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1. Getting Started

2. Creating a SAP Business Network 
account

3. Access the Event 

4. Complete Registration 

5. Add your colleagues to your 
Business network account

Where to get support: 

Fortum Operational team

Email: purchasing@fortum.com 

Phone: +358 9 42726348 
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Content



1. Open the invitation email 

• You will receive an email invitation to 
register as a supplier 

2. Access the event 

• Follow the Click Here link to access the 
event and register for an SAP Business 
Network account
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1. Getting Started – Event Invite

2



• Once you click on the link you 
will be taken to the SAP 
Business Network
Registration Portal.

You have three options:

1. Click [Review accounts] to 
review existing accounts the 
system has found

2. Click [Use existing account] 
to log in with an existing 
account.

3. Click [Create new account] to 
create a new SAP Business 
Network Account.
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2. Create the Account

1

2

3



• 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]
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2.1 Create the Account –Choosing the Data Center



• Next you will need to confirm your email. 

• The email cannot be changed, and it will be the 
same address where the registration link was 
sent

• Click on [Proceed]

• You will receive a one-time password that will be 
valid for 30 minutes

• Input the password in the password field and 
click on [Confirm]
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2.2 Create the Account –Verify your email



• Review and update the basic 
company information. 

• Help Center can be found in the 
upper right corner of the page

• Finally scroll down to input the 
Administrator Account information
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2.3 Create the Account –Company info



1. Setup your Administrator Account

2. Check mark terms of use box

3. Check mark privacy statement

4. Check mark I’m not a robot

5. Click [Create account]

6. 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.

7. After this you will be asked to confirm your email 
address
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2.4 (1/3) Getting Started –User Account



• Open the welcome email and click on [Sign in] • Log in with your credentials and press [Log in]
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2.4 (2/3) Getting Started –User Account



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

• Click on [Update]

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

• After filling these out click on [Save]
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2.4 (3/3) Getting Started –User Account



• You will then be directed to SAP Business 
Network

• A pop-up window should appear that confirms 
that you have successfully connected with 
Fortum

• Now click on [Proposals & Contracts] on the 
upper bar
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2.5 (1/3) Supplier Registration Questionnaire



• 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] 
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2.5 (2/3) Supplier Registration Questionnaire

1

2

3



• You will be directed to 
the Registration 
Questionnaire

• Fill in your company 
information 

• Once you have filled all 
the required 
information click on 
[Submit Entire 
Response]
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2.5 (3/3) Supplier Registration Questionnaire



• 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
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2.6 Supplier Registration



• 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]
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3. (1/4)  Add your colleagues to SAP Business Network 
Account

1

2

3



• Fill in the user details and click on  [create] • 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
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3. (2/4)  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
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3. (3/4)  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

18

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



• Why do we ask you to qualify? Click here

• What is SAP Business Network (formerly SAP Ariba Network) and SAP Ariba? Click here

• I already have a Business Network account / Ariba Network account Click here

• What to do when I 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

• Do I need to provide a DUNS number during registration? Click here

• How to access different events? Click here

• I forgot my password. What do I do? Click here
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Q&A (1/2)



• How can I change my email address? Click here

• How do I change my password in Business Network? Click here

• How can I 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
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Q&A (2/2)



• 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.
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Why do we ask you to register and qualify?



• 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 
questionnaires) 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. 
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What is SAP Business Network (formerly SAP Ariba 
Network) and SAP Ariba? 



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

• Please have your UserId 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 
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I already have a SAP Business Network account (formerly 
Ariba Network account)



• 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. 
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What to do when I am the wrong person to contact in my 
company?



• Usually this message appears when you have already created a UserID 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

25

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



• No, providing a DUNS number is optional.
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Do I need to provide a DUNS number during registration? 



• 1) Sign in to SAP 
Business 
Network with 
the user you 
would like to 
change the 
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
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How can I change my email address? (1/2)
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2

3



• 3) Click on edit in the 
upper right corner 
and change the email 
address 

• 4) When you’re done 
click on save in the 
lower right corner
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How can I change my email address? (2/2)



• 1) Please log in to 
your existing ARIBA 
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
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How do I change my password in the ARIBA Network? (1/2)
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• 4) Choose change password from 
the upper right corner

• 5) Type in your current password 
and new password

• 6) Finally click on Save Password
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How do I change my password in the ARIBA Network? (2/2)

4

5

5

5

6



• Please do not hesitate to contact your contact person within the Fortum organization. We can help you 
answer these questions.
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What if you need help with the questions that we would like 
you to answer?



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



• 1) If you already have an ARIBA 
Account or the invitation link is 
not valid anymore, please open 
the following url: 
service.ariba.com

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

2

3

4



• Please follow the link to https://supplier.ariba.com, click on word “Password” and follow the instructions 
on the screen. 
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I forgot my password. What do I do?
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