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Acronyms / Abbreviations

Acronym /
Abbreviation

Explanation

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

MAT Most 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 eTendersNI workflow

1.1

Contracting
Authority Users

Companies

Terminology

The following terms are widely used within the eTendersNI platform:

Tender Package is the supplier’s response (i.e. offer) in a Call for Tender (e.g. CfT)
Call for Tender (CfT) is used for the tender opportunities

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

Bid corresponds to an offer submitted during an eAuction event

The following deadlines are widely used within the system:
Time-limit for receipt of tenders or requests to participate (mandatory):

Deadline for the Economic Operators to upload their tender
Request for clarification From (mandatory): The starting date of the clarification forum on which
suppliers can ask for further clarifications
Request for clarification To (Mandatory): The final date of the clarification forum on which
suppliers can ask for further clarifications
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.

Prepare and Provide | Evalate Standstill Period Contract Cycle

Publish Notice ' Clarification . Tenders _ | il et i
J’\ | Responses “::)]—/ Contract

" Prep g and Upload

| | Tender > Standstill Period Contract Cycle
[ — ' | — |
Accept
= | Submit | Award |
| Clarification | I—
| Questions i

Figure 1 Workflow of Contracting Authority and Economic Users
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2 General Functionality

2.1 eTendersNIl Main Page

l ‘ Login Menu iﬁ

| Q Advanced search & View current opportunities

Searching
Functionality

General Information and
system requirements

Welcome to eTendersNI

eTendersNI advertises opportunities for providing goods, services and works to Northern Ireland government department, agencies and arms-length bodies.

To respond to a tender opportunity, and to ensure you receive notifications, you must register as a supplier organisation. The ‘Suppliers new to eTendersNI" section below
provides guidance on registering and learning how to navigate the eTendersNI portal.

If you are new to public sector ing, advice and i is avail from a range of organisations.

L Minimum system requirements

ETENDERSNI ACTIVITY

368 1196 121

Call for Tenders Tender Submissions Contracting Authorities

0.0 M 3873 101

Awarded Contracts Value - Supplier Registrations Awarded Contracts

© SUPPLIERS NEW TO ETENDERSNI LATEST NEWS

= View eTendersNI registration process walkthrough

= QObtain, or check if you have a DUNS number
= Register yourself and your organisation

= Download the Supplier user manual Latest News and
= View the latest Calls for Tenders publications using the search Statistics

for a relevant tender opportunity

= For helpdesk details refer to ‘contact us’ at top of page

T General Information

View current opportunities Public procurement policy Change interface

eTendersNI FAQ News Download tender preparation tool
Supplier walkthrough help guides Relevant links Help

Statistics Procurement pipelines About

Events calendar Supplier information on public sector tendering Contact us

Copyrigh uropean Dynamics - Last update:

Figure 2 Main eTendersNI page
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The main page of the eTendersNI 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 eTendersNI 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 Walkthrough help guides: This section allows to download guides describing the system
functionality.

e eTendersNI activity: provides information on latest tenders published through the system

e 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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| .

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.

2.1.1 Quick Guide

2.1.2 Login Section

user credentials | -0&in

input area o

Username:

Password:

LOGIN

® Forgot your password?

For security reasons, please log out and exit your web browser when you
are done accessing services that require authentication!

Figure 3 Login panel
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2.2 General usage guidelines
The eTendersNI 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

Resource Date published  Tenders issi Notice Award Estimated
#  CfTTitle o ID &r CA av Info o Deadline a~ Procedure «~ Status v PDF date a~ value

Figure 4 Example of a table headers

e The arrows are a~ 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

u Last Page

Previous Page

>
. Next Page

e The following buttons are also widely used within eTendersNI:

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 - 7.
Additional Functionality)
) Clear Button - Clears the previous selection of the user

Cycle
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2.3 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 user can find the “Show CfT Menu” button
in the CfT Workspace, which can be found easily by clicking on the title of the CfT. The “Show
CfT Menu” is collapsed by default, as shown in the following figure:

CFT: PROCUREMENT OF HOSPITAL INFORMATION SYSTEM

Figure 5 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 6 Call for tender menu

The “Show CfT Menu” will collapse through clicking on the “Show CfT Menu” button again.
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3 User authentication and organisation management

3.1 Introduction c

Return to Quick Guide

Contracting Authorities Companies

Self - Registration

. 7/

Registration System. Adm.in role Registration
.I.I.

Figure 7 EO Roles supported

EO Admin (Supplier Administrator)
* Edit the organization details

* Add / delete other users =00
* Complete Supplier Profile Certificates

* Expression of interest / clarifications request
* Prepare and submit tenders

* Accept / Reject contract award

+ View Contracts

Company roles

The Administrator should carry out the registration process, and after this
they can add multiple other users.

EO User (Supplier User)

* Expression of interest in a Call for Tender 00
¢ Submit a request for clarification and view responses ...
* Prepare and submit tender response .

* Accept / Reject contract awards m

* View Contracts

Figure 8 EO Roles - functionality available
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3.2 Registration of Economic Operator

© SUPPLIERS NEW TO ETENDERSNI

View eTendersNI registration process walkthrough

Obtain, or check if you have a DUNS number

Register yourself and your organisation

Download the Supplier user manual

View the latest Calls for Tenders publications using the search for a relevant tender

opportunity

For helpdesk details refer to ‘contact us’ at top of page

Figure 9 Registration of Economic Operator

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 *

D-U-N-S number

i

Retrieve company data from D&B to proceed

Company type *

-Select Company Type-

Enterprise type *

-Select Enterprise Type-

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

-Select NI percentage:

Constructionline Number
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D

Are you a Social Economy Enterprise (SEE)? *

Yes No

Are you a Voluntary or Community (VOC)? *

D Yes 2 No

Company Registration Number

VAT Number GB -

VAT Number GB -

Country *

United Kingdom
Email *

Fax

Please type the code shown below *

sentpc e

* Fields with asterisk are mandatory

Figure 10 EO Organisation Registration

Only suppliers with a valid DUNS number OR VAT number OR Company Registration Number may
register their companies on the system.

For DUNS number you can request one, using this link: https://www.dnb.co.uk/duns-
number.html.

In the next step, the supplier must 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.
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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 -
County *

-Select County- v

Phone Number
Mobile Phone Number
Fax

*Preferred Language
English w
CAs of imerest

European Commission Statistical Office of the European Unicn ~
European Environment Agency

European Insurance and Occupational Pensions Authority

European Investment Bank

European Space Agency v

R ] -

* Fields with asterisk are mandatory

Figure 11 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.

Logging into the platform for the first time

When a user logs into the eTendersNI 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).
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Welcome to the eTendersNI.
The Registration process has been successfully completed.

To complete your registration please follow this link and login the system:
https://etendersni.gov.uk/epps/home.do

Your username is: mallm
Your registration transaction number is: 41d27d78@99d

Submit your transaction number when requested by the eTendersNI to verify your registration.
Please note that in order to respond to this tender you will need the following software:

- Use one of the following web browsers:
- Microsoft Edge (latest version)
- Mozilla Firefox (latest version)
- Google Chrome (latest version)
- Safari (latest version)
- Have a valid e-mail address
- Java Runtime Environment (version 1.8 or higher).
- Cclick on the following link to verify your Java version: https://www.java.com/verify
- Click on the following link to download the latest Java version: http://www.java.com/en/download/manual.jsp

- Javascript must be enabled in your browser.
- Click on the following link to check whether Javascript is enabled: http://enable-javascript.com/

DO NOT DELETE THIS
sk ok R R R R R R R R R R R R R R R R R R R R R R R R R R R R

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 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- mall. If you have received this e-mail by mistake delete this

PR TR o S S, aimr e ot i Tedaedad cacfetond aice cen eadb S L3ad dlhad AT oo T

> @J 1 attachment: Economic Operator Details.pdf 23.1 KB

Figure 12 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 13 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 (Tlicense’) 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 to 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

=1

Figure 14 Confirmation of the user agreement

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

3.4 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.

- 455 Finance
C/ eTendersNI Airgeadais CPD

Q Advanced search @ View cument opportunities &) Log in

Forgot your password?

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

Username *

Please type the code shown below *

vsifis
CANCEL m

Figure 15 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: "= i=:, with full name m=n=w =
Go to the following link and insert new password with transaction number.

You can access the new password section through the following link:

https:/ ]

hour registration transaction number is: 5ac7b599e362|

SR SR R OR O OR HOR S OR SOR RO SR SOR SOROR SRR OB SRR SOR R SOR SR SOHOR HOR SO R R O OR SO OR OOR 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.
e sk sk R ok sk Ok SOk sk kR sk SOk ok s kol R R Sk ook SR IR iR I IR SR R ROR SOR SRkOR SR SOR SOoloR SoloR SoR SokoR soloR ok ok

Figure 16 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 (this link is available for 1h, so the user

has to activate its account as soon as they receive the email, otherwise they have to do the
process again in order to receive a new link).

Reset password

Password *

Password Rules
Re-enter Password @ *

sssssssece

Passwords match

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

47bf30daf3ef
[ece ]

Figure 17 Resetting the password
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3.5 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 | -°8N

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 18 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 6

Username:

Password:

LOGIN

Figure 19 Wrong credentials

If a user provides an incorrect password for a username more than 6 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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3.6 Log out from the platform

The user can exit the eTendersNI 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:

18/04/2024 - 09:01:07

& Edit Profile

® Logout

Figure 20 Logout

3.7 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- e Alex Galarian, Econamic Operator Admin =

Logged in as:
Alex Galarian, bas Group

Last lagin on:
18/04/2024 - 09:01:07

# Edit Profile

@ Log out

Figure 21 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 eTendersNI platform,
e.g. access to “View Tenders” page.

eTendersNI User Manual Economic Operator

Phaone Number

Mabile Phone Number

Preferred Language *
nglish
Status
Active

CAs of interest:

Click Here Q @

* Fields with asterisk are mandatory

Figure 22 Edit user’s details

3.7.1 Password rules

When the user decides to amend its password, they can click the “edit profile” button (Figure 22 Edit
user’s details) and write a new password to the password field, otherwise the user can leave the
password field empty as it's no mandatory field. The password should follow a specific configuration.
To view the password rules the user should click on the “Password Rules” link.

Edit Account

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

Galarian

Password

Re-enter Password

Figure 23 Password rules link

The password configuration rules consist of:
- Letters (upper case/lower case) allowed to be used

- Numbers allowed to be used
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- 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,cdefghijklmnonpaqrstuvwxyz
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 24 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 25 Change password error message
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In case the password contains part of the username (if the username is “annabrown” then the
password should not contain “an” or “na” or “br” or any 2 sequential characters that appear
on the username) then the following message appears for security reasons.

© An error has occurred:
= The password must not contain parts of the username

Figure 26 Change password error message 2

3.8 CfT Management

Deportment of

0. F inance
OeTenderle Alrgeadans CPD

Constructon B Procurement Detvery

{n) CfT Management ~ EO administration ~

Figure 27 CfT Management position

{n] CfT Management ~

List of my CfTs

Figure 28 CfT Mar;agement Menu

The “List of my CfTs” contains all the CfTs that the user is associated with. For example the CfTs that
they expressed an interest or the CfTs where they did a tender submission. Also, if another user of

the company associates all user accounts (and yours) when they express an interest or when they do
their tender submission, you will have these CfTs under the “list of my CfTs”.

3.9 Organisation management

o Fmance
QeTenderle Airgeadais CPD

Comrucizn § rocumemen Owevery
vt Fergéosies sp Sohar

fn] CfT Management ~ EO administration ~

Figure 29 EO Administration position

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

EO administration ~

My subcontracting opportunities
Create SCO Workspace

EO management

User management

My Contracts

Auditing Reports

Correspondence

Figure 30 EO Administration Menu

Date: 26/11/2024 28 /117 Doc. Version: 1.0



C eTenderSNI eTendersNI User Manual Economic Operator

The system displays the organisation details in “Read only” format.

View Organisation

EDIT ORGANISATION EDIT CPV CODES VIEW USERS EATTESTATIONS ADD USER

ORGANISATION NAME: Strike

COMPANY TYPE: Private unlimited company

ENTERPRISE TYPE: Large Enterprise (range for number of employees 251 and more)
PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES Less than 10%

OUT IN NORTHERN IRELAND:
COUNCIL AREA:

CONSTRUCTIONLINE NUMBER:
ARE YOU A SOCIAL ECONOMY ENTERPRISE (SEE)? Yes
ARE YOU A VOLUNTARY OR COMMUNITY (VOC)? Yes

COMPANY REGISTRATION NUMBER

VAT NUMBER

D-U-N-S NUMBER :

APPROVAL DATE: 14/04/2020
APPROVED BY admin

ADDRESS: Gy
POSTAL CODE: LR e

CITY: London
COUNTRY: United Kingdom
EMAIL: =l T L
PHONE NUMBER: N R
FAX:

STATUS: Active

Figure 31 EO Management page

Please note that the Economic Operator User role does not have access to the above functionality.
For example, the Economic Operator User cannot edit the organisation’s information and they
cannot add new user.
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3.9.1 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:
ENTERPRISE TYPE:

PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES
OUT IN NORTHERN IRELAND:

COUNCIL AREA:

VIEW USERS

EATTESTATIONS ADD USER

Strike
Private unlimited company
Large Enterprise (range for number of employees 251 and more)

Less than 10%

Figure 32 Edit organisation button

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

Address *

Postal Code *

City *

London
Country *

United Kingdom
Email *

Phone Number *

Status

Active

CANCEL

Figure 33 Save organisation modification

CLEAR

Date: 26/11/2024
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3.9.2 Editing CPV codes of interest

In order to set-up or 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.

When the organisation administrator sets-up their CPV codes of interest, only EO admins will
receive one overnight email with the list all the Competitions published under a CPV code that
they have an interest of. There is an additional alert functionality which is available both for
users and admins and it is the CAs of interest. 3.9.5.1

View Organisation

EDIT ORGANISATION EDIT CPV CODES VIEW USERS EATTESTATIONS ADD USER

ORGANISATION NAME: Strike

COMPANY TYPE: Private unlimited company

ENTERPRISE TYPE: Large Enterprise (range for number of employees 251 and more)
PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES Less than 10%

OUT IN NORTHERN IRELAND:

COUNCIL AREA:
Figure 36 Edit CPV codes (For agreement)

Edit CPV Codes

EDIT CPV CODES

CPV Codes of interest

Figure 34 Edit CPV codes

After clicking the magnifying glass, the system displays the CPV codes which are currently
associated with the Economic Operator:
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Search

chemical n

Search results

B

03000000-Agricultural, farming, fishing, forestry and related products

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-Leather and textile fabrics, plastic and rubber materials

22000000-Printed matter and related products

24000000-Chemical products

30000000-0ffice and computing machinery, equipment and supplies except furniture and software packages

B

03461100-Chemical wood pulp
14300000-Chemical and fertiliser minerals
14320000-Chemical minerals
24311500-Hydroxides as basic inorganic chemicals
24300000-Basic inorganic and organic chemicals
24310000-Basic inorganic chemicals

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

S S B o B o o o S S B

Selected ltems

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 7.1 View Contracts

After the Economic Operator has accepted the contract, a new contract workspace is created
in the system and the user can access it by clicking on the main menu, on tab “EO
administration” tab and selecting the “My Contracts” label in the dropdown options.

EQ administration ~ P

EQ management

User management

I My Contracts I

Auditing Reports

Figure 145: Access “My Contracts”

Alternatively, the contract can be accessed by clicking “advanced search” button and selecting
Contracts and filling some of the respective search fields in order to retrieve the contract record of
interest.
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C?eTenderle % adais Q€ Jonn strike, Econamic perator Admin =

{A] CfTManagement ~ EO administration ~ 16:26:45 EEST

Advanced search

cfT Subcontracting Organisation User Contract

Contract Title: Description:

Maximum characters: 50000.

Contract Number. Contracting Authority:
CPV codes Procedure:
Select Procedure- v
Q =
Status
Select status ~

CANCEL TN SEARCH

Figure 146: Advanced Search for “Contracts”

The user can access the list of all contracts under their organisation (for which they are granted
access) and view the details of every contract. The user is able to see the “Contract Title”, the
“Contract Number” that the system has provided, the “Contract Expiry date”, and the “Contract
Value” which displays the contract value agreed between the Economic Operator and the Contracting
Authority. Finally, the user can access a specific contract document by clicking on the contract title
displayed in the following figure.

Q 9 John Strike, Economic Operator Admin =

g
C?.«TendersN I

CfT Management ~ EO administration ~

nl

My Contracts

| Displaying the 1 match. n
Contract Title ~= Contract Number -« Start Date -~ Expiry Date a~ Contract Value =
AH 023/123 Comp. Flex. invitation- Qualification 3734 05/09/2024 55555.00

Figure 147: My Contracts List
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Q@ Jonn strike, Economic Operator Admin +

QeTendersN | Airgeadais C

16:27:49 EEST

{7} CiT Management - EO administration ~

Contract

B Show Contract Menu =

CONTRACT: AH 023/123 COMP. FLEX. INVITATION- QUALIFICATION

COMPETITION DETAILS Competition details

1001

AME Strike
CONTRACTING AUTHORITY. Ministry of Work
STATUS Current
CONTRACT TITLE AH 023/123 Comp. Flex. invitation- Qualification

teest12314

05/03/2024
A Public Contract

5555500

Figure 148: Contract Main page

3.10 Contract Documents

From the main page of the Contract, the user can also access the Contract documents (if any) from
the contract menu button on top right corner. This allows the user to download any contract

documents for the contracts that the user has access to.

Contract

CONTRACT: AH 925/209 DFI - DEFENCE - EQUIPMENT AND FACILITIES MAINTENANCE

Cantract Information

COMPETITIOM DETAILS: Competition details

SUPPLIER ORGAMISATION ID: 1006
Figure 149: Contract Menu functionality

Notice & Contract Documents

Contract Documents

Results Per page | Displaying the 1 match.

« < > »

CONTRACT: PURCHASE OF BRIDGE

Addendum ID Lang. Document
av Title «~ File «~ Description = av Versions Actions
1 contract document 41460_Contract contract document EN B @

1o sign Notice.pdf to sign

DOWNLOAD ZIP FILE

Figure 150: Contract Documents
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The user accesses the contract documents, uploaded from contracting authority where the following
information columns are displayed:

e Addendum ID: the documents identifier given by the system (starts from 1 on each
document).

e Title: the name of the document.

e File: the name of the uploaded file.

e Description: description of the document provided from Contraction Authority.
e Lang: notice of the language of the document.

The user can download all the existed documents with their attachments from the list, by clicking the
“DOWNLOAD ZIP FILE” button in the bottom right corner.
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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

50200000-Repair, maintenance and associated services related to aircraft, railways, roads and marine equipment Q =
50210000-Repair, maintenance and associated services related to aircraft and other equipment
50413200-Repair and maintenance services of firefighting equipment

Figure 36 Edit CPV codes

This selection then allows to receive automated alerts on the exact CPV codes matching
your above selection.

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.

B
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3.10.1 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 ADD USER

ORGANISATION NAME: Strike

COMPANY TYPE: Private unlimited company

ENTERPRISE TYPE: Large Enterprise (range for number of employees 251 and more)
PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES Less than 10%

OUT IN NORTHERN IRELAND:

COUNCIL AREA:
Figure 37 View users

The system displays all the registered users within the organisation.

View Users
10 v Results Per page | Displaying all 4 matches. m
# First Name a~ Last Name v Organisational Role a~ Country a~ Status av Actions
1 test test Economic Operator User United Kingdom n Edit Account
2 Jonhny3 Jonhny2 Economic Operator User United Kingdom T Edit Account
3 Jonhny Slim Economic Operator Admin United Kingdom D Edit Account
4 Test Supplier 2 Test Supplier 2 Economic Operator User United Kingdom o Edit Account

Figure 38 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:

Ry

Active

Inactive

Deactivated

De-activate a user: The EO Admin account owner can edit the user accounts and deactivate the
accounts of the old users that do not need to use the system anymore. The EO admin can deactivate
the accounts by adding a past date or today's date in the "Valid to" field and hit "Save" then the
account status will update to "Deactivated".
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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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3.10.2 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 ADD USER

ORGANISATION NAME: Strike

COMPANY TYPE: Private unlimited company

ENTERPRISE TYPE: Large Enterprise (range for number of employees 251 and more)
PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES Less than 10%

OUT IN NORTHERN IRELAND:

COUNCIL AREA:
Figure 39 Add user button
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The mandatory information (marked with

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

County

Phone Number

Mobile phone

Preferred Language *

English

CAs of interest;

“uxn

) should be provided. Once done, the user should

CANCEL m SAVE

Figure 40 Add a new user in the organisation
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Initially, the account of the new user will be Inactive.

w Users

User Successfully Added

|10 v |Results Per page | Displaying all 5 matches.

& <> »

# First Name v Last Name «~ Organisational Role 4~ Country a~ Status .~ Actions
I 1 new user new user Economic Operator User United Kingdom Edit Account I

2 test test Economic Operator User United Kingdom - Edit Account

3 Jonhny3 Jonhny2 Economic Operator User United Kingdom o Edit Account

a Jonhny Slim Economic Operator Admin United Kingdom @ Edit Account

5 Test Supplier 2 Test Supplier 2 Economic Operator User United Kingdom - Edit Account

Figure 41 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 12 Confirmation email
received during registration. 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

10 v |Results Per page | Displaying all 5 matches.

K < > »

# First Name «~ Last Name «~ Organisational Role 4~ Country av Status s~ Actions

1 new user new user Economic Operator User United Kingdom & Edit Account
2 test test Economic Operator User United Kingdom P Edit Account
3 Jonhny3 Jonhny2 Economic Operator User United Kingdom @ Edit Account
4 Jonhny Slim Economic Operator Admin United Kingdom @ Edit Account
5 Test Supplier 2 Test Supplier 2 Economic Operator User United Kingdom @ Edit Account

Figure 42 The account of the new added user is activated
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3.10.3 Editing User Details

The EO Admin 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

10~ |Results Per page | Displaying all 5 matches.

# First Name a~
1 new user

2 test

3 Jonhny3

4 Jonhny

5 Test Supplier 2

Last Name -
new user

lest

Jonhny2

Slim

Test Supplier 2

Organisational Role »~
Economic Operator User
Economic Operator User
Economic Operator User
Economic Operator Admin

Economic Operator User

Figure 43 Edit account link

Country a~

United Kingdom
United Kingdom
United Kingdom
United Kingdom

United Kingdom

Status a~ Actions
“ Edit Account
- Edit Account

= Edit Account
= Edit Account

o Edit Account

€« <> »

Add User
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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.euredyn.com

Address

Eircode / Postal Code

City

Country *

Ireland

County =

Dublin

Phone Number

Mobile Phone Number

Preferred Language *

English

Status

Active

valid from

Valid to

CAs of interest:

Ministry of Finance
Ministry of Health

CANCEL

Figure 44 Editing user details
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3.10.3.1 CAs of Interest

“CAs of interest” is an additional alert functionality, available to all (EO users and EO Admins) using
the CAs of interest in the user profile. Each user can select one or more Contracting Authorities and
receive email notifications when the selected CAs publish any competition. The users can find this
functionality by clicking “edit profile”. On the last field they can find the “CAs of Interest” field.

CAs of Interest

European Stability Mechanism

Express Travel Company

Fermanagh and Omagh District Council (test)
fewfw

Friday Demo

Esilte Iraland

CANCEL SAVE
Figure 45 CAs of Interest

The user can select one or more organisations with Ctrl + Left mouse click or single mouse click for
only 1 selection.

After selecting the Contracting Authorities of their interest, they can click the “SAVE” button.
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3.10.4 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 ADD USER

ORGANISATION NAME: Strike

COMPANY TYPE: Private unlimited company

ENTERPRISE TYPE: Large Enterprise (range for number of employees 251 and more)
PERCENTAGE OF BUSINESS THAT THE COMPANY CARRIES Less than 10%

OUT IN NORTHERN IRELAND:

COUNCIL AREA:
Figure 46 eAttestation functionality

e-Attestations

Edit Organisation eAttestations

LIST OF CERTIFICATES

Valid Invalid

No assigned certificates found

ADD NEW CERTIFICATE

Figure 47: No Certificate assigned
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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 48: 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

Edit Organisation eAttestations

LIST OF CERTIFICATES

Valid Invalid

10 -|Results Per page | Disy

Select the certificate |

Select Title

Click here

atus

® < > »

Modification date = Document

A1. INSURANCE INFORMATION (2020)(1D:1585057717667)

Invalid 24/03/2020 15:48:37

Download Zip

ADD NEW CERTIFICATE

EDIT CERTIFICATE DOCUMENTS

DOWNLOAD SELECTED CERTIFICATES

Figure 49: 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

Name: Section A

Radio buttons
STATUS:INVALID

ECONOMIC OPERATOR RESPONSE:

ATTACHMENTS:
CRITERION INCLUDED IN EVALUATION:YES
SUPPLIER READ ONLY :NO

SIZE: 50
STATUS:INVALID
ECONOMIC OPERATOR RESPONSE:

VALIDITY START DATE:

Figure 50: View Certificate Details

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

Edit Criterion

Criterion Name Text field
Economic Operator response *

Attachments Browse... No file selected.

SUBMIT

Figure 51: 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 52: 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 *x

Figure 53: Certificate validates successfully

e-Attestations

Edit Organisation eAttestations

LIST OF CERTIFICATES

Valid Invalid
10 ~|Results Per page | Displaying the 1 match.

Select Title «~ Status Creation date = Modification date «~ Document

Section A(ID:1585057820195) 24/03/2020 15:50:20 24/03/202016:13:12 Download Zip

ADD NEW CERTIFICATE EDIT CERTIFICATE DOCUMENTS DOWNLOAD SELECTED CERTIFICATES

Figure 54: Valid Certificate
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3.10.5 Correspondence

Correspondence is available either through the EO Administration menu, or the User Homepage.

EO administration ~

My subcontracting opportunities
. Create SCO Workspace

EO management
i User management

Auditing Reports

Correspondence

Figure 55 EO Administration Menu — Correspondence

Tab ‘Inbox’ displays received messages in a paginated list with “Subject”, “Sender (From)” and “Date”

columns.

A message not read by the user viewing their incoming messages are bold, whereas messages read

are not.

CORRESPONDENCE

Inbox

10 ~|Results Per page | Displaying all 4 matches.

Select Subject av From a~

o eTends d ifi = lid: ROOT_AUTHORITY
eTendersNI Automated Notification - Organisation Details Modified INCORP EUROPE LIMITED

o New Password link for eTendersNI System

o eT d Noti ion - Regi: ion C ion DO NOT DELETE THIS System

Figure 56 Correspondence functionality

Date +~

S, 0 15:41:53
ax1 15:41:19

AEO0R000 13:54:44

A0 13:14:58

VIEW

To view a message, the user selects it and then clicks on the “VIEW” button. The selected message is

displayed next as per below.
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Correspondence

Date Sent: IWLI00E 15:41:19
Read: Read
Date Read:

Subject

eTendersNI Automated Notification - Organisation Details Modified
Body

eTendersNI - Organization Details Modified

Name: INCORP EUROPE LIMITED
Information: The details of the Organization have been modified.

Vi mav view tha Ornanizatinn detaile hy fallnwinn the link-

Maximum Characters: 2000.

Attachment: No attachment

CANCEL

Figure 57 View an Incoming Message

3.10.6 Expression of Interest

i= Show CfT Menu ~

CfT core information

CfT documents

Expression of Interest

Tender
Specify Alerts
Messaging

Automated notifications
Figure 58 Show CfT Menu — Expression of Interest

When the user clicks on the “Expression of interest” button for the first time, the system will display
the below figure. The user has to select one of these 2 options. If the user selects “Associate all users
of my Economic Operator with this CfT”, then all Economic operators will have this CfT in the “List of
my CfTs”.
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ASSOCIATION WITH CFT

The eTendering system supports automated notifications to keep associated users up to date with all CfT advances. These comprise the
publication of new Motices, 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

O 1. Associate all users of my Economic Operator with this CfT

@] 2. Associate only myself with this CfT

SELECT

Figure 59 Association
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3.10.7 Clarifications

iZ= Show DPS Menu ~

DPS core information
DPS documents
Clarifications

DPS tenders

Specify Alerts

Automated notifications

Figure 60 Show DPS Menu — Clarifications

The supplier is able to view the published clarifications from the Contracting Authority under the
Clarifications tab. Using the (+) button the user is able to expand the clarification and see more details
provided by the Contracting Authority. Supplier is also given the option to download all clarifications
by selecting the “DOWNLOAD ALL CLARIFICATIONS” button, where a zip file will be downloaded with
all the details within.

Clarifications

DPS: aad i v o o el i o] s il #= Show DPS Menu ~
cl i q for Clari
10 v |Results Per page | Displaying all 2 matches m
+ 3

DOWNLOAD ALL CLARIFICATIONS

Figure 61 DPS- Clarifications

Also, they can Request for a clarification if they click on “Requests for Clarification” tab.
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3.10.8 Automated Notifications

The user can be Associated and Disassociated from a CfT whenever they want. In order to be
disassociated, the user can change 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 the CfT, also they will not have this CfT under the

“List of my CfTs” anymore.
i= Show CfT Menu ~

CfT core information
CfT documents
Expression of Interest
Tender

Specify Alerts

Messaging

Automated notifications

Figure 72 Show CfT Menu — Automated Notifications

Manage automated notifications

CFT: CONTRACT FOR SUPPLY OF 16 TONNE MILK POWDER
2 results in total.
First Name «~ Last Name =~ Associate/Disassociate «~
Qliver Smith Associated
Shane Fish Disassociated q

SAVE CHANGES CANCEL

Figure 62 CfT — Automated Notifications
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4 Search Functionality

The eTendersNI 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:

Click on the “

” button

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

Please provide the full search term or part of it using the

The results, if any, are then presented in a tabular form.

Simple search

SEARCH RESULTS

10

~|Results Per page | Displaying: 1-10 | 28 results in total

CfT Title «~

2.Procurement of Hardware
equipment

Procurement of Hospital
Information System

Public procurement on
disinfectants

Public procurement on face
masks

A Procurement on Al able to
create manuals

Resource

ID «~

30864

30132

29876

29737

29493

CA «~

Health

AV

Helco

Helco

Helco

Helco

Date

Info  published

i .

13:14:28

18:19:17

i 1R
13:26:57

12:17:09

16:24:55

Figure 63: Simple search for Call for Tenders

Tenders
Submission
Deadline «~

15:00:00

15:00:00
3 130
15:00:00
15:00:00

15:00:00

Procedure -~

Open

Open

Open

Open

Open

Status s~

Evaluation

Evaluation

Evaluation

Evaluation

Tender
Submission

“uxn

Notice

PDF

-

wildcard

Award
date <~

Select the relevant search parameter (Call for Tender or Users) from the selection list

« < Pagel~ > »

Estimated
value Cycle
15000 1

1
100000 1
100000 1
15000 1
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Simple search

SEARCH RESULTS

10 - Results Per page | Displaying the 1 match.

# Organisation Name &~

1 Helco

Organisation Type v Short Name «~

Contracting Authority Helco

Figure 64: 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 65:

Details of an Organisation.

Q e Oliver Smith, Economic

Operator Admin ~

l/m\ CfT Management ~ EO administration ~

View Organisation

ORGANISATION NAME :
ORGANISATION NAME (EN):

CA ABBREVIATION:

CA TYPE

GOVERNMENTAL ORGANISATIONS
CA PUBLICATION RIGHTS

PARENT CA

ANNEX

ADDRESS:

ADDRESS(EN):

POSTAL CODE:

cIy:

CITY(EN)

COUNTRY:

EMAIL:

PHONE NUMBER:

FAX:

WEBSITE:

STATUS

VIEW ALL PUBLISHED NOTICES

Helco

Helco

Helco

Governmental Organisations
Ministry of Justice and Public Order

Publish any procurement and publish on behalf of another CAs

Annex Il Entities 2004/18/EC Directive
L

L

Active

Figure 65: 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.

eTendersNI User Manual Economic Operator

Published Notices

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

Type -

Title a~

Date Upl. v Lang. «~ Status s~ Date Pub. a~
Contract Notice Purchase of network devices 23/01/2023 11:35:14 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 66: 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 A\

Return to Quick Guide
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. Click onthe Q icon on the top-right corner
2. Click on the “Advanced search” link

3. Select the type of the search through using the appropriate tab (e.g. CfT, Organisation,
User or Contract)

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

5. Click on the “SEARCH” button

14:00:42 EEST

CfT | Subcontracting  Orgamisation  User  Contract

CIT Resource ID @ Title @

CIT GA Unique 10 @ Buyer Organisation ©

Description § Workspace Status ©
slect Workspace Status- v
Maximum Characters: 200

Services, Warks, Procedure &

v Select Procedure- v
Deadline for tender submission & Tenders Opening Date @
From: M e ] From t | =)

CPV codes O NUTS codes &

Estimated value (GBP} © Publication date ©

Min Max From & |7 (=

CANCEL  CLEAR -m

Figure 67: 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 - Results Per page | Displaying: 1-10 | 136 results in total
Tenders
Resource Date Submission Procedure Notice Estimated

# CfT Title av ID av CA v Info published v Deadline a~ av Status av PDF Award date «~  value Cycle

1 SUPPLY AND DELIVERY OF 30966 Health  [i] IS0 W e Open Evaluation b 15000 1
APPLE EQUIPMENT AV 14:04:14 15:00:00

2 2.Procurement of Hardware =~ 30864 Health  [j] TAELTI0 LN Open Evaluation ® 15000 1
equipment AV 13:14:28 15:00:00

3  Proposed Community Hall 30753 Health i e [Le R Open Evaluation = 15000 1
at Annaclone GAC, AV 11:52:33 15:00:00
Annaclone

4 Procurement of Hospital 30132 Helco i i LLY TR s Open Evaluation b 1
Information System 18:19:17 15:00:00

5  Online Assessment Survey 30326 Health i} ILEBTEI3 LG R e Open Evaluation ® 15000 1
(offline) AV 14:35:42 15:00:00

6 Online Assessment Survey 30172 Health i TET1 3200 s N Ll . Open Awarded ® 3300 15000 1

AV 13:51:33 15:00:00 16:27:39

7 Public procurement on 29876 Helco LiJ AT AN Open Evaluation k-] 100000 1

disinfectants 13:26:57 15:00:00

Figure 68: Advanced search results for Call for Tenders for an Economic Operator

The user can search for CfTs if they combine different criteria.
For example, they can search for all CfTs in tender submission status, from a specific Contracting
Authority, with tender deadline in 2 months.

Advanced search

cfT Organisation User Notice Contract

CfT Resource ID & Title &

CfT CA Unique ID €@ Name of Contracting Authority @
Homeowners Association Kilkenny

Description & WorFspace Status ©

Tender Submission ~

Maximum characters: 50000.

Procurement Type €@ Procedure &
-Select Procurement Type- v -Select Procedure- ~
Publication date & Deadline for tender submission @
From: M To: ™ From: = To: ™
CPV codes & NUTS codes @
-45000000-Construction work - -
71000000-Architectural, construction, engineering and inspect|
g g pe: o @ Q @
- -

Tenders Opening Date €

Min: Max: From: ™~ To: ™

CANCEL SEARCH

Figure 69 Advanced search - example
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When they click “SEARCH” they will get the below results.

SEARCH RESULTS

Results Per page | Displaying all 2 matches. “

Date Tenders Award
Resource published Submission Procedure Notice  date Estimated Cycle

#  Title ar ID v CA av Info  ar Deadline v av Status av PDF av value av
1 1/2024 216123 Homeowners o 09/01/2024 01/02/2024 Restricted  Tender hr 4.000.00000 1

Kilkenny - Multi Association 15:10:09 00:00:00 Submission

party Kilkenny

framework for

provision of

architectural

services
2 TS-14/2023 138723 Homeowners 0 07/06/2023 03/01/2025 Open Tender hr 250.000,00 1

Kilkenny - Association 10:51:46 15:00:00 Submission

Roadworks in Kilkenny

North Kilkenny

Results Per page | Displaying all 2 matches. n

Figure 70 Advanced search results combining different criteria
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e Organisation Tab

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.

&
Q. TendersN|

{2 CfTManagement -

14:17:09 EEST

Advanced search

cff  subconracting ‘ Organisation | user  Conmract

Organisation Name GA Abbraviation

city Address

SEARCH RESULTS

[0+ Results Per page | Displaying all 4 matches.

z Organisation Name - Short Name =

1 Department of Finance oF
Department of Justice o

3 Ministry of Culture Me

Figure 71: Advanced search results for Organisations for an Economic Operator
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e UserTab

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.

eTendersNI User Manual Economic Operator

(_ Tenders

{n} CfT Management - EO administration *

14:42:31 EEST

T subconwscting  Organisation | User | Conract

First Name: Last Hame:

Email Usemame:

CANCEL  clear  [EETN

SEARCH RESULTS

0] Resuits Per page | Displaying the 1 match.

First Name Last Name ~= Username = Status ox Rele - Organisation + Country ax

Econcic Operator Admin ske United Kingdom

EXPORT RESULTS AS CSV

Figure 72: Advanced search for user for an Economic Operator

e Contract Tab

To search for a specific contract, the user must first select the contract type, provide the required
details, and then click on “Search” to complete the process.

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).

- § Q

@ _Advanced search

[ View current opportunities

Figure 73: View Current Opportunities
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5 Show CfT Menu
5.1 View CfT Workspace — CfT Core information

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 74: “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

CONTRACTING AUTHORITY:

ATCHING INVITATIONS

European Investment Bank

Construction of ‘Attiki Odos” extension

Price/Cost Effectiveness
testing purposas

Works

2014/24/EU (Classic)

Open

A Public Contract
43000000-Construction work
Mo

No

2,000.000,000
Above
19/04,/2023 00:00

18/04/2023 00:00

Yes

19/04,/2023 00:30

Yes

No

3 months

90 days

Yes

Yes

31/03/2023 1317

Figure 75: View CfT workspace

= Show CIT Menu -
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5.2 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 76: “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

Notices Contract Documents

1 results in total. | | |

= Show CfT Menu ~

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

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

Figure 77: Contract Notices
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The “Contract Documents” tab lists all published documents which are associated with the

Call for Tender.

Notices | Contract Documents

Results Per page | Displaying all 3 matches.

]
4

Addendum ID «~ Title o~ File o~ Description av Lang. av Document Versions Actions
1 Document 1 Example Document 1.pdf EN &l @
2 Document 2 Example Document 2.pdf EN &l @®
N/A Tender Structure XML - Cycle 1 c41_121436_1.xml N/A EN @

Figure 78 Contract documents

DOWNLOAD ZIP FILE

Please note that the xml file can be disregarded. It is the published XML version of the Tender
Structure that was created for this CfT (machine readable file), and that can be used only for system

audit purpose.

Notice & Contract Documents

CFT: SUPPLY AND DELIVERY OF APPLE EQUIPMENT

Notices Contract Documents

= Show CfT Menu ~

10 -|Results Per page | Displaying the 1 match.

Addendum ID »~ Title a~ File o=

N/A Tender Structure XML - Cycle 1 c41_30966_1.xml N/A EN

Figure 79: Contract documents — xml file

Description av Lang. av

Document Versions

DOWNLOAD ZIP FILE
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5.3 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 80: “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 notifications 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 81: 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.

¢~ CfT Management ~ EOa

L

List of my CfTs

Taclk I1et
Figure 82: Selection of “List of my CfTs” option

List of My Cfts

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

# Title a~ Resource ID «~ Type «~ 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 test2 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 83: List of my CfTs
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5.4 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 84: “Automated notifications” and “Specify alerts” options in the “Show CfT Menu”

5.4.1 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 i= Show CfT Menu ~
4results in total. ‘ ‘ ‘
First Name « ~ Last Name 4~ Associate/Disassociate v
Alex Galarian Select v
Mary gal Select v
Nikos Gala Select v
new user new user

Associated v

SAVE CHANGES CANCEL

Figure 85: 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 2 ~ Last Name .~ Associate/Disassociate « v

Alex Galarian I Disassociated ~ I

Mary gal | Disassociated v|
Nikos Gala | Disassociated v |

new user new user Associated hd

SAVE CHANGES CANCEL

Figure 86: Disassociation of a user from a CfT

5.4.2 Specified User Alerts

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 B
partidpate Expression of Interest
e Request for clarification From Tender
f larificati I specify Alerts |
e Request for clarification To —

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 v 24 hours prior to the event v

Figure 87: Specification of users alerts
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(This option is available only if applicable for the particular CfT)
In order to create a message and to preview a message response, the user should select the “Messaging”

option from the “Show CfT Menu”.

View DPS
CfT core information
| CfT documents

Clarifications

Tender @

Withdraw Eol
Specify Alerts
Automated notifications

Figure 88: “Clarifications” option from menu

5.5.1 Viewing Clarifications

The supplier is able to view the published clarifications from the Contracting Authority under the
Clarifications tab. Using the (+) button the user is able to expand the clarification and see more details
provided by the Contracting Authority.

Clarifications

l Clarifications Requests for Clarification

Results Per page | Displaying the 1 match.

CFT: DEMONSTRATION PURPOSES

= 1.Clarification 1

Description for the request: Please clarify
Attachment for the request: Demonstrating Purposes.docx
Clarification: Hereby clarified supplier's enquiry

Attachment for the request:

DOWNLOAD ALL CLARIFICATIONS
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Figure 89: “Clarifications” option from menu

Supplier is also given the option to download all clarifications by selecting the “DOWNLOAD ALL
CLARIFICATIONS” button, where a zip file will be downloaded with all the details within.

5.5.2 Submitting a request for clarification

The supplier is able to submit a clarification request by selecting the Requests for Clarification tab. As
soon as the supplier fills in all the mandatory information and clicks on “SEND REQUEST” the

clarification request is sent to the Contracting Authority to answer. The attachment cannot exceed
the size of 500MB.

Clarifications

CFT: DEMONSTRATION PURPOSES

£ show CfT Menu ~

Clarifications Requests for Clarification
Title: *
Language: * English v
Description for the request: * Maximum Characters: 2000.
#~
Attachment for the request: Choose File | No file chosen

Fields marked with an asterisk are mandatory * SEND REQUEST m

Figure 90: “Clarifications” option from menu

5.6 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.
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i= Show CfT Menu ~

CfT core information
CfT documents
Expression of Interest
Tender
Specify Alerts
| Messaging

Automated notifications

Figure 91: “Messaging” option in the “Show CfT Menu”

5.6.1 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 B Show 1T M =

Inibson Senl Midsages Craf s sages

Subject Fromc

b results Tound

Figure 92: 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)

CREATE MESSAGE

Subject *

Body *

Attachment
Browse... No file selected.
Attachment

Browse... No file selected.

CANCEL SAVE AS DRAFT SEND

Figure 93: 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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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 HOSPITAL INFORMATION SYSTEM

Inbox Sent Messages Draft Messages

COMPOSE

Search Messages

Subject:

Broadcast

O Yes 2 No [Clear]

SEARCH
10 - Results Per page | Displaying the 1 match

#  Sender -~ Subject -~ Sent -~ First opened -~ First replied ~~ Status -~ Action

1 Helco Message for corrections HEETFTE 18:03:15 New View | Reply | Forward

Figure 94: 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:

e Inthe “First opened”, the system displays the “Date” as well as the “Time” when the message
was as can be seen in Figure 95: Response to a message.

e Inthe “First replied”, 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. MESSAGE ID: The message identifier given by the system.
Sender: Name of the organization sender of message.
Subject: Title of message.

Sent on: Date and time when the message was sent.

O N

First Opened: This field displays the date and time the recipient opened the
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6. First 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.

7. 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

MESSAGE ID 2607

SENDER Ministry of Communication and Work

SUBJECT [CFT: 856683 - AH 6666/6666 TEST] Results Announcement
SENT 19/09/2024 13:00:56

FIRST OPENED 30/09/2024 11:10:05

FIRST REPLIED

STATUS Read

BODY

test

CLOSE PRINT FORWARD REPLY

Figure 95: Response to a message

Clicking on the “Print” button user can download a hard copy of the current message.
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5.6.3 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).
e. Action bar:
1. SEND
2. SAVE AS DRAFT
3. BACK

CREATE MESSAGE
Subject *
RE: [CFT: 856683 - AH 6666/6666 TEST] Results Announcement

Sender Ministry of Communication and Work

Body *

Message received

Ministry of Communication and Work @ 2024-09-19 13:00:56.284
test

Attachment

| Browse... | No file selected.

Attachment

| Browse... | No file selected.

CANCEL SAVE AS DRAFT m

Figure 96: Message Reply functionality
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The uploaded file must have one of the following types: [7z, avi, csv, doc, docm, docx, docx,
dot, dotx, dwg, e0x, fr, geojson, info, jpeg, jpg, json, mov, mp4, mpp, msg, odp, ods, odt, p7m,

pages, pdf, png, ppt, pptx, rar, rtf, svg, tar, tiff, txt, util, webp, wmv, xls, xIsb, xIsm, xIsx, xml,
zip, zipx].

5.6.4 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: AH 6666/6666 TEST

Inbox | SentMessages  Draft Messages
COMPOSE
Search Messages
Subject:
Broadcast
D Yes O No [clear]

10 | Results Per page | Displaying the 1 match

#  Sender .- Subject a~ Sent ar First opened .- First replied «- Status a-

Action
1

< <> 2]
19/09/2024 13:00:56 30/09/2024 11:10:05 30/09/2024 11:37:20 Replied View | Reply
Figure 97: Forward message functionality

Ministry of Communication and Work [CFT. BS6683 - AH 6666/6666 TEST] Resulls Announcement
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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 eTendersNI).

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

FORWARD MESSAGE

Subject *

FWD: [CFT: 856683 - AH 6666/6666 TEST] Results Announcement

To*

Sender Ministry of Communication and Work

Body *

Message received

Ministry of Communication and Work @ 2024-09-19 13:00:56.284
test

Attachment

| Browse... | No file selected.

Attachment

| Browse... | No file selected.

CANCEL FORWARD

Figure 98: Forward message form
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5.6.5 Viewing Draft Messages

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. Recipients: the name of the recipient organization.
2. Subject: Title of the message.

3. Action: The following actions are available:

1. 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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6 Creating a Tender Response

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

the user needs to select the “Tender” optio

n in the “Show CfT Menu”.

i= Show CfT Menu ~

CfT core information

CfT documents

Expression of Interest

Tender

Sp

ecify Alerts

Messaging
Automated notifications

Figure 99: “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

CFT: TEST CFT ZC SHIP

1. Type of association
© 1. Associate all users of my Economic Operator with this CfT

@ 2. Associate only myself with this CfT

2. Confirm the validity of your user details

Name Last Name

Jonhny Slim

ACCEPT & CONFIRM ALL OF THE ABOVE CANCEL

Figure 10

Username

sup203

0: Accept & confirm user details

= Show CfT Menu ~
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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

I =3

@ All items submitted/Hash match | 4. Additional items will be needed | @ Missing items/Hash mismatch/Late Submission

» List of draft Tenders

Figure 101: 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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6.1 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.

6.1.1 Create a tender response A

Return to Quick Guide
User should click on the “Create your Tender online” button.

View Tenders

CFT: PROCUREMENT OF COMPUTERS

Create Tender Online | 3

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  Recei'
# By Name Tender ID time D time conformance  Status result onTin

Ll

@ All items submitted/Hash match |

3

Additional items will be needed | @ Missing items/Hash mismatch/Late Submission

» List of draft Tenders

Figure 102: 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 *
Pléade evter s reancnse title Provide a meaningful title that describes your response. The title will not be visible to the Buyer, it will
I 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. —_—
Figure 103: Main page of the WEPTPT application
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6.1.2 Preparing the tender response

= Click on the “pencil” icon and then on the “Edit” button to start preparing your
response.

Maintenance of Compressors [2415387]

1964] ry response

Delete
COMPLETION TOME LEFT Click on the ':Edit' button in order to be
able to fill in your tender response
e a 1 2
0% ) ‘QUALIFICATION 1. Section 1. Tender Documents A
o TECHNICAL
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 oL
Modify Tender Tithe
Completion Summary.
) A

5. Section 5. Data Privacy

Workspace Details

History

Related Responses 6. Section 6. Organisation Identity AL

Figure 104: Preparing a tender response

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

A 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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6.1.3 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]

1964] my responae

Click on the "Edit" button in order to be

COMPLETION TOME LEFT %
. able to fill in your tender response
= a 1 2
0% ) QUALIFICATION 1. Section 1. Tender Documents
o TECHNICAL

2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts.
s FINANCIAL

3. Section 3. Commercial Conditions of Contract for Services Contracts
& DOCUMENT LIBRARY

4. Section 4. Form of Tender

Modify Tender Title

Completion Summary

5. Section 5. Data Privacy

Workspace Details
History
Related Responses 6. Section 6. Organisation Identity

Figure 105: 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 eTendersNI server each time
A you perform an action (e.g. provide a response in a criterion, change section,
change envelope).
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6.2 Complete the Qualification and the Technical Envelopes

= Click on an envelope (e.g. “Qualification”) to view the corresponding sections

Maintenance of Compressors [2415387]

(1729 my response

COMPLETION TIME LEFT

Select tab
8 Vet

ALIFICATION A
QUALIRCATIO 1. Section 1. Tender Documents Qn
o TECHNICAL >
2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts. o
0% FINANCIAL
3. Section 3. Commercial Conditions of Contract for Services Contracts o
A§/ DOCUMENT LIBRARY
4. Section 4. Form of Tender A
Modify Tender Title
Completion Summary X
Workspoace Details 5. Section 5. Data Privacy =
History
Related Responses 6. Section 6. Organisation Identity A

Figure 106: Qualification envelope population

= Green ticks will appear when all Mandatory Questions in a section have been
answered (you need to click outside the box or field that you are answering in to get
a green tick). Bidders should try to answer ALL questions in a tender, even if not all
questions are mandatory. Check each question individually before submitting your
tender response in order to ensure that ALL questions have been answered. In case of
doubts on the questions to be answered please consult the supporting tender
documentation available for the Call for tender and / or use the messaging
functionality in order to make questions to the tender coordinator.

" Greenticks |
| 1. Section 1. Tender Documents v appears
when all
: : = E | mandatory
‘ 2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts. A ‘ questions
have been
‘ 3. Section 3. Commercial Conditions of Contract for Services Contracts A ‘ answered
‘ 4. Section 4. Form of Tender The "Exclamation mark™ sign :A ‘
means that the section has not
been completed yet I A ‘

’ 5. Section 5. Data Privacy

| 6. Section 6. Organisation Identity v ‘

Figure 107: Completion process indication

A IMPORTANT NOTE:

Please note that it is possible to save a partially completed tender response and to
return to it at a later stage, in order to complete it — details for accessing draft tender
are provided later in this document.
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Click on the section name if you would like to view its contents.

Maintenance of Compressors [2415387]

11729) my response

TIME LEFY
25 1
Ooys Hours
‘”3 (UALEICATION 1. Section 1. Tender Documents v |
0% TECHNICAL
2. Section 2. Public Sector Standard Conditions of Contract for Services Contracts. a
0%  FINANCIAL
3. 3.C | Cond of Contract for Services Contracts A
&) DOCUMENT LIBRARY
4. Section 4. Form of Tender a I
Modify Tender Title
Completion Summary
4.1, 4.1 The Northern ireland HSC Business Services f.‘»'q;!n‘..l{lou for the Health and Social Services ("The Authority”) *
Workspace Details P o
History Enter Text - -
Related Responses

4.2, 4.2 Supplymg Nl and accurate information at the mandatory Nelds below will ensure compliance, otherwise your bid will be deemed non compliant and your

When you click on the g
title of a section, its oo N o
content is loaded below S
the section

address stated below hereby offers if this tender should be accepted by the Authority, either in full or

ance, 10 the extent of such acceptance and during the contract period. *

4.3. 4.3 The Tenderer named below, at the registered by
as 10 such parts thereof 3s may be specified in that aco

4.4, Date: (Insert Date) *

dd/mm/yyyy

Figure 108: Access a section in Qualification

Please note that mandatory questions are indicated with an asterisk (* ). User

[ ]
should make sure that information for these have been provided.
1.7. In the event that any of the above apply, please set out below the full details of the relevant incident and any remedial action taken subsequently [
Max 10000 characters. T @
4 No mandatory question

1.8. Please add your tex Mandatory question

Enter Text Max 50 characters. @
This criterion is required.

Figure 109: Mandatory indication

Doc. Version: 1.0
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Oracle Hardware (123456)

THE LEFT

FE
Days Hours

0% QUALIFICATION

0% TECHNICAL

0%  FIMANCIAL

& DOCUMENT LIBRARY

Modify Tender Title
Completion Summary
Workspace Details
History

Related Responses

A

1. B1.New certificate

Qﬂ'ﬂﬂ hat | have completed the oaline profile cemificate snd | authedise the SYSHm 1o use the snswers | provided online in My cimtificate

Click on the "check box™
icon

Figure 110: Completing a certificate

IMPORTANT NOTE:

When_selecting the above, you should make sure that the required
certificate has been responded and completed in your organisation details.
This is accessible through the EO management > eAttestations > Valid page.
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6.2.1 Types of criteria

Please note that tender questions may allow for different type of responses (list, text field,
text area, number, etc.). The format of the questionnaire and the expected response for each
criteria have been configured by the Procurement Officer. Certain questions may require
selecting a "Yes" / "No" answer, others may require selecting a date using calendar

functionality or simply providing a text input.
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6.2.2 Text criterion
For the criteria of this type, the Economic Operator will provide their text answer in the

displayed text box. The maximum number of characters for the Economic Operator’s answer
is also displayed. The user can also attach an optional file to provide further details in his

answer.

Figure 111: WebTPT - Text criterion

6.2.3 Number Criterion
For the criteria of this type, the Economic Operator will provide their answer as a number in

the provided box. The minimum and maximum ranges of the number are displayed along with
the specified step. The user can also attach an optional file to provide further details in their

answer.

Figure 112: WebTPT - Number criterion

6.2.4 Text area Criterion
For the criteria of this type, the Economic Operator will provide their text answer in the

displayed text area box. The maximum number of characters for the Economic Operator’s
answer is also displayed. The user can also attach an optional file to provide further details in

their answer.

Figure 113: WebTPT - Text area criterion

6.2.5 List option criterion

In a list criterion the user should select one response based on available ones

(0]

Figure 114: WebTPT - List option criterion
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6.2.6 Multiple selection list (checkboxes) criterion

In a multiple selection list (checkboxes) criterion the user should select one or more
response(s) based on available ones

1.3. If asked would you be able to provide at least one of the following?

t audited accounts (for the last two years if this " @

flow fot them

Figure 115: WebTPT - Mu

Itiple selection list (checkboxes) criterion

6.2.7 Date criterion

In a date criterion the user should select a date from the calendar based on available ones.

1.4. Start date

Click on the "Calendar” icon in
order to select a date

0 11 12 13 14 15 16

17 18 19 20 2I23

24 25 26 27 28 29

Figure 116: WebTPT - Date criterion
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6.2.8 File criterion — Uploading file attachments
In a file criterion the user should select a file from the document library

» When a file criterion is required click on the “Attach file” button in order to

navigate to the “Document library” area.

Click on the "Attach file”
button

Figure 117: WebTPT - Attach a file

» Click on the “Upload a new file” link in order to navigate to the “Upload files”

page.

Select Reference Files For
File
Filename Title Comment

Click on the "Upload a new file" link in

order to find the file you want to
Upload a new file attach. m

Figure 118: WebTPT - Upload a new file process

tender response should not exceed 100MB (i.e. < 100MB).
2. Please note that the overall response should not exceed 100MB (i.e. <

100MB).

:'j 1. Please note that the maximum allowed size of all the attached files in a
L ]
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» Click on the “Choose file” button in order to select the file(s) from a local or

network location. Please note that you may drag and drop the necessary file(s).

Document Library

Upload Files
File size Limit: 250

Click on the "Choose Files”
button and select the file
you wish to submit or drag
& drop a file

Choose Files or drag & drop here

MB | Total space per response 500 MB

Upload queue

Queue length: 0

Name

Size Progress Status Actions

Queue progress:

Figure 119: WebTPT - Upload a new file process 2

> Select the necessary file(s)

&« v

Organize v

1 > ThisPC » Desktop » My documents v O Search My documents Pl

New folder =y M @

il - A Name Date modified Type Size

CE R -

ﬂj Documentl.doc 10/25/201611:33 ...  Microsoft Word 9... 58 KB

-]

== o

@ OneDrive

I This PC

_J 3D Objects
I Desktop

[Z Documents
& Downloads

ﬁ Music

[&] Pictures
u Videos
‘i Local Disk (C:)

File name: [ 7 | [ AllFiles (=) v

I Open | ‘ Cancel

Figure 120: WebTPT - Select a new file from the file system
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» Click on the “Upload” button in order to upload your file(s) on the
WEBTPT application.

Choose Files  Choose Files or drag & drop here

Check both the "Progress"

Upload queue " o
-y Click on the "Upload” and "Status" labels
Queueilength button to upload your
document.
Name Size Progress Status  Actions

Document1.doc 58 KB O

Queue progfess:

Remove

Back

Figure 121: WebTPT - Upload a new file process 3

» Select the referenced file(s) for the particular criterion. Please note that more
than one files can be associated with a particular criterion.

Select Reference Files For

Select the referenced file for

File this criterion.
Filename Title Comment
T Document1.doc N/A Enter

Click on the "Save"
button

Upload a new file

Figure 122: WebTPT - Associate file(s) to a particular criterion

IMPORTANT NOTE:

A Please note that you should make sure that every document is associated
with at least one criterion in the “Document Library” section. Files that are
not associated with a criterion are not included in a tender submission.
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6.2.9 Optional file attachment

Click on the “Attach relevant document” icon if you wish to upload a document or file related
to your response in a criterion. Please note that more than one files can be associated with a

particular criterion.

Attach relevant document
(optional) @

Figure 123: WebTPT - Optional file attachment

tender response should not exceed 100MB (i.e. < 100MB).
2. Please note that the overall response should not exceed 100MB (i.e. <

100MB).

I'j 1. Please note that the maximum allowed size of all the attached files in a
L]

6.2.10 Supplier Read Only Criteria

The user can view the existence of the criterion in the tender, but the scoring will be provided
directly by the evaluators.

1. Insurance information

1.1. number elig

1.2. Compliant?

Yes @

No

Figure 124: WebTPT - Supplier Read Only Criterion
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6.2.11 Complete the Financial Envelope

After you have completed the Qualification and Technical envelopes, fill in the
financial envelope. The system displays all financial and TCO criteria for the tender
requirements.

The user completes the column “Value”. The “Totals” are automatically calculated by the
system, as the sum of all prices provided for all prices criteria.

The values expected in the financial envelope are currency values, hence only numeric values
are allowed in this envelope.

FW for Cars

[888] tender

GCOMPLETION TIME LEFT

1 20
100 = Days Howrs

QUALIFICATION

TECHNICAL
Criterion Value IRt Nbes
FINAMCIAL Cost* 25000 4 °

&) DOCUMENT LIBRARY T o -
TUTAL L0 e

Modify Tender Title

Complation Summary [
Workspace Details Total Values for Envelope
Hist
i Total Value: 250.00 ELR Final Value: 250,00 EuR

Related Responses

Figure 125: WebTPT - Complete financial envelope

Regarding the TCO (BoQ), the supplier fills in the requested values according to the
specifications for the financial proposals.
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In the example below it is required for suppliers to declare the number of goods they will
deliver (TCO - BoQ Attribute: Quantity), and the price per unit (TCO - BoQ Attribute: Unit
Price). The coordinators have setup calculation formulas that in the background provide them
with the proposed financial values.

QUALIFICATION
Year 0

0% TECHNICAL

Criterion Value Ref. files
@ FINANCIAL
=/ DOCUMENT LIBRARY
1. Section 1
Modify Tender Title
Price 1

Completion Summary

Workspace Details 100,000.00

History

Related Responses

Price2

200,000.00 o

2. Section 2

Price 3

100,000.00 e

TCO Price 4 * a*b +100

Price (a) Quantity (b)

5.00 5.00

Consumption (¢

100 Watts

Total Values for Envelope

Total Value: 400,125.00 EUR Final Value: 400,125.00 EUR

Figure 126: WebTPT — TCO criterion

Date: 26/11/2024 96 /117 Doc. Version: 1.0



eTendersNI User Manual Economic Operator
C eTendersNI|

6.2.12 Validate tender response A\
Return to Quick Guide

The progress indicators visualise the incremental progress of each tab within the response, as well as
the progress of the tender response in total

Total progress indicator

COMPLETION TIMELEFT

b &3

Q Months Days

QUALIFICATION
Envelope
|p—

rogress

25%) TECHNICAL progres
indicator

0%  FINANCIAL
&5/ DOCUMENT LIBRARY

Figure 127: WebTPT -Progress Indicators

In addition, you may validate your tender by clicking on the “Completion Summary” option
from the left-hand menu.

Completion Summary

100%) ELIGIBILITY 100% TECHNICAL 100%  FINANCIAL

UNCOMPLETED MANDRTORY CRITERIA FOR THIS ENVELOPE 0/1

Check the completion progress

Click on the
"Completion
Summary" option

Figure 128: WebTPT -Completion summary
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6.2.13 Saving a tender response

At any time, you may save a partially completed tender and return to it at a later stage in
order to finalise it and complete your submission.

In the WEBTPT application, your provided values are saved automatically every time you
perform an action on the application (e.g. clicking outside of the field).

5. Section 5. Data Privacy A

Related Responses 6. Section 6. Organisation Identity

Your tender response is

saved automatically %
v

Values updated
LEGAL NOTICE

European Dyna

Figure 129: WebTPT - Automated saving process

All saved draft versions are saved on eTendersNI servers. However please note that in
conformance with the EU Public Procurement Legislation and eTendersNI policy, the only
tender document(s) that a Contracting Authority can ever see are those officially submitted
by the company at the final phase of the tender submission process (after the submission

report is generated). Naturally these files become accessible to the Contracting Authority after
the opening of the tender box.
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6.2.14 Edit a draft tender response

In order to edit a draft tender previously saved as described above, you may follow the below
steps:
= Access the “Tender” page through clicking on the “Tender” option in the “Show CfT

Menu”.
i= Show CfT Menu ~

CfT core information
CfT documents

Expression of Interest

Tender
Specify Alerts

Messaging

Automated notifications

Figure 130: WebTPT - Access a draft tender response

= Select the saved tender response from the list of draft tenders. Click on the radio
button next to the desired draft and click edit to proceed.

« List of draft Tenders

# Name Created by Creation date Last edited
® 1 tender response Alex Galarian 2023/04/20 08:51:42 2023/04/20 08:52:16
O 2 tender response new user new user 2023/04/20 09:14:55 2023/04/20 09:16:18

Figure 131: WebTPT - List of draft tenders (created online)

Please note that in case a second user (from a same organisation) needs for
some reason to access a draft tender response prepared by another user

A (tender creator), he should locate the draft tender and select to “edit” it with
the WEBTPT. As described in the above they can access the Tender Response
Page, select the appropriate tender and edit it from there.
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6.2.15 Submitting a tender response

Once the user has responded to all the required questions (100% complete), they can submit
their response on the eTendersNI platform by clicking on paper plane first then on the
“Submit” icon.

Maintenance of Compressors [2415387] -
1 700] oy response (EINTED) m

Click on the "Submit” button in order
to submit your tender response

COMPLETION TRMRE LEFT

D o ENE [ =

Menths Days

QUALIFICATION 1. Section 1. Tender Documents v
TECHNICAL 1.1, List* @
FINANCIAL )

& DOCUMENT LIBRARY

Maodify Tender Title
Completion Summary
Workspace Details
History

Related Responses

Figure 132: WebTPT - Submit a tender response

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 your tender submission.
We advise that you contact the Supplier Helpdesk for assistance, as this will
result in a failed tender submission.

Q Once the tender has been submitted it will appear in the List of submitted

Cycle1

List of submitted Tenders

D/P D/P T/P D/P
Submitted View receipt  submission T/P submission  T/P match  Received
# By Name Tender 1D time receipt ID time conformance  Status result  onTime
O 1 galarian tender x 000002698 20/04/2023 & (] (] (]
response 09:34:32

Figure 133: WebTPT - List of submitted tenders

In addition, upon successful submission an email notification is dispatched to your email
address. Please note that the email notification simply acknowledges the receipt of the file
you submitted on the eTendersNI platform and it is not a confirmation of a correct tender
submission. Even if the submitted file is non conformant, the automatic notification will be
dispatched to your address if the documentation associated with the tender response is
uploaded successfully so it is important to make sure your documentation is correctly
uploaded.

Following the Submission, the tender appears in the List of Submitted Tenders, with a Tender
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Receipt ID. For a printout of the submitted tender, click on the .pdf icon available to the “View
Tender” column.

List of submitted Tenders

D/P D/P T/P D/P
Submitted View receipt  submission T/P submission  T/P match  Received
# By Name Tender ID time receipt ID time conformance  Status result on Time
O 1 galarian tender 000002698 20/04/2023 @ [~ [~ [
response 09:34:32

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

Figure 134: WebTPT - Tender PDF — Hard copy of the submitted tender response

Please use the conformance checks and the .pdf printout of your submitted tender response
to check that there is nothing wrong with your tender submission. The .pdf printout provides
an opportunity for you to check that you have included responses to each question and
attached files where required. Should you notice any missing / incorrect information or
attachments within your response you must access the Tender Response Page to correct the
issues as necessary and resubmit your tender response.

/'\ IMPORTANT NOTE:
-

In order to ensure a successful Tender Submission, please pay attention that
the visual indicator shows 100% Completion, before clicking on “Submit”.

After selecting “Submit” please check your tender conformance, which is
confirmed by 5 green ticks in the above screen. Non-conformant tenders will

not be accepted and are highlighted with 1 or more red ticks in the above
screen.
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If the tender structure was set for an online evaluation and the tender is in
“Tender Submission” phase, the Tender Coordinator (PO/TC user) has the
option to modify the tender structure.

During modification the tender submission will be paused until it is again
“saved as Final”.

In such case where the tender structure is being modified by the Procurement
Officer and during the above modification period, the supplier that will try to
submit their tender will see the following message: "The particular Tender
Structure for this call for tender is being modified, thus the submission of
tenders has paused. You will be able to submit your tender once the new Tender
Structure is available. Thank you in advance”.

The supplier that already submitted a tender response will receive two
automated notification emails:
1. When the PO/TC (Tender Coordinator) edits the tender structure:
“Tender submissions are currently Paused
The submission of the tenders for CFT entitled XXX has paused. A new
Tender Structure will be available soon. The tenders you have already
submitted will be considered invalid. You will be able to re- submit your
tender once the new Tender Structure is available”.

B

2. When the PO/TC saves the tender structure as final:

“Tender submissions have now resumed

The submission of the tenders for CFT with entitled xxx has resumed. There
is a new Tender Structure available. In case you have already submitted a
tender, you will have to remove it and then prepare and

submit a new one based on the updated Tender Structure”.
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Complete CDP Eligibility Section
= (Click on an envelope (e.g. “Qualification”) to view the corresponding sections and click on the
Eligibility section to view its contents

0% = QUALIFICATION

1. Eligibility Section

0%  TECHNICAL P
1. Organisation Code (PPON) *

0% FINANCIAL e Text Max 50 characters @

DOCUMENT LIBRARY

Modify Tender Title
i nter Tes Max 50 characters @
Completion Summary Enter Text

Workspace Details

History

Related Responses tender submission peric

Figure 135 Eligibility Section

The supplier must provide the PPON and CDP Share Code, which can be obtained from the
Central Digital Platform service offered by the Cabinet Office. If the CDP system is unavailable
during any part of the tender submission period, the supplier may tick the checkbox stating:
“I was unable to obtain my Organisation Code (PPON) or CDP Share Code as the CDP system
was not available.”.

Supplier may click on the “Attach relevant document” icon to upload a document or file
related to the response in a criterion. Please note that more than one files can be associated
with a particular criterion.

Offline

The "Offline" is mentioned in the tender submission area and means that only files are expected to
be uploaded as a response to the tender submission. It is offline because the buyer has set up a tender
structure to “Offline” (This means that tender submission is not structured with the usual
qualification, financial, Technical envelopes).

Upon accessing the Tender creation tool, the first step to take is to make your tender submission
editable. To do that you need to click on the rectangular button showing a square and a pencil inside
it and from the drop-down menu, select "Edit".
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[24810] My tender response

COMPLETION TIME LEFT

1 s
B s oays

) OFFUINE 1. Complete Tender A
& vpocument
LIBRARY 1.1. File *

Modify Tender Title
Completion Summary
Workspace Details
History

Related Responses

o Info
'Edit’ the tender in order to edit it.

Figure 136 Offline tender submission — Edit

Once you make your submission editable, you can start replying to the criteria set up by the buyer.
If you need to upload files as part of your response, you can navigate to the document library and

click on "Choose Files". In the next window that opens up you will have to select the files you need to
upload in the system and press "Open".

It is strongly advised that you create locally 1 single zip file, which includes all your files, and that you
upload this single ZIP file that will form your tender.
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[24810] My tender response (EDITED) &~

COMPLETION TIME LEFT

15 Document Library

Months Days

0% OFFLINE

E; DOCUMENT
LIBRARY

Upload Files *
Modify Tender Title File size Limit: 100 MB | Total space per response 100 MB

Completion Summary

Workspace Details

History Choose Files Choose Files or drag & drop here

Related Responses

o Info
'Edit’ the tender in order to edit it

Figure 137 Offline tender submission — Choose files (Document Library)

Then your files will show up in the upload queue and you can upload them by clicking the Upload
button that you can see below the upload queue.

Modify Tender Title File size Limit: 100 MB | Total space per response 100 MB
Completion Summary
Workspace Details
History ChooseFiles  Choose Files or drag & drop here
Related Responses

Upload queue
Queue length: 1

Name Size Progress Status  Actions

Tender submission example.7z 14MB 0%

Queue progress:

Upload || eE=llsEl | Remove]

Figure 138 Offline tender submission — Upload document
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Your file(s) will be uploaded and the progress meter in the document library will go to 100%.

Upload queue
Queue length: 1

Name Size Progress Status Actions

Tender submission example.7z 14 MB 100% O

Queue progress:

Uploaded Files

14%

Uploaded 14 MB of the 100 MB allowed for this response

Filename Title Size Remove

Tender submission example.7z

Success

V File uploaded

Figure 139 Offline tender submission — Upload document

After your file(s) are uploaded in the document library you will need to associate them to a criterion
(File Criterion displayed in the Offline envelope).

You can associate the documents while you are viewing the criteria by clicking on the page icon on
the right.

[24810] My tender response

COMPLETION TIME LEFT

0%  OFFLINE 1. Complete Tender 2

&) DOCUMENT LIBRARY

Please es pressing t at the right
Modify Tender Title e

Completion Summary

Workspace Details
History

Related Responses

Figure 140 Offline tender submission — Choose files for reference
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The list of documents uploaded in the document library will come up and you will need to find the
corresponding document in the list, tick the box on the left to select it and then hit Save.

Select Reference Files For

Filename Comment

Tender submission example.7z Enter comment/s

Upload a new file

Figure 141 Offline tender submission — Select Reference files

You will notice the little page icon on the right side of the criterion will have turned white and the
border will turn green and the completion percentage will change.

At the end of this process please make sure that you do not forget to click on the paper plane icon
and then SUBMIT.

[24810] My tender response — @~

Submit
COMPLETION TIME LEFT

1 5
Months Days

@ OFFLINE 1. Complete Tender v

/&) DOCUMENT LIBRARY

1.1. File *

Modify Tender Title

Completion Summary

Workspace Details

History

Related Responses

Figure 142 Offline tender submission - Submit
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[24810] My tender response

OFFLINE

/&) DOCUMENT LIBRARY

Modify Tender Title
Completion Summary
Workspace Details
History

Related Responses

1. Complete Tender

1.1. File *
Please choose files pressing the button at the right

REFEREMCED FILES;
Tender submission example.7z

Success
«” You have received the tender
receipt id #000004166

Success

v Submitted

Figure 143 Offline tender submission - completion

6.5 Check my tender response

AN

Return to Quick Guide

After clicking on the SUBMIT TENDER, the user can check if they correctly performed their tender
submission, if they go to the CfT Workspace and by clicking on the “Show CfT Menu” then on the
“Tender” option. In such case, the tender response is presented under the “List of submitted
Tenders”. In the Tender Submission Report PDF file presented below, they can also check if they
submitted the right documents (by checking the name of the file submitted for each criteria, etc.) and
they can check if there the green ticks are displayed on the right hand side. Also they can check if they

received an email notification from eTendersNI after the Tender Submission.
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I Cycle 1 |

List of submitted Tenders

D/P D/P T/P D/P
Submitted View receipt submission T/Preceipt  submission T/P match Received
# By Name Tender D time D time conformance Status  result on Time
1 aleka My tender b 000004166  10/01/2024 [~] [~] [~] [~]
response 15:46:27

@ All items submitted/Hash match | /. Additional items will be needed | @ Missing items/Hash mismatch/Late Submission
» List of draft Tenders

Figure 144 List of submitted Tenders

& Tips for your tender submission:

e Start the preparation of your tender well before the Tender submission deadline! In order to avoid
any last minute issue.

e Already submitted tenders are not editable. To provide new information or edit the already
submitted information. The user should create a new tender submission.

e Certificates should be added under supplier's profile (EO Administration > EO Management > E-
Attestations).

e In order to contact the Contracting Authority please click on the CfT's title > Show CfT Menu >
Messaging.

e In case you edit the tender with other colleagues one user edits the tender (locked for editing) while
the other user can visualise the changes being made.

e No submission is allowed after the submission deadline!
e Incomplete Tenders are not accepted!

e In case of issue with system usage contact the Support well before the deadline! (Not last day and
last hour).

e When a contract is awarded to your company, you will receive a Task on your landing page to accept
the Award.
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7 Additional Functionality

7.1 View Contracts

After the Economic Operator has accepted the contract, a new contract workspace is created in the

system and the user can access it by clicking on the main menu, on tab “EO administration” tab and
selecting the “My Contracts” label in the dropdown options.

EQ administration ~ P

EQ management

User management

I My Contracts I

Auditing Reports

Figure 145: Access “My Contracts”

Alternatively, the contract can be accessed by clicking “advanced search” button and selecting

Contracts and filling some of the respective search fields in order to retrieve the contract record of
interest.

Q. € Jonn strike, Economic Operator Admin
{A) CfT Management ~

EO administration ~

16:26:45 EEST
Advanced search

cfT Subcontracting Organisation User Contract

Contract Title:

Description:

Maximum characters: 50000.
Contract Number.

Contracting Authority:

CPV codes Procedure:

Select Procedure-

Status

Select status

CANCEL CLEAR
Figure 146: Advanced Search for “Contracts”

The user can access the list of all contracts under their organisation (for which they are granted
access) and view the details of every contract. The user is able to see the “Contract Title”, the
“Contract Number” that the system has provided, the “Contract Expiry date”, and the “Contract
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Value” which displays the contract value agreed between the Economic Operator and the Contracting
Authority. Finally, the user can access a specific contract document by clicking on the contract title
displayed in the following figure.

Q 9 John Strike, Econemic Operator Admin =

8
QeTendersN I

CfT Management ~ EO administration ~

{nd

My Contracts

| Displaying the 1 match. n
Contract Title ~= Contract Number -« Start Date -~ Expiry Date a~ Contract Value =
AH 023/123 Comp. Flex. invitation- Qualification 3734 05/09/2024 55555.00

Figure 147: My Contracts List

Finance
Q(>TendersN| ® Airgeadais CPD Q. ©) John strike, Economic Operator Admin

{m] CiT Management - EO administration ~ 16:27:49 EEST

Contract
CONTRACT: AH 023/123 COMP. FLEX. INVITATION- QUALIFICATION
COMPETITION DETAILS: Competition details

1001
Strike

NG AUTHORITY Ministry of Work

—_— Current
NTRACT TITLE AH 023/123 Comp. Flex. invitation- Qualification

teest12314

05/09/2024
ONTRACT TYPE: A Public Contract

Figure 148: Contract Main page

7.2 Contract Documents

From the main page of the Contract, the user can also access the Contract documents (if any) from
the contract menu button on top right corner. This allows the user to download any contract
documents for the contracts that the user has access to.

Contract

CONTRACT: AH 925/209 DFI - DEFENCE - EQUIPMENT AND FACILITIES MAINTENANCE

Cantract Information

COMPETITION DETAILS: Competition detzils

SUPPLIER ORGAMISATION ID: 1006

Figure 149: Contract Menu functionality
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Notice & Contract Documents

CONTRACT: PURCHASE OF BRIDGE
Contract Documents

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

Addendum ID Lang. Document
av Title «~ File «~ Description = av Versions Actions
1 contract document 41460_Contract contract document EN B @

to sign Notice.pdf to sign

DOWNLOAD ZIP FILE

Figure 150: Contract Documents

The user accesses the contract documents, uploaded from contracting authority where the following
information columns are displayed:

e Addendum ID: the documents identifier given by the system (starts from 1 on each
document).

e Title: the name of the document.

e File: the name of the uploaded file.

e Description: description of the document provided from Contraction Authority.
e Lang: notice of the language of the document.

The user can download all the existed documents with their attachments from the list, by clicking the
“DOWNLOAD ZIP FILE” button in the bottom right corner.
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7.3 Inserting Common Procurement Vocabulary Codes (CPV)

In order to insert a Common Procurement Vocabulary (CPV) code, the platform provides a

code selector functionality accessible when the user selects the search a icon next to the
“CPV Codes of interest” field:

CPV Codes of interest

Figure 151: CPV codes field

In the CPV code selection window, the following functionality is provided:
1. Selecta CPV code from the main CPV window:

e A detailed presentation of all codes in the tree hierarchy is enabled by using
the ! and =/ buttons.

£ 22000000-Printed matter and related products
& 22100000-Printed books, brochures and leaflets
@ 22200000-Newspapers, journals, periodicals and magazines
@ 22300000-Postcards, greeting cards and other printed matter

~22400000-Stamps, cheque forms, banknotes, stock certificates, trade advertising material, catalogues
i+
and manuals

Figure 152: Hierarchical structure of CPV codes

e Double clicking on a CPV code adds it to the list of the selected items:
= All selected codes are included in the selected items window

=  Functionality is provided to define the presentation order of several
CPV codes by using buttons =~ and = . In addition the user can
delete a selected CPV code by using the ™ button

Selected Items

22100000-Printed books, brochures and leaflets
31000000-Electrical machinery, apparatus, equipment and consumables; lighting
32000000-Radio, television, communication, telecommunication and related equipment

33000000-Medical equipments, pharmaceuticals and personal care products

Figure 153: Selected CPV codes
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2. The user can use the search functionality of a CPV code:

e The user provides the title or the number of the code (entire or partial description)
in the search field.

e The user selects the “Search” button.

e Theresults are displayed in the search results panel. Selecting a CPV code and clicking
on the “Add to the List” button will include the CPV code in the selected items.

Search

information n

Search results

32562100-0ptical-fibre ca%s for information tre”

35261000-Information panels

37482000-Sports information billboards
38221000-Geographic information systems (GIS
39294100-Information and promotion products
42965000-Information-processing eqmpment

o N L T N RN (R S SO

=+Add to list |§ ©Synchronise List

Figure 154: CPV search functionality

Finally, the user clicks on the “SUBMIT” button to submit the selected codes to the application. All selected
codes are, then, presented in the corresponding field.

Search = 33000000-Medical equipments, pharmaceuticals and personal care products
F . @ 33100000-Medical equipments
information n X

@ 33600000-Pharmaceutical products
Search results @ 33700000-Personal care products
,. ® 33900000-Post-mortem and mortuary equipment and supplies

32562100-Optical-fibre cables for information . X
35261000-Information panels @ 34000000-Transport equipment and auxiliary products to transportation
37482000-Sports information billboards ® 35000000-Security, fire-fighting, police and defence equipment

38221000-Geographic information systems (GIS
39294100-Information and promotion products
42965000- In{ormauon processnng equnpmen( @ 38000000-Laboratory, optical and precision equipments (excl. glasses)

S 39000000-Furniture (incl. office furniture), furnishings, domestic appliances (excl. lighting) and cleaning

]
+Add to list § ZSynchronise List products

 41000000-Collected and purified water
@ 42000000-Industrial machinery
& 43000000-Machinery for mining, quarrying, construction equipment

@ 37000000-Musical instruments, sport goods, games, toys, handicraft, art materials and accessories

5 44000000-Construction structures and materials; auxiliary products to construction (except electric
S

Selected Items

3TUUUUUU-EleCTTical macninery, apparatus, equipment ana consumanlies; 1igntng
32000000-Radio, television, communication, telecommunication and related equipment

33000000-Medical equipments, pharmaceuticals and personal care products a v W
35261000-Information panels

33100000-Medical equipments 7

Figure 155: Selection of CPV codes

CPV Codes of interest

22100000-Printed books, brochures and leaflets -
31000000-Electrical machinery, and ; lighting Qa ®
32000000-Radio, television, :nmmumcanon telecommunication and relaled equipment

33000000-Medical equipments, pharmaceuticals and personal care products

Figure 156: Submitted CPV codes

7.4 Insert Nomenclature of Territorial Units for Statistics Codes
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In order to insert a code for the Nomenclature of Territorial Units for Statistics Codes (NUTS),
a code selector functionality is also provided and accessible to the user, by selecting the
search icon next to the NUTS field:

NUTS codes

Figure 157: NUTS codes field

In the NUTS selection window, the following functionality is provided:

1. Select a NUTS code from the main NUTS window.
e A detailed presentation of all codes in the tree hierarchy is possible using
The + & - buttons.

+ DE-Deutschland Y
- DJ-Djibouti
= DK-Danmark

= DKO-Danmark

= DKO1-Hovedstaden
1 DKO11-Byen Kebenhavn
- DK012-Kgbenhavns omegn
-1 DKO13-Nordsjzelland
= DKO14-Bornholm
# DKO2-Sj=elland
+ DKO03-Syddanmark
+ DKO4-Midtjylland
+ DKD5-Nordjylland
+ DKZ-EXTRA-REGIO NUTS 1
-} DM-Dominica
- DO-Dominican Republic

Figure 158: Hierarchical structure of NUTS codes

e Double clicking on the NUTS code adds it to the list of the selected items. The
user can delete a selected NUTS code using the “ o button.

Selected Items.

Figure 159: Selected NUTS code

2. The user can use the search functionality of a NUTS code:
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e The user provides the title or the number of the code (entire or partial
description) in the search field.

e The user clicks on the “SEARCH” button.

e The results are displayed in the search results window. Selecting a NUTS code
and selecting the button “Add to the List” will include the NUTS code in the

selected items.
Search

London

Search results

UKI-LONDON .

UKI3-Inner London — West
UKI31-Camden and City of London
UKI4-Inner London — East

UKI5-Outer London — East and Morth East
UKI6-Outer London — South

NTEIE P N

#*Add to list § £Synchronise List

Figure 160: NUTS search functionality

Search

london n

Search results

UKI-London

UKI3-Inner London — West
UKI31-Camden and City of London
UKI4-Inner London — East

UKI5-Outer London — East and North East
UKI6-Outer London — South

+Add to list | ZSynchronise List

Selected ltems

UKI

A

= DKO1-Hovedstaden
o DKO11-Byen Kgbenhavn
o DKO12-Kgbenhavns omegn
1 DKO13-Nordsjeelland
[ DK014-Bornhelm
DKO2-Sjeelland
DK03-Syddanmark
@ DK04-Midtjylland
DKO5-Nordjylland
DKZ-EXTRA-REGIO NUTS 1
[ DM-Dominica
1 DO-Dominican Republic
[ DZ-Algeria
& EC-Ecuador
EE-Eesti
o EG-Egypt
1 EH-Western Sahara

Figure 161: Selection of NUTS codes

e

Finally, the user clicks on the “SUBMIT” button to submit the selected codes to the application.
All selected codes are then inserted in the corresponding field.

NUTS codes

UK

Figure 162: Submitted NUTS code
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8 Helpdesk contact details

SUPPLIER helpdesk contact details

Email address ni-eproc-helpdesk@eurodyn.com
Telephone 0800 240 4545 or +44 20 341 14 271
-END OF DOCUMENT-
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