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Notification to Complete a Questionnaire01

✓ You will be notified via e-mail 

for each questionnaire. If you 

do not receive an e-mail you 

do not have to fill out an 

questionnaire

✓ Click on the link in the e-mail to 

start completing the 
questionnaire

User Name

User Name
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Log In to the TPRM Tool 02

✓ The link will forward 

you to the TPRM Tool. 

✓ Log in to TPRM Tool 

with the account you 

received via mail
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Forgot / Did not receive Password?02

✓ Use the “Forgot 

Password Option”

✓ You will receive a link 

via e-mail to set your 

new password
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Overview of all Questionnaires 03
✓ Under “All Assessments V2” in the left menu you can access an overview of 

the current status of all your questionnaires

✓ By clicking on the Hyperlink under “Assessment Name” you get redirected to 

the summary of that questionnaire, where you can see more details 

regarding the status of the questionnaire and answer the questions 
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Overview of all Questionnaires 03a
✓ By clicking on the 

Hyperlink under 

“Assessment Name” 

you get redirected to 

the summary of that 
questionnaire, where 

you can see more 

details regarding the 

status of the 

questionnaire and 
answer the questions 
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04 Active Questionnaire

✓ You will be directed to 

this overview, where the 

summary of your current 

questionnaire is shown

✓ You can also export the 

questionnaire to Excel or 

print it by clicking on the 
“export” or “print” button 
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05
There are 3 ways of 

navigating the 

questionnaire:

✓ By clicking on the 

Hyperlinks of 

each section

✓ By using the drop-

down menu

✓ By using the 

“Prev” and “Next” 

button 

Navigating the Questionnaire
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Navigation through the bottom bar05a

✓ The grey “Summary” 

field indicates that 

are you are currently 

in that view

✓ The grey “Prev” field 

indicates that the 

button can not be 
clicked in this view 



11

06 Answering the Questionnaire 

✓ Required answers are 

marked by the *

✓ There are typically 3 

different answer types: 

1. Free text

2. Multiple choice where 
multiple selections 

are possible –

indicated by squares 

3. Multiple choice where 

only one selection is 

possible (most of the 

time Yes/No) –
indicated by circles



12

06a Answering the Questionnaire with an Attachment 

✓ In case an attachment is being asked for, you will notice it by the paper clip on the right

✓ In this case, please use the paper clip to upload the requested attachment

✓ If askes for, please also add a brief description of the attached document in the comment section   
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Giving Colleagues Access to the Questionnaires07
✓ Under “Contacts” in the left menu is an overview of the registered contacts 

for your organization 

✓ By clicking the dark blue button on the right, new contacts can be added, 

which is necessary in order to make the questionnaire accessible for your 

colleagues. They will be able to see ALL questionnaires in the tool.  
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Adding new Contacts07a
✓ After clicking “Create 

New Contact” you will 

be forwarded to this 

view  

✓ Required fields are 

marked by the *

✓ The username should 

be identical to the 

email address

✓ After filling out this 

template, hit the 
“save” button on the 

top right 
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Adding new Contacts07b
✓ Click “activate”

✓ Click “send password”

✓ The new contact now 

received their login 
credentials via e-mail
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Adding new Contacts07c
✓ Click “activate”

✓ Click “send password”

✓ The new contact now 

received their login 
credentials via e-mail
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Any Questions? 08

➢ In case of any further questions, please 

reach out to: 

sap.thirdpartyriskmanagement@sap.com


