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Step 1

To start the registration process for your Company, you must click on "Register" on the login screen on 

the Hera Group's official website under Suppliers - Hera Group

https://www.gruppohera.it/gruppo/fornitori
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Step 2

To continue, you need to accept the proposed documents



6
2 4

Step 3

Fields marked 

with an asterisk 

are required

After accepting the documents, you must fill in the fields concerning Company information
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Step 3
Then fill in the "User Information" section indicating the details of the person who will receive all 

notifications and information from Hera_Pro.

N.B. Under "Name" enter "User", while in the "Surname" field enter the name of your company. This 

way, if the person associated with the Super User changes, the user will remain the same. The 

username will benome.cognome@fornitorigruppohera.onmicrosoft.com. You can always change your 

name and surname afterwards (without changing your username)

mailto:nome.cognome@portalefornitorigruppohera.onmicrosoft.com
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Step 4

At this point you will be asked additional questions. You will have to answer them in the appropriate field; 

then click on "Save and continue" to proceed
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Step 4

Selecting “Yes” opens an 

additional section to be filled in
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Step 4

Indicate the type of supplier (based in Italy or 

abroad) and the relevant type of invoicing
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Step 4

Finally, indicate the name of the reference Sales Manager and click on “Save and Continue” to complete 

the process 
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Once the user has been created, you will receive an e-mail from portalefornitori@gruppohera.it with 

the subject line «Hera_Pro user creation successful!» as reported below.

Step 5

mailto:portalefornitori@gruppohera.it


13
2 4

When you click the link provided in the e-mail, you will be directed to the following screen. Here, you 

will need to enter your whole user ID nome.cognome@fornitorigruppohera.onmicrosoft.com:

Step 6

mailto:nome.cognome@fornitorigruppohera.onmicrosoft.com
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For security reasons, the system does not send a first login password. It must be set by the user the 

first time.

The first time you log in, or if you do not remember your password, you must click on ’I forgot my 

password’:

1

Step 7
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Access to Hera_Pro

You can log on to the portal with your definitive credentials by clicking on “Hera_Pro Access the portal” in 

the section dedicated to suppliers of the the Hera Group’s official website Suppliers - Hera Group

https://www.gruppohera.it/gruppo/fornitori
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Edit User Details 

After the first login, you can change the information related to your profile (Super User) by clicking on the 

human figure icon at the top right and then on "User Profile".
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Edit User Details 

View Details and Preferences related to the 

user; click on the pen icon to make any 

changes
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Edit User Details 

Click “Save” when you have completed the 

process
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To manage users, you need to click on “Manage Users” in the "User Management" section on the log 

in page to Hera_Pro > Procurement > "Tenders" or "Qualification"

User management
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The page shows four areas for user configuration 

1) User management

2) Profiles

3) Business divisions

4) Default users

1                 2                3                     4

Exports to 

Excel

Bulk user import through Excel

User management
Create a new sub-user directly 

from the platform
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By clicking on "Create", you can enter all the information necessary for creating a company sub-user; 

once done, click on "Save" 

User Management – Creating a Sub-User

All login information will be 

sent to the email address 

you have provided
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Once you have clicked on "Save", the system displays the user and a message confirming data have 

been saved. You must click on "View User Rights" to manage visibility and use of the portal's features 

for the user. By default, the user does not have any basic visibility.

User Management – Creating a Sub-User
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Clicking on the pencil icon at the top right will change all the rights, while clicking on the pencil icons in 

each section will change only the rights within the section.

User Management – Creating a Sub-User
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To understand the rights you need to configure, it is important that you understand the following 

situations (you can still create Profiles as per the following slides).

1. If you need to operate within the Tenders function, you must click on "Configure Full Rights" in the 

following sections:

• Request for quotation /Request for information, 

• Procurement auctions

• Collaboration area

2. For the Qualification, the sections:

• Supplier management

• Supplier performance

• Collaboration area

3. If you want it to be the same as the Super User, click "Configure Full Rights" at the top

4. If you have created the user profile only to manage the contracts’ execution phase, just click on:

• Collaboration area

User Management – Creating a Sub-User
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Profiles

On the second page you can view and create the Authorisation profiles to be associated with individual 

users (optional - only if deemed necessary – for complex organisations)

Exports to Excel

Bulk profile import through 

Excel

Create a new profile 

directly from the platform
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Clicking on “Create” opens the configuration page for the new profile, where you select all the 

permissions to be assigned to it. Then click “Save”

Automatically set 

“Yes” in all fields 

Automatically set “No” in all 

fields except some 

Development Actions

Profiles – How to create a profile
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In any case, both the User's Information and their Rights can be modified at any time by

navigating within the “Details” section (it opens by clicking directly on the name from the

“User Management” page) and clicking on the symbol

When creating new users or modifying existing ones, you can associate the specific

Authorisation Profile through the “Role” function [User Information]

The settings of an already created Profile can also be edited from this button

A User may also not have any associated Profile; in this case, they can work directly

within “Details”  “User Rights”
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Business divisions

On this page, you can view and create Business divisions to associate specific users with (optional -

only if deemed necessary – for complex organisations)

The first division is created 

automatically during the initial 

onboarding phase 

Export list to 

Excel

Manage visibility between divisions; download the 

current configuration, edit the Excel file, then import it

Create a new division directly 

from the platform
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By clicking on “Create”, you can enter a name, a description (optional - only if deemed necessary – for 

complex organisations) and choose the division manager; click on “Save” to complete the procedure

A user can also be assigned to a specific division directly from the “User Information” section (when 

creating or editing the user).

N.B. Always check that with each change in a user's division their preset role does not change!

Business divisions – Creating a new division
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Default users

On the last page, you can select a default user for specific areas of activity; the users displayed depend on 

the profiles assigned to them.

Click “Save” to complete and 

record the operation
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Access management

When the user is created, whether by the Hera Group or by self-registration, or if a new user is 

subsequently added to the contacts list (see Chapter 1), you will receive an email from 

portalefornitori@gruppohera.it with the subject line «Hera_Pro user creation successful!» as 

reported below.

mailto:portalefornitori@gruppohera.it
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Access management

When you click the link provided in the email, you will be directed to the following screen. Here, you will 

need to enter your whole user ID nome.cognome@fornitorigruppohera.onmicrosoft.com:

mailto:nome.cognome@fornitorigruppohera.onmicrosoft.com
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Access management

For security reasons, the system does not send a first login password. It must be set by the user the 

first time.

The first time you log in, or if you do not remember your password, you must click on ’I forgot my 

password’:

1
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Access management

3

The system requires your identification and sends a One Time Password to the e-mail address 

found in the user's profile. 

Please do not modify when indicated in point 2 by the system itself or anyway enter your 

whole user ID.

2
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Access management

Once you have entered the code you received by e-mail, you can set your password following the 

rules indicated by Microsoft.

4 5
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Access management

6 7

Once you have completed the procedure, you will receive a notification from a Microsoft e-mail 

address different from the portal's, confirming that the password reset was successful.
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Access management

If you make an error while creating your user account, you will receive an email message. In this case, 

the creation logs will be broken and the technical team will try to create the account again.

If you do not receive any emails or have problems logging in, please write to 

accesso.portalefornitori@gruppohera.it.

mailto:accesso.portalefornitori@gruppohera.it
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Access management

Once your password has been set, access to Hera_Pro is always possible at the link 

https://portalefornitorigruppohera-

hcrofvux.launchpad.cfapps.eu10.hana.ondemand.com/site/herapro#Shell-home.  

You can access it with your whole user ID, e.g. nome.utente@fornitorigruppohera.onmicrosoft.com

https://portalefornitorigruppohera-hcrofvux.launchpad.cfapps.eu10.hana.ondemand.com/site/herapro#Shell-home
mailto:nome.utente@fornitorigruppohera.onmicrosoft.com
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Access management

A password and identity verification is requested. Users must comply by entering an OTP sent by 

text message. You can choose to have your credentials remembered for 14 days. 
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Home page and points

After logging in, the Hera_Pro Home page 

appears with links to all the main features: 

• Procurement: 

• Tenders 

• Qualification

• Contract management:

• Supplier master data

• Work injuries 

• Contracts 

• Chat

• RTIs/Consortia/Cooperative 

Companies

• Subcontracts

• Checklist: 

• Checklist execution
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Home page and points

In this section you can 

load personnel, 

vehicles, equipment 

and corporate 

documents

Communication section 

with Hera Business Units

In this section you 

can find all the 

contracts you are 

involved in

Work Injury 

reporting section

In this section 

you can manage 

the RTI structure

In this section 

you can manage 

subcontracts

In this section you can 

view and manage 

control checklists

In these sections you 

can access Tenders 

and Qualification and 

manage your data
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Browsing - Tenders

Clicking the links on the Home page displays the following:

Tenders>>the following users can browse the ‘Tenders’ page:

- participants in calls for tenders;

- those who express interest (in public tenders);

- those who have been invited (for ‘By invitation only’ proceedings).
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Browsing - Qualification

Clicking the links on the Home page displays the following:

Qualifications >> users browse through the 'My Categories' product list that displays:

- The categories for which they are qualified 

- Those for which they are currently qualifying for 

- Others for which they may attempt qualification.
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Browsing – Tenders and Qualification

There is an additional ‘Home page' ( ) regarding the features of the world of Tenders and 

company/qualification management.
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Browsing – Tenders and Qualification

The Dashboard, in particular, places some of the most interesting information under control. The 

sorting of information sheets can be changed using the icon at the top right of the settings ( ).
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Browsing – Tenders and Qualification

Located at the left, the system menu can be browsed on two levels.

The colourgreen or the left sidebar of the same colour indicate the users current position.

The first level is the grouping of objects. An example of ‘Requests for bids’ browsing is provided 

below:
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Browsing – Tenders and Qualification

The second level is for the individual features of the subject selected. An example of 'My Requests 

for bids’ browsing is provided below:
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Browsing – Tenders and Qualification

The individual features of the object selected are exactly the same as the tabs of the page being 

browsed:
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Browsing – Tenders and Qualification

The three dots usually found in the top right-hand corner or at the left of specific buttons such as 

'Save' or 'Send' or 'Cancel’ can be used for other features regarding data/objects that are open and 

visible at that moment.

Just one example is provided below:
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Browsing – Tenders and Qualification

When searching for a feature, only part of the name can be written in the top right-hand corner of 

the Home page ( ) or in the menu bar at the bottom left. Users need not necessarily browse the 

entire menu.

Typing 'Rd' in the search 
field displays all the 

features present with that 
string
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Browsing – Tenders and Qualification

Depending on the objects you are searching for within specific features, you can search by free text 

(1) or by using pre-configured filters (2) or by individual fields (3): 

1 2 3
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Navigability – functionality of the execution phase

By accessing the applications, the list of contracts with the Hera Group is displayed and you can 

also search for specific contracts.

The search bar works by contract

number; just type in at least one

digit and press Enter or the

magnifying glass icon.

For each contract, the

(blue) number, the

company name, and the

code of the primary product

group associated are

displayed.
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Navigability – functionality of the execution phase

Clicking the two arrows opens the possibility of sorting the contracts in ascending or descending

order by number. Select your choice and click 'OK'.
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Navigability – functionality of the execution phase

Clicking the icon at the far right instead opens the possibility of applying different types of filters to

the contracts lists
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Navigability – functionality of the execution phase

Where documents are present, they are displayed with the specific status

Document read and approved by Hera

Document uploaded and sent for approval to Hera

Document uploaded but not yet sent for approval
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Navigability – functionality of the execution phase

Clicking the funnel icon enables:

• Sort lines in ascending or descending order based on the parameters shown

• Filter items by issue date, validity end, or status

• The grouping by name or status in ascending or descending order by clicking the respective

icon

Search by

document

name or part

name
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Navigability – functionality of the execution phase

The ‘Edit' mode must be entered to upload/send/edit documents. Using this mode guarantees

(Lock) that the current user is the only user operating within the specific tab.

In general, the lock is 'released' (so users can enter ‘Edit’ mode in this Tab) only after the editing

has been saved and ‘View-only’ mode has returned or after the work session has expired due to

inactivity.



62

Navigability – functionality of the execution phase

Editing (if the status is ‘In draft’) of the issue and expiry date (if any) and of the

attachment; after editing, the status of the document, green if already approved or

red if rejected, automatically reverts to draft version (grey);

The document can revert to draft version only possible if it is a document currently

sent and awaiting approval (yellow);

Sending the document to the Hera user for approval; after sending, the status

changes from grey to yellow. The flags on the left must be used together with the

'Send' button above to send more than one document at a time;

Delete the uploaded document; this action is only possible if the status is ‘In draft’;
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Overview of Hera_PRO applications

00

Supplier Master Data

Same documents

Adds Op Eco

Contract

Elements inherited

Subcontract

RTIs/Consortia/Coop

erative Companies

Contract/Supplier

Subrogation, if any



Thank you for reading
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