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Acronyms / Abbreviations

Acronym / ;
Abbrev)i/ation S
CA Contracting Authority
CAPC Contracting Authority Procurement Coordinator
CAPCA Contracting Authority Procurement Coordinator Assistant
CAPO Contracting Authority Procurement Officer
CfT Call for Tender
CpPV Common Procurement Vocabulary
EO Economic Operator (supplier)
EO Admin Economic Operator (supplier) Administrator
EO User Economic Operator (supplier) User
FA FrameworkAgreement
MAT Most Advantageous Tender
NUTS Nomenclature of Territorial Units for Statistics
PDF Portable Document File
PIN Prior Information Notice
PO Procurement Officer
PO/ES Procurement Officer Evaluation Staff
PO/ESR Procurement OfficeEvaluation Staff Responsible
PO/OS Procurement Officer Opening Staff
PO/TC Procurement Officer Tender Coordinator
SA System Administrator
SC Specific Contract (in the context of an FA or DPS)
WS Workspace
XML eXtended Markup Language
WebTPT Webbased Tender Preparation Tool
TCO item Total Cost Ownership of a product / item. Complex price element.
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1 eTenderdlworkflow
1.1 Terminology

The following terms are wely used within theeTendersI platform:
Tender Packaggé & (G KS adzLJLJ) ASNNa NBaLRyaS 6AdSd 2FTFSND
Call for Tender (CfT) is used for the tender opportunities

1 Timestampis a marking of the time and date on which the tender was uploaded in the
system. Similar timestamp is used when a bid is submitted durirgfantionevent

= =4

9 Bidcorresponds to an offer submitted during aAuctionevent

The following deadlines are widely used within the system:

1 Timelimit for receipt of tenders or requests to participatémandatory):

Deadline for the Economic Operators to upload their tender

1 Request for clarification From (mandatoryThe starting date of the clarification forum on which
suppliers can ask for furthetarifications

1 Request for clarification To (Mandatory)The final date of the clarification forum on which
suppliers can ask for furthetarifications

1 Tenders Opening Date (optionallihe date for unlocking the received tenders. This date is set by
default to be after the timdimit for receipt of tenders

The following figure provides a description of the workflow that the Contracting
Authority and Economic Operators users can follow through the system in order to
perform a complete procurement process.

o) E ‘ ’ {
£ 2 Prepare and . Provide Evaluste | Standstill Period Contract Cycle
G Publish Notice N ' Guarification Tenders | N
s E ; | Responses “—yl—/ Contract,
co s i
c2 D — :  —
035
<
" Prep i and Upload
g T | ‘> i Standstill Period Contract Cycle
.E I'I i Iu ]
[ hooept
£ ’ . Submit i Award
] . Clarification | I—
o] i QuestiorE> i

Figurel Workflow of Contracting Authority and Economic Users
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2 General Functionality

2.1 eTenderdIMain Page

l ‘ Login Menu iﬁ

| Q Advanced search & View current opportunities

Searching
Functionality

General Information and
system requirements

Welcome to eTendersNI

eTendersNI advertises opportunities for providing goods, services and works to Northern Ireland government department, agencies and arms-length bodies.

To respond to a tender opportunity, and to ensure you receive notifications, you must register as a supplier organisation. The ‘Suppliers new to eTendersNI" section below
provides guidance on registering and learning how to navigate the eTendersNI portal.

If you are new to public sector ing, advice and i is avail from a range of organisations.

L Minimum system requirements

ETENDERSNI ACTIVITY

368 1196 121

Call for Tenders Tender Submissions Contracting Authorities

0.0 M 3873 101

Awarded Contracts Value - Supplier Registrations Awarded Contracts

© SUPPLIERS NEW TO ETENDERSNI LATEST NEWS

= View eTendersNI registration process walkthrough

= QObtain, or check if you have a DUNS number
= Register yourself and your organisation

= Download the Supplier user manual Latest News and
= View the latest Calls for Tenders publications using the search Statistics

for a relevant tender opportunity

= For helpdesk details refer to ‘contact us’ at top of page

T General Information

View current opportunities Public procurement policy Change interface
eTendersNI FAQ News Download tender preparation tool
Supplier walkthrough help guides Relevant links Help

Statistics Procurement pipelines About
Events calendar Supplier information on public sector tendering Contact us

Copyrigh uropean Dynamics - Last update:

Figure2 Main eTenderhll page
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The main page of the eTend&liplatform contains the functions to allow a user to access all
aspects of the platform, such as:

w

w

€€

€€

Top right corner, which contains the Login menu and a part allowing the access to a search
functionality.

Central section, which contains general information regarding the system, such as the
functionality for the registration of Economic Operators and contracting authorities, access
to the download of the User manuals, etc..

Bottom Static footer of the main page which provides functionalities accessible from all pages
of the eTenderill platform. This section includes links towards Interactive walkthroughs,
Frequently Asked Questions, Latest News, etc.

Search Functionality: This section allows users to access the search engine in order to retrieve
call for tenders, users or organisations information.

User registration functionality: This section allows the registration of users and organisations
Walkthrough help guides This section allows to downloaglidesdescribing the system
functionality.

eTendersNI activityprovides information on latest tenders published through the system
Frequently Asked Questions: This section gathers questions already collected about the
system and their respective answers.

Latest News: provides important information about the system.

The fundamental sections of the main page are further described in the following pages.
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2.1.1 Quick Guide

\
2, 2, 3 i
B B B2 H
7

2.1.2 Login Section

The Login Panel enables all users (Contracting Authority, Economic Operators and System
Administrators) to log into the system provided thayssess valid credentials (username and
LI 3ag2NROD ! f a2 FdzyOQuAzylfAide F2NJ NBO2OSNAy3

user credentials | -0&in

input area o

Username:

Password:

| |

® Forgot your password?

For security reasons, please log out and exit your web browser when you
are done accessing services that require authentication!

Figure3 Login panel
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2.2 General usage guidelines
TheeTenderdll platform providesthe followingcommonnavigation behaviour/functionality:

Tabular display: Any data displayed in tabular format will have the following header
which helps the user toavigate

Resource Date published Tenders jissi Notice Award Estimated Cycle
#  CfTTitle o ID &r CA av Info o Deadline a~ Procedure «~ Status v PDF date a~ value ar

Figure4 Example of a table header

1 The arows ares~ used for sorting the results in ascending or descending order

according to the field selected. Tiged button is used to hide/ show a number
of fields in thetable.

T Any search query or list, with more than a page of results, will include the following
navigationbuttons:

FirstPage

u LastPage

PreviousPage

b
. NextPage

1 Thefollowingbuttons are also widely used withaTendersll:

m Calendar Button Opens a calendar that enables the user to sel
adate
Q Search Button- Opens a window with search engine enabling -

user to search for various codes (e.g. CPV and Nbd&s- 7.
Additional Functionality
W Clear Button Clears the previous selection of thser
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2.3 The Show CfT Menu functionality

5dzZNAy 3 GKS ONBIFGA2YET SRAGAYT YR dzLJ 2F RAYy3 27F
displays all functionalities available tothe userK S dza SNJ Oy FTAYR (GKS a{ K2 ¢
in the CfT Workspace, which can be found easily by clicking on the title of the €f$. & { K2 &

/| ¢ aSydz Aa Qadshowhih&iationing figiReS T I dzf

CFT: PROCUREMENT OF HOSPITAL INFORMATION SYSTEM

Figure5 The Show CfT Menu (collapsed)

If thS dza SNJ a SHové Ol Blenéii K& dzinig BeAX willib& expanded to show all
functionalities available in this Call for Tendefhe user can select any of the provided

functionalities:
i= Show CfT Menu ~

CfT core information
CfT documents
Tender

Specify Alerts
Messaging

Automated notifications
Figure6 Call for tender menu

CKS a{K26 /F¢ alSydz 6Aff SHNCH Med $o6 dzik N2 ¥z3IKT 10X K ©
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3 User authentication and organisation management

3.1 Introduction A
Return to Quick Guide

Contracting Authorities Companies

Self - Registration

. 7/

Registration System. Adm.in role Registration
.I.I.

Figure7 EO Roles supported

EO Admin (Supplier Administrator)
* Edit the organization details

* Add / delete other users [
* Complete Supplier Profile Certificates

* Expression of interest / clarifications request
* Prepare and submit tenders

* Accept / Reject contract award

+ View Contracts

Company roles

The Administrator should carry out the registration process, and after this
they can add multiple other users.

EO User (Supplier User)

* Expression of interest in a Call for Tender 00
¢ Submit a request for clarification and view responses ...
* Prepare and submit tender response .
* Accept / Reject contract awards m

* View Contracts

Figure8 EORoles- functionality available
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Registration ofEconomic Operator

© SUPPLIERS NEW TO ETENDERSNI

View eTendersNI registration process walkthrough

Obtain, or check if you have a DUNS number

Register yourself and your organisation

Download the Supplier user manual

View the latest Calls for Tenders publications using the search for a relevant tender

opportunity

For helpdesk details refer to ‘contact us’ at top of page

Figure9 Registration of Economic Operator

The supplier additionally should provide at least all mandatory informagiaah fill in the
CAPTCHA element (it will change if you fill the wrong one or refresh the, pagkhen click
2y WKLSDADE & CONTINUE 6 dzli 1 2 y

STEP 1: ORGANISATION DETAILS

Organisation Name *

D-U-N-S number

LLJ
Retrieve company data from D&B to proceed

Company type *

-Select Company Type-
Enterprise type *
-Select Enterprise Type-

Please state the percentage of business that the company carries out in Northern Ireland *

-Select NI percentage:

Constructionline Number
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B

Are you a Social Economy Enterprise (SEE)? *

Yes No
Are you a Voluntary or Community (VOC)? *
Yes No
Company Registration Number
VAT Number GB -
VAT Number GB -
Country *
United Kingdom v
Email *
Fax
Please type the code shown below *
~
sentpc °

CANCEL CLEAR VALIDATE & CONTINUE

* Fields with asterisk are mandatory

Figurel0 EO Organisation Registration

Only suppliers with a valid DUNS number OR VAT number OR Company Registration Number may
register theircompanies on the system.

For DUNS number you can request one, using this litiks://www.dnb.co.uk/duns

number.html

In the next step, the supplienustprovide the details of the Economic Operator Administrator
by providing ateast all the mandatory field&€conomic Operator Administrator (EO Admin),
are authorised to manage the users and update the details of their organisation, proceed to
expression of interest, prepare and submit tenders, accept or reject contract awards and
publish subcontracting opportuties.
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Register Administrator

STEP 3: REGISTER SUPPLIER ADMIN

First Name *
Last Name *
Usemame *

Password *

Password Rules

Re-enter Password *

Email *
Address

Eircode / Postal Code

City
*Country
Ireland -
County *
-Select County- v
Phone Number

Mobile Phone Number

Fax
*Preferred Language

English w
CAs of imerest

European Commission Statistical Office of the European Unicn ~

European Environment Agency

European Insurance and Occupational Pensions Authority

European Investment Bank

European Space Agency v

R ] -

* Fields with asterisk are mandatory

Figurell RegistetEconomic Organisation Administrator

¢ KS &adzLLX A SRNISE AdOdzial 2y (pesceduiéatsholild i avinfe $at
the reqistration still needs to be confirmed and approved by the Systddministrator.

Logginginto the platform for the first time

When a user logs ia the eTendesNlI platform for the first time, as a first step, the user will
have to provide the transaction number (which is recdiby emails shown in the following
figure, after the successful registration ahe platform).
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Welcome to the eTendersNI.
The Registration process has been successfully completed.

To complete your registration please follow this link and login the system:
https://etendersni.gov.uk/epps/home.do

Your username is: mallm
Your registration transaction number is: 41d27d78@99d

Submit your transaction number when requested by the eTendersNI to verify your registration.
Please note that in order to respond to this tender you will need the following software:

- Use one of the following web browsers:
- Microsoft Edge (latest version)
- Mozilla Firefox (latest version)
- Google Chrome (latest version)
- Safari (latest version)
- Have a valid e-mail address
- Java Runtime Environment (version 1.8 or higher).
- Cclick on the following link to verify your Java version: https://www.java.com/verify
- Click on the following link to download the latest Java version: http://www.java.com/en/download/manual.jsp

- Javascript must be enabled in your browser.
- Click on the following link to check whether Javascript is enabled: http://enable-javascript.com/

DO NOT DELETE THIS

SR R RO R R HOR OB R HOR B OR OROCR OB OOR SORR OIS OR OROR O OR OROR R SOOI R R R R R OR e oR

IMPORTANT: All actions within the eTendersNI will be recorded for auditing purposes.

This email and any files transmitted with it are confidential and intended solely for the use

of the individual or entity to whom they are addressed. If you have received this email in error
please notify the system manager. This message contains confidential information and is intended
only for the individual named. If you are not the named addressee you should not disseminate,
distribute or copy this e- mall. If you have received this e-mail by mistake delete this

o mem a1 L semasan caeod . rrman mme oot dha Toadocndad o clelond sinis ceme wmedb I Liad Aot Al cn T an S e

> @J 1 attachment: Economic Operator Details.pdf 23.1 KB

Figurel2 Confirmation email received during registration

1. As part of the initial login phase, once the user has provided their access credentials,
they will be requested to input their unique registration transaction number, which
they have received separately via email as per the Figure above.
Transaction Number

IDENTIFICATION NUMBER

Please, enter the transaction number you received by e-mail *

SUBMIT

Figurel3 Provision of the transaction number
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2. Next, the user is prompted to read and accept the following System User
Agreement:

Accept agreement

Please read below eSourcing User Agreement (Ticense”) carefully before using the eSaurcing system.
By using the system, you are agreeing to be bound by the terms of this license.

If you do not agree to the terms of this license, do not use the software. If you do not agree to the terms
of the license, please decline the agreement.

eSourcing User Agreement doc

=3 3

Figurel4 Confirmation of the user agreement

3. Once acceptedhe user is prompted to nhavigate to thédiomepage

3.4 Password recovery

The user can recovethe LJF 8 & 6 2 NR (i Roigdbtdyauk passWcd d&F dzy OG A2y f A
available from thelogin module. To trigger the password reset functionality, the system
requires the user to providausername in the followingcreen

S, T
- ¥ Finance
‘ eTendersNI| \’irg{nlduis CPP Q Advanced search @ View cument opportunities &) Log in

Forgot your password?

Insert your User name and instructions will be sent to your email provided to the system

Username *

Please type the code shown below *

vsifis
CANCEL m

Figurel5 The user inserts his username

Date:26/11/2024 21/ 117 Doc.Version 1.0
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If the provided username is valid attie user has provided the security code correctly, the
system sends an email to the associated address, containing a transaction number and a

unigue generated access link.

e-Tendering Platform - Password reset instructions
New password for user: "= i=:, with full name m=n=w =
Go to the following link and insert new password with transaction number.

You can access the new password section through the following link:

https:/ ]

hour registration transaction number is: 5ac7b589e362|

SR SR R OR O OR HOR S OR SOR RO SR SOR SOROR SRR OB SRR SOR R SOR SR SOHOR HOR SO R R O OR SO OR OOR R

IMPORTANT: All actions within the e-Tendering Platform will be recorded for auditing purposes.
This email and any files transmitted with it are confidential and intended solely for the use
of the individual or entity to whom they are addressed. If you have received this email in error
please notify the system manager. This message contains confidential information and is intended
only for the individual named. If you are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prohibited.

Please do not reply to this mail.

e sk s o o o o o ok o R SR R SR R s sk R SR R sl o ol R R R SRR E SR s R R R R R SIOR SR KR SR OROR ook ok SloR SOk

Figurel6 The system sends an email containing a registration transaction number as well as a unigue access

link

In order to reset the password, the user accesses the provided link and populates the new

password as well as the received transaction nuniti@s linkis available for 1h, so the user
has toactivateits account & soon as they receive the emaitherwise they have to do the

process again in order to receive a new Jink

Reset password

Password *

Password Rules
Re-enter Password @ *

..........

Passwords match

Please, enter the transaction number you received by e-mail *

47bf30daf3ef
[ece ]

Figurel7 Resettinghe password
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3.5 Logging into the platform

In order for a userto log intd KS & SNIAOSY (KS dzaSN) aKz2dz R Of A0
provide her/his credentials in the login section.

user credentials | -°8N

input area o

Username:

Password:

| |

@ Forgot your password?

For security reasons, please log out and exit your web browser when you
are done accessing services that require authentication!

Figurel8Login module

If a userprovides incorrect credentials (either user name or password) an error message will be
displayed.

Invalid credentials. The total number of allowed failed attempts is 6

Username:

Password:

LOGIN

Figurel9Wrong credentials

If a user provides an incorrect password for a username more @hiémes, the user account will
automatically get deactivated. In this case, the user should contact the System Administrator (e.g.
contacting the Helpdesk) to factivate the account.
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3.6 Log out from the platform

The user can exihe eTenderblIplatformbyOf A O A yLAgo®éy old&iSH 2ay &

Q EN- e Alex Galarian, Economic Operator Admin ~

Logged in as:
Alex Galarian, bas Group

Last login on:
18/04/2024 - 09:01:07

& Edit Profile

® Logout

Figure20 Logout

37 al AyaSylFryOS 2F dzaSNRa LINRPTFALS
Once logged in, the user can edit their profile by clicking the down arrow beside their name and
platform profilg 8 KA OK LINR RdzOSa (KS aONBSy o06St2¢ Ay CA3Idz
GORAG ! ASNE LI 3IS 6KSNB GKS dzaSNDa AYyF2NXNIGAZ2Y

Q EN- e Alex Galarian, Econamic Operator Admin =

Logged in as:
Alex Galarian, bas Group

Last lagin on:
18/04/2024 - 09:01:07

# Edit Profile

@ Log out

Figure21 Edit profile option
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¢CKS dzaSNJ OFy dzLJRFGS GKS AYyF2NNIGAZ2Y FASERa Iy
LISNF2NY¥YSR Y2RAFAOIGA2yade Ly OFrasS GKS dzaSNDRa LI
G2 GKS da9RAG ! OQia aneifar thanltachBvidizhldew passvadi Iyf case the user
does not provide a new password, they will not be able to have full access to the eTéipdatiorm,

So3d | 0O0Saa G2 a+xAS¢g ¢SYyRSNméE LI 3ISO

Phone Number
Mebile Phone Number
Fax

Preferred Language *
nglish
Status
Active

CAs of interest

Mini
Mini

Click Here Q @

* Fields with asterisk are mandatory

Figure229 RA G dza SNa RSGlFAf a
3.7.1 Password rules

When the user decides @mend its passwordheyOl y  Of A QINRHGHNIEGRA Edit

dza S NX & anR $riiel aAnéwapassword to the password field, otherwise the user can leave the
passwordfieldempty & A G Q& y 2 . Whe passiaidshabld fdléwSafspgecific configuration.

¢t2 OASH GKS LI adag2NR NUzZPSBswordRuEs dzaASNJ @& K2 dzf R Of A

Edit Account

Username

galarian
Account Role *

Economic Operator Admin
First Name *

Alex

Last Name *

Re-enter Password

Figure23 Password rules link

The password configuration rules consist of:
- Letters (upper casel/lower case) allowed toused
- Numbers allowed to based
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- Characters allowed to hased
- Allowed logirfailures

- Password lifetime

- Password lengtfmin/max)

- Passwordistory

© Your password be must be longer that 6 characters, s At least 1 lower-case letter
and comprise: = At least 1 upper-case letter
= At least 3 digits
= At least 1 symbol among the ones

supported.
PASSWORD CONFIGURATION
UPPER CASE LETTERS: ABCDEFGHLJKLMNOPRQRSTUVWXYZ
LOWER CASE LETTERS: a,b,c,defghijklmnopaqrstuvwxyz
NUMBERS: 0,1,2,3,4,56,7,8,9
OTHER CHARACTERS: L@ # S
ALLOWED LOGIN FAILURES: 5
PASSWORD LIFETIME (IN MONTHS): 3
PASSWORD MIN LENGTH: 6
PASSWORD HISTORY: 20
PASSWORD STRENGTH: weak

Figure24 Password configuration rules

In case the password does not follakae above password rules thehe following message
appears

© An error has occurred: X
= Password can not be less than 6 characters. Check Password Rules
= Password's strength must be at least weak. Check Password Rules
= Password contains invalid characters. Check Password Rules

Figure25 Change password error message
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Ly OFrasS (KS LIl aag2NR O2y il Aya LI NI 2F (GKS dza SN
LI aag2NR akKz2dZ R y20 O2y il Ay dalyé 2NJ aylé 2NJ ao
on the username) then the following message appears for security reasons

© An error has occurred:
= The password must not contain parts of the username

Figure26 Change password error message 2

3.8 CfT Management

SR
ﬁz, Finance

C eTendersNI| Airgeadais bt

{n) CfT Management ~ EO administration ~

Figure27 CfT Management position

{n] CfT Management ~

List of my CfTs

Figur_e28 CfT i\/lénagement Menu

¢KS a[Aad 2F Ye [/ Fe¢aég OzyialrAaya it GKS /F¢a (K
they expressed an interest or the Ci¥kerethey did a tender submission. Also, if another user of

the companyassociates all user accounts (and yours) when they express an interest or when they do
GKSANI GSYRSNJ adzoYA&aaAz2ys @2dz gAftt KIFI@S (GKSasS /

3.9 Organisation management

vt Fergéosies sp Sohar

' Fmance
QeTenderle Airgeadais QP m.,lk

fn] CfT Management ~ EO administration ~

Figure29 EO Administration position

¢tKS ! aSNAR [FaaA3dySR gAGK GKS a902y2YAO hLISNI G:
perform the following activities for the management of their organisation:
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i Edit organisationletails

1 View the users registered within the organisation of E@nomidperator
1 Add new users in the organisation of the Econofjeerator

1 9RA( dd@lsS N a

BB Of A O] AQPTh 2 YR YRR & ¥ NIRINE 23R 2 4 displag&isindzthanioy f 6 S
asSt sSotaym dilKySIQaor,$his inanagemerfunctionality is provided.

EO administration ~

My subcontracting opportunities
Create SCO Workspace

EO management

User management

My Contracts

Auditing Reports

Correspondence

Figure30 EO Administration Menu
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¢tKS aea

A

EDIT ORGANISATION

Sy

View Organisation

ORGANISATION NAME:

COMPANY TYPE:

ENTERPRISE TYPE:

EDIT CPV CODES

RA&LJX I

W w

e a

VIEW USERS

PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES
OUT IN NORTHERN IRELAND:

COUNCIL AREA:

CONSTRUCTIONLINE NUMBER:

ARE YOU A SOCIAL ECONOMY ENTERPRISE (SEE)?

ARE YOU A VOLUNTARY OR COMMUNITY (VOC)?

COMPANY REGISTRATION NUMBER

VAT NUMBER

D-U-N-S NUMBER

APPROVAL DATE:

APPROVED BY

ADDRESS:

POSTAL CODE:

CITY:

COUNTRY:

EMAIL:

PHONE NUMBER:

FAX:
STATUS:

Please note that the Economic Operaltidserrole does not have access to thbovefunctionality.
ASNJ OFyy2i

For examplefi K S

cannot add new user.

Figure31 EO Management page

902y2YA0

0dKS

Strike

Private unlimited company

2NHIFYA&FGA2Y RSGIACL A

EATTESTATIONS

ADD USER

Large Enterprise (range for number of employees 251 and more)

Less than 10%

Yes

Yes

14/04/2020

admin

London

United Kingdom

= T

Active

h LISNI G2 NJ
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3.9.1 Edit organisation details

{ St SOG Ay IEDITFORGANISATAENY f6f 2 6a GKS dzaSNJ (G2 S

View Organisation

EDIT ORGANISATION EDIT CPV CODES VIEW USERS EATTESTATIONS ADD USER

ORGANISATION NAME: Strike

COMPANY TYPE: Private unlimited company

ENTERPRISE TYPE: Large Enterprise (range for number of employees 251 and more)
PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES Less than 10%

OUT IN NORTHERN IRELAND:

COUNCIL AREA:
Figure32 Edit organisation button

{ St SOGAY 3 SAKES @AEIfG 28 (G 20NE (G KS LISNF2NXSR
CCLEAR g A f f pad@raefSriodific&tions.
City *

London

Country *

United Kingdom
Email *

Phone Number *

Status

Active
CANCEL

Figure33 Save organisation modification

puf

[enN

[atN

Ny

Y2ZRATA

CLEAR
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3.9.2 Editing CPV codes of interest

In order tosetup oredit the CPV codes associated with the Economic Operator the EO Admin

Of A O AaEDENCPVICGOBESR LIGA2Y AY 9h hNEBFYyAalGAZ2Y Yyl 3
be accessed viewing the EO Administration dropady selecting EO Management.

When the organisation administrateets-up their CPV codes of interesinly EO adminswill

receive one overnight email with the list all the Competitions published under a CPV code that

they have an interest ofThere is an additional alert functionality which is available both for

users and admins and it is the CAs of interd€.5.1

View Organisation

EDIT ORGANISATION EDIT CPV CODES VIEW USERS EATTESTATIONS ADD USER

ORGANISATION NAME: Strike
COMPANY TYPE: Private unlimited company
ENTERPRISE TYPE: Large Enterprise (range for number of employees 251 and more)

PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES Less than 10%
OUT IN NORTHERN IRELAND:

COUNCIL AREA:
Figure 36 Edit CPV codes (For agreement)

Edit CPV Codes

EDIT CPV CODES

CPV Codes of interest

Figure34 Edit CPV codes

After clicking the magnifying glas$iet system displays thEPV codes which are currently
associated with the Economi@perator:
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Search -

| # 03000000-Agricultural, farming, fishing, forestry and related products |
[} chemical n # 09000000-Petroleum products, fuel, electricity and other sources of energy

+ 14000000-Mining, basic metals and related products
% 15000000-Food, beverages, tobacco and related products
03461100-Chemical wood pulp + 16000000-Agricultural machinery

14300000-Chemical and fertiliser minerals + 18000000-Clothing, footwear, luggage articles and accessories
14320000-Chemical minerals

24311500-Hydroxides as basic inorganic chemicals K
24300000-Basic inorganic and organic chemicals # 22000000-Printed matter and related products
24310000-Basic inorganic chemicals - + 24000000-Chemical products

S 7 30000000-0ffice and computing machinery, equipment and supplies except furniture and software packages

! +Add to list § &Synchronise List ¥ 31000000-Electrical machinery, apparatus, equipment and consumables; lighting

+ 32000000-Radio, television, communication, telecommunication and related equipment

Search results

# 19000000-Leather and textile fabrics, plastic and rubber materials

+ 33000000-Medical equipments, pharmaceuticals and personal care products

+ 34000000-Transpert equipment and auxiliary products to transportation

+ 35000000-Security, fire-fighting, police and defence equipment

+ 37000000-Musical instruments, sport goods, games, toys, handicraft, art materials and accessories

+ 38000000-Laboratory, optical and precision eguipments (excl. glasses) =
Selected ltems

03000000-Agricultural, farming, fishing, forestry and related products
14300000-Chemical and fertiliser minerals

Figure35 Accessing the CPV codes functionality

The EO Admin can add new CPV codes through clicking 6.2e 6 dzii i 2 Yy T EK S 6 dzi (i 2
is used to delete a selected CPV code. For more information about how to use the CPV codes
(see7.1View Contracts

After the Economic Operator has accepted the contract, a new contract workspace is created
Ay GKS &aeaidSy FyR GKS dzaSNJ OFy I OOSEDa AG oe
administrationé (G 6 | YR MySCorhaRiEA f 3 0(BKS Aoy GUKS RNRLIR2gY 2

EQ administration ~ P

EQ management

User management

I My Contracts I

Auditing Reports

Figurel4sy | O0Saa daé /2y GN) OGac

It GSNYFGAPSEes (GKS 02y (i Ndd@riced Bdagh 066502011 R FS aHaySRR 30!
Contractsand filling some of the respective searatlds in order to retrieve the contract record of
interest.
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e oD
John Strike, Economic Operator Admin ~
adais C -l Q. 6 sonnsui nomic Operator Admir

eeTendersN |

CfT Management ~ EO administration ~

nl

Advanced search

cfT Subcontracting Organisation User Contract

Contract Title: Description:

Maximum characters: 50000.

Contract Number. Contracting Authority:
CPV codes Procedure:
Select Procedure- v
Q =
Status
Select status ~

CANCEL TN SEARCH

Figurel4eY ! R@lF yOSR { S NOK F2NJ a/ 2y (iNJ} Olac

The user can access the list of all contracts under their organisation (for which they are granted

I 00Saaov FyR @AS¢ GKS RSOGFAT A 2F ComrScNEteE A2 yilKNGF O
éContract Numbe¢ G KI G GKS &@ & entrdct-ExpiryLdiit@® P A R $ Robtiad & S ¢ a
Valug ¢ KAOK RAALIX Fea (GKS O2y NI OG @I fdzS I IANBSR 0o
Authority. Finally,the user can access a specific contract document by clicking on the contract title
displayed in the following figure.

C?.*TendersN\ ﬁ; :_'llj..::u! CPD Q 9 John Strike, Economic Operator Admin +

{n] CfT Management ~ EO administration ~

My Contracts

| Displaying the 1 match. n

Contract Title ~= Contract Number -« Start Date -~ Expiry Date a~ Contract Value =

AH 023/123 Comp. Flex. invitation- Qualification 3734 05/09/2024 55555,00

Figurel47. My Contracts List
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Q@ Jonn strike, Economic Operator Admin +

QeTendersN | ﬁ

16:27:49 EEST

{7} CiT Management - EO administration ~

Contract

CONTRACT: AH 023/123 COMP: FLEX. INVITATION- QUALIFICATION

COMPETITION DETAILS Competition details

1001

EQ NAME Strike

CONTRACTING AUTHORITY Ministry of Work

STATUS: Current

CONTRACT TITLE AH 023/123 Comp. Flex. invitation- Qualification
CONTRACT DESCRIPTION teest12314

EXPIRY DATE:

START DATE: 05/03/2024

CONTRACT TYPE: A Public Contract

CONTRACT VALUE. 5555500

Figurel48 Contract Main page

3.10Contract Documents

From the main page of the Contract, the user can also access the Contract documents (if any) from
the contract menu button on top right corner. This allows the user to download any contract

documents for the contracts that the user has access to.

Contract

CONTRACT: AH 925/209 DFI - DEFENCE - EQUIPMENT AND FACILITIES MAINTENANCE

Cantract Information

COMPETITIOM DETAILS: Competition details

SUPPLIER ORGAMISATION ID: 1006

Figurel49: Contract Menu functionality

Notice & Contract Documents

CONTRACT: PURCHASE OF BRIDGE {E= Show Contract Menu ~

Contract Documents
Results Per page | Displaying the 1 match.

Addendum ID Lang. Document
av Title «~ File «~ Description = av Versions Actions
1 contract document 41460_Contract contract document EN B @

1o sign Notice.pdf to sign

DOWNLOAD ZIP FILE

Figurel50 Contract Documents
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The user accesses the contract documents, uploaded from contracting authority where the following
information columns are displayed:

)l

E N N

Addendum ID: the documents identifier given by the system (starts from 1 on each
document).

Title: the name of the document.

File: the name of the uploaded file.

Description: description of the document provided from Contraction Authority.

Lang: notice of the language of the document.

The user can download all the existed documents with their attachments from the list, by clicking the
G5h2b[ h!5 %Lt CL[9¢ odzit2y Ay GKS 062002Y NARIAKIG
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hyOS Y2RAFTASR (GUKS | 3a20AF SR FINtSH O2&RE82Yy @RS ade2.
the changes.

Edit CPV Codes

EDIT CPV CODES

CPV Codes of interest

50000000-Repair and maintenance services a
50200000-Repair, maintenance and associated services related to aircraft, railways, roads and marine equipment

50210000-Repair, maintenance and associated services related to aircraft and other equipment Q @
50413200-Repair and maintenance services of firefighting equipment

Figure36 Edit CPV codes

This selection then allows to receive automated alerts on the exact CPV _codes matct
your above selection

The purpose of selecting CPV codes is to allow companies to receive automated el
notifications each time a new publication of a CfT is made on CPV matching thecGié
selected by the company in their profile. This thus allows companies to automatically
notified on new tender opportunities.

B
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3.10.1Viewing users registered in the organisation

{ St SOUAY 3 VIEW ISERSIURMAZaYLI & € a | f € uKS dzaSNBR NB3IAa
Economic Operator organisation:
View Organisation
EDIT ORGANISATION EDIT CPV CODES VIEW USERS EATTESTATIONS ADD USER
ORGANISATION NAME: Strike
COMPANY TYPE: Private unlimited company
ENTERPRISE TYPE: Large Enterprise (range for number of employees 251 and more)
PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES Less than 10%
OUT IN NORTHERN IRELAND:
COUNCIL AREA: . )
Figure37 View users
The system displays all the registered users within the organisation.
View Users
10 v Results Per page | Displaying all 4 matches. m
# First Name a~ Last Name v Organisational Role a~ Country a~ Status av Actions
1 test test Economic Operator User United Kingdom o Edit Account
2 Jonhny3 Jonhny2 Economic Operator User United Kingdom T Edit Account
3 Jonhny Slim Economic Operator Admin United Kingdom P Edit Account
4 Test Supplier 2 Test Supplier 2 Economic Operator User United Kingdom o Edit Account

Figure38 Display of users registered under the Economic Operator

In the above screen, the first name, last name, the role and the country of each user are
displayed. Furthermore, the current status of each user account is also displayed:

Ry

Active

= Inactive

Deactivated

Deactivate a user: fe EO Admin account owner can edit the user accounts and deactivate the
accounts of the old users thdb not need touse the systemanymore The EO admin can deactivate
the accounts by adding a past date or todayéde in the "Valid to" field and hi'Save" then the
account status will update to "Deactivated".
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The following user roles are supported:

1 Economic Operator AdministratoEQ Admil. Users with this type of role are
authorised to manage the users and update the details of their organisgtioneed
to expression of interest, prepare and submit tenders, accept or reject contract
awards and publiskubcontracting opportunities.

1 Economic Operator user&@ Users Users with this type of role are authorised to
proceed to expression of interest, prepare and submit tender returns and accept or
reject contract awards.
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3.10.2Add new usetto the organisation

In order to add new useit® the organisation, the EO Admin user needs to select the option
OADD USER®

View Organisation

EDIT ORGANISATION EDIT CPV CODES VIEW USERS EATTESTATIONS ADD USER

ORGANISATION NAME: Strike

COMPANY TYPE: Private unlimited company

ENTERPRISE TYPE: Large Enterprise (range for number of employees 251 and more)
PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES Less than 10%

OUT IN NORTHERN IRELAND:

COUNCIL AREA:
Figure39 Add user button
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YIEYRFG2NE AYTF2ANFIdK29f B Y0 8] SR GARER® hyOS
1 SAGE (oSl iRy @

Add User

Organisation:
bas Group

Account Role

Economic Operator User v
First Name *
Last Name *

Username *

Password *

Too short!

Password Rules

Re-enter Password *

Does not match

Email *
Address
Eircode / Postal Code
City
Country *
Select v
County

Phone Number

Mobile phone

Preferred Language *

English v

CAs of interest;

CANCEL m SAVE

Figure40 Add a new user in the organisation
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Initially, the account of the new user will be Inactive

View Users

@ User Successfully Added

|10 v |Results Per page | Displaying all 5 matches.

Organisational Role 4~

Country «~

Status .~

Actions

Economic Operator User

United Kingdom

Edit Account |

# First Name «~ Last Name «~
| 1 new user new user

2 test test

3 Jonhny3 Jonhny2

a Jonhny Slim

5 Test Supplier 2 Test Supplier 2

Economic Operator User
Economic Operator User
Economic Operator Admin

Economic Operator User

United Kingdom
United Kingdom
United Kingdom

United Kingdom

Figure41 The account of the newly added user is inactive

Edit Account
Edit Account
Edit Account

Edit Account

Add User

The system will send an email to the new user confirming the successful registration. The email will
contain the relevant transaction number, as noted previouslyFigure 12 Confirmation email
received during registratiarin order to activate theimaccount,the user must provide this number
during their first login. Thereafter, the status of the account will be active.

View Users

|10 v | Results Per page | Displaying all 5 matches.

# First Name «~ Last Name «~ Organisational Role 4~ Country av Status s~ Actions

1 new user new user Economic Operator User United Kingdom & Edit Account
2 test test Economic Operator User United Kingdom P Edit Account
3 Jonhny3 Jonhny2 Economic Operator User United Kingdom @ Edit Account
4 Jonhny Slim Economic Operator Admin United Kingdom @ Edit Account
5 Test Supplier 2 Test Supplier 2 Economic Operator User United Kingdom @ Edit Account

Figure42 The account of the new added user is activated

Add User

Date:26/11/2024
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3.10.3Editing User Detalils

TheEO AdmirO | y

as

aeaiusSy oArfft

View Users

10~ |Results Per page | Displaying all 5 matches.

# First Name a~
1 new user

2 test

3 Jonhny3

4 Jonhny

5 Test Supplier 2

Last Name -
new user

lest

Jonhny2

Slim

Test Supplier 2

f
R

SO
Aa

(Editihéc@uné 2 LARA 25/R Add
LI | & (nfoificatisnS NI &

Organisational Role »~
Economic Operator User
Economic Operator User
Economic Operator User
Economic Operator Admin

Economic Operator User

Figure43 Edit account link

Country a~

United Kingdom
United Kingdom
United Kingdom
United Kingdom

United Kingdom

R

GKS RSUGFA
SarAata |

Edit Account

Edit Account

Edit Account

Edit Account

Edit Account
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It AO1AY3

Edit Account

2SAVE! KSA 0 fdzl del2R | @S

iKS

Username

newl

Account Role *

Economic Operator User

First Name *

new user

Last Name *

new user

Password

Password Rules

Re-enter Password

Email *
Ida01@delos.euredyn.com

Address

Eircode / Postal Code

City

Country *

Ireland
County =
Dublin

Phone Number

Mobile Phone Number

Preferred Language *

English
Status
Active
valid from
]
Valid to
]

CAs of interest:

Ministry of Finance
Ministry of Health

CANCEL

Figure44 Editing user details
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3.10.3.1 CAs of Interest

a/ ! a y# Bibl&haddiéional alert functionality, availatie all (EO users and EO Adminsing

the CAs of interest in the user profile. Each user can selectiome@ Contracting Authoritieand

receive email notifications when the selected @#blish any competitionThe users can find this
functionalityo @ Of AO1 Ay 3 AGSRAG LINBFAES¢d hy GKS f1l ai

European Stability Mechanism
Express Travel Company
Fermanagh and Omagh District Council (test)
fewfw
Friday Demo
silte Ireland

CANCEL SAVE

Figure45 CAs of Interest

The user caselectone or moreorganisationswith Ctrl + Left mouse click or single mouse click for
only 1 selection

After selecting the Contractinguthorities2 ¥ G KSA NJ A y (i S NBSAVEDuttanK S& Ot y
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3.10.4eAttestation functionality (Certificates )

eAttestation allowssupplier to fill in some questionnaire (construction certificates, company data,

etc.) that are very often used in tender questionnaire, as part of their company profile. In this manner
companies fill in the questionnaire only once, and then canse itfor as many tenders as needed.

The questionnaires that are available for companies to fill in, are visible upon clicking on the

ST GGSaldridAz2yé odzid2y OFNRBY GKS 9h 2NAFyAaldAzYy
necessarily fill in all the questiohmA NB& GKI G I NB F@FAflFoftS dzy RSNJ KA a
simply fill in the ones that are frequently requested under the call for tender that they bid for.

View Organisation

EDIT ORGANISATION EDIT CPV CODES VIEW USERS EATTESTATIONS ADD USER

ORGANISATION NAME: Strike

COMPANY TYPE: Private unlimited company

ENTERPRISE TYPE: Large Enterprise (range for number of employees 251 and more)
PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES Less than 10%

OUT IN NORTHERN IRELAND:

COUNCIL AREA:
Figure46 eAttestation functionality

e-Attestations

Edit Organisation eAttestations

LIST OF CERTIFICATES

Valid Invalid

No assigned certificates found

ADD NEW CERTIFICATE

Figure47: No Certificate assigned

Date:26/11/2024 45/ 117 Doc.Version 1.0
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¢KS adzJX ASN) aSt SOta 6KAOK OSNIUIAFTAOFGSo6av G2

Add certificate
C1. HEALTH AND SAFETY POLICY AND
CAPABILITY (2022)

Copy2 of C1. HEALTH AND SAFETY POLICY
AND CAPABILITY (2022)

Certificate Template

B1. INSURANCE INFORMATION (2017)
TestingPurposes

Certificate Name

test

SUBMIT

Figure48: Add Certificate

Please note that as soon as a new certificate is added by the usesettiiicate is stored in
GKS aLYy@ItAReé OSNIATAOIGSad ¢KS

4 dzLILJ A SNJ & K 2 dzf
Ot A01 2y GKS a95L¢

/] 9we¢LCL/ ! ¢9 5h/!a9b¢{¢ 02 L

e-Attestations

Edit Organisation eAttestations

LIST OF CERTIFICATES

Valid Invalid

10 -|Results Per page | Disy

Select the certificate |

Select Title

® < > »

Document

Click here
atus eation d

Modification date =
A1. INSURANCE INFORMATION (2020)(1D:1585057717667)

Invalid

24/03/2020 15:48:37 Download Zip

ADD NEW CERTIFICATE

EDIT CERTIFICATE DOCUMENTS

DOWNLOAD SELECTED CERTIFICATES

Figure49: Added Certificate

Date:26/11/2024
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In order for the user to edit a certificate criterion:
9 Select a certificateriterion
9 Click on the toolbutton
T / fA01 2yoptioKS d95L¢¢E

Edit Certificate

Name: Section A

Radio buttons
STATUS:INVALID

ECONOMIC OPERATOR RESPONSE:

ATTACHMENTS:
CRITERION INCLUDED IN EVALUATION:YES

SUPPLIER READ ONLY :NO

SIZE: 50
STATUS:INVALID
ECONOMIC OPERATOR RESPONSE:

VALIDITY START DATE:

Figureb0: View Certificate Details

The supplier shouldJNE A RS GKS NBf I GSR AYyF2N¥IFGA2Y>S YR O

Edit Criterion

Criterion Name Text field

Economic Operator response *

Attachments Browse... No file selected.

SUBMIT

Figure51: Edit Certificate Criterion
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OSNIATFTAOFGS ONRGSNRALE | NB LI LIzZL | § ¢

(V)]

hyOS I f¢ i K
button.

Edit Certificate

Name: Certificate Template

Radio buttons ‘ Click Here ‘

STATUS:VALID

ECONOMIC OPERATOR RESPONSE:YES
VALIDITY START DATE:

VALIDITY END DATE:

ATTACHMENTS:

COMMENTS:

VALIDATE

Figure52: Validate Certificate
If all the criteria are populated correctly, the certificate validates successfully and is transferred into
0KS ax![L5¢ Gloo
Edit Certificate

@ Certificate validated successfully *x

Figure53: Certificate validates successfully

e-Attestations

Edit Organisation eAttestations

LIST OF CERTIFICATES

Valid Invalid
10 ~|Results Per page | Displaying the 1 match.

Select Title «~ Status Creation date = Modification date «~ Document

Section A(ID:1585057820195) 24/03/2020 15:50:20 24/03/202016:13:12 Download Zip

ADD NEW CERTIFICATE EDIT CERTIFICATE DOCUMENTS DOWNLOAD SELECTED CERTIFICATES

Figure54: Valid Certificate
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3.10.5Correspondence

Correspondence is available either through the EO Administration menu, or the User Homepage.

EO administration ~

My subcontracting opportunities
. Create SCO Workspace

EO management
i User management

Auditing Reports

Correspondence

Figure55 EO Administration Meng Correspondence

¢Fd WLYO2EQ RA&LX I &@a NBOSAOGSR YSaal3asSa Ay I LI
columns.

A message not read by the user viewing their incoming messages are bold, whereas messages read
are not.

CORRESPONDENCE

Inbox

10 ~|Results Per page | Displaying all 4 matches. m
Select Subject <= From «= Date ~
o eTends d ifi = lid: ROOT_AUTHORITY JaEL RN 15:41:53
eTendersNI Automated Notification - Organisation Details Modified INCORP EUROPE LIMITED iyl 15:41:19
o New Password link for eTendersNI System D00 13:54:44
eT A d Noti ion - Regi: ion C ion DO NOT DELETE THIS System A0 13:14:58
Figure56 Correspondence functionality
2, A 2 A & % A A A A X 4 . 0 “
¢t2 UASg I YSaal 3SZ UKS dzzaSNJ) aStSOua Au YR 0K

displayed nexas per below
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Correspondence

Date Sent: IWLI00E 15:41:19
Read: Read
Date Read:
Subject
eTendersNI Automated Notification - Organisation Details Modified
Body

eTendersNI - Organization Details Modified

Name: INCORP EUROPE LIMITED
Information: The details of the Organization have been modified.

Vi mav view tha Ornanizatinn detaile hy fallnwinn the link-

Maximum Characters: 2000.

Attachment: No attachment

CANCEL

Figure57 View an Incoming Message

3.10.6Expression of Interest

i= Show CfT Menu ~

CfT core information

CfT documents

Expression of Interest

Tender
Specify Alerts
Messaging

Automated notifications

Figure58 ShowCfTMenu ¢ Expression of Interest

When the userclicksahed 9 ELINBaaA 2y 2F Ay(iSNBadé¢ odzidzy T2
thebelowF A 3dzNBE® ¢ KS dzASNJ K& G2 asSt SOl 2yS 2F (KSa
2F Y@ 902y2YAO hLISNIG2NI gAGK (GKAA CMAEYE I KEKSY A4

my CfTg &
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ASSOCIATION WITH CFT

The eTendering system supports automated notifications to keep associated users up to date with all CfT advances. These comprise the
publication of new Motices, Addenda, Corrigenda, Clarifications, while there are also notifications for informing associated users about
approaching important dates of the CfT. Please select a type of association for this CfT.

You will be able to individually manage the list of users of your organisation with the CfT, through the new 'Manage associations' tab in the CfT
workspace.

Type of association

O 1. Associate all users of my Economic Operator with this CfT

@] 2. Associate only myself with this CfT

SELECT

Figure59 Association

Date:26/11/2024 51/ 117 Doc.Version 1.0
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3.10.7Clarifications

= Show DPS Menu ~

DPS core information
DPS documents
Clarifications

DPS tenders

Specify Alerts

Automated notifications

Figure60 ShowDPSMenu ¢ Clarifications

The supplier is able to view the published clarifications from the Contracting Authority under the
Clarifications tab. Using the (+) button the user is able to expand the clarification and see more details
provided by the Contracting Authorit$gupplier is also given the option to download all clarifications

o0& asStSOGAy
all the details within.

Clarifications

3 GKS a5h2b[h!5

LI

/[!'wLCL/! ¢Lhb{¢

DPS: st e v e o el Dbl Vs i
[r—,l et or Gl
16| Resuts Per page| Displaying all 2 matches [« >
+ 3.
+1
Figure61 DP S Clarifications

lfazs GkKS& Ol y Wélj dzSad F2NJ I Of  NAFTAO!I ﬁxzy AT
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3.10.8Automated Notifications

The user can be Associated and Disassociated frdbfiTavhenever they wantin order to be
disassociatd, the usercan changehe status from associated tdisassociatdrom the dropdown

YSydz Ay GKS a! 3a20AF0S k 5Aalaaz2o0AaliSe O2f dzvy @
associated will enable notifications in relationttee CfT, also they will not have thi€fTunder the

G[ AAUCTTET Y& Y2NB o

i= Show CfT Menu ~

CfT core information
CfT documents
Expression of Interest
Tender

Specify Alerts

Messaging

Automated notifications

Figure 72ShowCfTMenu ¢ Automated Notifications

Manage automated notifications

CFT: CONTRACT FOR SUPPLY OF 16 TONNE MILK POWDER
2 results in total.
First Name «~ Last Name =~ Associate/Disassociate «~
Qliver Smith Associated
Shane Fish Disassociated q

SAVE CHANGES CANCEL

Figure62 CfT¢ Automated Notifications
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4 Search Functionality

The eTendeNILJ | G F 2 N SidhpRED Al RySRdvahgeddd & ST NOK Fdzy Ol A2y
functionalities allow searching for Call for Tenders (e.g. CfTs) and Organisations (e.g.
ContractingAuthorities).

4.1 Simple Search

The simple search functionality covessarching for available Call for Tenders (e.g. CfT) and
Organisations (e.g. Contracting Authorities).

Simple search queries are performedthg following steps
1. Click orthe éQé AO2y RghtcarmrS G2 LJ
Select the relevant search paramet@&all for Tender or Users) from the seleclish

2.
3. FSIFAaS LINPOARS (GKS FdzZt aSEkNODK §SN)XY 2N LI NI
4 CIickontheémébutton

The results, if any, are then presented in a tabular form.

Simple search

SEARCH RESULTS
10 Results Per page | Displaying: 1-10 | 28 results in total « < Pagel~ > »
Tenders
Resource Date Submission Notice Award Estimated
#  CfT Title o~ ID «~ CA «~ Info  published «~ Deadline «~ Procedure «~ Status «~ PDF date ~ value Cycle
1 2 Procurement of Hardware 30864 Health i & ST Open Evaluation =2 15000 1
equipment AV 13:14:28 15:00:00
2 Procurement of Hospital 30132 Helco i = I 3 Open Evaluation = 1
Information System 18:19:17 15:00:00
3 Public procurement on 29876 Helco i a I 13T Open Evaluation b 100000 1
disinfectants 13:26:57 15:00:00
4 Public procurement on face 29737 Helco I Open Evaluation = 100000 1
masks 12:17:09 15:00:00
5 A Procurement on Al able to 29493 Helco i : d i Open Tender 2 15000 1
create manuals 16:24:55 15:00:00 Submission

Figure63: Simple search for Call for Tenders
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SEARCH RESULTS

10 - Results Per page | Displaying the 1 match.

# Organisation Name &~ Organisation Type v Short Name «~

1 Helco Contracting Authority Helco

Figure64: Simple search for Organisations

' FOSNI LISNF2NXYAYy3I | aSIENDK F2NI Iy 2NHIFIYyAAlL A2y =
details through the selection of the organisation name, as can be seen belBigLire65:
Details of an Organisation

Q e Oliver Smith, Economic

Operator Admin ~

l/m\ CfT Management ~ EO administration ~

View Organisation

'ORGANISATION NAME : Helco
'ORGANISATION NAME (EN): Helco
CA ABBREVIATION: Helco
CA TYPE Governmental Organisations

GOVERNMENTAL ORGANISATIONS
CA PUBLICATION RIGHTS
PARENT CA

ANNEX

ADDRESS:

ADDRESS(EN):

POSTAL CODE:

cIy:

CITY(EN)

COUNTRY:

EMAIL:

PHONE NUMBER:

FAX:

WEBSITE:

STATUS

VIEW ALL PUBLISHED NOTICES

Ministry of Justice and Public Order

Publish any procurement and publish on behalf of another CAs

Annex Il Entities 2004/18/EC Directive
L

L

Active

Figure65: Details of an Organisation
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The user can also have access to the published notices of this particular organisation if they
clickoni KS &@+L92 1 [[ thbhutdnL{1 95 bhe¢L/9{E$

eTendersll User Manual Economic Operator

Published Notices

|10 v |Results Per page | Displaying all 2 matches.

Type «~ Title a~ Date Upl. v Lang. «~ Status s~ Date Pub. a~
Contract Notice Purchase of network devices 23/01/2023 11:35:14 EN Published 23/01/2023 11:35:33
Design Contest Notice Purchase of network devices B 23/01/2023 12:14:30 EN Published 23/01/2023 12:14:38

Figure66: View all Published Notices for an Organisation

Once the user click on the type of the notitey want to accesghey will be asked whether
they want to view ordownload it.

Date:26/11/2024 56/ 117 Doc.Version 1.0



C Tenders eTendersll User Manual Economic Operator

4.2 Advanced search A\

. ) _ Return to Quick Guide _
The advanced search functionality enables searching for Call for Tenders (e.g. CfTs), Subcontracting

Opportunities and Organisations (e.g. Contracting Authorities).

In order to perform aradvanced search query, the user shofdtiow the steps presented belaw
1. Click orthe éQé AO2y -gghtcarmérS (2 LJ
2./ tA01 2y (GKS lnk ROFyOSR &SI NOK¢

3. Select the type of the search through using the appropriate tab (e.gO@f&nisation,
User or Contract)

4. CAtt Ay GKS aSFkNOK LI NIYSGSNER Ay GKS | @At

Gt dzot AOF A2y Rt (6% 6 ROEUN®BEds ! B8a2F
5./t AO1 {2y wbwtéh d

Off | Subcontracting  Orgamisaion  User  Contract

] [=] (=L [=]
odes @ NUTS codes o
Q 8 Q @
ted vall o ublicat date @
W M n (=R [=]

Figure67: Advanced searchunctionality
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The results, if any, will be presented in a tabular form. In case of multiple search results, the
system displays them in several pages. The number of results for each page can be configured
using the functionality at the top of thBearch Results table. Moreover, the user can also use
the navigation functions to move to a particular page number.

SEARCH RESULTS
10 - Results Per page | Displaying: 1-10 | 136 results in total
Tenders
Resource Date Submission Procedure Notice Estimated

# CfT Title o~ ID &~ CA o~ Info  published a~ Deadline a~ av Status a~ PDF Award date a~  value Cycle

1 SUPPLY AND DELIVERY OF 30966 Health [i] hIEre Ry TR Open Evaluation b 15000 1
APPLE EQUIPMENT AV 14:04:14 15:00:00

2 2.Procurement of Hardware =~ 30864 Health  [j] TAELTI0 L Open Evaluation ® 15000 1
equipment AV 13:14:28 15:00:00

3 Proposed Community Hall 30753 Health i oeaTten 2 ) Open Evaluation = 15000 1
at Annaclone GAC, AV 11:52:33 15:00:00
Annaclone

4 Procurement of Hospital 30132 Helco i 1 1R BT Open Evaluation b} 3
Information System 18:19:17 15:00:00

5 Online Assessment Survey 30326 Health i TRERTEID 110 B0 Open Evaluation ® 15000 1
(offline) AV 14:35:42 15:00:00

6 Online Assessment Survey 30172 Health i TET1 3200 RO Open Awarded = L e Be o 15000 1

AV 13:51:33 15:00:00 16:27:39

7  Public procurement on 29876 Helco LiJ Lo ] AN Open Evaluation ® 100000 1

disinfectants 13:26:57 15:00:00

Figure68: Advanced search results for Call for Tenders for an Economic Operator

The user can search for CfTs if they combine different criteria.
For example, they can search for all CfTs in tender submission status, from a specific Contracting
Authority, with tender deadline in 2 months.

Advanced search

cfT Organisation User Notice Contract

CfT Resource ID & Title &

CfT CA Unique ID € Name of Contracting Authority @
Homeowners Association Kilkenny
Description & WorFspace Status ©

Tender Submission ~

Maximum characters: 50000.

Procurement Type €@ Procedure &
-Select Procurement Type- v -Select Procedure- ~
Publication date & Deadline for tender submission @
From: M To: ™ From: = To: ™
CPV codes & NUTS codes @
-45000000-Construction work - -
71000000-Architectural, construction, engineering and inspect|
g g pe: o @ Q @
- -

Tenders Opening Date €

Min: Max: From: ™~ To: ™

CANCEL SEARCH

Figure69 Advanced searchexample
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Whenii KS& Of A O

SEARCH RESULTS

Results Per page | Displaying all 2 matches.

Resource
#  Title a~ ID av CA av Info
1 1/2024 216123 Homeowners o
Kilkenny - Multi Association
party Kilkenny
framework for
provision of
architectural
services
2 TS-14/2023 138723 Homeowners [ ]
Kilkenny - Association
Roadworks in Kilkenny

North Kilkenny

Results Per page | Displaying all 2 matches.

Date
published

ar

09/01/2024
15:10:09

07/06/2023
10:51:46

a{ 9! w/ I ¢

Tenders
Submission
Deadline v

01/02/2024
00:00:00

03/01/2025
15:00:00

GKSe

Procedure

ar

Restricted

Open

gAf
Notice
Status =~ PDF
Tender b
Submission
Tender hr
Submission

z

3Si

Award
date

av

Figure70 Advanced search results combining different criteria

KS o

[N

Estimated Cycle
value av

4,000.00000 1

250.000,00 1
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1 Organisation Tab

In order to search for an organisation (e.g. Contracting Authority), the user spmuie all
the necessary information and to fill the search criteria that they need in order to retrieve the
organisation.

- &
C—)a TendersN| Airgra

Advanced search

Cff  Subcontracting ‘ Organisation | User  Contract
Organisation Name CA Abbraviation

city Address

SEARCH RESULTS

[6 ] Results Per page | Displaying all 4 matches. m
. Organization Name - Short Name -
1 Department of Finance oF

oy

3 Ministry of Culture Me

Figure71: Advanced search results for Organisations for an Economic Operato
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T User Tab

In order to search for a specific userasforganisation(Contracting Authority or Company)

the user shouldfirst select the organisation type and then forovide the necessary
information about the user to search for.

eTendersll User Manual Economic Operator

C Fotenders 'iﬂwlcpl> Q) sotnske Economic operste i

{n} CfT Management - EO administration *

14:42:31 EEST

Advanced search
Cff  Subcontracting  Orgamisation | User | Contract

First Name:

Organisation . Country ax

united Kingdom

Figure72: Advanced search for user for an Economic Operator

T Contract Tab

To search for a specific contract, the user must first select the contract type, provide the required
details, and then click odSearcls to complete the process.

4.3 View Current Opportunities

In order to view the latest Call for Tenders published within pheform, the user should
follow the below instructions:

1. CIickorthec’Qé AO2y RgfitcarmérS (2 LJ
2./ EA0] 2y (KS a+ASink OdZNNBY (i 2 LI NIidzyAdASaé

This will present automatically the list of the latest Call for Tenders that are available to the
user (depending otheir access rights).

- § Q

@ _Advanced search

[ View current opportunities

Figure73: View Current Opportunities
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5 Show CfT Menu
5.1 View CfT Workspace CfT Core information

In order for the user to preview the details of a call for tender (e.g. CfT) user should select the
CCfT core informatiof 2 LJi A 2 yShawNHETYWernuK S &

i= Show CfT Menu ~

CfT core information

CfT documents
Expression of Interest
Tender

Specify Alerts
Messaging

Automated notifications

Figure7dY G/ ¥¢ O2NB AYyFRSNG{K2§ ¢/ PCIiAagydzy
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¢KS aeadsSy gAatt RAALXLFE FEf /Fff F2NJ ¢SYRSNDa
Procurement Type, information regarding associated deadlines, etc.).

View CfT Workspace

CFT: CONSTRUCTION OF "ATTIKI ODOS" EXTENSION = Show CIT Menu -

MNAME OF CONTRACTING AUTHORITY: European Investment Bank

TITLE: Construction of ‘Attiki Odos” extension
CFT CAUMIQUE ID:

EWALLATIO Price/Cost Effectiveness
DESCRIPTION: testing purposes

PROCUREMENT TYRE: Waorks

2014/24/EU (Classic)

Open

A Public Contract
43000000-Construction work
Mo

No

2,000.000,000
Above
19/04,/2023 00:00

18/04/2023 00:00

Yes

19/04,/2023 00:30

Yes

No

3 months

90 days

Yes

Yes

31/03/2023 1317

NUMBER OF OPENERS: One

Figure75: View CfT workspace
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5.2 Viewing the¢ Sy RSokkimants

In order for a user to preview and download all documents associated with a particular Call
for Tender (i.e. publication notices being published for this G@fi€)usershould select the
¢CfT documents 2 LJG A 2 y{ RNR Y/ TK Sa Sy dzé

i= Show CfT Menu ~

CfT core information

| CfT documents H

Expression of Interest
Tender

Specify Alerts
Messaging

Automated notifications

Figure76Y &/ F¢ R2O0dzYSyGaé¢ 2LIA2y Ay (GKS a{K29g
The platform displays glublished OJEhbtices and contract documents which are associated
with the Call for TendeTheéNotices (I 6 O2y Gl Aya | fArad 2F [t y2

The list provides the type of the notice, the date when the notice was uploaded in the system
and the status of the notice. In order for the user to download a ndtieg need to select the
NBf SO yi Typ&EgdblumnAy (G KS a&

Notice & Contract Documents

CFT: CONSTRUCTION OF "ATTIKI ODOS" EXTENSION = show CfT Menu ~

Notices Contract Documents

1 results in total. | | |

~~Type: ~ ~Date Upl.: a~Lang.: - ~Status: « ~Date Pub.:

Contract Notice 31/03/2023 15:15:25 EN Published 31/03/2023 15:17:21

Figure77: Contract Notices
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¢ K €ontract Documents i | 6 ptibAsBedddcurheht§ which are associated with the
Call for Tender.

Notices I Contract Documents

Results Per page | Displaying all 3 matches.

]
4

Addendum ID v Title av

File o~ Description av Lang. av Document Versions Actions
1 Document 1 Example Document 1.pdf EN Bl @
2 Document 2 Example Document 2.pdf EN Bl @®
N/A Tender Structure XML - Cycle 1 c4t_121436_1.xml N/A EN @

DOWNLOAD ZIP FILE

Figure78 Contract documents

Please notehat the xmlfile can be disregarded. It is the published XML version of the Tender

Structure thatwascreated for this CfT (machine readable file), and that can be used only for system
audit purpose.

Notice & Contract Documents

CFT: SUPPLY AND DELIVERY OF APPLE EQUIPMENT

Notices Contract Documents

10 -|Results Per page | Displaying the 1 match.

= Show CfT Menu ~

Addendum ID a~ Title av File av Description av Lang. av Document Versions

N/A Tender Structure XML - Cycle 1 c41_30966_1.xml N/A EN

DOWNLOAD ZIP FILE

Figure79: Contract documentg xml file
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5.3 Expressing an Interest in a Tender

In order for the user t@xpress an interest ia call for tender (e.g. Cfifjey need to select the
OELINBAAAZ2Y2IBFA LW (RS (EFESE aSydz

i= Show CfT Menu ~

CfT core information

CfT documents

Expression of Interest ‘

Tender
Specify Alerts
Messaging

Automated notifications

Figure8OY G 9 ELINB&A&AA2Y 2F LYy GSNBadée 2LGA2y Ay i

The system prompts the user to:
1 Register for Notifications by associating all users of the EO wit&fhis
1 Register for Notifications by associating only himeatf thisCfT.

ASSOCIATION WITH CFT

The eTendering system supports automated notifications to keep associated users up to date with all CfT advances. These
comprise the publication of new Notices, Addenda, Corrigenda, Clarifications, while there are also notifications for informing
associated users about approaching important dates of the CfT. Please select a type of association for this CfT.

You will be able to individually manage the list of users of your organisation with the CfT, through the new "Manage associations”
tab in the CfT workspace.

Type of association

(@] 1. Associate all users of my Economic Operator with this CfT

(@] 2. Associate only myself with this CfT

SELECT

Figure81: Register for notifications, association of users
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hyO0S (KS dzaSNJ SE
I ¥

a
¢ &a¢é¢ IbélowRcBekdsHoti

LINB

¢~ CfT Management ~ EO

L

List of my CfTs

Tack | 1etT

Figure82Y

List of My Cfts

Results Per page | Displaying: 1-10 | 133 resu
# Title a~

1 1/2023 - Kilkenny - Public park bench supply

2 Procurement of computers

3 Procurement of computers

4 Procurement of office suplies

5 Procurement of office supplies

6 test 2

7 test

8 Procurement of hardware system
9 procurement of chairs

{St SOlArazy

Its in total.

Resource ID «~
114671
104915
104777
104442
103813
103624
103479
102817
100837

Figure83: List of my CfTs

[P

y
K

27T

Type «~
Supplies
Services
Services
Services
Services
Services
Services
Services

Services

0 S NB

w» [N

z

a4 Ay GKS

G[AaG 2F Y& [/ TFcae
& -
Status v Submitted Tender
Tender Submission No
Awarded Yes
Awarded Yes
Awarded Yes
Awarded Yes
Awarded Yes
Awarded Yes
Awarded Yes
Awarded Yes

Date:26/11/2024
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5.4 Automatedtender notifications

In order to associate and disassociate users of the EO organisation from receiving notifications

in relation to a specifit £ £ F2NJ ¢ SYRSNE (iAGtBmatzd Notifitatioks®® dzf R a4 Sf ¢
2LIA2Yy TNXRY (& %In &dtigrdzthe user can also specify the timing of the

B NR2dza Ff SNIa 2F GKS LI NI A Odspdcityilérts 2 LIE 2 RY ¢ Sy F
FNRY{ KRS d& F¢ aSydz

i= Show CfT Menu ~

CfT core information
CfT documents
Expression of Interest
Tender

Specify Alerts

Messaging

Automated notifications

Figure8dY a! dzi2YIlI GSR y20AFAOI GA2yaé yR a{LISOATeE |If¢

5.4.1 Automated notifications

The system lists all user members of the EO organisation. In order to disassociate an EO
member from receiving notificationin relation to a tenderthe user changes the status from
associated todisassociate from the dreR2 6y Y Sy dZAssogiate {iKsSssodiaté
column. Similarly, changing the status from disassociated to associated will enable
notificationsin relation to a tender.

Manage automated notifications

CFT: PROCUREMENT OF COMPUTERS i= Show CfT Menu ~

4results in total. ‘ ‘ ‘
First Name « ~ Last Name 4~ Associate/Disassociate v

Alex Galarian Select v
Mary gal Select v
Nikos Gala Select v
new user new user Associated v

SAVE CHANGES CANCEL

Figure85: List of associated users within a CfT
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Manage automated notifications

CFT: PROCUREMENT OF COMPUTERS

4 results in total. | ‘ ‘

First Name 2 ~ Last Name .~ Associate/Disassociate « v

Alex Galarian I Disassociated ~ I

Mary gal | Disassociated v|
Nikos Gala | Disassociated v |

new user new user Associated hd

SAVE CHANGES CANCEL

Figure86: Disassociation of a uséom a CfT

5.4.2 SpecifiedUserAlerts

The users can specify the timing of alddsthe following events:
. _ . . CfT core information
1 Time limit to receive for receipts ¢énders or request t0 | ¢ yocuments

partiCipate Expression of Interest
1 Request for clarificatioRrom ITender I
‘pe . Specify Alerts
1 Request for clarificatioo T

Automated notifications

For these events, the user can select to be notified:
1 24 hours priotto the event
91 48 hours priotto the event
1 1 week priorto the event
1 2 weeks prioto the event
Specify Alerts

Time limit for receipt of tenders or request to participate

24 hours prior to the event ~
Request for clarifications from Request for clarifications to
24 hours prior to the event v 24 hours prior to the event v

Figure87: Specification of users alerts
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5.5 Clarifications functionality

(Thisoptionis available only if applicable for the particular )CfT
In order to create a message andltdNB @A S¢ | YSaal 3S NBaLR yWesSaingl KS

2LJ0 A2y BhaR QT MekéSd a

View DPS
CfT core information
| CfT documents

Clarifications

Tender @

Withdraw Eol
Specify Alerts
Automated notifications

Figure88 a/ f  NAFAOI GA2yaé 2LIA2Yy FNRBY YSyo

5.5.1 Viewing Clarifications

The supplier is able to view the published clarifications from the Contracting Authority under the
Clarifications tab. Using the (+) button the user is able to expand the clarification and see more details
provided by the Contracting Authority.

Clarifications

CFT: DEMONSTRATION PURPOSES
l Clarifications Requests for Clarification

Results Per page | Displaying the 1 match. ‘ | ‘

= 1.Clarification 1

Description for the request: Please clarify
Attachment for the request: Demonstrating Purposes.docx
Clarification: Hereby clarified supplier's enquiry

Attachment for the request:

DOWNLOAD ALL CLARIFICATIONS
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Figure8: ¢/ £  NA FAOI G Anepia ¢ 2LIGA2Y FTNRY

{dzZLJLJX ASNJ A& |faz2 3FAQSy GKS 2LIWiA2y (G2 R2gyf 21 F
/' ['wLCL/!'¢Lhb{é¢ odzitizyT 6KSNB | TALI FAES Attt o

5.5.2 Submitting a request for clarification
The supplier is able to submit a clarification request by selecting the Requests for Clarification tab. As
az22y |a (KS &adzJJ ASN) FAtta Ay I|ff GKS YIFyRFG2
clarification request is sent to the Contracting Autlytio answer.The attachment cannot exceed

the size of 500MB.

Clarifications

CFT: DEMONSTRATION PURPOSES

Clarifications Requests for Clarification
Title: *
Language: * English v
Description for the request: * Maximum Characters: 2000.
#~
Attachment for the request: Choose File | No file chosen

Fields marked with an asterisk are mandatory * SEND REQUEST m

Figure90:a / £ F NAFAOI GA2yaé 2LIA2y FTNRY YSyd

5.6 Messagingunctionality

In order to create a message and to preview a message response, the user should select the
dMessaging 2 LJG A @ K/ ShauNHETYMené ®

CKAA 2LIA2Yy AShowlICIMéEnEi E 0F PGS M) i KEnddidzot A OF GA2y 27
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i= Show CfT Menu ~

CfT core information
CfT documents
Expression of Interest
Tender

Specify Alerts

| Messaging |

Automated notifications
Figure9lY GaSaal 3Ay3é¢ 2LIGA2Yy Ay GKS a{K2¢g [
5.6.1 Creainga Message
hy Of A OMe#sygihg (0 K BJi 8hdwCiTimgndda (0 KS dead8Yy Fdziz2Yl daolf
a

i f
G2 i(nbog dilo Ay GKS YIFAYy aSaal3aiay3a LI 3ASd Ly 2NRSN
i K BOMPOSHDutton.

View Messages

CFT: PROCUREMENT OF COMPUTERS

B Show CFT Wérus =

Inksoin Senl Midsages Draf] gy

Subject Fromc

o resuits Tound

Figure92: CfT Messaging
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The user completes the respective form by providing the following information:
1 Subject
1 Body
1 One ortwo file attachments including in the mességgtional)

CREATE MESSAGE

Subject *

Body *

Attachment
Browse... No file selected.
Attachment

Browse... No file selected.

CANCEL SAVE AS DRAFT SEND

Figure93: Send a message

/| tAOTAYSENRY 0l 82> GKS &@aidS Ytended goRdinator krfsl thy S& a | 3
tender Evaluator Staff Responsible.

/| £t AO1 A YSAVEPARDRARB O dzi 2y S GKS &@ad S DrafiMegsfges (1(KISo oy S &
¢KSY (KA&a YSaal3dS Drat MésageS 3R o®S dzyRSNJ GKS &
| t AO]1 AYBACR yo dzkK &2 yiz (G KS F2N¥Y A& Oft28SR yR (GKS Y
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5.6.2 Viewingamessage

The user can visualise a message response only after it has been sent by the Procurement Officer. A
fAaG 2F Lt YSaal 3Ay InbdS alL020/ ASHestasi@paalaly e SR Ay
View Messages

CFT: PROCUREMENT OF HOSPITAL INFORMATION SYSTEM

Inbox Sent Messages Draft Messages

COMPOSE

Search Messages

Subject:

SEARCH
10 - Results Per page | Displaying the 1 match

#  Sender -~ Subject -~ Sent -~ First opened -~ First replied ~~ Status -~ Action

1 Helco Message for corrections HEETFTE 18:03:15 New View | Reply | Forward

Figure94: List of messaging responses & search message functionality

The usecana S| NOK | LI NI Mibrizt SemMiMacsSages | B35 DOk NMessages o
08 LINP OSHbestd 2FKI KES YSaal 3asSo

Once the user views the message, the system displays the following details:
1 LY bGiki®peted > (KS a8aGSY RAaLIXlI&a (GKS as5FGS¢ I+ a
wasas can be seen Figure95: Response to a message
1 LY bGiktgepled > GKS aeaidSy RAaLI I &a GKS as5FdS¢ |
was first replied by the Econonm@perator.

Q)¢

In order to preview the content of a response, the user selects either the displayed tfeuldject
coumn2 NJ Wik & Ay ] oABtibre g OB K8zYyd ¢KSys> GKS aeadasSy
displaying all the valuable data as regardsrésponse:

' FGSNI 2LISyAy3a | yS¢ YSaal3asSs GKS YvYSaal3asS adl ddz
message is loaded in a pop window, which displays the following items:
a. View Message section:

1. MESSAGE ID: The message identifier given bgyttem.
Sender: Name of the organization sender of message.
Subject: Title of message.
Sent on: Date and time when the message was sent.
First Opened: This field displays the date and time the recipient opened the

o bk b
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message for the first time.

6. FirstReplied: This field displays the date and time the message was first replied.
Between brackets the system displays the number of times the particular message
has been replied.

7. Status: Message status, as follows:

I. New: The message has been sent but no user has accessed the particular
message.

eTenderdll User Manual Economic Operator

Il. Read: At least 1 recipient of the message has accessed the message. In case

several users have accessed it, then the number of users is displayed between
brackets.

lll. Replied: The message has been replied. In casm#ssage has been replied
several times, then the number of replies will be displayed between brackets.

b. Body: It displays the content of the message.
c. Action bar:
1. REPLYreply to a message)
2. PRINTdownload a hardcopy of all messages)
3. FORWARIforward the particular message)
4. BACKCcancel the action)

VIEW MESSAGE

MESSAGE ID 2607

SENDER Ministry of Communication and Work

SUBJECT [CFT: 856683 - AH 6666/6666 TEST] Results Announcement
SENT 19/09/2024 13:00:56

FIRST OPENED 30/09/2024 11:10:05

FIRST REPLIED

STATUS Read

BODY

test

CLOSE PRINT FORWARD REPLY

Figure95: Response to a message

/[ £ AO1 A yHinté2 yo dilKiS2 yo dzA SNJ Oy R2gyft2FR | KIFNR 0O2LJkR
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5.6.3 Replyng toon Message

InordertoNB L & (2 | YSaal3asSzy asStSOG (KS awSLX &¢

Gwot[ . ¢ odziti2zy RAALELFESR Ay G(KS a+ASs aSaal

The system shows the Reply Message page, which includes the following items:

a.

b.
c.
d

Message subject (text field)
Sender (Name of the organization that dispatched the message)
Message body (text area)
Message attachment (file attachment). Up to 2 files to each message (each file with
a maximum size &#50MB).
Action bar:
1. SEND
2. SAVE AS DRAFT
3. BACK

CREATE MESSAGE
Subject *
RE: [CFT: 856683 - AH 6666/6666 TEST] Results Announcement

Sender Ministry of Communication and Work

Body *

Message received

Ministry of Communication and Work @ 2024-09-19 13:00:56.284
test

Attachment

| Browse... | No file selected.

Attachment

| Browse... | No file selected.

CANCEL SAVE AS DRAFT m

Figure96: Message Reply functionality
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The uploaded file must have one thie following types: [7z, avi, csv, doc, docm, docx, docx,
dot, dotx, dwg, e0x, fr, geojson, info, jpeg, jpg, json, mov, mp4, mpp, msg, odp, ods, odt, p7m,
pages, pdf, png, ppt, pptx, rar, rtf, svg, tar, tiff, txt, util, webp, wmyv, xls, xIsb, xlsm,misx, x

zZip, zipx].

5.6.4 Forwardnga Message

¢ KS dza SNJ &St S Gdwardi KISO 2vyS aAalErEYS GipKiSilzYaey Ay 2 NRSNJ {2
YSaal 3Eebwattk SA @2 y A & Actiogél AG 2 todndde 2AfyFeRiMassages (0 @
View Messages
CFT: AH 6666/6666 TEST
Inb Sent Messags Draft Messag
arch Messag
Subject:
( No Ic
10 v |Results Per page | Displaying the 1 match n
# Sender .v Subject .- Sent v First opened .- First replied .- Status .- Action
1 Ministry of Communication and Work [CFT: B56683 - AH 6666/6666 TEST] Results Announcement 19/09/2024 13:00:56 30/09/2024 11:10.05 30/09/2024 11:37:20 Replied View | Reply
Figure97: Forward message functionality
771117 Doc.Version 1.0
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The system displays the following data in a {ogpwindow:

a.

b.

Forward Message section:

1.  Subject: Title of the message.

2. To: Recipient of the message forwarded (PO/TC, PO/ESR users can provide
one or multiple email addresses, separated by semicolons, the recipients of

the forwarded message do not have to be registered with eTemders
3. Body: Editable text area for PO/TC, PO/ESR users.
4.  Attachment: (file attachment) up to 2 files to each message.
Action bar:

1.SEND

2.BACK
FORWARD MESSAGE

Subject *
FWD: [CFT: 856683 - AH 6666/6666 TEST] Results Announcement

To*

Sender Ministry of Communication and Work

Body *

Message received

Ministry of Communication and Work @ 2024-09-19 13:00:56.284
test

Attachment

| Browse... | No file selected.

Attachment

| Browse... | No file selected.

CANCEL FORWARD

Figure98: Forward message form
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5.6.5 Viewing Draft Messages

¢KS dzaSNJ ySSRa G2 aStSOd GKS a5NI Fi
For each message, the followimjormation columns are displayed:
a. Compose button: Click here to create a new message
b. Search Message: section in order to search for a message
c. ¢KS G5NFFU aSaalr3aSaés oKAOK RAaLX I &a GKS F2
1. Recipients: the name of the recipient organization.
2. Subject: Title of the message.
3. Action: The following actions are available:

I. Edit:opens the message in editable mode and-fills all data already saved.
Il. Delete:removes the message from the list of Draft Messages

[
_<
w»
QX
QX
L
w»
QX
o™
c
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6 Creating a Tender Response

A tender response is created by the Economic Operator and corsptisequalification
technical and financial criteria of an Economic Operator. In order to prepare (or edit) a tender,

0KS dza SNJ y S STheadedi 22 IS X ZHPow/CHT K&K &  «

i= Show CfT Menu ~

CfT core information

CfT documents

Expression of Interest

Tender

Specify Alerts
Messaging

Automated notifications

2LIA2Yy Ay (GKS a{K2g6 /TF¢

Figure99Y @& ¢ SY RS NE

To begin creating a tender, the user has to accept the agreement for a Call for Tender and to
confirm the validity of theidzd SNJ RS Af ad ¢KS dzaSNI Ot A01a 2y
¢19 ! .h+x9¢ o6dzitizy G2 LINROSSRO®

View Tenders

= Show CfT Menu ~

CFT: TEST CFT ZC SHIP

1. Type of association
O 1. Associate all users of my Economic Operator with this CfT

@ 2. Associate only myself with this CfT

2. Confirm the validity of your user details
Name Last Name Username
Jonhny Slim sup203

ACCEPT & CONFIRM ALL OF THE ABOVE CANCEL

Figurel00: Accept & confirm user details

Doc.Version 1.0
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Next, the main Tender Preparation webpage loads. Upon first access to this page for this Call
for tender the page is empty and shows no particular record. If this page was previously
accessed as part of a submission relating to this Call for tender] sheiv the submitted
tender or the draft tender that the user has already prepared.

eTendersll User Manual Economic Operator

View Tenders
CFT: PROCUREMENT OF COMPUTERS

Create Tender Online .
Cycle 1

List of submitted Tenders

D/P D/P T/P T/P D/P
Submitted View receipt submission receipt submission T/P match  Receir
# By Name Tender ID time ID time conformance  Status result onTin

13

@ All items submitted/Hash match | 4. Additional items will be needed | @ Missing items/Hash mismatch/Late Submission

» List of draft Tenders

Figurel01 Main Tender Preparation webpage

The user should clicgtn Gt KS &/ NBF GS @2 dzNJ ¢ SY RS NIWeHTPR vy S ¢
application to launchhe online Tender Preparation Todkhis tool guides the supplier during

the tender preparation and responggrocess and is the place where the tender data is
assembled (responses to relevant questions, upload of files, etc.).

Date:26/11/2024 81/ 117 Doc.Version 1.0
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6.1 WebTPT

In this section we will describe how to prepare the response to a tender using the web based
Tender Preparation tool (webTPT). This part of the response outlines the number of envelopes
relevant to the particular tender and will depend on the type of pmeecoent and the
submission phase for the tender in question.

6.1.1 Create a tender response A\

Return to Quick Guide
' aSNJ aK2dZ R Ot AO] 2y GKS &/ NBIFGS @2dzNJ ¢ SYRSNJI 2

View Tenders

CFT: PROCUREMENT OF COMPUTERS

Create Tender Online | 3

Cycle 1

List of submitted Tenders

D/P D/P T/P T/P D/P
Submitted View receipt submission receipt submission T/P match  Recei'
# By Name Tender ID time D time conformance  Status result onTin

Ll 3

@ All items submitted/Hash match | /. Additional items will be needed | @ Missing items/Hash mismatch/Late Submission

» List of draft Tenders

Figurelo2y / f AO01 2y (KS2vyift NFE& S2 BJ

(S5
3
<
(et
(s}
<
¢
(0p))
zZ
o

A Provide a meaningful title that describes your respor(geg. the RFT ID and your
supplier organisation namel)y R G KSy Of A O 2pfocaekKS a{ I &S¢ od

Maintenance of Compressors [2415387]

Create Response

Create Response *

Provide a meaningful title that describes your response. The title will not be visible to the Buyer, it will
help you navigate efficiently and distinguish between multiple tender submissions.

Please enter a response title

|

Please provide a title for your Click on the "Save" button in order to
tender response proceed. —

Figurel03 Main page of the WEPTRBpplication
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6.1.2 Preparing the tender response

ATEAO] 2y GKS GLISYOAté AO02y FyR GKSYy 2y (KS
response.

Maintenance of Compressors [2415387]

1964] ry reaponse

Click on the "Edit"” button in order to be
able to fill in your tender response

COMPLETION TOME LEFT

1 2
n - Morths Hours

0% QUALIFICATION 1 Saction . Tendac Dox A
o%  TECHNICAL =
2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts. A
o FINANCIAL
3. Section 3. Commercial Conditions of Contract for Services Contracts a
&) DOCUMENT LIBRARY
4. Section 4. Form of Tender oL
Modify Tender Tithe
Completion Summary
i A

5. Section 5. Data Privacy

Workspoce Details

History

Related Responses 6. Section 6. Organisation Identity

Figurel04: Preparing a tender response

Please note that you should click onthe 9 RA (1€ odzii2y Ay 2NR¢
tender response. In case, you missed this action th@yu will not be in position to start
preparing your tender response. Later on, when returning to your draft tender, using th

0dzii2ays &2dz OFy SAilKSNead&Rhainer) 2 NJ a A YLI &
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6.1.3 Navigatingthe tender response envelope structure

In this section we will describe how to prepare the response to a tender. This part of the
response outlines the number of envelopes relevant to the particular tender and will depend
on the type of procurement and the submission phase for the tender in question.

Maintenance of Compressors [2415387]

1964] my responae

COMPLETION TME LEFT Click on the "Edit" button in order to be
able to fill in your tender response

1 2
g Months Hours

0% ) QUALIFICATION 1. Section 1. Tender Documents A

o TECHNICAL

2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts. Ze
s FINANCIAL

3. Section 3. Commercial Conditions of Contract for Services Contracts Iy

& DOCUMENT LIBRARY

4. Section 4. Form of Tender H
Modify Tender Title
Completion Summary
s 5. Section 5. Data Privacy ¥y
Workspace Details
History
Related Responses 6. Section 6. Organisation Identity Fiy

FigurelO5: Start of preparing a tender response

U The left panel of th&vebTP™isplays all the envelopes containedhe call for tender
(e.g. Eligibility, Technical and Financial Envelopes; Eligibility Criteria only for PQQ
stage; Technical and Financial Criteria forsfgge).

U The right panel of th&VebTPTdisplays the requirements of the selected envelopes
(i.e. sections, subsections aodteriain each of these envelopgs

vou perform an action (e.g. provide a response in a criterion, change sectis
change envelope).

j Please note that your tender response is saved on #l¥enderdl server each time
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6.2 Complete theQualificationand the Technical Envelopes

A Click on aenveloped S dpaatificatiot 0 (1 2 d@rkeSpondingeSions

Maintenance of Compressors [2415387]

(1729 my response

COMPLETION TN LEFTY

Select tab

235 1
o (=) Doys Howrs

ALIFICATION A
QUALIRCATIO 1. Section 1. Tender Documents Qn

S

TS 2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts. o
o FINANCIAL
3. Section 3. Commercial Conditions of Contract for Services Contracts o
A§/ DOCUMENT LIBRARY
4. Section 4. Form of Tender A
Modify Tender Title
Completion Summary X
(orkomace Detalls 5. Section 5. Data Privacy “n
History
Related Responses 6. Section 6. Organisation Identity A

Figurel06: Qualificationenvelope population

A Green ticks will appear when dlllandatory Questionsin a section have been
answered(you need to click outside the box or field that you are answering in to get
a green tick)Biddersshould tryto answer ALL questions in a tender, even if not all
guestions aremandatory. Check each question individually before submitting your
tender response in order to ensure that ALL questions have aesweredIn case of
doubts on the questions to be answered please consult the supporting tender
documentation available for the Call for tender and / or use the messaging
functionality in order to makeguestions to the tender coordinator.

" Greenticks |
| 1. Section 1. Tender Documents v appears
when all
: : = E | mandatory
‘ 2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts. A ‘ questions
have been
‘ 3. Section 3. Commercial Conditions of Contract for Services Contracts A ‘ answered
‘ 4. Section 4. Form of Tender The "Exclamation mark™ sign jA ‘
means that the section has not
been completed yet I A ‘

’ 5. Section 5. Data Privacy

| 6. Section 6. Organisation Identity v ‘

Figurel07: Completion process indication

A IMPORTANT NOTE

Please note that it is possible to save a partially completed tender responseta
return to it at alater stage, in ordeto complete itc detailsfor accessing draft tendé
are provided later in this document.
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A Click on the section name if you would like to vievedstents

Maintenance of Compressors [2415387]

[1729] my response

TIME LIFT
25 1
Ooys Hours
5"3 (UALEICATION 1. Section 1. Tender Documents v |
0% TECHNICAL
2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts. a
0%  FINANCIAL
A

3. Section 3. Commercial Conditions of Contract for Services Contracts

&) DOCUMENT LIBRARY
4. Section 4. Form of Tender a I

Modify Tender Title

Completion Summary
4.1, 4.1 The Northern ireland HSC Business Services '?"f))!lli.l(lo!! for the Health and Social Services ("The Authority”) *
Workspace Details 0
Max 50 characrers
History Enter Text
Related Responses
When you click on the 4.2, 4.2 Supplying Nl and accurate information at the mandatory Neids below will ensure compliance, otherwise your bid will be deemed non compfiant and your
Ded will be rejected *
title of a section, its e
Max 10000 characters
content is loaded below
the section

ted by the Authority, either in full or

4.3. 4.3 The Tenderer named besow, at the registered b

as 10 such parts thereof 3s may be specified in tha

4.4, Date: (Insert Date) *
[B] Do o)
Figurel08 Access a section @ualification

A Please note that mandatory questions are indicated with an aste¥*sk User
should make sure that information for these have been provided.

|‘I .7. In the event that any of the above apply, please set out below the full details of the relevant incident and any remedial action taken subsequently [
Max 10000 characters. T @

No mandatory question

1.8. Please add your tex Mandatory question

Max 50 characters.

Enter Text

This criterion is required.

Figure109 Mandatory indication
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QeTenderle

Oracle Hardware (123456)

THE LEFT

FE
Days Hours

0% QUALIFICATION 1. B1.New cerlificate

Qﬂ'ﬂ'ﬂ hat | have completed the oaline profile cemificate snd | authedise the SYSHm 1o use the snswers | provided online in My cimtificate

Click on the "check box™

s FINANCIAL
icon

.
0% TECHNICAL

& DOCUMENT LIBRARY

Modify Tender Title
Completion Summary

Workspace Details

Related Responses
Figurel10: Completing a certificate
IMPORTANNOTE
A When selecting the above, you should make sure that the require
certificate has been responded and completed in yooirganisation details.

Thisis accessiblgehrough the EOmanagement > eAttestations > Valjghge.

Doc.Version 1.0
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6.2.1 Types of criteria

Please note that tender questions maljow for different type of responsefist, text field,

text area, number, etc.). The format of the questionnaire and the expected response for each
criteria have been configured by the Procurement Officer. Certain questions may require
selecting a "Yes" / "No" answer, others may require selecting a date using calendar

functionality or simply providing a text input.
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6.2.2 Text criterion
For the criteria of this type, the Economic Operator will provide their text answer in the

displayed text box. The maximum number of characters forti@2 y 2 YA O h LISNJ 2 NDa
is also displayed. The user can also attach an optional file to provide further details in his

answer.

Figurelll WebTPTF Text criterion

6.2.3 Number Criterion
For the criteria of this type, the Economic Operator will provtigr answer as a number in

the provided box. The minimum and maximum ranges of the number are displayed along with
the specified step. The user can also attach an optional file to provide further dettiksirin

answer.

Figurell2 WebTPTF Number criterion

6.2.4 Text area Criterion
For the criteria of this type, the Economic Operator will provildeir text answer in the
RA&LI @SR GSEG I NBF 062E® ¢KS YIEAYdzY ydzYoSNI 2
answer is also displayed. The user can also attach an optional file to provide further details in
their answer.

Figurell3 WebTPTF Text area criterion

6.2.5 List option criterion

In a list criterion the user should select one response based on available ones

(0]

Figurell4: WebTPTF List option criterion
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6.2.6 Multiple selection list (checkboxeg)riterion

In a multiple selection list (checkboxes) criterion the user should select one or more
response(s) based on available ones

1.3. If asked would you be able to provide at least one of the following?

most recent audited accounts (for the last two years if this @

account and cash flow fot th

Figurell5:

WebTPTF Multiple selection list (checkboxes) criterion

recent year of trading

6.2.7 Date criterion

In a date criterion the user should select a date from the calendar based on available ones

1.4. Start date

22/02/2020 | | e @

‘.FE: ¢ |am 3 | > \

0 11 12 13 14 15 16

17 18 19 20 2I23

24 25 26 27 28 29

Click on the "Calendar” icon in
order to select a date

Figurell6. WebTPTF Date criterion
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6.2.8 File criterion¢ Uploading file attachments
In a file criterion the user should select a file frtime document library

U 2KSy | FAES ONRGSNAR2Y A& NBIldANBR Of A 0]
YIEGAIALGS (G2 (KSrea520dzySyd f A6 NI NEE

Click on the "Attach file”
button

Figurell7 WebTPTF Attach a file

0 /EA0] 2y G(KS a! LRARBNI ¢Sy BABBEStAEF] (KS$
page.

Select Reference Files For

File

Filename Title Comment

Click on the "Upload a new file" link in

order to find the file you want to
Upload a new file attach. m

Figurell8 WebTPTF Upload a new file process

tender response should not exceetDOMB (i.e. <100MB).
2. Please note that the overall response should not exceg#@OMB (i.e. <

100MB).

:-": 1. Please note that the maximum allowed size of all the attached files
L ]
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U /ftAO1 2y GKS &/ K22aS FTAES¢E odzitdz2y Ay 2NRS
network location. Please note that you may drag and drop the necesia(y).

Document Library

Upload Files

- Click on the "Choose Files”
File size Limit: 250 MB | Total space per response 500 MB

button and select the file
you wish to submit or drag
& drop a file

Choose Files or drag & drop here

Upload queue
Queue length: 0

Name Size Progress Status Actions

Queue progress:

Figurell9 WebTPTF Upload a new file process 2

U Select the necessafije(s)

<« v 4 > ThisPC » Desktop > My documents v O Search My documents P
Organize v New folder Bz v [ e

il - A Name Date modified Type Size

CE R -

ﬂj Documentl.doc 10/25/201611:33 ...  Microsoft Word 9... 58 KB

= e |

== o
@ OneDrive

3 This PC
_J 3D Objects
I Desktop
[Z Documents
& Downloads
ﬁ Music
[&] Pictures
u Videos
‘i Local Disk (C:)
v

File name: [ 7 | [ AllFiles (=) v

I Open | ‘ Cancel

Figurel20: WebTPTF Select a new file from the filgystem
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U / tA01 2y (GKS a! L)X 2FRé odzidz2y Ay 2NRSNJI i+
WEBTP@pplication

Choose Files  Choose Files or drag & drop here

Check both the "Progress"

Upload queue " o
-y Click on the "Upload” and "Status" labels
Queueilength button to upload your
document.
Name Size Progress Status  Actions

Document1.doc 58 KB O

Queue progfess:

Remove

Back

Figurel21l WebTPTF Upload a new file process 3

U Select the referenced file(s) for the particular criterion. Please note that more
than one files can bassociatedvith a particularcriterion.

Select Reference Files For

Select the referenced file for

File this criterion.
Filename Title Comment
T Document1.doc N/A Enter

Click on the "Save"
button

Upload a new file

Figurel22 WebTPTF Associate file(s) to a particular criterion

IMPORTANT NOTE
A Please note that you should make sure that every document is associat

gAGK |G t£Sl1ratd 2yS ONAGSNA2Z2Y Ay
not associated with acriterion are not included in a tender submission.
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6.2.9 Optional file attachment

/| £tA01 2y GKS a! ddGFOK NBfSOIFryld R20dzySyidé¢ A02y A
to your response in a criterion. Please note that more than one files casdmiatedvith a
particular criterion.

Attach relevant document
(optional) @

Figurel23 WebTPTF Optional file attachment

/ 1. Please note that the maximum allowed size of all the attached files
! tender response should not exceetDOMB (i.e. <I0OMB).
2. Please note that the overall response should not exce#@OMB (i.e. <

100MB).

6.2.10Supplier Read Only Criteria

The user can view the existence of the criterion in the tender, but the scoring will be provided
directly by the evaluators.

1. Insurance information

1.1. number elig

1.2. Compliant?
o)

No

Figurel24: WebTPTF Supplier Read Only Criterion
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6.2.11Complete the Financial Envelope

After you have completed th&ualificationand Technical envelopes, fill in the

financial envelope.The system displays all financial and TCO criteria for the tender
requirements.

¢CKS dzaSNJ 02 YLX Glué » T&SE OR NBzY Y dztk2 YI GAOF tt& OF f «
system, as the sum of all prices provided for all prices criteria.

The values expected in the financial envelope are currency values, hence only numeric values
are allowed in this envelope.

FW for Cars

[888] tender

GCOMPLETION TIME LEFT

1 20
e B Days Hours

QUALIFICATION
TECHNICAL
Criterion Value IRt Nbes ‘

FINANCIAL ot 00 . o
&) DOGUMENT LIBRARY

Modify Tender Title
Complation Summary [

Workspace Details Total Values for Envelope

il Total Value: 250.00 ELR Final Value: 250,00 EuR

Related Responses

Figurel25 WebTPT Complete financial envelope

Regarding the TCO (BoQ), the supplier fills in the requested values according to the
specifications for the financial proposals.
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In the example below it is required for suppliers to declare the number of goods they will

eTendersNI User Manual Economic Operator

deliver (TCO BoQAttribute: Quantity), and the price per unit (TC@oQ Attribute: Unit

Price). The coordinators have setup calculation formulas that in the background provide them

with the proposed financial values.

QUALIFICATION

@ FINANCIAL

DOCUMENT LIBRARY

Modify Tender Title

Year 0 @

1. Section 1

Price 1

100,000.00

Price2

200,000.00

2. Section 2

Price 3

100,000.00

TCO Price 4 * a*b +100

Price (a) Quantity (b)
5.00 5.00
Consumpticn (¢
100 Watts
Total Values for Envelope
Total Value: 400,125.00 ELR Final Value: 400,125.00 EUR

Figurel26: WebTPT, TCO criterion
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6.2.12Validate tender response A\

Return to Quick Guide

The progress indicators visualise the incremental progress of each tab within the response, as well as
the progress of the tender response in total

Total progress indicator

COMPLETION TIMELEFT

1 2

Q Months Days

QUALIFICATION
Envelope
|p—

rogress

25%) TECHNICAL progres
indicator

0%  FINANCIAL
&5/ DOCUMENT LIBRARY

Figurel27. WebTPTFProgresdndicators

Ly I-?Q?QAGAZYZ @2dz Y& @GItARIGS @&2dzNJ
from the lefthandmenu.

Figurel28 WebTPFCompletion summary
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