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Purpose

Tenders can be prepared offline allowing you to work on your tender submission
without having to be connected to the internet.

This guide details how to submit a tender document using the offline tender
preparation tool made available to suppliers on the e-Tendering system. Please read
this guide before responding to a tender or quotation using the offline tool.

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.

Prior to submitting a tender, suppliers should log in to the system and locate the tender
opportunity to bid for. Use the "Call for Tender Advanced Search" User Guide for more
information (EPPS0906)

Procedure

= Select the opportunity to bid for
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= Select the "Tender" option

Lewy in - g Miew CIT Workspate

Logged in as
nupl wupd [Eoonomic

AT &R hours delay pablication v.6

Operator Admin § - Erangy Tender scbmisaion doadbng in (diystoun ] GIT £orm information
o — gy o=
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T G Unigun |0: e
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= Click on "Prepare this response offline"
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= Save the tender preparation tool and the tender file (XML format) in your local
drive at a known location (e.g. "My Documents”, "Desktop”, etc.).

= Extract the contents of the downloaded TPTandC4TXML.zip file by clicking on
the file and selecting "Extract All".

N
@U’l i « Temp b Templ_TPTandC4TXMLzip b TenderPreparationTool b

Organize ~ Extract all files =~ O @
T Name Type Compressed size Password p.
B Deskiop i it File folder
ls Downloads ' TenderPreparationTool Application
< Recent Places L TenderPreparationTool Executable Jar File 1

" Libraries
% Documents i

Compressed (zipped) Folders
& Music ——
B This application may depend on other compressed ilss
3 Pictuies I inthisfolder
B videos Forthe application ta run properly, itis recommended that
you frst exiract all fles:
& Computer
y [Eectal Kl Rw ][ cancel
& Windows (C)

) DVD Drive (E) 15044
< eurodyn (\olympos} (

= printuser (\\sus-server

* Choose extract all

@ Network

< n | b
3| TenderPreparationTool Compressed size: 11,9 kB Ratio: 59%
. Size: 28,5 KB Date madified: 18/5/2015 9:53 mu

=  Choose a location to extract the files and the click on “Extract”

@Q’l i « Temp » Templ_TPTandC4TXMLzip } TenderPreparationTool * v\o,H Seq

Organize ~  Extract all files =~ 0O @

pressedsize: | ‘Password p

() | Extract Compressed (Zipped) Folders

12KB:. No

Select a Destination and Extract Files Choose the destination of the files

and then click on "Extract”

Files will be extracted to this folder.

AUsers\Zoi Konstantinou\Documents\TenderPreparationTaol

[/] Show extracted files when complete

1
«
Extract Cancel
@ il I v
y  TenderPreparationTool Compressed size: 11,9 KB Ratic: 59%
. Size: 28,5 KB Date modified: 18/5/2015 9:53 T
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= Double click the "TenderPreparationTool.exe" file

o
okl 2 nstan » My v T Prepar: Tool b -4 @
ettt 2ol Konstantinou y Documents. enderPreparationT ool +
Organize = Include in library = Share with = New foider
Favorites Mame Drate moditied Type Size
W Desktop

4 TenderPrepasationTool
I Dawnlgads 5] TenderpreparationToot

L liv

< Recent Places

Librariez

- Documents
d. Music
& Pictures
B videos

& Computer
& Windaws (C)
1] DVD Drive (E) 15044

& euradyn (\\olympos) |
& printuser {\sus-server

& Network

= Select "Run”

'Security Warning @
Do you want to run this application?

Name: Tender Preparation Tool

Publisher: European Dynamics SA

Location: http://nirish-test.eurodyn.com

Running this application may be a security risk

Risk: This application will run with unrestricted access which may put your computer and
personal information at risk. The information provided is unreliable or unknown so it
is recommended not to run this application unless you are familiar with its source

Unable to ensure the certificate used to identify this application has not been
revoked.

More Information

Select the box below, then click Run to start the application

|| 1 accept the risk and want to run this application. Run
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= Select the "Open document” icon to open the XML file

el e eniing

Flle Togls: Help

o o el g

Select the "Open document” button and locate the xml file
that was downloaded earlier and click Cpan

= Locate the file which is saved in the directory one level above the location of the
tool

' & Open =

Lockin: | | Tender '.' ; A s
I | TenderPreparaticnTool
I W 1 55502 Ll
Recen! Bams | TenderfraparationToclzip
Dresitop
_F.
Myt Dociem...
A
LCamputer

@ File name:  cdt_S6502_1ml [ open ]
Hetwork files af typer a1 Filge i I_caru:&
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The following is a summary of the type of data that will be provided detailing the
respective status of each folder.

View Tenders

w CiT-Data handling system design

File Tools Help This menu shows the tender's sections
i oo 0%
IEI Save i n Submit tender Complete
Technical ] Financial ]
s K A
@ 1. Mandatory Criteria-Ha , 1, Mandatory Criteria - Has your organisation or =
5, Discretionary Criteria -1s | any directors or partner or any other person
o _ who has powers of representation, decision or
@ 3. Financial Details control been convicted of any of the following
Technical and Profession: | offences? Please state 'Yes' or 'No' to each
| | question below
. Business Practices
A green tick appears when
5, For Completion by MNon-U| i i i :
e S 5 ;| (@) eenseecy Wi @ mandatory question is answered
& 7. Reqljrement Specific Que ; criminal organisatian s defined 1 ArHeIe 2t o Caunal Joint ™
{733/HA (as amended);
& 8. Consortia and Sub-Contr,
' i
& 9. How wouldyou classify th
@'{es
This sign indicates that there are
unanswered mandatory question | v
teria: 2714 -
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Click on the folders to load the questions in
preparation tool

U0 e-PPS a-Tendering (ca1 58356 1ml)
File: Toals Help

I B E—

Tl ovor tosoment | salect sach folder to respond to the questions I

g e 4 = —
Eligibility Criteria mmm B 1] 3~ Financlal ]

the right side of the tender

SEction 1
break

@ Certilicates

break

break

Entar some et

a 1

anagds to ba provided hera

Fxdf

cansar tempore

o ® WL

Provide a response for all tender questions

Fle: Tools Hafp
= (%
D Open document = Sau e Pack 4 Configuration 5
& SEctienibreakbreakbréak ] SEctionl Y
@ certificates break
break
break
Erter sorme text
& L
BB 0,OF BOMde et Answer each guestion by entering text
-’1 in the appropriate field
Ix16 i
caesar tampare /
# / i
[Enter a et i L
v

- This sign appears when a queéiion.;tas not yet"been answered I

Arif o

caggad tempore
-

S¥iE

capsar tempare.

S 3

Comaleted Criteria: 210
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= Once all entries are completed, click “Tools” and then "Validate" to validate your
tender, as shown below.

"Click "Valldate Tender" to check E=TEe
| whether all mandatery questions have been answered

: " g o 100% Cannplit
ﬁ Pack ¥ Configuration i

Plideas bl i fiel

SRS ETER S NG (TEnder sy |
File Tools: Halp

Financial 0

e, Tender

Section 1break breakex: _
Tender validated successtuly,
\
i

%

\ N
\ %
b

If the tender validated succesfully
\ you can proceed to save and package

1 A green tick next to folders indicates
that all mandatory questions have been answered

= Click on the Save button to save the file.

—— I
<" e-PPs e-Tendering (Tender2:xmi) Once all entries are complete, =l
Fle: Toals Halp, s select the Save button to save the file
o

h Dpen documnt Tl oo H Canfiguration p|n;nnam1:mm

Eligihility Criteria 20 m Financial B9
@ Section 1break breakexer: | | Tender

Teintar valldated succassmil.

We always advise that you save a copy of your tender in a “known
folder” of your PC, when using the Offline tender submission
functionality. Please ensure that you select a known folder to save
your tender (e.g. "Desktop”, "My Documents”, etc.). The default
saving location is often a temporary folder, and if your tender is saved
there, the operating system may delete it automatically.
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Please be aware, that all saved draft versions are saved on YOUR
Computer and not on European Dynamics servers. The only tender
document(s) a Contracting Authority can ever see are these submitted
using “Tender Package” Upload function described in the next steps of
this document.

= Select the location where your response will be stored and click "Save"

Saue

Save in: Igr'—'tender LI 5 .-nE
L= soo001f
- 500002 1) Choose a known folder to save the file.
- sccopd?® It is important to remember where it is
i==secong| Saved as it will be required later.
w@ 5Co00 1 Xml
2@ 5cc002, xml

@ 5cc003.xml
|e@ sCo004, xml

X

3) Save to computer

2) Give the tender response a name

;

File hame: | | | Sawe I

Files of tyne: |"‘.me ﬂ Cancel |

Please note that the tender preparation tool prompts you to select a
location where to save your tender only the first time you click the
“Save” button. Thenceforward, when this button is clicked the tool will
save automatically in the folder selected initially without further asking.
In case you wish to save your tender response to a new location,
please use the “Save as” button instead.
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Follow the next steps only if you intend to submit your tender

response now.

=  Click the "Pack" button

B0 e-PPS e-Tendering (Tender2smi)
File: Tools Help

h Opan docamem g Pk L # Configuration m;';mnmmr.
Elfgibility Criterin Technical BEE  Financlal *
T preen j
@ SEctionibreakbraakbreak '|I s
@ certificates break \I Click on the "Pack" button to pack the tender
Vikak ready to upload to the e-Tendering system.

This will create a new file in your computer.

Enter same text

@

aneads to be orowded hera,

3x16

eansar tempone

(Packing successtu 1 clickok" |

Packing successhul,
A secure compressed file' (zp) has been saved on your system named "TendarZ TH
Plaase note that the tender packags has MOT been uploaded. Click on button "M:

DERzp", locatad in the directony "Chlsars\Zoi KenstantinouhDesktop\ TRTand CATEML",
i3l upload of render package™ and upload the above file.

@ !

cagsar tempore

Q = i
Enter a text [~
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= Access the "Tender" section on the e-Tendering system.

Exfnct e

Lo in - View CIT Workspace

Logged in as:

winp i (Eoonmmis

Oiperator Admin § - Erergy OIT o anformsaton

Ernnmics e =T dosemenis

Lasd fogen on - M Clarificabin

NSRS - 110830

Tendet
- B Wilhctia ol
e r imnaln By Aty
Automoted noidi afiang
E =F
+ Log “hew AT commesponderce
AT Invohves: A Publ: Contract
CIT Management = P Godes 22000000 Prinied matier snd refated produsts
A ZADN0O0-Chamical peoducts
& IList ol my CITs SBHGt "Tandar" 30 Ottoe and o machinery, and
supples except fumiture and softeare packages

4::;mmmwm : i Pt a1 fiidels ewodymocom

= Click on the "Manual upload of tender package" button to upload the tender
package previously generated

List of submitted Tenders (created onlinefoffline)

Submitted View D/iP DiP TIP TP TIP Status | DIP Received
By Tender |receipt |submission receipt |submission |conformance on Time
1D time 1D time

Remove

€ Al items submitted/Hash match | " Additional items will be needed
° Missing items/Hash mismatch/Late Submission

(%] List of draft Tenders (created online)

Click on the "Manual upload
of tender package™

Offline tender preparation and submission:

Prepare this response offline Manual upload of tender package
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= Click on the "Browse" button to upload the tender package previously generated

S |

Log in . Upload tender package
Logged i as:
Eup=nliEC e i Pleaze make sure that the file intended to be uploaded is the tender package created by the tender preparation tool, else you risk
Operator Admin ) - Energy your tender to be rejected during the Opening phase. The filename of your tender should be in the form XXX_TENDER.zip.
Dynamics
(L Pratn o - In case you h.ave not created your tender through the tender preparation tool please consult:
- the User Guide.
T - the Interactive Walkthroughs.
=+ Edit Profile You may download the tender preparation tool from here: Tender Preparation Tool.
You may the ry tender structure for this parti competition from here: Tender Structure

=+ User Homepage

=+ Log out w CfT:48 hours delay publication v.6
*Locate the Tender package to upload: B
CfT Management = &
- List of my CfTs Q 4
-+ Download tender preparation Click the "Browse" button to upload
tool - .
° the tender package which was created earlier

IMPORTANT INSTRUCTIONS: Please note that this file selection you are about to
perform is of utmost importance. You need to ensure that file uploaded is indeed the
“Packed Tender” file created by the tender preparation tool or you risk to be rejected
during the Opening phase.

The file will be saved wherever you chose to save it on your pc or fileserver. The file
name will end in _TENDER.zip, and will start with the name of the file you saved

earlier.

YOU MUST SELECT THE FILE WHICH ENDS
IN _TENDER.ZIP.

PLEASE NOTE THAT UPLOADING ANY
OTHER FILE MAY INVALIDATE YOUR
TENDER RESPONSE.
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= Select the relevant file.

ewoos 2| x|

! Lookin: | 3 tender Fl @ &

"sccOOZ‘me Select the relevant file.

= SccggngEPDER-ZiD The file will be saved wherever you chose to

(21200008 <1 save it on your pc or fileserver.

) - D /" The file name will end in _TENDER.zip, and

/ will start with the name of the file you saved
earlier.

Y
g

K=scc004_TENDER.Zip
=]3cc005 xml

F=sccO05_TENDER.Zip

File name: I ;I Open |
=l

Filas of type |2 Files

= Click on the "Upload" button

¥ CIT:Ebectnonic Purchasing Chasd Soeticn fePCE) - Lea i

‘Locets the Tender package 1o upkoad -|C:'|.Usm'|,zm Konstantinou\DesktopiNew Tender\ZOMKODD  Browse... i

Click on "Upload” oot [l Coeill |

Once the tender has been submitted it will appear in the list of submitted tenders.
Please ensure that all entries have a green tick.

If any of the boxes do NOT show a green tick, there is something wrong with the
tender submission. Contact the Supplier Helpdesk for assistance, as your tender
response is very likely to result in a failed tender response.
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= Wiew CiErent oppartunies

-+ Mews List of subsnitted Tenders [created onlinefoffline )
-+ Sty wnkihonugh heig i i T v T

By Terstler | retwipl | submissinn | wesipl 1D | submissien | -
+ Protucement pipeings | i Lima

Ol 1 s Terser? TEMDER zip
+ eTendershl Fal =

< Cnce the tender has been submitted
r m;wmvﬁ it will appear in the list of submitted tenders.
. e Please ensure that all entries have a green tick.

-+ Paltdic procuraman polsy

-+ Gy
T & i e !1' any of the boxes do NOT show a green thk. there

@ Missing m"m“’“’ ,  is something wrong with the tender submission. Please
+ Event cakngar contact the Supplier Helpdesk for assistance.

= Lint of et Trnchers (cemated anfing]

Once the tender has been submitted the following e-mail notification will be dispatched
to your email address.

Ele Edit View Go Message Tools Help
2 getial - | wirite - [ address Book ‘ " yTag-
E o B &) O] %] &
from  ec-eprac-test-noreply@eurodyn.com - -
“bject Sourcing System - [Tender: 22941 ] Tender has been uploaded 09:36
T co-eproc-test-noreply@etrodyn.com
-~
The Tender you swomitted has been received. Please ensure that you have answered all the
gquestions reguired as we are unable to allow resubmissions after the closing date.
Tender:
Project: DATA HANDLING SYSTEM DESIGN AND PROOF-OF-CONCEPT FOR MODULAR SYSTEN-OF-NICROSYSTENS APPROACH
Receipt ID: 000000551
You can access the Tender section through the following link:
http://sco-test.eurodyn.com/epps/cit/vievETenders. do?rasource 1d=22941
You are receiving this notification because you are subscribed to receive notifications
for this specific Project
If you require further assistance at any stage, refer to the 'User Guides” link or click on the 'Contact Us' link at
the top of the Sourcing web pages.
- - - -
IMPORTANT: ill actions within the e-Tendering Platform will be recorded for auditing purposes.
This emmil and any files transmitted with it =re confidential and intended solely for the use
of the individual or entity to whom they mre mddressed. If you have received this ewail in error
please notify the system menager. This message contains confidential information and is intended
only for the individual nemed. If you are not the named cddressee you should not disseminate,
distrikute 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 teking any action in reliance on the contents of this information
is strictly prohikited.
-

Please dn nnt renly to this meil

| 7
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-

Please note that the above email notification simply acknowledges the
receipt of the file you submitted on the e-Tendering system and cannot

as a confirmation of a correct tender submission.

Even if the file you upload is non conformant, the automatic notification
will be dispatched to your address if the file data is uploaded
successfully. Please use the Conformance checks mentioned further
above to confirm whether your submission was indeed correct.

-END OF DOCUMENT-
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