lowercase letter (a-z). one number (0-8), and one special
character (! #596&'()*+ - fm===2@"_"{[}-"]D.

@ Cannot contain the user name.

& Consecutive and sequenced patterns are not allowed ("abcd”,

"1234" "aaaa", or "1111")

Confirm New Password:#®

~

RS &

° (== e

Standard  Upgrade < 0 B @ ET

B - e

4

@fortum
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What if you need help with the questions that we would like
you to answer?

* Please do not hesitate to contact your contact person within the Fortum organization. We can help you
answer these questions.

@fortum
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How to access different events / questionnaires? (1/2)

* In SAP Business Network we have different types of events for which Fortum can invite you to participate
via an invitation link. The link is valid for the initial connection between both accounts. If you want to
access the events again to take further actions you have to take the steps as described in the next slide

@

2

©

Supplier Registration
Questionnaire

Initial Questionnaire
for general company
information

Qualification
Questionnaire

Detailed
qualification
questions related to
the category you will
provide service or
goods to Fortum

Sourcing Events / RFPs

Sourcing events

Sourcing events that
you have been
invited to participaete

@fortum

Powering a thriving world



33

How to access different events / questionnaires (2/2)

* 1) If you already have an ARIBA s

U r V Home  Enablement  Store  Discovery v  Workbench  Assessments  Insights | Proposals-Questionnaires & Contracts
Account or the invitation link is Proposals and Contracts ) e

.
not valid anvmore. please open s, Though o caaty el g poces e s

P o ppliers provide high-quality. cost-competiive and sustainably produced materials and services for
; ’
3 search Qi Y ur SAP Ariba supplier guides here
. Er— ‘
t h f I I I . Fortum 9] : if you need further support, you may contact our experts via purchasing@fortum com
e roliowing uri: I o 5k 28

se rvice. a ri ba .Com Proposals and Questionnaires Contracts

Customers (1) Welcome to Fortum's SAP Ariba Supplier Portal!
St n important f suc h cle

 2) Click on [Proposals- |
Questionnaires & Contracts] on
the navigation bar

 3) Click on Fortum Oyj under
customers

* 4) On the right you will see the
open guestionnaires )

@fortum
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| forgot my password. What do |1 do?

Please follow the link to https://supplier.ariba.com, click on word “Password” and follow the instructions
on the screen.

@fortum
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