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e-5Sourcing

Editing Supplier Organisation details
EPPS0903

Purpose

It is important to keep company records up to date on the e-PPS system so that emails
etc. are sent to the correct user address.

Please contact the e-PPS Helpdesk for any technical issues. Although note that
particular questions regarding the actual tender process, specifications or points of
clarification should be addressed directly to the relevant Contracting Authority.

Procedure

= Select the “User Management” option from the “EO Administration” menu.

_gchl VI

Login ¢ Homepage dashboard
Logged n ax
supd ampd (Ecosomic List of Tasks
Dperator Admin | - Enengy
Dymamics
Lusk login on
oy e LT Mpshineey e ——
tesliewy it Lot - vl Loty 4700 Rtk 10 conliael
. 2red Masion - b 13 - Sipen - InerRied arie Raple Lo contiact menmt
4 Lsser Homepage il msiied.-no-jols-grins | 1z Bzt Lo contras! s
+ Log oul
TITEITT Rl 4 mateieess Page 1 ai1

CIT Management

+ Listof my CiTs

+ Dhoswnlosd leeder propumiion
ol

E eTenderall Automated Modificaon - Timse fimit for receipl of fendess o request e System DAMEENS
EQ administration - narticipats Ahudad
—————— =
Cr CFT - [CFT:5E3EE] Call for Tenders Publication Byt OS5
% My subconirncling Byt 45:08:15
cppoiuniies -
eTendersNl CFT Automated Mohfication - [CF T=58258] Cail for Tenders Pubiication baryd OSMERIS
: baryt 10555
+ Crenis SCO Workspece
L, Ti NI CFT o Mt son - (EFT:EEEEY] Call for Tanders Publication byt QARERME
& EO ranagement baryd 144418
- :
+ Usermanngemest “..| Asan EO Administrator, select "EO Management" S B O
1 ; HESTEE
| to edit another user's account
+ Aurdiing Repois ! By [T
byt AT:33:13
+ Cenmpspondancs
eTendersNl CFT Automated Molification - ICFT:575741 Call for Tenders Publication baned HIDERNE

The system displays the “View Organisation” page, which contains the following
buttons:

o “Edit Organisation”
o “Edit CPV Codes”
o “View Users”
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0 eAttestations
0 Add User
= Select the “Edit Organisation” option
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The system displays the organisation details page and these can be now amended by
the EO Administrator.
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Login = e Edit Organisation Profile
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=  When done editing the account, click on the “Save” button.

If validation rules are not met, the system then shows a validation message, as shown
below, and does not allow the user to continue (also changes made are not yet saved).
The user then can amend the information and save again.

Most frequently violated validation rules are listed below:
o Password format incorrect (e.g. too short, etc.)

0 Use of invalid characters (the system does not allow the use of the "&", ">",
"<" and "%" characters)

o Not valid email address
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Lag in Edit Organisation Profile
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A green success message is displayed after the details have been successfully

modified.
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