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Logon




Logon

Access to the system by entering your

UserID and password

If you forget your password, please refer to

SOS service desk in order to reset it.

mail: ebusiness.support@eni.com

Call : +39 02 3700 6070

Each time a user performs the log on into
the system, a pop-up displays last logon
date&time.

Select OK to access bid management

UserID =

Log on

Password *

e' = |1" http://st-gpsvend.eni.it:52200/irj/serviet/prt/portal/prt 0 = & ” {2 Citrix XenApp - Applications 7 e-RFQ - SAP NetWeaver Por... | ‘

Welcome fabio rossi

Logon Data

Last Logon Date: 02.12.2016
Last Logon Time: 19:01:20

Welcome: Dir. fabio rossi

Use of this system is restricted to authorized users
only. Any abuze will be prosecuted
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mailto:ebusiness.support@eni.com

Regulation Acceptance

Eni ELECTRONIC TEMDER REGULATIONS

Art.1
I Subject

1.1 Thease regulations gavenn the slectronic bendening procedune (Rereafbar Tender), theough which the: tenderers are irdted o submit their bids.

1.2 The tenderers are inviled 1o parficipais in the Tender by connecing via the Irtemeat o enids (herealter 'the Campany’) e-Procurement site
[Faraafter The Poral’), a1 hitp s Veproou remen. eniit. Tendansrs must provide the bids electronically, sccording 1o $e instrucions provided Bekow,

Art.2
General regulations

2.1 The accegriancs by the tenderer of thess regulations, throUgh e "Eleciranic iender regulation acceplancs dedarafion’, i mandatory. The
requlations acceptance fam is available an the Partal. —

2.2 The tendeser shall accept on-ine the 'Elecinnic tender regubation aooeptanoe dedanation’ upon first accessing the Tender. Failune 1o aocept e
Regulations will result in the fendener not being allowed o participabe 1o the Tender.

Art.3
Regiztration and access

3.1 The mirimum hardwane, softwane and inlemet acoess rguiremeants pecessary 1o parficpate in e Tender are published on She Partal. Tendenear
shall be respansible for e soquisition, installation, configuration and managemern! of the hardvwans, soffaare and meme! accass,

3.2 The participation in the Tender requines registration on e Portal and the identification of the tenderer through 2 wserld and a password assigned
by the Campany and fansarded 1o the endensr sia a-mail.

3.3 In order o register and be assigned the Usadd and peesswond, e tenderer shall proside the Company with hisiber data and the irformeation
recjuinad for hsher comect dentification through the Tender details form thal shall be forwanded to the Campany duly filed in. The tendener is ako
abliged 1o communicate o the Company any subssguent changs in hisher persanal data in wiiting.

314 Ag 3 conseguence of participating in the Tender, all communicaion whabsoeser (via phons, |hr|:l.|5h a-mails or using the compuier) bebwaen
lenderer and Company shall be traced. Tendensr shall esqglicitly auhaorme (1) e Compary for collectng and processing lenderer data, &= per
provisions of Attachment "Privacy Information Mothes' io these requlations.

3.5 Any communicatian batween Company and tenderer shall be inowriting using the e-mail address provided upon registration. Comgany is allowsd b
to publish on the Partal general communications to fendensms.
| Yes || ko |

In order to participate to a Bid Invitation, you
need to Accept “Eni Regulations”.

If you click on “No”, you can’t access the bid
invitation.

Note: You have to accept the regulation every
time you want to access a bid invitation

¥
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Change Password

If you want to change your password: |

. . . | Welcome Ms. cp10001 cp10001 Personalize i| Log off ﬁ‘
click on Personalize at the top right of — eni
Bidder
the screen | e-RfQ
User Profile
click on Modify button.
Gerﬁalhformﬂliml Contact Information [ Additional Information [ User Mapping for System Access
Logon ID: CP10001
Last Name: cpd 0001
First Name: cpd 0001

E-Mail Address:  elena. masseli@techedoe.it
Form of Address: Ms.

Language: Englizh

Security Policy: Default

User Profile

Insert old password and new password,

| Save | Cancel |

then press Save. Password will be General Information | Contact Information |

updated for next system logon. Logon ID: * CP10001

Old Password:

|
Define Pazsword: | |
|

¥
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Bid Invitation




Bid Invitation — Search

To open a Bid invitation, you can search it directly by entering the eRFX Number in the “Bid Invitation Number” field [1].
Then click on Apply’ [2].

¥
f « To create 3 bid select RIQ Iine and click on "Create Response”

A

- Gointo "Notes and Attachments” section 1o deplyy commercal attachmernts

« Gointo "Notes and Altachments” section, then Collaboration and click on Tech. Section xooood, to display lechnicsl attachments.
Active Queries

oRFxs AN{B) Published{1) Ended(0] Completed (8)

oRFxs - A

I' Hide Quick Criteria Maintenance

o I&drwf.::nnl\’tnur O [F200002692 x| To | 12 I

Bid invieation Status: L 1w

My Resporses From | ]E]

€ =

View [Sandard View] %] rete Response Desplry Bid Invitrtion || Desplyy Resporee Refresh [@ Eiee Saviagh
Bl Bd Imitation Number Bid Invitation Description Bid Imvitation Status Start Date End Date Response Number Response Status Bid Invization Version Crit. Path

7200002692 EA_BUYER_0119.11.2020 13:32.03 Published 19.11.2020 26.11.2020 No Bid Created

7200002668 Test C-Folder CP locked Pubiished 26082020 31.08 2020 8000006 100 Saved

7200002867 Test Modfica submission deadine Pubished 05.08 2020 10.08.2020 H000006080 Retuned 3

7200002681 M1SSN Putiished 14052020 25052020 85000006060 Submitted 5

7200002680 Te«t cambio emal CP Putsished 23042020 23082020 5000006080 Subrmitted B

7200002651 E-RIQ Tuter Published 17022020 17.04 2020 8000006010 Saved ks

Warning

Before opening the bid invitation, please ensure that “Last Refresh” date

and time (bottom right of the Bid list section [4]) is the current Date and

Time. If not, please click on “Refresh” button [3].




Bid Invitation — Header Information

Display RFQ : 7200002692

RFQ Mumber 7200002692 RFE Hame EA BUYER_{1 18011.2020 13:32:03 RFX Stafus Published RFx Starf Date  19.11.2020 15:50:00 UTC+3 Zubmiezlon Deadiine 25.11 2020 16:00:00 UTC+3 Ramalning Thme RFx Mumber & Days 2338028 RFx Owmer Midde east hub EA_BLUYER_01
Extarnal Varalon Numbar 1 Tracking D 7200002652

On the top of screen, Bid Invitation relevant information are displayed:
RFQ Number: Bid Invitation number

RFX Status: Status of Bid Invitation (Published or Transaction Completed, once RfQ has been completed by the
buyer)
RFx Start Date: Start date/time of Bid Invitation in bidder’s time zone

Submission Deadline: End date/time of Bid Invitation. After submission deadline, it will no longer possible to

Submit a Response.

Remaining Time: System displays how many days/hours/minutes/seconds remains to submit your Response

¥
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Bid Invitation — RFX Information Tab

In each Bid you’ll find the following tabs:
RFX Information
Items

Notes and Attachments

RFX Information tab

In this tab you can see information that are

displayed also at the top of the document.

In addition you can see document currency,
which will always be set on US Dollar: you can
submit your quotation in different currencies,

according to buyer choice.

NOTE: Currency USD* is same as USD.

RFX Information

Time Zone

Start Date: =

Submession Deadine: *

Currency

Frintout language: *

Peme

UTCe3
19.11.2020
26.11.2020

USDEA
EN

Notes and Attachments

15:50:00
16:00:00



Bid Invitation — Items Tab (1/3)

In this tab all items of RfQ are listed.
Description, quantity and delivery date are immediately available.

More details can be displayed for each item by selecting the line and clicking on ‘Details’:

RFX Information Hems | Notes and Attachments

w tem Overview

dd Ling . || Add Subling - ||44¢||4k|| Cut || Copy || Paste 4 || Delete || Download items table |
e MOmber tem Type Product ID Description Product Category Revision Level Quantity Unit Currency Delivery Date
. @' 0o = Material UAT segragation 5 BEO1AAL 1 Al USDIc 01.08.2012

Details about material code, product category, quantity and delivery date are available by selecting “Item data” tab:

ltem 0001 : UAT =egragation 5

ftem Crata Questions Notes and Attachments
Identification Currency, Values, and Pricing
Product ID: Required Quantity: 1| Activity unit
Description: UAT =segragation 5 Target Value: 1,00 USDIQ
Product Category: | BBO1AAD1 SAW WELDED PIPES IN CARBON STEEL

Service and Delivery
Delivery Date / Time: 01.082012 00:00:00

¥
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Bid Invitation — Items Tab (2/3)

RFX Information Hems I’ Motes and Attachments
 tem Overview
Add Line Add Subline “f} -.J}| Cut || Copy || Paste 4 | Delete || Download items table |
Line Number ftem Type Product IDx Description roduct Category Revision Level Quantity Unit Currency Delvery Date
. @ 0001 E] Material LUAT =egragation 5 BBO1ALDT 1 Al usoia 01.08.2012

File Download - a— 28

Do you want to open or save this file?

@j Mame: PRICE_LIST_7200001030.x1s
[Hl Type: Microsoft Excel 97-2003 Worksheet

From: enbbzl03.eni.pri

ltem list can be downloaded in excel format, as follows:

From Bid Invitation, ‘Items’ tab, click on “Download items

table”. The browser will open a popup in order to ask if you —
peEn ave NnCe

want to save or open the file. Save file locally (on your PC)

I [ | While files from the Intemet can be useful, some files can potentialhy
Q harm your computer. F you do not trust the source, do not open ar
= save this file. What's the risk?

without changing the file extension.

¥
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Bid Invitation — Items Tab (1/3)

o International Format
European Format X

@ nﬁ RFQ: 7200002256, Wooden Pallets Supply

MNotes:
1) Fill in only white fields. Any other change will be ignored.
2) Select the proper number format

Line number Item type (:I;.;::;:)crty Product ID Description Quantity Unit Price Currency Delivery date

i 0001 |Material BB15AB04 Material s|EA UsD 31.08.2018
i 0002|Outline S502AB09 Outline 1lau usD

i 0002.0001|Service S5502AB09 Service item 1 5|EA UsD

i 0002.0002|Service S5502AB09 Service item 2 10(EA UsD

i 0002.0003|Service S502AB09 Service item 3 15|EA usD

The outcome is an excel file which contains: /

The complete items set of the Request for Quotation;
RfQ Number and Description.

The ‘Price’ column in particular is marked as editable; the bidder should fill in each cell in the column to provide its economical
proposal.

The resulting excel file can be uploaded as the quotation before submitting the offer.

In order to successfully upload file as the quotation, please follow these rules:

type ONLY inside the white cell ‘Price’, per each item of the RfQ. In service items the related outline is grayed, as only sub-items
can be quoted;

do no change table structure: any changes to item structure will make file unloadable
do not change file extension: any changes to file extension will make file unloadable

¥
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Bid Invitation — Notes and Attachments Tab

In Notes and Attachment tab, you can find:

Standard attachments: i.e. Commercial Attachment, if available (1)

Legal Documents: which shows all textual information related to the RfQ, like Object, Appendixes...(2)

Technical documents: under Collaboration, ‘Technical section’ (3). By clicking on it you’ll access cFolders, containing technical

specification. (see next slides for details)

RFX Information

w Notes

tems

Assigned To Category

w Attachments

Aszzigned To

G Document Header

Document Header

w Collaboration

Collaboration

o Technical Section 7200001451

Notes and Attachments

Category De=scription
Standard Attachment Commercial detailz
Legal Document RFQ for Tender 7200001451

Text Preview
File Name Version
Commercial details.docx 1
RFQ_for_Tender 7200001461 1

¥
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Bid Invitation — Collaboration — cFolders Overview (1/2)

Buyer inserts technical specification in cFolders, a collaborative area used to share information between buyers and bidder during
RfQ phase.

Collaborative area is automatically created at RfQ creation and is made up of the following areas:
* Public Area: Technical Section xxxxxx (directly accessed from RfQ)
» 1. Technical Request for Quotation: this folder is used by buyer to insert initial Technical specifications

» 2. Technical Public Updates: this folder is used by buyer to insert follow-on information related to Technical specification.
Once an RfQ has been published, all updates are inserted in this folder. Nothing can be inserted anywhere else.

* Private Area: Offer xxxxxx Vendor Name (directly accessed from Quotation)
3. Technical Bid: this folder is used by bidder to insert Technical Bid
* 4. Technical Private clarification\4.1 Bidder: this folder is used by bidder to require\send private clarification to buyer
* 4. Technical Private clarification\4.2 Buyer: this folder is used by buyer to require\send private clarification to bidder

Buyer and bidders can access to cFolders from both RfQ and Quotation (see following slides) and then can switch from Private to
Public Area and viceversa.

¥
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Bid Invitation — Collaboration — cFolders Overview (2/2)

The following table describes how cFolders works and what are the maximum level of rights assigned to each role.

As you can see, what is contained in a bidder private area can be seen only by the buyer and the bidder itself.
At any time, according to the tender phase:

= Users will view only a subset of these folders
= Authorizations ‘Create’ and ‘Delete’ may be downgraded to ‘Read’

When a new file is uploaded in folders highlighted in red an email notification will be sent to buyer/bidders interested in that folder.

Buyer Bidder 1 Bidder 2
1. Technical Request for Quotation Create\Delete Read Read
Public Area
2. Technical Public updates Create I Read Read
3. Technical Bid Read Create\Delete

Private Area

Bidder 1 HET

4.1 Technical Private clarification\Buyer

4.2 Technical Private clarification\Bidder Create

3. Technical Bid

Create\Delete

Private Area
Bidder 2

4.1 Technical Private clarification\Buyer Read

Create

4.2 Technical Private clarification\Bidder




Bid Invitation — Collaboration — View documents in cFolders

To open a document uploaded in cFolders:

1. On the left, select public/private area in the drop-down menu and open the folder you are
interested in (1).

2. On the right, click the link under ‘Current Version’ to open/download the file (2).

Sl = . .
el | Folder 1.Technical Request for Quotation Help.
@iTechnical Section 7200001446 _ _ - _
- Current Path: Technical Section 7200... = Reguest for Quotation = Bidding documents > 1.Technical Request fo...
ﬁlRequest far Quotation ﬂ
V‘Q Bidding documents Folder

2 1.Technical Request for Quotation
[ 2 Technical Public updates

To save any changes made, click Save.

¥ou are browsing the Public Area. In this Name 1 Technical Request for Quotation
area you can view technical RFQ documents Subscribe O

and any subseguent public updates. o

For accessing to Private Area you must Authorization Read

select your offer in the dropdown menu. In

the Private Area you are able to insert or

view technical bid documents and private

clarification.

Choose an object to display the folder objects. To copy objects, select the required objects and then choose Copy.

Folder Contents
Hame Current Version Read |5Status Changed by Changed on
I:I mCagitnlatm Capitolato Tecnico.docx (11KB [RG BUYER 01 22 112013173157

¥
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Create a Response (1/2)

You can create a Response in two ways, either directly from the List (1) or after opening the Bid invitation (2).

1. Select the Bid Invitation line and click on ‘Create Response’ button.
Active Querles .
sfFxa Al (] Puiblished (1} Eriched (10 Completesd (8)

—_—n =0 =

8RFzs - AN

w Hide Cuck Crberia Mainken arcs

Bid Friviation Mumber: & I:I Tar I:l ':*F}
Bid Irwitation Status |:E|
My Respanses Fram L =

Apply
e T i | L e N L
E Bid Irveitatian Mumier Bid Invitation Descrigtion Bid Irvitation Status Start Disbe End Degte Fespanse Murmber Raspores Status
T 7200000852 EA_BUYER_01 15.11.2020 13:32:09 Pusihshed 10.11.2020 26.11.2020 Mo Bic Gresated
TE00O02ARA Tisst C-Fesbdeer TP ek Puiished 96 0F 2020 31 08,2020 BO00D0E 00 Saned
TIHIOEET Teat Modifica submission deadins Pubilishisd 05082020 T0U08. 2020 BSO0OMEH0 Roesturnesd

1111111111 [N - d AE SR S AR SR EUPLMS LGS [ N S TR

Pay attention to the validity date.

If the submission deadline is not reached or it is in the past, ‘Create Response’ button is not available or an error

message is displayed: @) Create and modify responses only during RfQ validity period

19
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Create a Response (2/2)

2. Select Bid invitation Number from the list and open the document, clicking on RfQ number.

In RfQ, you can create your response by clicking the button shown below:

Display RFQ : 7200002692

RFG Humber 7200002632 RFG Mameé Ef BUYER 01 180112020 13:52:0G RFX Siafus Published RFx Start Date  19.11.2020 15:50:00 UTC+3 Submilsslon Deadiing 26.11.2020 16:00:00 UTC+3 Remalning Thme RFx Mumber 8 Days 232625 RFx Owmar Midde sast bub EA BUYER 01
Extarnal Varelan Numbar 1 Tracking ID 7200002652

Closa Redesh Creale Respanse | | Expart

In both cases, system will open a new windows ‘Create RFx response’.

Note:

Other available buttons in RfQ are:

Close: close the RfQ window and go back to Bid Invitation list

Refresh: refresh document with new data (if available)

¥
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Create RFx Response — RFx Information Tab

In “Create RFx Response” you will find the following tabs: “RFx Information”, “Items”, “Commercial Attachments”.

In “RFx Information” tab you will see:

Create RFx Reapongs

Create RFx Response
Quotation Humber E00000E17S RFQ Humber 7200002652 status Saved submisglon Deadiing 2611 2020 16:00:00 LITC+3
W Resiores BIOI00B1TS created
Si.llilrlll Class | Rrudl:lrlg.l| |CI'M||SmE'|[IHm”Exuu‘I|
RFx Information Hems Mates and Atachmerts
Ewant Parametsrs
Currency:  [Urited States Dollar for Abu Dhiabi [+]
Status and Statistice
Cresstad an: 190112020 170204 UTC+3
Creaad By Gian ucs Green

Last Prooassad on: 19019 2020 1740204 LT3

Last Procssoad by: | Gianluca Grsan

21

Currency

You can choose a currency among those allowed,
according to buyer selection on the RfQ. Use dropdown
menu to select the appropriate currency.

Status and Statistics

This section shows Statistical Information about the
current RfQ.

¥
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Create RFx Response — Items Tab

In ‘Items’ tab you can see the item list for which the buyer has required your quotation.
More details about each item can be displayed selecting the line and clicking on ‘Details’ button (1):

Create RFx Response

Guotation Mumber S000006175 RFGQ Numbsar 7300002892 Status  Saved Submizslon Deadling 2611 2020 16:00:00 LITC+3 Guotation Werslon Humbar Active Version RF
Submit || Clase Fead Cnly | ||:|'l_'h'.1i | Soree |l:l|:l|:-:\e || Export |
P :
FFx Irdammation : Ikema Motes and Altachments

g e Crerviaw

0 | Dertaibs Jiny | Dxwmnlboad e table || Upload items fram Excel | 0

Lires Mumiber Descriptian Itern Type Product ID Product Cabagory Product Categony Deschiption Required Quantity 1L
B E

. ,E'III{H = EuiT Maberial 4 bderiesrial pipes without veelding in allay sies

The “Download items table” (2) button has the same functionality already exposed in the RfQ and discussed in slide 12.

In order to successfully upload a pricing file you can:
1. From Response, ‘Items’ tab, upload item list by clicking on ‘Upload items from excel’ button (2). The browser will open

a popup to select the file stored locally. If any errors occurs in file upload please start again downloading file from RfQ,

saving it on desktop, and pay attention to not change file format and item structure (see also Slide 13). In case of

successful upload, an informative message is reported in the notification area.
2. Or Follow the instructions at slide 24 (Commercial attachment)

¥
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Create RFx Response — Notes and Attachments Tab

Each uploaded commercial files, will be visible in the “Notes and Attachments” section.

Note: If you upload the file using the ‘Upload items from excel button (see slide 22) the system automatically
renames the file with a default description and filename, providing moreover a versioning enumeration:

RFx Information |~ Items Notes and Attachments

w Motes |f|
Clea Filtter Settings

Asszigned To Category Text Preview

w Aftachments |j
[ Add Attachment || Edit Description || \arsioning Filter Setfings

Assigned To Category Description File Mame Version Processor Checked Out Type Size (KB) Changed By Changed On
Document Header Standard Aftachment ECC-QP-8000005112 v. 1 ECO-QP-8000005112 xls 1 [] xlz 176 SPL100001002 30.01.2013

¥
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Response — Commercial Attachment

The ‘Notes and Attachments’ tab allows to add the Commercial Attachment. You can also add Notes

Edit Response : 8000006175 1. Commercial Attachment: ‘Add Attachment’ button allows you to upload one

« or more local files, in any format. Please pay attention to have the file on your

Guotation Mumber S00000E175 RFG Humbsar 7200002652 Statun  Saved Submizslon Deadline 26112020 16:00:00 UTCs3
St | [Cee | | [Readonly| | [Check| [Seve | [l | [ desktop before uploading it, to avoid any problem of too long path. Choose
: : file, using “Browse” button, then click ‘OK’ button to upload it. File name must
RFx Irfamation e ; Notes and attachments i
begin with “eco”.
w [obes

Assigned To  Casagory Text Preview
Here you can upload an attachment. “ou have to assign it to either the document general data or to an item

File: | |[ Browse... |
SALT T Description: | |
° e | Py e [ assign To: * (Genersi Dot [~

T 10 Categary Des=cription File Marme Wersian

II' Thie tabile daes fat cortain amy data

Attachment name must begin with ‘eco’

wr Caollaboradon

Callaboration Raom
Ol S000008 175 MSA [TALIA S RL

2. Insert a Note: ‘Add’ button allows you to enter a text, in a note. Insert the

text then click ‘OK’ button.

Very important recommendation

‘Notes and Attachment’ tab is not available to buyer during technical evaluation phase.

¥

Do not insert Technical Bid here: you can be disqualified for incomplete technical specification.
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Response — Technical Bid Upload (1/3)

To upload a Tecnical Bid document:

= click on the link in collaboration room
(1) in ‘Notes and Attachments’ tab

= Open your Private Area (2) for ex. Offer
800XXXXXXX VENDOR NAME

= Open the folder 3. Technical Bid and click

the button ‘Create’ (3).

25

RFx information (" tems Notes and Attachments |
w Motes \/ [l
Fiter Setings
Assigned To  Category Text Preview
w Attachments. 51
Add Attachment || Edit Description |[ Versioning « || Delete | Filter Settings.
Assigned To Category Description File Name Version Checked Out Type Size (KB) Changed By Changed On
Document Header Standard Commercial details Commercial details.docx ] docx 10 GH_BUYER_02 28.11.2013
Document Header Legal Document RFQ for Tender 7200001461 RFQ_for_Tender_7200001461 [m] doc 203 DTSREMOTE 28.11.2013
w Collaboration |
Collaboration Room Created on [=]
Offer 3000003129 SPUTNIK TRAVEL & TOURS (GH) LIMITED I~

e

fHiTechnical Section 7200001461
& Offer 8000003129 SPUTNIK TRAVEL .. =

<[l Bidding documents

3.Technical Bid

P T Technical Frvate clarmeation

You are browsing the Private Area. In this
area you can:

- enter technical bid documents

- exchange private clarification with
buyers

For accessing to Public Area, where you
are able to view RFC technical
documents and any subsequent public
updates, you must select "Request for
Quotation™ in the drop-down menu.

Folder 3.Technical Bid

Refresh Logout

Help

Current Path: Technical Section 7200... = Offer 8000003129 SPUTHN... = Bidding documents = 3.Technical Bid

Folder

To save any changes made, click Save.

Name

| 3 Technical Bid

Subscribe

Authorization

| Write

Delete.

To create folder objects, select Creafe. To copy or delete objects, select the required objects and then choose GOW

Folder Contents

|Namea

Current Version

Read

!Status !Chanued by |Changed on

Empty

¥
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Response — Technical Bid Upload (2/3)

» Click the link ‘Document’ (4). =lal
HﬁTB{hnical Secton 7200001461
8A Offer 5000003129 SPUTHIK TRAVEL ..

vﬂ Bidding documents
= 3.Technical Bid

) 4 Technical Private clarification

You are browsing the Private Area. n this
area youw can:
- antar tachnical kid Ancomente

=1
= Specify a ‘Name’ and click ‘Continue’ (5).  &8reciuics section 7200001451

83 OfFfer 8000003129 SPUTNIK TRAVEL ...

=] Bidding documents
= 3. Technical Bid

& 4 Technical Private clarification

You are browsing the Private Area. In this
angd you can:

- enfer fechnical bid documenis

- exchange private darification with

buyers

For accessing to Public Area, where you
are able fo view RFQ technical
decuments and any subsequent public
updates, you must select "Requestfor
Quotation® in the drop-down menu.

-

Losgoast

Create Object ==r

Navigation:  Folder Ovenaew
Current Path: Technical Section 7200... > Offer 8000003129 SPUTH... > Bidding documents > 3 Technical Bid > Create

Object
WWhat do W"Mﬂ
EInocument |A document can contain any file in different versions. [
Logout
Create Document bele.
Nawgation:  Folder Overview
Current Path: Technical ipn 7 > Offier 8000003129 SPUTN. . > Bidding decuments > 3. Technical Bid > Create
Document
Create Document

Enter the name and a descrption. Decide whether or not you want to upload a becal file now or later. Then choose Next.

Hame Technical Offer =
Description b

Subscribe

@ Upload Local File
Create File Later

¥
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Response — Technical Bid Upload (3/3)

Select the file using the ‘Browse’
function then click ‘Save’ (6).

Document list will be shown in the
table. Click the link under ‘Current
Version’ to open/download the file (7)

Create Version

Navigation: Version Overview

Logout

Current Path: Technical Section 7200 . > Offer 2000006181 ENI SPA > Bidding documents > 3 Technical Bid > tec1 > Create

Version

To select the required file, choose Browse and then Save.

| C:\Wsers\EN21352\Desktopitec_att.txt ||

Cancel

Sfoglis...

Attachment name must begin with ‘tec’!

2al

fHiTechnical Section 7200001461

&3 Offer 8000003129 SPUTNIK TRAVEL . ~

= Bidding documents
2 3.Technical Bid
) 4 Technical Private clarification

You are browsing the Private Area. In this
area you can:

- enter technical bid documents

- exchange private clarification with
buyers

For accessing to Public Area, where you
are able to view RFQ technical
documents and any subsequent public
updates, you must select "Request for
Quotation™ in the drop-down menu.

Folder 3.Technical Bid

Refresh Logout

Help

Current Path: Technical Section 7200... > Offer 8000003129 SPUTN... = Bidding documents > 3.Technical Bid

Folder

To save any changes made, click Save.

Name | 3 Technical Bid |
Subscribe
Authorization | Write |

Delete.

To create folmects, select Create. To copy or delete objects, select the required objects and then choose Copy or

Faolder Contents \

|Create| |De|ete| |N0ne|

Namex~

Current Version

Read

Status

Changed by

Changed on

(| BB Technical Offer

echnical. docx (11KB)

CT5101112001 techedge

28.11.2013 14:07:38

=N

eni
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Response — Insert a Technical Private Clarification (1/2)

To upload a request for Clarifications or to integrate technical documents:

= Click on the link displayed in the
Collaboration Room section (1), in
‘Notes and Attachments’ tab:

= Open your Private Area (2). In this case
Offer 800XXXXXXX VENDOR NAME

= Open the folder 4.Technical Private
clarification (3)

RFx Information

[ ltems < Notes and Attachments i )

w Notes Ij
Adda Fiter Settings
Assigned To  Category Text Preview
“w Aftachments Ij
Add Attachment || Edit Description Fitter Settings
Agsigned To Category Description File Name Version Processor Checked Qut Type Size (KB) Changed By Changed On
Document Header Standard Commercial details Commercial details.docx 1 | docx 10 GH_BUYER_02 28.11.2013
Document Header Legal Document RFQ for Tender 7200001451 RFQ_for_Tender_72000014561 1 O doc 803 DTSREMOTE 28.11.2013
“w Coliaboration Ij
Collaboration Room reated on =

Offer 3000003129 SPUTNIK TRAVEL & TOURS (GH) LIMITED

%Technical Section F200002652

&J| Offer 5000006180 SGS ITALIA SPA

'“T-"lj Bidding documents

<0 4 Tachnical Private ciarficat

1 3 Technical Bid

ﬂ 4.1 Buyer
‘N 4.2 Bidder

g
—1

¥
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Response — Insert a Technical Private Clarification (2/2)

= Open the folder 4.2 Bidder (4)

| %Eﬂhninﬂ Section 7200002682
&A| Offer 5000006180 SGS ITALIA SPA| v|

<[] Bidding documents
1 3. Technical Bid
0 & Technical Private ciarificat

E 4.1 Buyer

T 4.2 Bidde
. ¢ ) .
= click the button ‘Create’(5) to write a P i
request for Clarification Folder 4.2 Bidder
Current Path: Technicsl Section 7200... = Offer 8000008180 SGS |... » Bidding documents » 4. Technical Private cl... > 4.2 Bidder
Folder
To save any changes made, click Save.
Mams | 4.2 Bidder |
Subscribe ,E‘
Authorization | Wirite |
|Gan|::e||
To creste folder objects, select Create. To copy or delete objects, select the required objects and then choose Copy or De
Folder Contents Creata| Bl
Hame™ Current Version Read | 5tatus Changed by |(Changed on
| @TE{:hnhﬂl Clarificationi |Provs Clarfication Bidder Red docx (S3KE)

Gianluca Red |22.11.2020 11:67:17

29
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Response — Read a Buyer’s Technical Private Clarification (1/2)

To read the buyer’s answers:

. . . : tRF:( Information | Hems : Notes and Attachments lj
= Click on the link in Collaboration Room
J Assigned To  Category Text Preview

section (1), in ‘Notes and Attachments
ta b w Attachments |

Add Attachment || Edit Description ersioning Delete Fitter Settings
Assigned To Category Description File Name Version Processor Checked Out Type Size (KB) Changed By Changed On
Document Header Standard Commercial details Commercial details.docx. 1 ] docx 10 GH_BUYER_02 28112013
Document Header Legal Document BFQ for Tender 7200001451 RFQ_for_Tender_7200001461 1 O doc 803 DTSREMOTE 28112013

w Collaboration Ij
Collaboration Room Created on =)
Offer 8000003129 SPUTNIK TRAVEL & TOURS (GH) LIMTED -

= Open your Private Area (2). In this case 4 Technical Section 7200002602
Offer 800XXXXXXX VENDOR NAME &1\ Offer 8000006130 SGS ITALIA SPA| v| —|E3
| ?r_—l Bidding documents
[ 3 Technicsl Bid

= Open the folder 4.Technical Private w4 Technical Private ciarification —8

|:| 4.1 Buyer
‘N 4.2 Bidder

clarification (3)

¥

1)
=)
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Response — Read a Buyer’s Technical Private Clarification (1/2)

= Open the folder 4.1 Buyer (4)

= Click the link under ‘Current Version’ to
open/download the file (5)

31

| %ﬂTechnical Section 700002652
&Il Offer 3000006180 SGS ITALIA SPA| v |

S Bidding documents
1 3 Technical Bid
0 4 Tachnical Private clarificat
E#.“I Buyer =" 4
‘< 4.2 Bidder

Folder 4.1 Buyer Helg
Current Path: Technical Section 7200... » Offer 8000008180 5G5S I... > Bidding documents > 4. Technical Private cl... = 4.1 Buyer

Folder

To save any changes made, click Save.

Mame | 4.1 Buyer |
Subscribe
Autheorization | Read |
|Gan|::el|
Choose an object to display the folder objects. To copy objects, ssd€ct the required objects and then choose Copy.
Folder Contents / E Mone
Namev Current Wersion Read | $tatus Changed by Changed on
n clarification buyer fo bidder red.docs: Middle esst hub 23.11.2020
buyer answer to RED | 15)cq) EA BUYER 01 13:02:20

¥

qD)
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Edit a Response (1/2)

A Response can be modified during RfQ validity period or till Response hasn’t been submitted. To open it, select the
relevant Bid invitation number From e-RFxs query and click on its number [1] in Response number column.

Active Quaeries
gRFxe  AllE) Published (1)

Ended (07  Completed (8)

afiFxzs - Publishad

« Hide Duick Criteris Maintenancs

Bidd lrrvitation Murmber: =| T200002692 Ta I:I ¢

Bid Irrvisation Status Current RFx
My Ressparaes Fram L I
Aaply
View [[Sterdard Viea] | =] Crore Fasponse Diiprkay Bid Imtatian " Diesplay Resparse | | Rerfressh ’m Filber Setting
B Bid Irnitation Mumber Bid Imvitation Desoription Bid Imvitation Stahus 3 Start Diabe End Diirte: Response Mumber Respanse Stals Bid Inwitation Wersion
THO000REER En_BUYER 01 18.11.2020 13:32:03 Puilishsd 180112030 d

Crit. Path
Saved

Warning

Before opening the bid invitation, please ensure that “Last Refresh” date
and time (bottom right of the Bid list section [2]) is the current Date and

al Last Refresh 20112020 13232007 UTC+3Redresh

Time. If not, please click on “Refresh” button [3].

¥
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Edit a Response (2/2)

Response | Mistory,

Click on ‘Edit’ button.
Display Response : 8000006175 Help

Quotation Number 8000006175 RFQ Number 7200002692 Status  Saved Submission Deadiine 26.11 2020 16:00:00 UTC+3

Quotation Version Numbar Active Versicn RFQ Version Number 1 RFQName EA BUYER 01 19.112020 133203
Tracking ID 7200002652

[ﬁ][ iose | | [Refeesh | Check | [Export |
;ﬁ ems Notes and Attachments
Event Parameters
Status and Statistics
Created en 16112020 17.02:08 UTCVA
Created by Ganiuca Green
Last Processed o [19.11.2020 17.02:04 UTGY3
. . . Last Processed by | Ganluca Green
While in Edit mode:
esponse | Histery, E
. ‘ , .
Clicking ‘Save’ button will only let you Edit Response : 8000006175 -
hOId your response GQuotation Number 000006175 RFQ Number 7200002692 status Saved Submission Deadiine 26,11 2020 16:00:00 UTC+3
Quotation Version Number Active Versicn  RFQVersionNumber 1 RFQName EA BUYER 01 19.112020 133203

Tracking ID 7200002662

Clicking ‘Submit” button will finalize

Submit || Ciose | | [ReadOrly | | [Check [Save | [[peiee | [ Expert |
the response and start sending process T e i
to the buyer (details on pages 35/36). L R
Currency.  [Urited Siaies Dlbr r ABuDhabl [ Crested on 19.11.2020 17.02.04 UTC+3
Created by Ganluca Green

Last Processed one | 19.11.2020 17:02:04 UTC+3

Warning

Buyer can see/process only submitted responses. Buyer cannot see/process Saved responses until not submitted.

Please ensure to submit your response before leaving the web interface, within RfQ deadline (details on pages 35/36).

¥
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Delete a Response

If you decide not to partecipate in the tender anymore, you can delete a response already saved and not yet

submitted.

While in Edit mode, Response can Edit Response : 8000002106
be deleted clicking on ‘Delete’ Quotation Number 2000002106  RFQMNumber 7200001030 | Status Saved |  Submission Deadline 23.10.2012 18:00:21 CET
Tracking ID 7000001542
button. |
| Submit || Close | | Read Onky | | Check || Save | Delete | Export |
System will prompt for a sapsam
) _ _ Delete bid?
confirmation with a popup:
pressing OK button will result in |
response deleting.
Warning

If you delete a response you will not be able to submit a new one.

¥
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Submit a Response (1/2)

Before submitting a Response, please check that saponse | Msiry, E
following information has been entered correctly: Edit Response : 8000006175 -
TeChnlcal attaChment’ If reqUIred Quotation Number 8000006175 RFQ Number 7200002692 Status Saved Submission Deadiine 26112020 16.00:00 UTC+3

. Quotation Version Number Active Versicn RFQ Version Number 1 RFQName EA BUYER 01 19112020 133203
Commercial Attachment Tracking 1D 7200002662
Sutmit || Ciose | | [Read Orly | ICM];S.’-QEIDEIQ&HE!M]
. . . .
In order to submit your Response, click on ‘Submit’ R yr—
button before the Submission Deadline.
Event Parameters
Currency:  [United States Dellar for Abu Thali [w]
- — Created on 19.11.2020 17:02:04 UTC+3
The buyer will be able to open a submitted Response T

Last Processed by. | Ganluca Green

only after the expiring of the Submission Deadline.

Warning

Once a Response has been submitted, it can’t be changed anymore. You can just require/give clarification via cFolders (folders under

‘4.Technical Private clarification’) but you can not add new attachments in any other location.

¥

qD)
=)
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Submit a Response (2/2)

To submit a Response: Edit Response : 8000002106
Wh||e in Edit mode, C|iCk ’Submit' button. Quotation Number 8000002106 RFQ Humber 7200001030 Submission Deadline 23.10.2012 18:00:21 CET

Tracking ID 7000001542

[ Submit l Close | | [Read Only| | [ Check |[ Save | [ Delete | [ Export |

A pop up will be displayed informing that a summary

. . Attention ‘=8 Summary Report
report will be displayed. Select OK to open and save the | . ey ot wil be doasosdes, siesse RS s o1
. . . open it of save i an your parsonal compuler bianchi tareta

summary report (it contains the list of the attachment Dﬂﬁ*{%{jﬁh@:\m

72 s Lisglia 1 944 Nr

ADALMINE(BG)

enclosed to the response). | Download & Save the

i Iuvitation Data Summary Report on your PC

Nt i

IE' Basic Data

Bad Number S000004611

Time zone CET

Bid End Date 05.12.2016 08:40:46
Another pop up will be displayed, asking you to check if

. . . - : een W.mm
everything has been correctly uploaded. By clicking OK | submited quotation cant be changed any more, e b e =
please check if the technical / Economical o ’
. . . . hi t h .
in this pop up, your response will be duly submitted. il e
System will send you a notification mail with the
summary report attached.
[OK] [Jcancel
Warning

Once a Response has been submitted, it can’t be changed anymore. You can just require/give clarification via cFolders (folders under

‘4.Technical Private clarification’) but you can not add new attachments in any other location.

¥
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Edit a Response — Commercial re-bid phase (1/2)

At the end of a tender, you could be asked by
the buyer to submit a new economical
guotation, in the so-called “commercial re-bid

phase”.

In this phase, you can edit the response
previously submitted, by selecting your

response and clicking “Edit” button.

The modification can be made only in
relation of the Commercial attachments, in
Notes and Attachments Tab.

37

Display Response : 8000002088

Quotation Number 000002088 RFQ NHumber 7200001024 Status Saved
Tracking ID 7000001535

| Edit |[Flose | | [ Refresh | | [ Check || Export |

RFx Information - tems Motes and Attachments Technical Bid

Event Parameters

Currency: |United States Dollar for Iraq. -

Rebid: 01

Scenario: | Technical Rebid

¥
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Edit a Response — Commercial re-bid phase (2/2)

If the buyer allows deletion of the

W Altac hrments
previously submitted commercial [ Aad Attachement || EdR Descriptcr | [ Delete |
“ ” . Assigred To Cabsgory Dot Fipstican Files Mama
attachments, the “delete” button will Docunent Headss Siandard Atischmaet ecot b
- Document Header Einndiand Afiachment BE0g o0l b
be active as you select the row related
to the attachment.
w Atachrnents
If the buyer doesn't allow the [ Ada Attachment | Edi Descripbon |
. . Agaigred Ta Catagedy D rigion Fibe Harne
cancellation of the economical I Documant Hoader Standard Attachment - scol b
Documnent Haader Standard Alte: Fenisnt Beog [l o]
attachment, the “delete” button will be
disabled.
Warning

While deleting old attachments, pay attention not to use the Delete button at the top of the screen.
This will cause deleting ALL your Response without the chance to create a new one!!

Remember to submit your response within re-bid deadline, before leaving the system.

Warsion Protassor Chackad Ol Ty Saze (KB)
: - o 2
1 bt 2
uraisn Procassor ot e Ot Typs e (KB)
[ ] bl 2
4] F

Edit Response : 8000006175

Quotation Number 8000006175 RFQ Kﬂm% Aw

Sutmit | | Ciose Read Omly] [cr«x] Sarve J Elpm

RFx Iformation |« hems Motes and Attachments '

Changed |
FRGIG10(

FREWEIN

Chianged By
FRG 1810000

FRGAE100300

‘ar
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