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EMA How-To Guides 

User guide for Equinor Suppliers:

Manage Existing Agreements

Last updated on 12/11/25
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Content

Learning Objectives

The purpose of this guide is to 
support Equinor suppliers in using the 
new solutions for establishing and 
managing strategic agreements with 
Equinor

Who is this for?

Equinor Suppliers

01 Negotiate changes in an existing contract

02 Signing changes in an existing contract

03 Registering as an Equinor supplier in SAP Business Network (if requested)
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Negotiate contract changes with Equinor

Equinor has a built-in functionality in their 
new systems to send documents to Suppliers 
for review and editing. This functionality is 
referred to as “Request Review” from now 
on. 

This functionality will enable negotiation 
directly in the system (Icertis), streamlining 
the document sharing throughout the 
negotiation process

When Equinor Requests Review from the 
supplier, the supplier will receive three 
system-generated emails, proceed to the 
next slide to see what the emails are for

Note: The same functionality will be used to negotiate 
new agreements
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Negotiate contract changes with Equinor

The second email you receive includes a 
link to proceed to the document in Icertis

Email 2

The third email you receive includes an 
access code that you will need to access 
the link sent through the second email

Email 3

The first email you receive is a generic 
notification informing you that Equinor has 
requested you to review document. The 
purpose of this email is just to inform, and 
will not be used for anything else in the 
continuation of the review

Email 1
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Negotiate contract changes with Equinor

To review the document and make changes

1. Click the link in Email 2. This will open Icertis in your browser

2. Use the Access Code in Email 3 to log into the popup in Icertis

Email 2 Email 3

1 2
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Negotiate contract changes with Equinor

1. Now you can start to review and edit the document as you 
like. To edit the document, you have two options: 

1A) Edit in Office For The Web; this enables you to edit the 
document in Icertis directly

• For this click “Edit in Office for Web” button

• To exit the editing mode, click “Check In”

1B) Download the document, make the changes in “Word, 
and upload the edited file 

2. Once you are done editing and want to send the document 
back to Equinor; click the “Accept” button. 

Note; You cannot continue editing the document after you 
have clicked Approve! If you want to do additional changes, 
you need to send an email to Equinor to have them trigger a 
Request Review task again

Contract Change

1A1B2

Note: You cannot add, edit or remove Word comments in 
Icertis. To do this, you need to download the document, add 
your comments in Word program and upload the document to 
Icertis. These comments will be visible in the document sent to 
Equinor when you click Accept

1B



1

2

3

4

5

6

7

8

9

1

2

3

4

5

©2024 All Rights Reserved 8
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• Changes to an existing contract are 
either signed electronically 
through SigningHub, or manually 
through hand signing 

• When Equinor wants a document 
to be signed electronically by the 
supplier, SigningHub will be used

• When a signature is required you 
will receive an email and be asked 
to continue to SigningHub by 
clicking the link provided in the 
email

1. In the email, click the symbol in the 
picture to enter the document that 
needs to be signed

Signing documents electronically

1
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How to sign a document using SigningHub:

1. Choose the signature that you want to sign with

2. Click sign here

3. Complete the process by clicking SIGN NOW

Signing documents electronically

Note: Signatory shall always be someone that holds the authority to sign on behalf of the entity entering into the 
agreement

2
O TH ER N AME

YOU R NAM E

1

OTHER NAME YOUR NAME

3

YOUR NAME

YO UR N AM E
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Supplier registration in SAP Business Network

If Equinor requires collaboration through the 
EMA solution, you may be asked to register on 
the SAP Business Network. This can be done by 
either registering a new supplier account (if not 
already registered) or linking an existing account 
to Equinor.

• Equinor will trigger the registration process by 
sending an email to the supplier contact. This 
email will contain a link to continue the 
registration through the SAP Business Network

• Click the Link

This link is only valid for 72hrs. If the 
link has expired, you need to request 
Equinor to re-send the invitation. 
Please contact your Equinor contact 
for this.

Click the link

Supplier Name
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Supplier registration in SAP Business Network

1. Click on either Create new account or Use 
existing account dependent on whether you 
already have an account in SAP Business 
Network

2. Fill in the necessary information 

Create an account 
if needed. Standard 
accounts are free 
of charge

Fill in 
necessary 
attributes
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Supplier registration in SAP Business Network

• When signing up as a new account, you will have to confirm your email address. The confirmation link lasts for 72hours. If the confirmation 
link has expired before you make confirmation, follow the provided steps in the same email to receive another confirmation link

• Follow the system guided steps. When done, you have successfully created an account in SAP Business network. This enables Equinor to send 
you RFIs and RFPs and enables you to use the system provided communication tools (see the section “Communication with Equinor”)

You have 
successfully 
created an 
account!

Optional: you can 
skip this if not 

relevant

Supplier Name 

Confirm email
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How to add a new user to your company's SAP Business 
Network supplier account

• If several people require access to your SAP Business network account, your supplier account administrator can add users with the following 
steps:

• To add users to the account, you must first create at least one role. You can assign multiple users to the same role or create a separate role 
for each user.

Step 1) Create a role

1.In the upper-right corner of the application, 
click [User Initials] > Settings and 
select Users.

2.Under the Manage Roles tab, click   .

3.Enter a Name for the role.

4.Select the appropriate permissions using 
the check boxes.

5.Click Save.

Step 2) Create a user

1. In the upper-right corner of the 
application, click [User Initials] > Settings 
and select Users.<

2. Click the Manage Users tab.

3. Click the         icon.

4. Enter the user's information (Username, 
Email Address, First Name, Last Name 
and Phone).

5. Select a role in the Role Assignment 
section.

6. Assign a customer (All customers or 
Select Customers).

7. Click Save.

Step 3) User log in

• After you create the user, the user 
receives an email with the username and 
a temporary password

• The temporary password will be valid for 
24 hours

• The user must access the account and 
change the password when logging in for 
the first time



Thank you for reading our 
Equinor Supplier guide on the 
EMA Solution

For any questions, please reach out to the 
Equinor contact
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