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New MyTerna Portal Guide

Dear User,

below you will find a guide designed to support you in the day-to-day use of the MyTerna Portal. 

In a few simple steps, it outlines the actions to follow to manage BRP Injection Contracts.

In addition, a User Manual is available, providing an overview of the Homepage and the main features of the MyTerna Portal 

(NPMT_MU_00_Overview del Nuovo Portale MyTerna).
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1. 
OPENING A STIPULATION PRACTICE



Use Case Context

The Electricity Operator opens a Stipulation Practice

The Electricity Operator proceed to sign a BRP Injection contract with Terna, by opening the practice through MyTerna Portal.
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BRP Immissione, Test BRP IMM

Stipulation Practice (1/40)

Practice Opening

6

1. From the Homepage, open the 

«Operations» section

2. Select the «Trade Relationship 

Stipulation» sub-item under «Trade 

Relationship» 

Electricity Operator

Stipulation Practice 

opening by

1

2



BRP Immissione, Test BRP IMM

Stipulation Practice (2/40)

3. In the «Stipulation Practice» section, 

from the «Trade Relationship Type» 

drop-down menu, select «BRP 

Immissione»

Practice Opening

7

3

Electricity Operator

Stipulation Practice 

opening by



BRP Immissione, Test BRP IMM

Stipulation Practice (3/40)

4. Click the «Send» button

Practice Opening

8

After clicking the «Send» button, the 

system checks whether, for the 

Electricity Operator: 

• another Trade Relationship of the 

same type already exists with RC 

Status set to «Active» and, if so, 

displays an error message;

• another Stipulation Practice of the 

same type already exists with 

Practice Status set to «Active» 

and, if so, displays an error 

message;

otherwise, it allows the user to 

proceed with the Stipulation Practice

4

Electricity Operator

Stipulation Practice 

opening by



BRP Immissione

BRP Immissione, Test BRP IMM

Stipulation Practice (4/40)

Practice Opening
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5. In the «Stipulation Practice» section, 

you can view the details of the 

Practice you have opened

6. In the «E-mail Referent» section, the 

Electricity Operator’s Super User 

contact is automatically populated. 

You can change it by clicking the 

«Search» icon

You can enter a comment addressed 

to Terna User by clicking the «Add 

Comment» button, and view the history 

of the notes entered by clicking the 

«Show More» button

5
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Electricity Operator

Stipulation Practice 

opening by



Electricity Operator

Stipulation Practice 

opening by

BRP Immissione test@brpim.it FRGMRA72A25H501Q

BRP

Stipulation Practice (5/40)

Practice Opening
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7. Select the desired contact person

8. Click on the «Select» button

* If at least one of «Holder UP» or «Mandatary UP» is selected under «Role», the system will then display the additional «Production Units» section

8
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Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (6/40)

Practice Opening

11

9. The system automatically populates the 

mandatory fields * as follows:

• «Validity Start Date», set to the first day 

of the month following the month in 

which the Stipulation Practice is being 

opened (M+1) or the first day of the 

second subsequent month (M+2) 

If the start date calculated by the system 

is earlier than 02/01/2026, then «Validity 

Start Date» is set to 02/01/2026 

(Transitional Management);

• «Validity End Date», set to 12/31/2099

10. Within the «Role» section, used to identify the 

Electricity Operator’s Role, you must select at 

least one role from the provided list *

9

10

* For further information regarding fields «Validity 

Start Date» and «Validity End Date» please refer to the 

next page

BRP Immissione

Electricity Operator

Stipulation Practice 

opening by

* If at least one of «Holder UP» or «Mandatary UP» is selected under «Role», the system will then display the additional «Production Units» section



Stipulation Practice (7/40)

Practice Opening

12

11. After making the changes to the 

practice, click the «Save» button located

at the bottom of the page.
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Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (8/40)

Focus on Validity Start Date:

• If the Stipulation Request date falls on or before the 10th of the current month, the «Validity Start Date» field is pre-filled with 
M/01/YYYY, where M is the current month plus one and YYYY is the current year

• If the Stipulation Request date falls on or after the 10th of the current month, the «Validity Start Date» field is pre-filled with 
MM/01/YYYY, where MM is the current month plus one and YYYY is the current year

• Electricity Operator may select a date later than the one pre-filled by the system, provided it falls on the first day of a month 
subsequent to MM and/or in a subsequent year (YYYY)

• If the Validity Start Date calculated by the system is earlier than 02/01/2026, then Validity Start Date is set to 02/01/2026
(Transitional Management)

Focus on Validity End Date:

• The «Validity End Date» field is pre-filled by the system and cannot be modified; it is set to 31/12/2099

13



Stipulation Practice (9/40)

Practice Opening

14

Within the «Practice Documents» you 

may optionally upload documents in PDF 

format.

12. For each document to be uploaded, 

click the «Edit File» button within the 

quick actions menu

12

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (10/40)

Practice Opening

15

13. Click «at the following link» to 

download the pre-filled template for 

the relevant document

14. Once completed, click the «Choose 

File» button to upload it

13

If only the «Import/Export Point 

Holder» role has been selected, the 

process continues with the submission of 

the Stipulation Practice

14

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (11/40)

Practice Opening

16

15. Click the «Submit» button to 

complete the document upload

15

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (12/40)

Practice Opening

17

If it is necessary to add further 

documentation to the Stipulation Practice 

16. Click the «Add Other Document» 

button16

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (13/40)

Practice Opening

18

17. Click the «Submit» button

17

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (14/40)

Practice Opening

19

18. Click the «Choose File» button to 

upload the document

19. Click the «Submit» button to 

complete the action

18

19

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (15/40)

Practice Opening

20

20. Click the «Associate UP» button to 

associate a single UP

20

Electricity Operator

Stipulation Practice 

opening by



BRP Immissione, Test BRP IMM

Stipulation Practice (16/40)

Practice Opening – UP Association

21

After clicking the «Associate UP» button, 

you can view the «UP Association» 

section .

21. Complete the mandatory fields «UP 

Code», «POD Code» and, 

alternatively, either «Producer VAT 

Number» or «Producer Tax Code»

22. Click the «Send» button *

Completing the fields marked with an 

asterisk is mandatory in order to proceed

21
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* For further information on the system’s automatic steps, please refer to the next page

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (17/40)

Once you click the «Send» button, the system checks whether:

• The UP is already associated with the same Trade Relationship and, if so, returns an error message;

• The UP is not yet active, is still in the registration phase, and is associated with another Trade Relationship with RC status
«Validated» or «Active». If so, it returns an error message.

If all checks are successful, the system will display a screen that allows you to complete the UP association. This process is divided 
into two main scenarios: UP in operation and new UP.

• In the case of a UP in operation, the system allows the Electricity Operator to modify the «Association Start Date» field, in 
accordance with the defined change rules;

• In the case of a new UP, the «Association Start Date» and «Association End Date» fields will be blank and not editable.
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BRP Immissione, Test BRP IMM

Stipulation Practice (18/40)

Practice Opening – UP Association

23

23. Within the «Production Unit Data» 

section, the information related to the 

UP is displayed in read-only mode, 

except for the «Association Start 

Date» field

23

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (19/40)

Practice Opening – UP Association

24

24. If required, you may update the 

«Association Start Date» filed by 

selecting a date later than the one pre-

filled by the system, provided it falls 

on the first day of a month after the 

month of the pre-filled «Association 

Start Date»

24

If the UP is not in operation, the 

«Association Start Date» field is not 

pre-filled

If it is necessary to declare that you are 

the UP’s Mandatary, you can upload the 

Mandate Document by following the 

steps outlined below

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (20/40)

Practice Opening – UP Association

25

If you need to upload the Mandate 

Document:

25. For the document to be uploaded, click 

the «Edit File» button in the quick 

actions menu

25

* You can upload the Mandate document for each individual UP or, alternatively, Annex 1

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (21/40)

Practice Opening – UP Association

26

26. Click «at the following link» to 

download the pre-filled template for the 

relevant document

27. Once completed, click the «Choose 

File» button to upload it
27

26

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (22/40)

Practice Opening – UP Association
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28. Click the «Submit» button to complete 

the document upload

28

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (23/40)

Practice Opening – UP Association
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29. Within the «Mandate/Testing» 

section, you can select the «Testing 

Requested» filed to request testing 

only for New UPs

The «Testing Requested» field is visible 

and editable only for new UPs. 

To request testing, you must select the 

«Testing Requested» field. Once this is 

done, the system makes the following 

fields mandatory:

• «Testing Duration»

• «Testing Document»

29

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (24/40)

Practice Opening – UP Association

29

30. For the «New» UPs, if the «Testing 

Requested» field has been selected, it 

is mandatory to enter the «Testing 

Duration» 

The «Testing Duration» field accepts 

values from 1 to 180 (inclusive); 

otherwise, the system displays an error 

message

30

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (25/40)

Practice Opening – UP Association

30

If the «Testing Requested» field has been 

selected, it is mandatory to upload the 

Testing Document in PDF format; 

otherwise, the system displays an error 

message

31. For the document to be uploaded, click 

the «Edit File» button in the quick 

actions menu

31

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (26/40)

Practice Opening – UP Association

31

32. Click «at the following link» to 

download the pre-filled document 

template 

33. Once completed, click the «Choose 

File» button to upload it33

32

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (27/40)

Practice Opening – UP Association
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34. Click the «Submit» button to complete 

the document upload

34

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (28/40)

Practice Opening – UP Association

33

35. Click the «Submit», button to 

complete the UP association 

35

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (29/40)

Practice Opening – UP Association

34

36. For each UP, you can:

• View the record details by 

clicking the «View Details» 

button *

• Edit the entered information or 

upload the Mandate and/or 

Testing documents by clicking 

the «Edit» button

• Delete the record by clicking the 

«Delate» button

* By clicking the «View Details» button, you can view the data in read-only mode and, if applicable, download the documents previously uploaded

36

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (30/40)

Practice Opening – UP Update

35

37. The system opens the UP record with 

the «Production Unit Data» section 

in read-only mode

37

Electricity Operator

Stipulation Practice 

opening by

BRP Immissione, Test BRP IMM



Validation Required

180

Stipulation Practice (31/40)

Practice Opening – UP Update

36

38. You can edit the «Association Start 

Date» field, according to the 

population rules described above, only 

if the UP is In Operation; alternatively, 

if the UP is New, you can edit the 

«Testing Requested» e «Testing 

Duration» fields (with a value 

between 1 and 180)

38

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (32/40)

Practice Opening – UP Update

37

If you need to update or upload the 

Mandate or Testing document

39. Click the «Edit File» button in the 

quick actions menu, next to the 

relevant document

39

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (33/40)

Practice Opening – UP Update

38

40. Click the «Change File» button if you 

want to replace the file previously 

uploaded, or the «Delete» button if 

you want to remove the previously 

uploaded document

41. Once you have made the required 

changes, click the «Submit» button

40

41

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (34/40)

Practice Opening – UP Association

39

42. Once the documentation has been 

uploaded and the changes have been 

made, click the «Submit» button *

When you click the «Submit» button, 

if the UP is new and the Testing 

Requested is set, the system verifies 

that the Testing Document has been 

uploaded and that the «Testing

Duration» field has been completed. 

Otherwise, an error message is 

returned

42

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (34/40)

Practice Opening

40

43. Within the «Production Units» 

section, the list of all UPs associated 

with the Stipulation Practice is 

displayed

44. You can search for a UP by entering 

the value in the search bar and 

clicking the «Search» button

You can associate multiple Production 

Units by following the steps described 

above

You can click the «Esport UP» button to 

download an Excel file containing the list 

of all UPs associated with the Stipulation 

Practice, along with their details

43
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Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (36/40)

Practice Opening

41

As an alternative to uploading the Mandate 

Document for each individual UP, you can 

upload, within «UP Documents» section, 

Allegato 1 –

Autodichiarazione_conferimento mandato.

45. For the relevant document, select 

«Edit File» from the drop-down menu

45

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (37/40)

Practice Opening

42

46. Clik «at the following link» o 

download the document template

47. Cliccare the «Choose File» button to 

upload the document Allegato 2 – 

Autodichiarazione_conferimento 

mandato
46

47

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (38/40)

Practice Opening

43

48. Once the document has been 

uploaded click the «Submit» button

48

You can replace or delete the 

uploaded file by following the steps

described above

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (39/40)

Practice Opening

44

49. Once the relevant UPs have been 

associated, click the «Submit» button 

to send the Stipulation request to Terna

When you click the «Submit» button, the system 

verifies that:

• All mandatory fields have been completed.

• At least one Role has been selected.

• If modified, the Validity Start Date falls on the first 

day of a month later than the month set by the 

system and is earlier than the practice’s Validity 

End Date.

• At least one UP is present when the selected 

Role is Holder UP o Mandatary UP.

• If at least one UP has been associated, the 

Electricity Operator user does not subsequently 

select only the Import/Export Points Owner Role.

If any of the above conditions are not met, the 

system returns an error message.

49

Electricity Operator

Stipulation Practice 

opening by



Stipulation Practice (40/40)

Practice Takeover by the Electricity Operator

45

Once the Stipulation request has been 

submitted to Terna, the case moves to «To 

Work» status and is assigned to Terna. If 

changes to the Stipulation Practice or to 

the associated UPs are required, the 

Electricity Operator user can take the case 

back in charge

50. by clicking the «Take in Charge» 

button

The «Take in Charge» button is displayed 

on the Stipulation Practice when it is in one 

of the following statuses:

• Open (if the case was opened by a Terna 

user and is currently assigned to Terna);

• To Work;

• Data Validation.

50

Electricity Operator

Stipulation Practice 

opening by



Use Case Context

The Terna Team validates roles, documents, and UPs

The Terna Team validates the roles, the documents uploaded by the Electricity Operator, and the UPs, if any. 

The process then continues with the upload of the contractual documents, following the steps described in the next section.

During the Data Validation phase, the Terna user may request further adjustments by reassigning the Stipulation Practice to the 
Electricity Operator user. In this scenario, the case returns to «Open» status; you must implement the changes requested by Terna, 
available in the «Note» section, and submit the request again by following the steps previously described.
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2. 
CONTRACT REQUEST CONFIRMATION



Use Case Context

The Terna Team opens the Stipulation Practice

The Terna Team processes the Stipulation Practice for the BRP Injection Contract.

Subsequently, it is necessary to upload the contract document and confirm the contract request.

48



BRP Immissione, Test BRP IMM

Stipulation Practice (1/13)

Contract Request Confirmation

49

1. From the Homepage, open the 

«Operations» section

2. Select the «Practice List» sub-item 

under «Trade Relationship» 

1

2

TERNA

Stipulation Practice 

opening by



Stipulation Practice (2/13)

Contract Request Confirmation

50

3. For the relevant case, select «View 

details» from the drop-down menu

3

TERNA

Stipulation Practice 

opening by



BRP Immissione

BRP Immissione, Test BRP IMM

Stipulation Practice (3/13)

Contract Request Confirmation

51

4. Within the «Request Data» section, 

Practice’s details are displayed in 

read-only mode

4

You can enter a comment addressed 

to the Terna User by clicking the «Add 

Comment»button and view the history 

of previously entered notes by clicking 

the «Show More» button

TERNA

Stipulation Practice 

opening by



BRP Immissione

Stipulation Practice (4/13)

Signatory Details Entry

52

5. Complete the required fields in the 

«Information required for contract 

document generation» section, 

relating to the Electricity Operator 

User who will sign the contract.

6. Once all mandatory fields have been 

completed, click the «Confirm Data» 

button

5

Completing the fields marked with an 

asterisk is mandatory in order to proceed

6

Counterparty signatory details. A 

maximum of two signatories can be 

entered

TERNA

Stipulation Practice 

opening by



Stipulation Practice (5/13)

Contractual Document Upload

53

7. Within the «Contract Documents» 

section, for each document to be 

uploaded, click the «Edit File» button 

in the quick actions menu

7

TERNA

Stipulation Practice 

opening by



Stipulation Practice (6/13)

Contractual Document Upload

54

8. Click «at the following link» to 

download the pre-filled template for 

the relevant document

9. Once completed, click the «Choose 

File» button to upload it

8

9

The documentation must be provided 

exclusively in .pdf or .p7m format

TERNA

Stipulation Practice 

opening by



Stipulation Practice (7/13)

Contractual Document Upload

55

10. Once the document has been 

uploaded click the «Submit» button

10

Repeat the same procedure for each 

mandatory document to be uploaded

TERNA

Stipulation Practice 

opening by



Stipulation Practice (8/13)

Edit Signatory Data

56

11. If you need to update the signatory 

details, click the «Edit Signatory 

Data» button

11
The fields in the «Information required 

for contract document generation» 

section will be cleared and made 

editable again.

TERNA

Stipulation Practice 

opening by



BRP Immissione

Stipulation Practice (9/13)

Edit Signatory Data

57

12. Complete the required fields relating 

to the Counterparty User who will sign 

the contract.

13. Once all mandatory fields have been 

completed, click the «Confirm Data» 

button
12

Completing the fields marked with an 

asterisk is mandatory in order to proceed

Re-upload the mandatory contractual 

documents by following the steps 

described above

13

TERNA

Stipulation Practice 

opening by



Stipulation Practice (10/13)

Edit Contract Document

58

14. Click the «Edit File» button next to 

the document to be updated

14

TERNA

Stipulation Practice 

opening by



Stipulation Practice (11/13)

Edit Contract Document

59

15. Click the available link to download 

the updated pre-filled document and, 

once it has been signed, 

16. click the «Change File» button to 

replace the contract document
16

15

The documentation must be provided 

exclusively in .pdf or .p7m format

Alternatively, you can delete the 

previously uploaded document by 

clicking the «Delete» button and upload 

the updated document by clicking the 

«Choose File» button

TERNA

Stipulation Practice 

opening by



Stipulation Practice (12/13)

Upload Contract Document

60

17. Once the document has been 

uploaded click the «Submit» button

17

Repeat the same procedure for each 

mandatory document to be uploaded

TERNA

Stipulation Practice 

opening by



Stipulation Practice (13/13)

Confirm Contract Request

61

Once all mandatory documents for the 

contract have been uploaded

18. Click the «Submit» button, as a 

result, the practice moves to 

«Contract Documents Validation» 

status

18

È possibile modificare i dati dei firmatari 

inseriti in precedenza, seguendo gli step 

illustrati nelle slide precedenti e solo 

prima di cliccare sul pulsante «Invia».

TERNA

Stipulation Practice 

opening by



Use Case Context

The Team Terna closes and activates the contract

The Terna Team validates the contractual documents, closes the stipulation practice, and activates the Commercial 
Relationship.

If changes to the uploaded documents are required, the Terna user reassigns the practice to the Operator, and the practice 
returns to «Contract Request» status.

In this scenario, the Operator must implement the requested changes by following the steps described in the previous slides

62
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