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CHAPTER 1
Supplier self-registration procedure
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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

Come autocandidarsi nell’olom:i.fomhori
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https://www.gruppohera.it/gruppo/fornitori

Step 2
To continue, you need to accept the proposed documents

E==HER) 14:44 Central Eurcpesn Time DST

Contratti Caud
Informativa Fornitori
Recewanc questa informatva | Fomiton del Gruppa Hara (i
Taclare del trattamento HERA Sp A con sede kegale In Balogna, Viale Bertt Pichat 2/4Te. 051287111
Rata Protection OMficer 11 PO & Il Responsabile deka funzons Privacy, ormanion Secunty Complisnce & Normativa OSA o Hern S.p A che potrs essere contameno presso Her S p A, Viale Carlo Beemi Pichat n 2/4, 40127 Bclogna
0 con mak g. dataprotecticnomMosPanppoherait
Dati personall trattath Ogoetto gella presente informativa & I trattamento del seguent! datl personall, In via INdicatha Ma Non SSaUsING
Dati personail comwnt: -

nfarmativa Fomiton

Ho letto e accettato |'Informativa Fornitor|

W Acceno

2 Nonsooetto
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Step 3

After accepting the documents, you must fill in the fields concerning Company information

Em 1138 Cemal Ectopean Tene DT &
Dati di registrazione Rpnsin chon
v Navigaziane Veloce - ~ Informazioni SulfAzienda
Informazioni suilAziends
* Napone * Ragune sociale (cormpresa forma glundica)
Informaziont Ukente
ITALA -
* Formne ghrdion & Codice Flacake
= -

* Partitn IVA {In caso Gropoo VA Partits IVA ongingle Fartitn v europes

Fields marked s Arsasay
with an asterisk
are required

Kt licw Ve SOOSTMNG por faion evlia UE & INANz20 (Sede Armamisiatralive)
* Nanero ovico {Sede Amiministratia) & CAF(Sede Armministratioe)
* Comune (Sede Anerernsdanva & Provincis (Seds Avevinsiativa)
-
* Iediizzo woval ey & E-mall FEC
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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)

SR 1018 Caetrdl By Tos BT

e
Dati di registrazione Apmny Chan @
v Navigazione Veloce o v Informaziont Utente

Informazion sulAziense

o Nore & Cogruere
Ihumazion) (Reste
Neene Tetler Tast S

* Inesitens emad princpale MPORTANTE. Queats Cothshre (o) proga o isesvw v ' Sodiow v o Tourmen
e 2000 Per FI00esS0 4 30 ¢ ey & collve” 2ol spay)

L Assicoed0 & evire OO

Cometitx S5 pvwne & AR | fasihe o wwged) pe

SEDNME ORI NNEZDL

« Tewford & Lingus peefenia

* Fuso v

CESTICET « Qwettnd Barmprean Tive (Esvope¥n
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mailto:nome.cognome@portalefornitorigruppohera.onmicrosoft.com

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

S=HER\ 17:12 Central European Time
Inizio Registrazione eVendor

Sede Legale

v SEDE LEGALE

v SEDE LEGALE

DOMANDA

1 Sede Legale

DESCRIZIONE

* La sede iegale e diversa dalla sede
amministrativa?

RISPOSTA

Bervenulo Mario Rossi g

PNHERIN  Salva £ Continus ’

MODIFICABILE DA

Foritore

GRUPPOHERA
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Step 4

;m 17:15 Central European Time Berwenuto Mario Rossi g,
Inizio Registrazione eVendor Annuta
Gruppo IVA

~ GRUPPO IVA

v GRUPPO IVA

DOMANDA DESCRIZIONE RISPOSTA MODIFICABILE DA:

1 Gruppo IVA + |l fornitore fa parte di un Gruppo IVA? Fornitore
-

Selecting “Yes” opens an
additional section to be filled in

GRUPPOHERA 9



Step 4

Em 17:18 Central European Time
Inizio Registrazione eVendor

Tipologia Fornitore

v TIPOLOGIA FORNITORE

v~ TRADUZIONE

DOMANDA

1 Tipologia foritore (italla/Estero)

v 4PTIPOLOGIA FORNITORE-ITALIANO

Indicate the type of supplier (based in Italy or

abroad) and the relevant type of invoicing

DESCRIZIONE RISPOSTA

* Scegliere Fopzione corrispondente alla
provenienza Itakia

Benvenuto Mario Rossi J,

Annulia Salva £ Continua

MODIFICABILE DA;

Fornitore

GRUPPOHERA 10



Step 4

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

the process

[ — : .
;—_—IIH}A 17:15 Central European Time

Inizio Registrazione eVendor

Responsabile Vendite

v RESPONSASBILE VENDITE

v  RESPONSABILE VENDITE

DOMANDA
1 Resporsablie vendite
2 Tetone responsatie varylite

DESCRIZIONE

* Insanre nominativo del responsabile vencite

* |nserire numnerno d teeono O responsate vervdite

NISPOSTA

Maro Ross

12345678%)

Benvenuto Mario Rossi *

Annulla ‘ Salva E Continua

—

MODIFICABILE DA

Fornitoen

Foenitoes

GRUPPOHERA
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Step 5

Once the user has been created, you will receive an e-mail from portalefornitori@qgruppohera.it with
the subject line «Hera_Pro user creation successfull» as reported below.

==HER/

I bcnvenuto nel portaie Hera: Prol
La tus utenzi _3111‘1'»9!95_9“,521) b slata croals con SUCCRSSO

Per accedera al portale cicca sul ink sottostame
IMPORTANTE: Prima di cliccare sul link assicurati di leggere Il manuale di registrazione per sapere come ottenere I password.

Cliccare qui per accedere

¢ miormazonl sullutszzo di Hera_Pro (ad esempio come oftenere |a passwoed: come inkiaprendere/completare ['ter di qualifica, panecipara ad una gars oppure comse
& pé
ianmeoifomitonmanual

Par avers mago
craare anagrahc

onale'mezzvattrezzature per iy dochmentazione necessana nafla gestions del contrath ) puot invece visionare I knk hitlos www gruppohern

ara-frg dove sono presant tutti | manuall del poriale

Buon Lavoro

Se 8 inw sonrs ao
Qo

i1 2830 & prod

NIONASSE, DU

ORRe ¢ ncoiane § Ik OGS EMVR-000- S0CURRer TRy umeneed claoes. sw i ana
Ta e .

o Drnwsey

Per favode non nspondee alla mail - Guesta & una mail generata i automatico
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Step 6

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:

Eseguire logon

E-mail

Hera_PrO E-mail

il portale fornitori M ret”
del Gruppo Hera FHE-M

GRUPFOHERA 13
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Step 7

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 ’l forgot my

password’:

[ —
e @

Immettere la password

GRUPFPOHERA 14



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

ﬁ Nota informativa L%:] Bandie E_\ Gestione Manuali
elenco fornitori LQ'Q avvisi - Q infortuni Hera_Pro

GRUPPOHERA 15
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Edit User Detalils

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".

=—"mﬁ 17 51 Central Ewropean Time DST . Berreemato ente SellerTest E
———————————————

. Dierte So¥orTost Spa
Benvenuto in Hera_Pro

Cruscotto = Sourcing 53 Mia Azienda A Gestione Documentale .m
Accessiniinta

Gestione Utenti &
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Edit User Detalils

Em 1754 Conteal Eurugean Tuns DET

Utente Utente SellerTest Spa

~ Navigazione Velocs e

l Dettaght Saper Utente
Prefecare Utente

Artrata ulenie

View Details and Preferences related to the
user; click on the pen icon to make any
© Dettagih Supsr Urerte changes

Nome D Cognome O

Ulerile Sedwr Tea? Sga

adrizzn e mal procpale BN
extrzzo emad reera yAlzzae
per futfe Je comunioaziovt A3
0 SOOI, S prepa &

TE Quesio Username (memarnzzdo: § serers per scoedens s @
CessD & S0 ROTVIT! 1ISRTVALE) (2 SYmge i mseryw lp LecnaTre)
o inserve <

M 10540 ity oNmACIDB®t com
(D & 3 0N

Colbilare (o pregs & mawie ‘¢ Dodes pases e L) Teklomn 0
nwmero o cadidere " rerTa sreart

SINZALSLTES 125454789
Lingw poeterta 0 Fuso Orarie "D
Makure CESY/LEY - Cotval Bpopem Time {Buope Brtasis)

v Preferenze Utente

Farrate Numen:
123 80703

Formate Oata
FUOVROTS (S MWy

Formans O
12 45 (1ot mem)

Primo Geormo deldin Settimana
Lun

Diornd Firw Semimana
SabarovDomenca

v Attt Utente

© 5:vvvno Uieone SelerTost S0 B

e Nodtos Feerwond

s
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Edit User Details
Click “Save” when you have completed the
process

E=SNER: 1802 Cerntral Eurcpesn Time DST © Sevvenuto Uente SelleTest Spa B

Utente; Utente SellerTest Spa wu@

~ Navigazione Veloce j v Detagli Super Utente
I oo * Nome * Cognome
(Rerse Geller Test Spa
* Ingrzzo email pinapale WPORTANTE: Quesio * Uzsemame (memonzzalo: U servird per acceders i
navizzo emal verrt Uizzado per Facoesso af 00 e per senvzi servatl’) (& prega o insenlre fa wsemame)
Rte lo comunicanoni Assicurat o wnsenve [Indvizzo
coretia. & Arega o utilzzare | (punto e vwpals) per mario cossi@heraidts onmicics ot com

Separare PR iz

Cellutare (5i proga o (nserve “+" Todne passe” e Nunao * Jeletono
o colulare” senzs spal)
123456789
+3912345578%

Lingus preferita Fuso Orario
Italiaro
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User management

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”

=—m 11:01 Central European Time

Benvenuto Mario Rossi &
Benvenuto
Cruscotto = Sourcing B Mia Azienda 3
Confgurazior Band: di Profilo Azenda
I ] or
ratn | upp
f Pubt
Gestione Documentale LT} Gestione Utenti

Haborarione
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User management

The page shows four areas for user configuration

;.gu 1148 Central Europes Tive DST

»

Gestisci Utentl
1 2 3 4

Gestions Utenti

,_..
=

0 ” Tust g Unesnti - Y Agita Y -
&' Visualizzazione fistsl 1 -3 013 Visusizza. S0 v
. INF. UTENTE cocnome T NOME DAVISIONE
& 1 Marager dells Divigaons Blanchi Luca Divisione Test
Superutente fiosai Maro Division
3 Utenite Vierd Aldo Division

Exports to

EMAIL

1) User management
2) Profiles

3) Business divisions
4) Default users

Create a new sub-user directl
from the platform

Banvenate Mario Rossl

EXCG' @ “es MPONAAGQIna Ruos Lileaty Can

I

Bulk user import through Excel

TELEFOND LG
1010101010 Seder)
123456789

oo Capo seller
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User Management — Creating a Sub-User

By clicking on "Create", you can enter all the information necessary for creating a company sub-user;
once done, click on "Save"

ESSNER: 1207 Central European Time Benvenuto Mario Rossl g

Nuovo utente Annulla m

v Informazioni Utente

* Cognome

* N A . .
bl All' login information will be
sent to the email address
* Emad you have provided
* Teiefono

Il numero di telefono ceflulare deve iniziare con "+° e contene caratteri da 0 a 9 (min 8 max 15) con nessuno
5pEzio. Il pnmo NUEMETe non pud essere 0

* Divisione

Division -

GRUPPOHERA



User Management — Creating a Sub-User

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.

[
FHEB‘“—I Benvenuto . N &
<« Nuovo utente Visualizza Diritti Utente

) sessmmm—— : stato registrato come nuovo Utente. Una mail contenente i dettagli per effettuare il login
& stata inviata allindirizzo: NG T

All'Utente verranno assegnati di deafult i diritti definiti dallAmministratore oppure i diritti associati ad un
Profilo specifico se selezionato.

GRUPPOHERA

23



User Management — Creating a Sub-User

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.

e
E=HER\

< Utente: pmnmEmmamD

Informazioni utente Diritti utente

v Navigazione veloce

Richiesta di offerta/Richie...

Aste di acquisto
Gestione Fornitori
Performance Fornitore
Azioni di Sviluppo
Gestione utenti

Area di Collaborazione

Accesso alla guida online d...

Diritti utente

v Richiesta di offerta/Richiesta di informazioni

Visibilita Lista RdO
No

Accedi dettagli RdX
No

Crea Risposta
No

Modifica prima della pubblicazione
No

Modifica e Pubblica
No

Contatto visible al Buyer
No

Gestione messaaqai

Benvenuto . (NN &

GRUPPOHERA
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User Management — Creating a Sub-User

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

[ —
it Benvenuto . NN L
Utente: i——— o (" attivo ) P
’ - J

~ Navigazione veloce |&  Diritti utente Configura Diritti Minimi Configura Diritti Completi

Richiesta di offerta/Richie... o Richiesta di offerta/Richiesta di Configura Difftl T DY

i ioni Minimi Compieti
Aste di acquiste informazioni

GRUPPOHERA

SRR IS T ST
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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)

i 2

o & » &

:‘.smz 11:53 Cemral European Time DST

Gestiscl Utent)

Visualezazone risultatl 1.2 2 Vsuaizza: S0

oo T

-

DIVSIONE

Divison

Division

PROFILO IMPOSTATO D&

Poss Marc

Rossi Mano

Create a new profile
directly from the platform

Exports to Excel

Berveernto Mario Rossi ‘

:> ImpoMAAR3IOma Ruct

DATA CREAZIONE

02/03/2023 1432

0203720

2312

3,
42206

l]

Bulk profile import through
Excel

PROFILC CONDIVISO
No

GRUPPOHERA 26



Profiles — How to create a profile

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”

Em 12:26 Central European Time

Nuovo Profilo

v Navigazione Veloce

Configurazione Generale
Richiesta di offerta/Richies
Aste di acquisto

Gestione Contratti
Gestione Forniton
Performance Fomitore
Azioni di Sviluppo
Gestione utenti

Area di Collaborazione

le

Diritti

v Configurazione Generale

* Ruolo

* Profilo condiviso

No

2envenulo Mario Rossi ;

Automatically set “No” in all
fields except some
Development Actions

v Richiesta Di Offerta/Richiesta DI Informazioni

* Visibilna Lista RGD

No

* Acced dettagh RAX

No

Configura Dirltst Minami Configura Diritts Complet

]

Automatically set
“Yes” in all fields

Configura Dirti Minimi Configura Diritti Complet!

GRUPPOHERA
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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”

GRUPFPOHERA 28



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)

Create a new division directly
from the platform

® 50@1& 11:55 Contral Esrapean Time DST Berwerwio Marko Rossi £,

Gestisci Utenti EXpOI’t list to :> 2641001 VIS@NIIA D010 Dok Crea
= Excel ﬁ

Dwisices Azendail w11l D
& . o o
v Manage visibility between divisions; download the

3 current configuration, edit the Excel file, then import it

Visualizzazione rsultati § - 24 2 Visudlizza. S0 v
. DIVEONE RESPONSABILE Dd DIVISIONE DATA CREAZIONE
& Rass! Mano 01032023 173320

]

The first division is created
automatically during the initial
onboarding phase
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Business divisions — Creating a new division

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

[— <
=~Bﬂ 15:07 Central Ewropean Time Benvenuto Mario Rossi &

Nuova Divisione Annulta m

v Informazioni Divisione Aziendale

* Nome Descrizione

* Responsabile di divissone

Bianchi Luca v

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!

GRUPFPOHERA 30



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.

L

o & ¢ & W

S MET 1158 Central Eurcgesn Teme DST

Gestisci Utenti

oot D6 Detaun
Seleziona un Utente di Default per le Aste
Cognome Nome
! L J
Rossi Maro
) Al
Selezionare un Utente di Default per le RJI/RdO
Cognome Neme
1
Bl Ma
o) Al

Selezionare un Utente di Default per ricevere le Email per le Opportunita

Cognome Nome

[ ] Roszi Maro

E-mail

E-mall

E-maill

Benvernato Mario Rossi &

i}

Click “Save” to complete and
record the operation

GRUPPOHERA
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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.

=
E=HER)

8 s enze onmicrosoft. com & stata croals Ccon Suctesso

Her accedere al portale cicca sul ink sottostame

IMPORTANTE: Prima di cliccare sul link assicurati di leggere Il manuals di registrazione per sapere come ottenere Ia password

Par avare magoex yloamazont sullutezzo di Hera_Pro (ad esempio come oftensre 1a password: come inkiaprenderevcompletare [Nter di qualifica, panecipara ad una gars opg
craare | anagrahca & parsonale’ mezzyattrezzature ¢ y 5Zion ara 1 ntrath ) puot INvece yisionare | Kk hilos Swww gruppaher
| t | DB rass tut 1Al 0e poniake
Juon |
X Zan 1 ¥ \J
S g = b =
)
] ndee alla mail ) & una mail generata

WITE COMe

GRUPPOHERA
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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:

Eseguire logon

E-mail

Hera_PrO E-mail

il portale fornitori Megrcr>:
del Gruppo Hera >=HEm

GRUPPOHERA 34
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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 ’l forgot my

password’:

[ —
e @

Immettere la password

GRUPFPOHERA 35



Access management

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.

E==HER/ ©) E=HER ®

Tornare all'account lornare all'account

Identnicae passagglo di verifica 1

Posta elettronc

GRUPPOHERA 36



Access management

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

E=HER ® =T ®

IZ"'I"':H'(‘ fiH' FCCOUNt
Tornare all'account

passagpio di verifics 1 > scogien

passageio diverifica 17 > scegliere una nuova password

i

\
| cxans
L

“

GRUPPOHERA 37



Access management

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.

Microsoft

lornare all'account

@ Lapassword é stata reimpostats

G,

Notifica di reimpostazione della password

La password dedl'account & stata reimpostala di recente. 52 |s reimpostazione delis password &
stata effettuata dall'utente, questo Messaggio & a scopo informativo

+ 10 utente: I

Se non si & certi che la reimp
dalt’ inistratore,

della p

Al

d sin stata effettuata dall'utente o

Awviser: nicordare di aggiornare la noova passwoed in tutti | dispasitivi (telefoni, tablet e PC)

Cordiali sahuti,
Gruppo Mera identity provider

PO HETIIGIIES T WaT weee CTTTTELt MOR TRpGTCies o

GRUPPOHERA
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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.

GRUPPO

_—
==HER

Anomalia nella creazione o modifica o disattivazione
utenza

Sono state riscontrate anomalie nella creazione o modifica o disattivazione dell'utenza
Hera_Pro, si prega di contattare I'indirizzo accesso.portalefornitori@gruppohera.it per la
risoluzione del problema.

Per favore non rispondere alla mail - Questa & una mail generata in automatico.

GRUPFPOHERA
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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.eul0.hana.ondemand.com/site/herapro#Shell-home.
You can access it with your whole user ID, e.g. nome.utente@fornitorigruppohera.onmicrosoft.com

Eseguire logon

E-mail

Hera_Pro [nome cognome@ororgrupponera onmic

il portale fornitori M gerr
“ Gruppo e F_-”ERq Continuare

GRUPPOHERA 40
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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.

E=HeR HER!

E=HeR: &=
] Verificare l'identita Eomatiorsd codiie EHEN

]

Immettere la password

D I un SMS & ramero « XX X000XX0C 3 i
: i . g
pass Rimanere connessi?
’ EsaguTe quests cperadione pef ndure U sumero o)
y A anpa volte In O3 wiene Dchienia faccesso
D at
o urt ait
e " N VISLARZZANS (UG QUestD TSI 00K
- senit «

Accesso fomiton Gruppo Hera Accenso lomeon Gruppo Mem Atzessn Lenton Tragpo et Accesso Sormeton Gruppc Hers

_) L'utente & ora autenticato. La richiesta & stata inoltrata al sistema destinatario per 'elaborazione.
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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

------------------------

Checklist

oo
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Home page and points

contracts you are

involved in

- p R - s o ot sk —— -
In these sections you Gare Qulics - P E @@
can access Tenders — e :
and Qualification and o p-< Communication section In this section
manage your data =20 mem = with Hera Business Units you can manage
. subcontracts
_@_? e e e @ Gestione Contrattuale \ \
. . / Anagrafica Fornitore ( Infortuni ( Cantratti 1 Chat ¥ Gestione RTUCon- Subappa on-
In this section you can Persone, Mzl « souziSociets Coope: | | trat
load personnel,
vehicles, equipment 8 (C} e, & g
and corporate : \ R )
—gocuments
® @ @ @ @ @ | Checkist @ & oevssEe|| @ (@’
s Esecuzions Checkiist — ladadaic — -
In this section you can Work Injury In this section you | | In this section
view and manage reporting section can find all the you can manage
control checklists © the RTI structure
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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).

Y
: 3
o
»
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Browsing - Qualification

Clicking the links on the Home page displays the following:

Quialifications >> 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.

)
S=NEH

Mie Categorie

NONE CATEGORWA

ALUTATIONG

GRUPPOHERA
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Browsing — Tenders and Qualification

There is an additional ‘Home pag« @) regarding the features of the world of Tenders and
company/qualification management.

Em: 00740 Cortral G irogmsn Time DST Qo L

Benvenuto in Hera_Pro

Cruscotto L Sourcing > Mia Azienda 3 Gestione Documentale .

Gestione Utenti L
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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 ().

&

=7 2l - - o s
Cvmete Aouy o
ME ADON MIE VALUTAZION! MODIICADIL SO0 N ATTRSA Is S15905TA
O Moo Lane i motee Q ‘s shdme & sedtue RAGON
B
DULASORAZICNI AZIONE RICEVUTE ROIERDO PERTUTT)

ASTE APENTE E N CORSO

[ Y T —— ooy DR aEE 6= TR © Weuss scts b basan

wE ADcw VIR S A NUIDVY LTI 33 AORNT) ACESS0 RAPIDO

P fcio)

COESSD 00 GESTIO FERFORNANCE FOI 0
ACCESSO PAPI GESTIONE EFERFORNANCE FORNITOR DI IN ATTESA DI AEPOSTA

e ATANIASD i
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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:

&

L]

E”Em 07:43 Central European Time DST

RdO

Mie RDO RDO Per Tutt

Sourcing
Tender

Rdl

RdO

Aste

Opportunita Pubblicate

Visualiz
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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:

;=""HERq 07:43 Central European Time DST

()
RdO
=]
Mie RDO RDO Per Tutti
I & Sourcing RdO
-
Tender 4 Mie RDO
& Rdl 4 RDO per tutti
g] | RdO »’
Aste 4
& Opportunita Pubblicate 4
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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:

)
=
&
B
]
|2

Eﬂfﬂq 07:44 Central European Time DST

Gestisci Utenti

Gestione Utenti Profili

Divisioni Aziendali Utenti Di Default

Inseriski almeno 3 carattel

Visualizzkzione risultati 1 - 7§di 7

INF. UTENTE

Tutti gli Utenti

Visualizzg: 50 -

COGMNOME 2.
T

Gestiorle Utenti

Gestisci Utenti

| Gestisci Gient

ulente

\ 4

Gestione Utenti

Profili

Divisioni Aziendali

A

Utenti di Default

Luciani

A

Inserisci Filtro {

NOME

Zoe

Iris

Enea

Amerigo

Elia

GRUPPOHERA
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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:

Scarica Modulo Di Risposta Off Line (.X)s) Invia Risposta

Cancella La Tua Risposta

Report Per Stampa
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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 let # ers need not necessarily browse the
entire menu.

° Benvenuto &

— | Rd

Sourcing >> Rd| >> Elenco RDI

Typing 'Rd" in the search Sourcing >> Rdl >> RDI per tutii
field displays all the C e
. urci = >>
features present with that g
string > A Sourcing >> RdO >> RDO per tutti

Mia Azienda >> Scorecard >> Survey In Corso

Mia Azienda >> Scorecard >> Scorecard Azienda

Mia Azienda >> Scorecard >> Scorecard Valutazioni di Categoria

Cerca
Q Cerca Digita per cercare nel menu Q
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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):

Gestione Utenti Profili

Inserisci almeno 3 caratteri

@

Divisioni Aziendali Utenti Di Default

Tutti gli Utenti @|

Tutti gli Utenti

Tutti i Respansabili di divisione

}’ nserisci Filtro (digita per iniziare la ricerca) @

Cerca

Nome

Cognome N
Ruolo

Email

Divisione

User Id

Stato Utente

Data Ultima Login
Data Creazione

Data Ultima Modifica |
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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.

< E=HER\ Contratti

2370003980

2370003987

2370101322

“MRMNOOT78

—

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.

uh

it Y
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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'.

Corca

2370003980

FMRANMUG?B
A L lista deyfi Ordini

2370003987

FMBMOOTH

2370101322

FMRAMCOTE

Classifica

Ordine di classificaziona

(@) Crescenie

| Decrescents

Classifica per

(@] Ordina per Nuimero contrattod

0
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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

Corcy Q Flltra

2370003980

FMRMOOT8
Apri b lista degli Ordirs Data del documaont

2370003887

(=]

EMRMOG7H

2370101322 &

FMAMOOTS
Reser

Anrilla Carca
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Navigability — functionality of the execution phase

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

< ;Im Contratti
2370101322
~
P ’/—-\\‘. ,/_ 1 ‘/'\!. o ) N
© ® @ @ @ @
Dati Comtratte. Compagine Document Doc Heta Doc Offerts  Collagamant
Insarsc] Nomw Documenio l,."“".. 1l oS5 g “C
Allegato Dats emissione Data Scadenza Stato
Document read and approved by Hera
PROVA Zip 11 o 2023 @
Document uploaded and sent for approval to Hera
PROVA docx 5 on 2023 =}
Document uploaded but not yet sent for approval J
EXCELEXE I ot 2023
TEST docy 30 o1t 2023 tel

uh
r«
Legenda icone e X
. Nuovo P —
In Bazza jvelio di contratto
. Rifiutato
Scaduto
@ n Approvarions
. APPIOYao
O%
f—

8 V (2 ama)
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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

—

7N /‘\\ . r e 15 N Py = '/--\ ,—'*~._V )
/ / / \ / \ iz )\ { \ ;
&) B8 B B 3 I (&) (&)
—’ " S - N’ \ N Sl
Dati Farnitesw  Corvtact Per Fasce Persansie Metoi Altrw £ 2 atsarw Cantraey Doc Qualifica
Y — e ¥
impostazion) view Resesta Impostazioni view Reselta
— mm——— L - SR

0y v (=

Ordine di classificazions

(o Crescenta

Decrescente

Classifica per
Croing per Nome Docurnento
) Ondine per Dsts Of Embsions
Ordina per Data Fine Valloita

Qrinag per Stato

Impostazion view Resatta

1t (¥ =

Flltra pet
Dana Di Emssions
Data Fine Vatiats

Stato

—

I v(@=

Ordine gruppo
\ @) Crescente

Decrescents

Raggruppa per

Raggruppa per Nome Do

|

[j; Raggruppa pec Stnto

FNENto

) (Non raggruppato)

<p -
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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.

& Acquasrl

........
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Navigability — functionality of the execution phase

4

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’;

GRUPPOHERA
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Overview of Hera_PRO applications

YT T R R T T T "TOTOTYTI"TFOT]T T TO"TTT"MRORTRRTROROY TR,

-
<

Gestione ATI

@ @

Consuntivi v Documenti

RTIs/Consortia/Coop

erative Companies

|
|
|

/ "\‘ 7N ’ \| N N TR
® ®||e|l@® @ ®
N’ N S — S N I
Dati Generali Imprese Attivita Consuntivi Documenti Note |
Subcontract :
|
r —————————————————— -—

| @

ot Doc. Hera

| @ ® ® @

Personale

A
L

Mezzi

A
L

Attrezzature Doc.Contratto

A
L

Same documents
Adds Op Eco
Elements inherited

Subrogation, if any|

@ @

Doc, Offerte  Collegament!

Contract

(@) f—vo

Doc Societa

Contract/Supplier

@ ® ©® ® ® @ |@

Dati Fornitore Contact Per...

Personale

Attrezzature Documenti

® @

Contratti Doc.Qualifica

Supplier Master Data
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Thank you for reading

OO0 wd

www.gruppohera.it
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