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Registering another User Account
EPPS0904

Purpose

Suppliers may wish to have more than one person or account set up to allow other
people within the organisation to bid for opportunities.

The e-Tendering system supports two types of supplier users — EO Administrator and
EO User. Only EO Administrators can create other users. The EO Admin account will
have been set up the first time you registered on the system as a supplier.

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 made directly to the relevant Contracting Authority.

Procedure

= After logging in, select the “EO Management” option from the “EO Administration”
menu:
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Click on the “Add User” option, as shown below:
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= Fill in the mandatory information below, paying particular attention to the “Password

”.
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Initially, the account of the new user will be de-activated, displaying the ‘inactive’
emoticon (=) under their Status:
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The system will send an email to the new user confirming the successful registration.
The email will contain the relevant transaction number and a link to activate your
account.

From ni-eproc-test-noreply @eurodyn.corri./
Subject eTendersNI Automated Notification - Account Confirmation

To k eproc-test-noreply@euradyn.cork

Welcome to the eTendershI.
The Registration process has been successfully completed.

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

Your username is: suppe

Your registration transaction number is: 791342568

You can directly access confirmation page by following link:
http://nirish-test.eurodyn.com/epps/registerUserandvalidate.do?user=suppeftn=25a6f780087c3f65eab7d27552713b195

Submit your transaction number when requested by the eTendersNI to verify your registration.

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

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

of the individual or entity to whom they are addressed. If you have received this email in error
please notify the system manager. This message contzins 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.

EPPS09014 EDITING A SUPPLIER USER ACCOUNT Page 5 from 7



e-5Sourcing

= In order to activate your account you can either click on the link provided in the
email or, login and provide the transaction number, as shown below.
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= After reading the User Agreement and if you agree to the terms of the licence click
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= Thereafter, the status of your account will be active and the ‘active’ emoticon (=)
will be displayed under your Status:
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