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Acronyms / Abbreviations

Acronym .
Abbrev?atic{n Ripla e
CA Contracting Authority
CAPC Contracting Authority Procurement Coordinator
CAPCA Contracting Authority Procurement Coordinator Assistant
CAPO Contracting Authority Procurement Officer
CfT Call for Tender
CPV Common Procurement Vocabulary
EO Economic Operator (supplier)
EO Admin Economic Operator (supplier) Administrator
EO User Economic Operator (supplier) User
FA Framework Agreement
MEAT Most Economically 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 Officer Evaluation Staff Responsible
PO/0S 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 Web based Tender Preparation Tool
TCO item Total Cost Ownership of a product / item. Complex price element.
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1 eTenders workflow

The following terms are widely used within the eTenders platform:
e Tender Package is the supplier’s response (i.e. offer) in a Call for Tender (e.g. CfT)

e Timestamp is 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 during an eAuction
event

e Bid corresponds to an offer submitted during an eAuction event

The following deadlines are widely used within the system:

e Time-limit for receipt of tenders or requests to participate (mandatory):
Deadline for the Economic Operators to upload their tender

e Request for clarification From (mandatory): The starting date of the clarification
forum on which suppliers can ask for further clarifications

e Request for clarification To (Mandatory): The final date of the clarification forum on
which suppliers can ask for further clarifications

e Tenders Opening Date (optional): The date for unlocking the received tenders. This
date is set by default to be after the time-limit 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.

e-Notification W e-Tendering e-Awarding e-Contract
e-Auctions

4
g’ 8 Prepare and Evaluate
E 3 P Mot cgmfon Tenders Contract Cycle
o 2l | — it ———
R Responses Contract
58 | — | —
035

e
] Prep arg and Upload Bid in the e-Auction
o Tender event Contract Cycle
< —N I | >
]
o Accept
£ Submit Award
o Clarification —

Questions

m“

Figure 1 Workflow of Contracting Authority and Economic Users
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2 General Functionality
2.1 General usage guidelines
The eTenders platform provides the following common navigation behaviour/functionality:

Tabular display: Any data displayed in tabular format will have the following headers
which helps the user to navigate

Number of

Tenders tenders Interested
Resource Date Submission Notice  Award date Estimated  Cycle submitted Suppliers
#  CfTTitle o~ D o~ CA .~ Info  published =  Deadline «~ Procedure »~  Status a~ PDF av value av ar ar

Figure 2 Example of a table headers

e The arrows are «~ used for sorting the results in ascending or descending order

according to the field selected. The grid button is used to hide/ show a number
of fields in the table.

e Any search query or list, with more than a page of results, will include the following
navigation buttons:

First Page

H Last Page

Previous Page

»
. Next Page

e The following buttons are also widely used within eTenders:

m Calendar Button - Opens a calendar that enables the user to select a date

Q Search Button - Opens a window with search engine enabling the user to
search for various codes (e.g. CPV and NUTS codes)

) Clear Button - Clears the previous selection of the user
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2.2 The Show CfT Menu functionality

During the creation, editing and uploading of a Call for Tender (e.g. CfT), the “Show CfT Menu”
displays all functionalities available to the user. The “Show CfT Menu” is collapsed by default,
as shown in the following figure:

CFT: PROCUREMENT OF HOSPITAL INFORMATION SYSTEM & Show CfT Menu ~

Figure 3 The Show CfT Menu (collapsed)

If the user selects the “Show CfT Menu” button, this menu will be expanded to show all
functionalities available in this Call for Tender. The user can select any of the provided
functionalities:

i= Show CfT Menu ~

CfT core information
CfT documents
Tender

Specify Alerts
Messaging

Automated notifications
Figure 4 Call for tender menu

The “Show CfT Menu” will collapse through clicking on the “Show CfT Menu” button again.
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2.3 eTenders Main Page

e ' ! Advanced search Lammcws]
m Office of Government Procurement IQ @

General Information

Searching
Welcome to e-PPS Functionality

@ FIRSTVISIT GUIDE LATEST NEWS

= Register yourself and your organisation as a Supplier in the system 08

= Register yourself and your organisation as a CA in the system

= Obtain access to the user manuals

= View interactive walkthroughs explaining core system functionality

= Browse through the Frequently Asked Questions Latest News
= View the |atest Calls for Tenders publications

= Find a specific Call for Tenders by searching the CfT registry

ic procurement

on on Threshold

Copyright @ Europ yamics - Last update cember 2022

Figure 5 Main eTenders page

The main page of the eTenders platform contains the functions to allow a user to access all
aspects of the platform, such as:

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

e 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..

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

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

e User registration functionality: This section allows the registration of users and organisations

e Interactive walkthroughs: This section allows to download video tutorial describing the
system functionality.

e Published Tender: provides information on latest tenders published through the system

¢ Frequently Asked Questions: This section gathers questions already collected about the
system and their respective answers.

e 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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2.3.1 Login Section

The Login Panel enables all users (Contracting Authority, Economic Operators and System
Administrators) to log into the system provided they possess valid credentials (username and
password). Also, functionality for recovering a user’s password is provided.

user credentials | 08N

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!

Figure 6 Login panel
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3 User authentication and organisation management

3.1 Registration of Economic Operator

Important notice: only suppliers with a valid DUNS number OR VAT number OR Company Registration
Number may register their companies on the system. The suppliers that do not have such numbers should
contact the System Administrator. Contact details are provided in the “contact us” section.

The supplier additionally should provide at least all mandatory information and fill in the
CAPTCHA element (it will change if you fill the wrong one or refresh the page), and then click
on the “VALIDATE & CONTINUE” button.

STEP 1: ORGANISATION DETAILS

Organisation Name *

Company type *

-Select Company Type- :
Enterprise type *

-Select Enterprise Type- -

Type of Business *

-Select Business Type- v

Are you a Social Economy Enterprise (SEE)?

O Yes O No

Are you a Voluntary or Community (VOC)?
O Yes O No

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

-Select Ireland percentage- ~

Annual turnover (€ millions)

Date: 12/06/2023 14 /113 Doc. Version: 1.0



Oifig um Sholathar Rialtais .
Office of Government Procurementt eTenders User Manual Economic Operator (UM)

Additional organisation description

Maximum Characters: 500.

Company Registration Number

VAT number

D-U-N-S number

afasf
o

Market geographical coverage and location:

Country

Select

Region
city

Address *

Eircode / Postal Code *
City *

Country *

Ireland

County *
-Select County-
EO Website
Organisation contact name
Email *
Phone Number *

Fax

Please type the code shown below *

Click H
edkkoo

Figure 7 EO Organisation Registration

4]

VALIDATE & CONTINUE
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In the next step, the supplier has to provide the details of the Economic Operator
Administrator by providing at least all the mandatory fields. Economic 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 opportunities.

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 v
County *
-Select County- v
Phone Number

Mobile Phone Mumber

*Preferred Language

English v
CAs of interest

European Commission Statistical Office of the European Union ~

European Environment Agency

European Insurance and Occupational Pensions Authority

European Investment Bank

European Space Agency v

53 51 B2 B

* Fields with asterisk are mandatory

Figure 8 Register Economic Organisation Administrator

The supplier clicks on the “FINISH” button to finalise the procedure, but should be aware that
the registration still needs to be confirmed and approved by the System Administrator.
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3.2 Logging into the platform for the first time

When a user logs into the eTenders platform for the first time, as a first step, the user will
have to provide the transaction number (which is received by email as shown in the following
figure, after the successful registration on the platform).

Welcome to the e-Tendering Platform.
The Registration process has been succesfully completed.

It will be necessary to confirm your account by following this link and login to the system:
https://irish-test.eurodyn.com/epps/home.do

Your username is: caauditor2

Four registration transaction number is: a334f55dedac|

You can directly access confirmation page by following link:
https://irish-test.eurodyn.com/epps/registerUserAndvalidate.do?user=caauditor2&tn-ede@7c2fc137de29fc9541019e2ccca

Submit your transaction number when requested by the e-Tendering Platform to verify your registration.

S e R e S e s e s S

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.
R R R R R O R R AR R R RO HOR SO R SRR R R R R R O R OR OB HOR R R R R R R RO R R O R R R R

Figure 9 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

Figure 10 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 eSourcing system
By using the system. you are agreeing to be bound by the terms of this license.

If you do not agree o 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

Figure 11 Confirmation of the user agreement

3. Once accepted, the user is prompted to navigate to their homepage

3.3 Password recovery

The user can recover the password through the “Forgot your password” functionality
available from the login module. To trigger the password reset functionality, the system
requires the user to provide a username in the following screen.

T —
Advanced search Latest CfTs R MNeIIL]
Office of Government Procurement a Q =]

Forgot your password?

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

Username *

Figure 12 The user inserts his username
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If the provided username is valid and the user has provided the security code correctly, the
system sends an email to the associated address, containing a transaction number and a
unique generated access link.

e-Tendering Platform - Password reset instructions
New password for user: buy1e3, with full name Anthony Josua.
Go to the following link and insert new password with transaction number.

You can access the new password section through the following link:
https://irish-test.eurodyn.com/epps/prepareResetPassword.do?num=ed7c84845f65b721bded3c8225abbab3db3643abbafs585e5bdce244b6ac9g27a

hour registration transaction number is: Sac7b599e362|

sk o o o e o o R oo o o o R o o R o o o R o o o o o o R e R e o R o oo AR o o e R R ROR R R R R R R R R 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.
ok Rk kR R R kR R R R kR R kR R AR R R R R R R R R kR R ARk kR Rk R kR R Rk kR Rk Rk kR Rk R R R kR Rk Rk Rk

Figure 13 The system sends an email containing a registration transaction number as well as a unique 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 number

Reset password

Password *

Password Rules
Re-enter Password © *

seeseecere

Passwords match

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

47bf30daf3ef

Figure 14 Resetting the password
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3.4 Logging into the platform

In order for a user to log into the service, the user should click on the “Log in” button and
provide her/his credentials in the login section.

user credentials | 28N

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!

Figure 15 Login module

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

Invalid credentials. The total number of allowed failed attempts is 10

Username:

Password:

| |

Figure 16 Wrong credentials

If a user provides an incorrect password for a username more than 10 times, the user account
will automatically get de-activated. In this case, the user should contact the System
Administrator (e.g. contacting the Helpdesk) to re-activate the account.
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3.5 Log out from the platform

The user can exit the eTenders platform by clicking on the “Log out” button.

Q EN ~ e Alex Galarian, Economic Operator Admin ~

Logged in as:
Alex Galarian, bas Group

Last login on:
18/04/2023 - 09:01:07

# Edit Profile

= Logout

Figure 17 Logout

3.6 Maintenance of user’s profile
Once logged in, the user can edit their profile by clicking the down arrow beside their name and
platform profile, which produces the screen below in Figure 19. Click “Edit Profile” to navigate to the
“Edit User” page where the user’s information can be updated.

Q EN ~ 9 Alex Galarian, Economic Operator Admin ~

Logged in as:
Alex Galarian, bas Group

Last login on:
18/04/2023 - 09:01:07

# Edit Profile

® Logout

Figure 18 Edit profile option
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The user can update the information fields and then, click on the “SAVE” button to store the
performed modifications. In case the user’s password expires or invalidates, the user will be
directed to the “Edit Account” page upon login, in order for them to provide a new password.
In case the user does not provide a new password, they will not be able to have full access to
the eTenders platform, e.g. access to “View Tenders” page.

Phone Number

Mobile Phone Number

Preferred Language *
English
Status

Active

CAs of interest:

Ministry of Finance

Click Here Q B

Ministry o

* Fields with asterisk are mandatory

Figure 19 Edit user’s details

The password should follow a specific configuration. To view the password rules the user
should click on the “Password Rules” link.

Edit Account

Usemame
galarian
Account Role *
Economic Operator Admin
First Name *
Alex
Last Name *

Galarian

Password

Re-enter Password

Figure 20 Password rules link
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The password configuration rules consist of:
- Letters (upper case/lower case) allowed to be used
- Numbers allowed to be used
- Characters allowed to be used
- Allowed login failures
- Password lifetime
- Password length (min/max)

- Password history

© 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

Figure 21 Password configuration rules

In case the password does not follow the above password rules then the 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

Figure 22 Change password error message
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3.7 Organisation management

The Users assigned with the “Economic Operator Organisation Administrator” role can
perform the following activities for the management of their organisation:

e Edit organisation details
e View the users registered within the organisation of the Economic Operator
e Add new users in the organisation of the Economic Operator

e Edit user’s details

By clicking on the “EO Administration”” a dropdown menu will be displayed and then by
selecting the “EO Management’’ option, this management functionality is provided.

EQ administration = P

EQ management
User management
My Contracts

Auditing Reports

Figure 23 EO Administration Menu
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The system displays the organisation details in “Read only” format.

View Organisation

EDIT ORGANISATION EDIT CPV CODES

ORGAMNISATION NAME:
COMPANY TYPE:

TYPE OF BUSINESS:
ENTERPRISE TYPE:

ARE YOU A SOCIAL ECONOMY ENTERPRISE
(SEE)?

ARE YOU A VOLUNTARY OR COMMUNITY (VOC)?
ANMUAL TURNOVER (€ MILLIONS):

PERCENTAGE OF BUSINESS THAT THE COMPANY
CARRIES OUT IN IRELAND:

MARKET GEOGRAPHICAL COVERAGE AND
LOCATION

COUNTRY:

REGION:

CITY:

COMPANY REGISTRATION NUMBER:
VAT NUMBER:

D-U-N-S NUMBER:

APPROVAL DATE:

APPROVED BY:

EQ WEBSITE:

ADDITIONAL ORGANISATION DESCRIPTION:
ORGAMNISATION COMTACT NAME:
ADDRESS:

EIRCODE / POSTAL CODE:

CITY:

COUNTRY:

COUNTY:

EMAIL:

PHONE NUMBER:

FAX

WEBSITE:

STATUS:

VIEW USERS EATTESTATIONS ESPD | ADDUSER

bas Group

Private Company

F - Construction

Medium Enterprise (range for number of employees 51 to 250)

No

No
10000000
51-75%

Ireland
Dublin
Dublin
12312313
13284569
534325467
16/02/2023
admin

www.basgroup.do

bas

Mo Street, 12

23456

Dublin

Ireland

Dublin
basgroup@hotmai.com

+49 3546785674

www.basgroup.do

Active

Figure 24 EO Management page
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3.7.1 Edit organisation details

Selecting the option “EDIT ORGANISATION” allows the user to edit the organisation’s details

View Organisation

EDIT ORGANISATION EDIT CPV CODES

ORGANISATION NAME:

COMPANY TYPE:

TYPE OF BUSINESS:

ENTERPRISE TYPE:

ARE YOU A SOCIAL ECONOMY ENTERPRISE (SEE)?

VIEW USERS EATTESTATIONS ESPD ADD USER

bas Group

Private Company

F — Construction

Medium Enterprise (range for number of employees 51 to 250)

No

Figure 25 Edit organisation button

Selecting the button “SAVE” will store the performed modifications, while the button
“CLEAR” will reset the performed modifications.

Address: *
Aw Street, 12

Eircode / Postal Code: *

23456

City: *

Dublin
Country: *

Ireland v
County *

Dublin v
EO Website

www.basgroup.do

Organisation contact name

bas

Email: *

basgroup@hotmai.com

Phone Number: *

+49 35346785674

Fax:

Status:

Active -

CANCEL CLEAR

Figure 26 Save organisation modification
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3.7.2 Viewing users registered in the organisation

Selecting the option “VIEW USERS” displays all the users registered within the selected
Economic Operator organisation:

View Organisation

EDIT ORGANISATION EDIT CPV CODES VIEW USERS EATTESTATIONS ESPD ADD USER

ORGANISATION NAME: bas Group

COMPANY TYPE: Private Company

TYPE OF BUSINESS: F - Construction

ENTERPRISE TYPE: Medium Enterprise (range for number of employees 51 to 250)
ARE YOU A SOCIAL ECONOMY ENTERPRISE (SEE)? No

Figure 27 View users

The system displays all the registered users within the organisation.

View Users

10 v Results Per page | Displaying all 6 matches ‘ | |

# First Name «~ Last Name «~ Organisational Role «~ Country a~ Phone Number = Email = Status a~ Actions

1 Demonstrating Supplier Economic Operator Admin Ireland 0123456789 Ida01@delos.eurodyn.com - Edit Account
2 Spyros activedeactive Economic Operator User Luxembourg 12345678 Ida01@delos.eurodyn.com - Edit Account
3 asup3 asup3 Economic Operator Admin Greece Ida01@delos.eurodyn.com - Edit Account
4 spyros eo_test2 Economic Operator User Ireland 0123456789 Ida01@delos.eurodyn.com D Edit Account
5 spyros EOQ2 Economic Operator User Ireland Ida01@delos.eurodyn.com o Edit Account
6 spyros EO_test Economic Operator User Luxembourg 12345678 |da01@delos.eurodyn.com @ Edit Account

Add User

Figure 28 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:

Active

i
1

Inactive

Deactivated

The following user roles are supported:

e Economic Operator Administrator (EO Admin). Users with this type of role 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 opportunities.

e Economic Operator users (EO 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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3.7.3 Add new user to the organisation

In order to add new users to the organisation, the EO Admin user needs to select the option
“ADD USER”.

View Organisation

EDIT ORGANISATION EDIT CPV CODES VIEW USERS EATTESTATIONS ESPD ADD USER

ORGANISATION NAME: bas Group

COMPANY TYPE: Private Company

TYPE OF BUSINESS: F — Construction

ENTERPRISE TYPE: Medium Enterprise (range for number of employees 51 to 250)
ARE YOU A SOCIAL ECONOMY ENTERPRISE (SEE)? No

Figure 29 Add user button
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“uxn

The mandatory information (marked with “*”) should be provided. Once done, the user should

click on the “SAVE” button.

Add User

Organisation:

bas Group

Account Role

Economic Operator User ~
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
Fax
Preferred Language *

English v

CAs of interest:

CANCEL m SAVE

Figure 30 Add a new user in the organisation

Initially, the account of the new user will be Inactive.
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View Users

Results Per page | Displaying all 4 matches.

€« < > »

# First Name -~ Last Name -~ Organisational Role -~ Country -~ Phone Number -~ Email -~ Status - Actions
1 new user new user Economic Operator User Ireland Ida01@delos.eurodyn.com Edit Account
2 Mary gal Economic Operator User Ireland Ida01@delos.eurodyn.com “ Edit Account
3 Alex Galarian Economic Operator Admin Ireland +54 4735497589 Ida01@delos.eurodyn.com S Edit Account
4 Nikos Gala Economic Operator User Ireland +353 4735497589 Ida01@delos.eurodyn.com - Edit Account
Figure 31 The account of the newly added user is inactive
The system will send an email to the new user confirming the successful registration. The email
will contain the relevant transaction number, as noted previously in Figure 16. In order to
activate their account the user must provide this number during their first login. Thereafter,
the status of the account will be active.
View Users

Results Per page | Displaying all 4 matches.

#

First Name -~

Last Name « Organisational Role -~ Country =~ Phone Number «~ Email -~ Status -~ Actions
1 new user new user Economic Operator User Ireland Ida01@delos.eurcdyn.com o Edit Account
2 Alex Galarian Economic Operator Admin Ireland +54 4735497589 Ida01@delos.eurodyn.com o Edit Account
3 Nikos Gala Economic Operator User Ireland +353 4735497589 Ida01@delos.eurodyn.com & Edit Account
4 Mary gal Economic Operator User Ireland Ida01@delos.eurodyn.com Edit Account

Add User

Figure 32 The account of the new added user is activated
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3.7.4 Editing User Details

The user can select the option “Edit Account” to edit the details of a specific user. The system
will display the user’s details allowing their modification:

View Users

Results Per page | Displaying all 4 matches. ‘ | |

#  First Name <~ Last Name -« Organisational Role «~ Country =~ Phone Number -~ Email <~ Status -~ Actions

1 new user new user Economic Operator User Ireland Ida01@delos.euredyn.com P Edit Account
2 Alex Galarian Economic Operator Admin Ireland +54 4735497589 Ida01@delos.eurodyn.com P Edit Account
3  Nikos Gala Economic Operator User Ireland +353 4735497589 Ida01@delos.eurodyn.com D Edit Account
4  Mary gal Economic Operator User Ireland Ida01@delos.euredyn.com P Edit Account

Add User

Figure 33 Edit account link
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Clicking on the button “SAVE” will update the user’s details.

Edit Account

Username

newl

Account Role *
Economic Operator User ~

First Name *

new user

Last Name *

new user

Password

Password Rules

Re-enter Password

Email
Ida01@delos.euradyn.com

Address

Eircode / Postal Code

City
Country *

Ireland v
County =

Dublin ~

Phone Number

Mobile Phone Number

Preferred Language *

English ~
Status
Active ~
Valid from
]
Valid to
i}

CAs of interest:

Ministry of Finance -
Ministry of Health

CANCEL

Figure 34 Editing user details
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3.7.5 Editing CPV codes of interest

In order to edit the CPV codes associated with the Economic Operator the EO Admin clicks on
the “EDIT CPV CODES” option in EO Organisation management page. This page can be
accessed viewing the EO Administration dropdown by selecting EO Management.

Oifig um Sholathar Rialtais
Office of Government Procurement

CfT Management ~ EO administration ~ Preliminary market consultations ~

N\
ud

I EO management I

View Organisatic User management
My Contracts

Auditing Reports

EDIT ORGANISATION I EDIT CPV CODES I VIEW USERS EATTESTATIONS ESPD ADD USER

Figure 36 Edit CPV codes (For agreement)
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The system displays the CPV codes which are currently associated with the Economic
Operator:

@ irish-acc.eurodyn.com,

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

16000000-Agricultural machinery

18000000-Clothing, footwear, luggage articles and accessories
19000000-Leath: d textile fabrics, plast d rubb teriall

1 24311500-Hydroxides as basic inorganic chemicals SRS R U DU o AR B CUT ML IR

24300000-Basic inorganic and organic chemicals 22000000-Printed matter and related products
24310000-Basic inorganic chemicals - + 24000000-Chemical products

Search results

03461100-Chemical wood pulp
14300000-Chemical and fertiliser minerals
14320000-Chemical minerals

+ 30000000-Office and computing machinery, equipment and supplies except furniture and software packages
31000000-Electrical machinery, apparatus, equipment and consumables; lighting

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

33000000-Medical equipments, pharmaceuticals and personal care products

34000000-Transport 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 accessorie

38000000-Laboratory, optical and precision equipments (excl. glasses) A

Selected Items

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

Figure 35 Accessing the CPV codes functionality

The EO Admin can add new CPV codes through clicking on the “ ¢ ” button. The button “ @ »
is used to delete a selected CPV code. For more information about how to use the CPV codes
see section 14.1 Inserting Common Procurement Vocabulary Codes (CPV).

Once modified the associated CPV codes, the user should click on the “FINISH” button to store
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 w
50210000-Repair, maintenance and associated services related to aircraft and other equipment Q
50413200-Repair and maintenance services of firefighting equipment v

Figure 36 Edit CPV codes

Please note that you can only select 100 CPV codes in the above screen. This selection then
allows to receive automated alerts on the exact CPV codes matching your above selection.

( : s The purpose of selecting CPV codes is to allow companies to receive automated email
notifications each time a new publication of a CfT is made on CPV matching the CPV codes
selected by the company in their profile. This thus allows companies to automatically be
notified on new tender opportunities.
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3.7.6 eAttestation functionality (Certificates)

eAttestation allows supplier 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 can re-use it for as many
tenders as needed. The questionnaires that are available for companies to fill in, are visible
upon clicking on the “eAttestation” button (from the EO organisation management page).
Companies do not need to necessarily fill in all the questionnaires that are available under this
“eAttestation” section, they can 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 ESPD ADD USER

ORGANISATION NAME: bas Group

COMPANY TYPE Private Company

Figure 37 eAttestation functionality

e-Attestations

@ No Certificate assigned x

Edit Organisation eAttestations

LIST OF CERTIFICATES

Select Title Creation date Status

[EDIT CERTIFICATE DOCUMENTS 'ADD NEW CERTIFICATE

Figure 38: No Certificate assigned

Date: 12/06/2023 35/113 Doc. Version: 1.0



Oifig um Sholathar Rialtais f
Office of Government Drocaraman eTenders User Manual Economic Operator (UM)

The supplier selects which certificate(s) to add for their organisation’s needs.

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

Figure 39: Add Certificate

Please note that as soon as a new certificate is added by the user, the certificate is stored in
the “Invalid” certificates. The supplier should either click on the certificate title or select it and
click on the “EDIT CERTIFICATE DOCUMENTS” to process it for their future needs.

e-Attestations

Select Certificate
LIST OF CERTIFICATES
Select Title Creation date Status

Certificate Template(ID:1682000721974) 2023/04/20 15:25:21

Invalid

EDIT CERTIFICATE DOCUMENTS | ADD NEW CERTIFICATE

Figure 40: Added Certificate
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In order for the user to edit a certificate criterion:
e Select a certificate criterion
e Click on the tools button
e Click on the “EDIT” option

Edit Certificate

o - o x
O i v sorodm o PSR e E Ao oA s |55 &1 =
Edit Criterion
== Crieron Name Q1. NAME OF ORGANISATION
STATUS VALD
- — EUROPEAN DYNAMICS

ALIDNTY START DATE

Ooes thi crterion have  speific vakity period?
ALY END BATE
ATTACHMENTS Anachments [Browese...| No file selected.
COMMENTS.THS 15 OUR NANE

Comments s i3 cur mame

#

Radio butions

sTATUSVALD
ECONGMIC OPERATOR RESPONSE
NALIDTY START BATE:
VALIDITY END 0ATE:
ATTACHMENTS.

commenTs

Figure 41: View Certificate Details

The supplier should provide the related information, and click on the “SUBMIT” button.

Edit Criterion

Criterion Name criterion

Economic Operator response *
yes

no

Does this criterion have a specific validity period? (]

Attachments | Browse_.. | No file selected

Comments

Figure 42: Edit Certificate Criterion
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Once all the certificate criteria are populated, the supplier should click on the “VALIDATE”
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

Figure 43: Validate Certificate

If all the criteria are populated correctly, the certificate validates successfully and is transferred into
the “VALID” tab.

Edit Certificate

@ Certificate validated successfully b 4

Figure 44: Certificate validates successfully

e-Attestations

Edit Organisation eAttestations

LIST OF CERTIFICATES
Select Title Creation date Status
L] Certificate Template(ID:1682000721974) 2023/04/20 15:25:21 Valid

Copy2 of C1. HEALTH AND SAFETY POLICY AND CAPABILITY (2022)(ID:1682001547607) 2023/04/20 15:39:07 Invalid

EDIT CERTIFICATE DOCUMENTS ADD NEW CERTIFICATE

Figure 45: Valid Certificate
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4 Search Functionality

The eTenders platform provides a “Simple” and an “Advanced” search functionality. Both
functionalities allow searching for Call for Tenders (e.g. CfTs) and Organisations (e.g.
Contracting Authorities).

4.1 Simple Search

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

Simple search queries are performed by the following steps:

1. Click onthe ”Q” icon on the top-right corner.

2. Select the relevant search parameter (Call for Tender or Users) from the selection list
3. Please provide the full search term or part of it using the “*” wildcard
4. Click on the * " button
The results, if any, are then presented in a tabular form.
Simple search
SEARCH RESULTS
Results Per page | Displaying: 1-10 | 514 results in total ‘
Number of
Date Tenders Award tenders Interested
Resource published Submission Notice  date Estimated Cycle  submitted Suppliers
# Title v ID o~ CA av Info v Deadline 4~ Procedure av  Status av PDF av value av av v
1 PMC Testing 115773 Ministry of [ ] 16/04/2023  20/04/2023 Preliminary Concluded 1 1
Defence 02:48:09 00:00:00 Market
Consultation
2 ESPD TEST 115673 European [ ] 14/04/2023  05/05/2023 Open Evaluation br| 1 1 1
Investment 15:53:47 00:00:00
Bank
3 (0387)- 115589 European [ ] 14/04/2023 Dynamic Established % 1 1
Test_Spyros Investment 09:13:54 Purchasing
Bank System

Figure 46: Simple search for Call for Tenders
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Simple search

SEARCH RESULTS

Results Per page | Displaying: 1-10 | 27 results in total.

Organisation ID +» O isation Name s+ Organisation Type av Short Name 4+ Email av

1052 AAL Contracting Authority AAL

1038 CA-TestOrg Contracting Authority CATO Ida01@delos.eurodyn.com
1062 ED1 Contracting Authority ED1 c1pcl@delos.eurodyn.com
1034 European Commission Statistical Office of the European Union Contracting Authority ESTAT

1014 European Environment Agency Contracting Authority EEA Ida01@delos.eurodyn.com
1031 European Insurance and Occupational Pensions Authority Contracting Authority EIOPA

1012 European Investment Bank Contracting Authority EIB Ida01@delos.eurodyn.com
1016 European Space Agency Contracting Authority ESA Ida01(@delos.eurodyn.com
1028 European Union Agency for Cybersecurity Contracting Authority ENISA spyridon.kouvaras@eurodyn.com
1080 Homeowners Association Kilkenny Contracting Authority HAK

Figure 47: Simple search for Organisations

After performing a search for an organisation, the user can have access to the organisation’s
details through the selection of the organisation name, as can be seen below in Figure 48:
Details of an Organisation.

View Organisation

ORGANISATION NAME: Ministry of Defense
ORGANISATION ID : 1077

CA NUMBER:

VAT NUMBER:

A ABBREVIATION: MoD

CATYPE: c. Defence

ADDITIONAL ORGANISATION DESCRIPTION:

CA CONTACT NAME:

ADDRESS: das Street, 23
EIRCODE / POSTAL CODE: 23 456

CITY: Dublin

COUNTRY: Ireland

COUNTY: Dublin

EMAIL |da01@delos.eurodyn.com
PHONE NUMBER: +353 3546576453
FAX:

WEBSITE:

STATUS: Active

VIEW ALL PUBLISHED NOTICES

Figure 48: Details of an Organisation
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The user can also have access to the published notices of this particular organisation if they
click on the “VIEW ALL PUBLISHED NOTICES” button.

Published Notices

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

Type a~ Title a~ Date Upl. «~ Lang. av Status a- Date Pub. «~
Contract Notice Purchase of network devices 23/01/202311:35:14 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

Figure 49: View all Published Notices for an Organisation

Once the user click on the type of the notice they want to access, they will be asked whether
they want to view or download it.
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4.2 Advanced search

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 an advanced search query, the user should follow the steps presented below:

1.
2.

CfT Organisation

Click on the Q icon on the top-right corner

Click on the “Advanced search” link

Select the type of the search through using the appropriate tab (e.g. CfT, Organisation,

User or Contract)

Fill in the search parameters in the available fields (e.g. “CfT Resource ID”, “Title”,
“Publication date”, etc.). Use of

uxn

Click on the “SEARCH” button

User

Contract

wildcard is also supported

CiT Resource ID @

CfT CA Unique ID &

Description @

Maximum characters: 50000.
Procurement Type &

-Select Procurement Type-
Publication date &

From:

CPV codes @

Estimated value (EUR) @

Min:

™ To: (|

Title &

Name of Contracting Authority €

Workspace Status @

-Select Workspace Status-

Procedure @

-Select Procedure-

Deadline for tender submission @

From: M To:

NUTS codes @

Tenders Opening Date €

From: ™ | To:

o

Figure 50: Advanced search functionality
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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 the Search Results table. Moreover, the user can also use
the navigation functions to move to a particular page number.

SEARCH RESULTS

:10 v | Results Per page | Displaying: 1-10 | 514 results in total.

Tenders Award Number of Interested
Resource Date Submission Notice  date Estimated Cycle tenders Suppliers
# Title a~ ID av CA &~ Info  published «~ Deadline «~ Procedure «~ Status a~ PDF av value av submitted v av
1 PMC Testing 115773 Ministry of (i ] 16/04/2023 20/04/2023 Preliminary Concluded 1 1
Defence 02:48:09 00:00:00 Market

Consultation

2 ESPD TEST 115673 European o 14/04/2023 05/05/2023 Open Evaluation k] 1 1 1
Investment Bank 15:53:47 00:00:00
3 (0387)-Test_Spyros 115589 European 0 14/04/2023 Dynamic Established b 1 1
Investment Bank 09:13:54 Purchasing
System
4 simple example 2 115471 Ministry of (i ] 14/04/2023 21/04/2023 Open Evaluation b 1 1 1
envelopes transportation 08:22:57 00:00:00
5 DV 622/23 - 115240 Ministry of [ ] 13/04/2023 01/06/2023 Open Evaluation 2 5,000,000.00 1 4 1
TESTMAIL - PUBLIC Environment 15:26:32 00:00:00
STRUCTURE
MAINTENANCE
6 (0386)-Test_Spyros 115208 European & 13/04/2023 Dynamic Established ® 1 0
Investment Bank 15:22:36 Purchasing
System
7 test notice 6730 Ministry of (i ] 13/04/2023 18/05/2023 Open Tender b 5424164100 1 0
Finance 09:46:58 00:00:00 Submission

Figure 51: Advanced search results for Call for Tenders for an Economic Operator

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

Advanced search

off Organisation User Contract
Organisation Name CA Abbreviation
city Address
Phone Number Email
Description Organisation contact name
Website

Organisation number

SEARCH RESULTS

(10 v |Results Per page | Displaying: 1-10 | 27 results in total

Organisation ID -~ Organisation Name a~ ShortName - Email o~

1052 AAL AAL

1038 ATestOrg CATO 1da01 @delos eurodyn.com
1062 ED1 ED1 c1pc1@delos.eurodyn.com

Figure 52: Advanced search results for Organisations for an Economic Operator
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In order to search for a specific user of an organisation (Contracting Authority or Company),
the user should first select the organisation type and then to provide the necessary
information about the user to search for.

Advanced search

CfT Organisation User Contract

First Name: Last Name:

Username: Email:

Phone number:

CANCEL SEARCH

SEARCH RESULTS

Results Per page | Displaying all 4 matches. m
#  FirstName av Last Name av Usemname v Status av Role s~ Organisation av Country av
1 Alex Galarian galarian Active Economic Operator Admin bas Group Ireland
2 Mary gal galarian2 Active Economic Operator User bas Group Ireland
3 new user new user newl Active Economic Operator User bas Group Ireland
4 Nikos Gala nikgal Active Economic Operator User bas Group Ireland

EXPORT RESULTS AS CSV

Figure 53: Advanced search for own users for an Economic Operator
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4.3 View Current Opportunities

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

1. Click onthe ”Q” icon on the top-right corner

2. Click on the “View current opportunities” link.

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

R I

@ _Advanced search

9 L atest CfTs

Figure 54: View Current Opportunities
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5 View CfT Workspace

In order for the user to preview the details of a call for tender (e.g. CfT) user should select the
“CfT core information” option from the “Show CfT Menu.

i= Show CfT Menu ~

CfT core information

CfT documents
Expression of Interest
Tender

Specify Alerts
Messaging

Automated notifications

Figure 55: “CfT core information” option in the “Show CfT Menu”
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The system will display all Call for Tender’s details of a particular Call for Tender (e.g. Title,
Procurement Type, information regarding associated deadlines, etc.).

View CfT Workspace

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

European Investment Bank

Construction of “Attiki Odos” extension

Price/Cost Effectivensss
testing purposes

Works

2014/24/EU (Classic)

Qpen

A Public Contract
43000000-Construction wark

Above
19/04,/2023 00:00

18/04/2023 00:00

Yes

19/04,/2023 00:30
Yoz

No

3 mionths

a0 days

Figure 56: View CfT workspace
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6 Viewing the Tender’s Documents

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 CfT), the user should select the
“CfT documents” option from the “Show CfT Menu”.

i= Show CfT Menu ~

CfT core information
| CfT documents H

Expression of Interest

Tender
Specify Alerts
Messaging

Automated notifications

Figure 57: “CfT documents” option in the “Show CfT Menu”

The platform displays all published OJEU notices and contract documents which are associated
with the Call for Tender. The “Notices” tab contains a list of all notices for the Call for Tender.
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 notice they need to select the
relevant link in the “Type” column.

Notice & Contract Documents

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

Notices Contract Documents

1 results in total. | | |

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

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

Figure 58: Contract Notices
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The “Contract Documents” tab lists all published documents which are associated with the

Call for Tender.

Notice & Contract Documents

CFT: CONSTRUCTION OF "ATTIKI ODOS" EXTENSION
Notices Contract Documents

Results Per page | Displaying the 1 match.

[=:: R

Addendum ID s~ Title o~ File s~ Description a» Lang. «~ Document Versions Actions

EN )

DOWNLOAD ZIP FILE

N/A Tender Structure XML - Cycle 1 c41.110821_1.xml N/A

Figure 59: Contract documents
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7 Expressing an Interest in a Tender

In order for the user to express an interest in a call for tender (e.g. CfT) they need to select
the “Expression of Interest” option from the “Show CfT Menu”.

i= Show CfT Menu ~

CfT core information

CfT documents

Expression of Interest

Tender
Specify Alerts
Messaging

Automated notifications

Figure 60: “Expression of Interest” option in the “Show CfT Menu”

The system prompts the user to:
e Register for Notifications by associating all users of the EO with this CfT.
e Register for Notifications by associating only himself with this CfT.

ASSOCIATION WITH CFT

The eTendering system supports automated nofifications 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

Figure 61: Register for notifications, association of users
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Once the user expresses an interest in the Call for Tender, it will be displayed under the
“List of my CfTs” as depicted in the below screenshot.

{n) CfT Management ~ EOa

List of my CfTs

Tack [ 1et
Figure 62: Selection of “List of my CfTs” option

List of My Cfts

Results Per page | Displaying: 1-10 | 133 results in total.

# Title «~ Resource ID a~ Type a~ Status v Submitted Tender
1 1/2023 - Kilkenny - Public park bench supply 114671 Supplies Tender Submission No
2 Procurement of computers 104915 Services Awarded Yes
3 Procurement of computers 104777 Services Awarded Yes
4 Procurement of office suplies 104442 Services Awarded Yes
5 Procurement of office supplies 103813 Services Awarded Yes
6 test 2 103624 Services Awarded Yes
7 test 103479 Services Awarded Yes
8 Procurement of hardware system 102817 Services Awarded Yes
9 procurement of chairs 100837 Services Awarded Yes

Figure 63: List of my CfTs
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8 Automated tender notifications

In order to associate and disassociate users of the EO organisation from receiving notifications
in relation to a specific Call for Tender, the user should select the “Automated Notifications”
option from the “Show CfT Menu”. In addition, the user can also specify the timing of the
various alerts of the particular Call for Tender through selecting the “Specify Alerts” option

from the “Show CfT Menu”.
i= Show CfT Menu ~

CfT core information
CfT documents
Expression of Interest
Tender

Specify Alerts

Messaging

Automated notifications

Figure 64: “Automated notifications” and “Specify alerts” options in the “Show CfT Menu”

8.1 Automated notifications

The system lists all user members of the EO organisation. In order to disassociate an EO
member from receiving a notification in relation to a tender, the user changes the status from
associated to disassociate from the drop-down menu in the “Associate / Disassociate”
column. Similarly, changing the status from disassociated to associated will enable
notifications in relation to a tender.

Manage automated notifications

CFT: PROCUREMENT OF COMPUTERS 1= Show CfT Menu ~
4results in total. ‘ ‘ ‘
First Name « - Last Name «~ Associate/Disassociate « ~
Alex Galarian Select v
Mary gal Select v
Nikos Gala Select v
new user new user

Associated v

SAVE CHANGES CANCEL

Figure 65: List of associated users within a CfT
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Manage automated notifications

CFT: PROCUREMENT OF COMPUTERS
4 results in total. m

First Name « - Last Name «~ Associate/Disassociate « ~

Alex Galarian Disassociated v I
Mary gal Disassociated v
Nikos Gala Disassociated v
new user new user Associated e

SAVE CHANGES CANCEL

Figure 66: Disassociation of a user from a CfT

8.2 Specified User Alerts

£ Show CfT Menu ~

The users can specify the timing of alerts for the following events:
CfT core information

e Time limit to receive for receipts of tenders or request to CFT documents
partidpate Expression of Interest
e Request for clarification From Tender
g . I Specify Alerts I
e Request for clarification To T

Automated notifications

For these events, the user can select to be notified:
e 24 hours prior to the event
e 48 hours prior to the event
e 1 week prior to the event
e 2 weeks prior to 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 ~ 24 hours prior to the event ~

Figure 67: Specification of users alerts
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9 Messaging functionality

In order to create a message and to preview a message response, the user should select the
“Messaging” option from the “Show CfT Menu”.

This option is available in the “Show CfT Menu”, after the publication of a tender.

i= Show CfT Menu ~

CfT core information
CfT documents
Expression of Interest
Tender

Specify Alerts
| Messaging

Automated notifications
Figure 68: “Messaging” option in the “Show CfT Menu”

9.1 Creating a Message

On clicking the “Messaging” option in “Show CfT menu” the system automatically navigates the user
to the “Inbox” tab in the main Messaging page. In order to create a message, the user should click on

the “COMPOSE” button.

View Messages

CFT: PROCUREMENT OF COMPUTERS

Inbox Sent Messages Draft Messages Export

o= ]

Subject: From:

SEARCH

No results found

Figure 69: CfT Messaging
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The user completes the respective form by providing the following information:
e Subject
e Body
e One or two file attachments including in the message (optional)
e Confidentially option for this message

Create Message

CREATE MESSAGE

Subject: *

Body: *

Anachment 1:

[Browse...] Mo file selected
Anachment 2:

|M| Mo file selected

Confidential: *

Yes Mo

3 2

Figure 70: Send a message

Clicking on the “SEND” button, the system sends the message to the tender coordinator and the
tender Evaluator Staff Responsible.

Clicking on the “SAVE AS DRAFT” button, the system saves the message to the “Draft Messages” tab.
Then this message is accessible under the “Draft Messages” tab.

Clicking on the “BACK” button, the form is closed and the message is deleted.
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9.2 Viewing a message

The user can visualise a message response only after it has been sent by the Procurement Officer. A
list of all messaging responses is displayed in the “Inbox” tab of the main Messaging page.

CFT: PROCUREMENT OF COMPUTERS

Inbox Sent Messages Draft Messages Export

COMPOSE

Subject: From:

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

Message ID »~  CftCycle »~~  Sender o~ Subject «~ Sent av Opened «~ Replied «~ Status «~  Assigned «~  Action

145 1 Ministry of Health new message 19/04/2023 14:27 19/04/2023 14:34 19/04/2023 15:03 Replied No @ N -

Figure 71: List of messaging responses & search message functionality

The user can search a particular message in “Inbox”, “Sent Messages” as well as “Draft Messages”
by providing the “Subject” of the message.

Once the user views the message, the system displays the following details:

In the “Opened” column, the system displays the “Date” as well as the “Time” when the
message was as can be seen in Figure 72: Response to a message.

In the “Replied” column, the system displays the “Date” as well as the “Time” when the
message was first replied by the Economic Operator.

In order to preview the content of a response, the user selects either the displayed title on “Subject”
column or the “View” link below the “Action” column. Then, the system opens a new window
displaying all the valuable data as regards the response:

After opening a new message, the message status is changed into “Read” and the particular
message is loaded in a pop-up window, which displays the following items:

a. View Message section:

1. CfTID

CfT CYCLE: the stage (cycle) where the CfT is.

MESSAGE ID: The message identifier given by the system.
Sender: Name of the organization sender of message.
CONFIDENTIAL: yes/no tag for message confidentiality.
Subject: Title of message.

NSO »N

Sent on: Date and time when the message was sent.
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8. Opened: This field displays the date and time the recipient opened the message
for the first time.

9. Replied: 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.

10. Status: Message status, as follows:

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

II. 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.

III. Replied: The message has been replied. In case the message 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. REPLY (reply to a message)
2.  PRINT (download a hardcopy of all messages)
3. FORWARD (forward the particular message)
4. BACK (cancel the action)

View Message

DETAILS

CFTID 104915
1
145

Ministry of Health
CONFIDENTIAL No

SUBJECT new message
SEN 19/04/2023 14:27
OPENED 19/04/2023 14:34
REPLIED

STATUS Read

BODY

message

Lo [ ] oo

Figure 72: Response to a message

Clicking on the “Print” button user can download a hard copy of the current message.
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9.3 Replying to on Message

In order to reply to a message, select the “Reply” link displayed in the Messaging Inbox or the
“REPLY” button displayed in the “View Message” page.

The system shows the Reply Message page, which includes the following items:
a. Message subject (text field)
b. Sender (Name of the organization that dispatched the message)
c. Message body (text area)
d. Message attachment (file attachment). Up to 2 files to each message (each file
with a maximum size of 250MB).
Confidential (“yes/ no” radio button)
Action bar:
1. SEND
2. SAVE AS DRAFT
3. BACK

=0

CREATE MESSAGE

Action: *
Reply
Subject: *
RE: new message
Body: *

0n 19/04/2023, Ministry of Health wrote
message

Attachment 1:

Choose File | No file chosen

Attachment 2:

Choose File | No file chosen

Confidential: *

D ves @ no

m SAVE AS DRAFT SEND

Figure 73: Message Reply functionality
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9.4 Forwarding a Message

The user selects the message’s “Forward” icon from the “Action” column in order to forward a particular
message. The “Forward” icon is available on “Action” column in “Inbox” and “Sent Messages” tab.

View Messages

CFT: PROCUREMENT OF COMPUTERS

= Show CfT Menu ~

I Inbox Sent Messages Draft Messages Export
COMPOSE
Subject: From:
SEARCH
Results Per page | Displaying the 1 match. ‘ | |
Message ID v cft Cycle av Sender av Subject av Sent av Opened <~ Replied «~ Status v Assigned «v Action
145 1 Ministry of Health new message 19/04/2023 14:27 19/04/2023 14:34 Read No @ ﬁ

Figure 74: Forward message functionality
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The system displays the following data in a pop-up window:
a. 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 e-mail addresses, separated by semicolons, the recipients of
the forwarded message do not have to be registered with eTenders).

3. Body: Editable text area for PO/TC, PO/ESR users.

4.  Attachment: (file attachment) up to 2 files to each message.

b.  Action bar:

1. SEND

2.BACK
Create Message

CREATE MESSAGE

Action: *

Forward
Subject: *
FWD: new message

To: *

Body: *

0n 19/04/2023, Ministry of Health wrote:
message

Attachment 1:

Choose File | No file chosen

Attachment 2:

Choose File | No file chosen

Figure 75: Forward message form
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9.5 EXxporting Messages

The user can export and download messages and the files attached to these messages by clicking on
the “Export results as CSV” button. Under “Export” tab, the system will display the following search

parameters:
a. Start: the user selects the start date and time
b. End: the user selects the end date and time
c. Action bar:

1. Compose button: Click here to create a new message.

2. Export results as CSV button: Click here to launch the export of messages as a zip
file (the downloaded zip file size cannot exceed 250 MB).

View Messages

CFT: PROCUREMENT OF COMPUTERS

iE Show CfT Menu ~

Inbox Sent Messages Draft Messages Export

COMPOSE
Sent At Date Range:

start M o end MW

Results Per page | Displaying all 2 matches.

cft
Message Cycle Sender Recipients Subject Status Assigned
ID av av av av av Sent av Opened av Replied a~ av av Action
146 1 bas Ministry of RE: new 19/04/2023 New No @
Group Health message 15:03
145 1 Ministry bas Group new 19/04/2023 19/04/2023 19/04/2023 Replied No @
of Health message 14:27 14:34 15:03

EXPORT RESULTS AS CSV

Figure 76: Export message functionality

Date: 12/06/2023 61/113 Doc. Version: 1.0



m Office of Government Procurement

9.6 Viewing Draft Messages

eTenders User Manual Economic Operator (UM)

The user needs to select the “Draft messages” tab. The system displays the Draft messages list.
For each message, the following information 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. The “Draft Messages”, which displays the following information for each message:
1. Message Id: The message identifier given by the system.

CfT Cycle: the stage of the CfT, displayed by the system.

Sender: the name of the sender organization.

Recipients: the name of the recipient organization.

Subject: Title of the message.

oS Uk N

Action: The following actions are available:
I. Edit: opens the message in editable mode and pre-fills all data already saved.
II. Delete: removes the message from the list of Draft Messages
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10 Creating a Tender Response

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

needs to select the “Tender” option in the “Show CfT Menu”.

= Show CfT Menu ~

CfT core information

CfT documents

Expression of Interest

Tender

Specify Alerts
Messaging

Automated notifications

Figure 77: “Tender” option in the “Show CfT Menu”

To begin creating a tender, the user has to accept the agreement for a Call for Tender and to
confirm the validity of their user details. The user clicks on the “ACCEPT & CONFIRM ALL OF

THE ABOVE” button to proceed.

View Tenders

i= Show CfT Menu ~

CFT: PROCUREMENT OF COMPUTERS

1. Type of association
O 1. Associate all users of my Economic Operator with this CfT
@ 2. Associate only myself with this CfT

2. Accept Agreement for this CfT

View_Supplier_Declaration.doc

3. Confirm the validity of your user details
Name Last Name Username
new1

new user new user

ACCEPT & CONFIRM ALL OF THE ABOVE CANCEL

Figure 78: Accept & confirm user details

Doc. Version: 1.0

Date: 12/06/2023 63 /113



Oifig um Sholathar Rialtais

Office.of Governamianit rocuraran eTenders User Manual Economic Operator (UM)

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, it will show the submitted
tender or the draft tender that the user has already prepared.

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

1 =3

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

» List of draft Tenders

Figure 79: Main Tender Preparation webpage

The user should click on the “Create your Tender online” button in order for the WebTPT
application to launch the online Tender Preparation Tool. This tool guides the supplier during
the tender preparation and response process and is the place where the tender data is
assembled (responses to relevant questions, upload of files, etc.).
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10.1 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 procurement and the
submission phase for the tender in question.

10.1.1 Create a tender response

User should click on the “Create your Tender online” button.

View Tenders

CFT: PROCUREMENT OF COMPUTERS

Create Tender Online »

Cycle1

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 D time conformance Status result onTin

4 3

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

» List of draft Tenders

Figure 80: Click on the “Create your tender online” option

= Provide a meaningful title that describes your response (e.g. the RFT ID and your
supplier organisation name ) and then click on the “Save” button to proceed

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

Please enter a response title
help you navigate efficiently and distinguish between multiple tender submissions.

|

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

Figure 81: Main page of the WEPTPT application
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10.1.2 Preparing the tender response
= C(Click on the “pencil” icon and then on the “Edit” button to start preparing your
response.

Maintenance of Compressors [2415387]

[964] my response

COMPLETION TIMELEFT Click on the "Edit" button in order to be
able to fill in your tender resp

1 2

Jx) EHGIBILY, 1. Section 1. Tender Documents A ‘
0% TECHNICAL - 3 = =
2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts. A ‘
0% FINANCIAL
3. Section 3. Commercial Conditions of Contract for Services Contracts A ‘
& DOCUMENT LIBRARY
4, Section 4. Form of Tender A ‘
Modify Tender Title
Completion Summary
=

5. Section 5. Data Privacy

Workspace Details

History
Al

Related Responses 6. Section 6. Organisation Identity

Figure 82: Preparing a tender response

Please note that you should click on the “Edit” button in order to start preparing your

tender response. In case, you missed this action then you will not be in position to start
preparing your tender response. Later on, when returning to your draft tender, using this

button, you can either “edit” or simply “view” it (in read only manner).
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10.1.3 Navigating the 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]

[964] my response

Click on the "Edit" button in order to be

COMPLETION TIME LEFT %
able to fill in your tender response
1 2
a8 o Months Hours:
%) EheBry 1. Section 1. Tender Documents A ‘
0%  TECHNICAL : 3 = 2 |
2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts. A ‘
0% FINANCIAL
3. Section 3. Commercial Conditions of Contract for Services Contracts A ‘
&/ DOCUMENT LIBRARY
4. Section 4. Form of Tender A ‘
Modify Tender Title
Completion Summary ) ) A
Workspace Details 5. Section 5. Data Privacy ‘
Al

History
Related Responses 6. Section 6. Organisation Identity

Figure 83: Start of preparing a tender response

» The left panel of the WebTPT displays all the envelopes contained in the call for tender
(e.g. Eligibility, Technical and Financial Envelopes; Eligibility Criteria only for PQQ

stage; Technical and Financial Criteria for ITT stage).

» The right panel of the WebTPT displays the requirements of the selected envelopes
(i.e. sections, subsections and criteria in each of these envelopes).

Please note that your tender response is saved on the eTenders server each time
A you perform an action (e.g. provide a response in a criterion, change section,

change envelope).
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10.2 Complete the Eligibility and the Technical Envelopes

= Click on an envelope (e.g. “Eligibility”) to view the corresponding sections
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[1725] my response

{EDITED)

COMPLETION TIME LEFT
= a 2% 1 Select tab
Days Hours
%) ELIGIBILITY; 1. Section 1. Tender Documents A ‘
0% TECHNICAL : 3 = F |
2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts. A ‘
0%  FINANCIAL |
3. Section 3. Commercial Conditions of Contract for Services Contracts A ‘
&) DOCUMENT LIBRARY
4, Section 4. Form of Tender A 