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The “Download CfT” button in the View CfT Workspace page...........ccccceuvuvivivrininircicccncnnes 254
Export CfT Information functionality ..., 254
“List of archived CfTs” option in the “CfT Management” list............ccccccceuiuiiiiiiiiiininnnnen. 255
Archived CfT, details of the WOTKSPACE ........cccceeiriiueuiiniiiciircccecece s 256
Archived CfT, associated officer’s page...........cccovuvriiiiiiiiiiiiiiiiiiiccc e 256
Archived CfT, awarded contracts Page...........cocovurieiriririeiiiiiiiciciciiiicciee e 256
CanCel CET DULEOM ...ttt ettt ettt 257
CAT cancellation confirmation MeSSAGE ..........ccceeueuiririeueuiririeriiireeiee e 257
Successful cancelation of a Call for Tender ... 258
“Auditing reports” option in the “CA administration” menu..........ccccccceeereciinnciinnccennnes 260
Auditing REPOIts SCIEEIM ........cuiuiiiiiiiiiiciiiecree e 260
SELECt ACHIVILY ... 261
Select Call fOr TENAET .......ccooviviiiiiiiiic e e 262
Generated auditing TESULLS .......cooueviuiiiiiiiiiic s 262
Exported Auditing REPOTt........ccovviiiiiiiiiiiiiiiiciece e 263
Navigation menu for the FEM t0OL..........ccccoiiiiiiiiiiiiccieecreeeeee s 264
EXample Of FET.......ooooiiiiece et 265
FFT field conditions are NOt Met............cciiviiiiiiiiiiiiccc s 265
Save Notice/ Prepare for Approval within FFT........ccocccoiiiinniiceccnecceecenes 266
CPV codes field .........coiiiiiiiiiii s 267
Hierarchical structure of CPV codes ... 267
Selected CPV COAES.........coouiiiiiiiccccc s 267
Selection Of CPV COAES.......coiuiiiiiiiiiiiic s 268
Submitted CPV COAES.........oiiiiiiicici e 268
INUTS codes field .........oouiiiiiiiiii s 269
Hierarchical structure of NUTS codes ..o 269
Selected NUTS COAe........ouimiiiiiic e 269
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Figure 390: NUTS search functionality.............cccooiiiiiiiiiiiiiiiiiiiiicc e 270
Figure 391: Selection of NUTS COAES ... 270
Figure 392: Submitted NUTS COAES ... 270
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Acronyms / Abbreviations

Acronym .
Abbrevggtic{n RRESRSHn
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
MEAT Most Economically Advantageous Tender
NUTS Nomenclature of Territorial Units for Statistics
PDF Portable Document File
PIN Prior Information Notice
PO Procurement Officer
PO/ES Procurement Officer Evaluating Staff
PO/ESR Procurement Officer Evaluating 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)
TED Tender Electronic Daily
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 eTenders workflow

The following terms are widely used within the eTenders platform:

e Captcha is a type of challenge-response test used to ensure that the response is not
generated by a computer.

e Archived WS List is a list of completed Call for Tenders which have been archived
by the user.

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

e Timestamp is a marking of the time and date on which the tender response was
uploaded to the platform. A Similar timestamp is used when a bid is submitted during
an eAuction.

e Bid corresponds to an offer submitted during an eAuction event.

e One Envelope - Each response will be combined into a single envelope. The opening
of the response will be performed simultaneously for all sections of the response
(eligibility criteria, technical and financial envelope).

e Two Envelopes -Each response will separated into two envelopes. The opening of the
eligibility criteria and technical envelopes. The financial envelopes are then only
opened for suppliers who have passed the eligibility and technical criteria.

The following deadlines are widely used within the system:

e Time-limit for receipt of tenders or requests to participate (mandatory): Deadline
for the Economic Operators to submit their tender responses.

e Deadline for dispatching invitations (optional): The deadline for issuing invitations
for specific Tenders (e.g. Mini Competitions, Call for Tenders, DPS Tenders or
Simplified Procedures).

¢ Request for clarification From (mandatory): The starting date of the clarification
forum on which suppliers can ask for further clarifications.

e Request for clarification To (Mandatory): The final date of the clarification forum on
which suppliers can ask for further clarifications.

e Tenders Opening Date (optional): The date for opening tender responses. By default,
this date cannot occur prior to the Tender Response Deadline.
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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

procu rement process.

| ] ]
Prepare and Evaluate

eAuctions
Publish Notice Provide Tenders

Il Clarification b |:> Award
Responses I ——— Contract
| I C¥cle [

e-Notification e-Tendering

Contracting
Authority Users

Prepare and Upload Bid inthe eAuction event
E‘ Tender
© [
g’ P Contract
Q Submit Award Cycle
o Clarification |:: >
Questions

“

Figure 1 : Workflow of Contracting Authority and Economic Operator users
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2 General Functionality

2.1 General use guidelines
The eTenders platform provides the following common navigation behaviour / functionality:

e Tabular display: Any data displayed in tabular format will have the following header
information, which helps the user to navigate the platform.

CfT TilleE CfT IDE TaskE SlalusE CycleE DeadlineE Estimated ValueE AssignerE

Figure 2 : Example of a Table header

~w
e The arrows are 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

“ Last Page

Previous Page

Next Page

e The following buttons are also widely used within eTenders:

m Calendar Button - Opens a calendar that enables the user to select a date

Search Button - Opens a window with search engine enabling the user
Q to search for various codes (e.g. CPV and NUTS codes)

Clear Button - Clears the previous selection of the user
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2.2 The Show CfT Menu functionality

The “Show CfT Menu” contains all options available to a user for a specific workspace of a Call
for Tender at a given time. The “Show CfT Menu” is collapsed by default.

CFT: PROCUREMENT OF HOSPITAL INFORMATION SYSTEM &= Show CfT Menu~

Figure 3 : Show CfT (collapsed)

If the user clicks on the “Show CfT Menu”, the menu shows all of the provided options. The
options that provided are related to CfT status and also to the user rights.

i= Show CfT Menu ~

M
CfT core information

Associated officers
CfT documents
Interested Suppliers
Tenders

Online evaluation
Release of envelope
Evaluation report

Ranking v
< >

Figure 4 : The Show CfT Menu (CAPC user & Awarded CfT status)

Clicking on the “Show CfT Menu” button again, the menu is collapsed.
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2.3 eTenders Main Page

Y ¥
Advanced search Latest CfTs}
General Information Login Menu
Searching
Welcome to e-PPS Functionality

© FIRST-VISIT GUIDE LATEST NEWS

= Register yourself and your organisation as a Supplier in the system -

» Register yourself and your organisation as a CA in the system =

= ODtain 26Cess 10 e User manuals
» View interactive walkthroughs explaining core system functicnality
« Browse through the Frequently Asked Questions e Mers

« View the latest Calls for Tenders publications

« Find a specific Call for Tenders by searching the CIT registry

lic procurement

Figure 5 : Main eTenders page

The main page of the eTenders platform contains the functions to allow a user 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 eTenders 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

¢ Interactive walkthroughs: This section allows to download video tutorial describing
the system functionality

e Published Tender: 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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2.4 Translation Functionality

On the main page, before and after the user’s login action, the system displays the translation
functionality, where the user can, at any moment, change the display language. The supported
languages from the system are English (EN) and Gaelic (GA).

Q Advanced search @&, Latest CfTs E

Figqure: Translation on Main page before log in

Q EN ~ 9 kenstantina kas, CAPC ~

10:20:58 IST

Figure 6: Translation in Main page after log in

2.5 Login Section

The Login Panel enables all users (Contracting Authority, Economic Operators and System
Administrators) to log into the system provided that they possess valid credentials (username
and password). Also, functionality for recovering a user’s password is provided.

Login

O
— ‘

Password:

Login Module

Forgot your
password functionality

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

@ Forgot your password?

Figure 7: Login Panel
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2.6 Search Section

Qifig um Sholathar Rialtais
Office of Government Procurement

Q Advanced search @ LatestCfTs | EN ~ % Login

Figure 8: Main search panel

CfT Organisation

Title & CfT CA Unique ID 6
Name of Contracting Authority © Workspace Status 6
-Select Workspace Status- W
Procurement Type @ Procedure @
-Select Procurement Type- v -Select Procedure- w
Deadline for tender submission € Description €
From: ™ |To: ™
A
Maximum characters: 50000
CPV codes & NUTS codes @
~ ~
Q @ Q &
v v
Estimated value (EUR) & Publication date &
Min: Max: From: ™ To: ™
Tenders Opening Date €
From: ™ To: ™

CANCEL m SEARCH

Figure 9: Advanced Search for anonymous users

The users can access this section to search for Call for Tenders and Organisations with Advanced
Search functionality or to make a quick search for the latest opportunities (CfTs).
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2.7 Logging into the platform for the first time

When a user logs into the eTenders platform for the first time, as a first step, the user will
have to provide the transaction number (which is received by email after his successful
registration on the platform).

From aish-acc-naeply@deln: surcadv [2
To iish-asc-noreply@aeios.eu odyn.con @

Subject e-Tendering Platform Automated Notification - Account Confirmation

Welcome to the e-Tendering Platform.
The Registration process has been succesfully completed.

It will be necessary to confirm your account by following this link and login to the system:
https:.“ir —Acc.eund anng )
Your _username is yr

08 _Guii Ov 13
Eour‘ reéistr‘ation transaction number is: 775e9bladibe |

You can directly access confirmation page by following link:

UNPUSLr=55ViGe JpC ‘ i Lo

Submit your transaction number when requested by the e-Tendering Platform to verify your registration.

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.

Figure 10: 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 the Figure 10: Confirmation email received
during registration above.

Transaction Number

IDENTIFICATION NUMBER

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

SUBMIT

Figure 11: Provision of the transaction number

2. Next, the user is prompted to read and accept the following System User

Agreement:
Accept agreement

Please read below eSourcing User Agreement (license®) carefully before using the eSourcing system.
By using the system, you are agreeing to be bound by the terms of this license.

I 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

woun

Figure 12: Confirmation of the user agreement

3. Then, the user is prompted to navigate to their homepage.
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2.8 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 the username in the following screen.

Qifig um Sholathar Rialtais
Advanced search Latest CfTs RN I
Office of Government Procurement Q a =

Forgot your password?

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

Username *

Figure 13 : The user inserts his username

If the provided username is valid, the system sends an email to the associated address,
containing a transaction number and a unique generated access link.

From ich-teet-icienivis uclossurodyncom @
To Fest-aoeniy@deivseurodyncen: 3
Subject New Password link for e-Tendering
e-Tendering Platform - Password reset instructions

New password for user: with full name

Go to the following link and insert new password with transaction number.

You can access the new password section through the following link:
https://irish-test.eurodyn.com/epps/prepareResetPassword.do?num=ed8f621bdcf1536e713679d3aaffeab29

Your registration transaction number is: KFJqElIEVERST

s s s s s o s s s o s o RS SR SRR SRR SRR B EOR SRR EOR EEORUEGIOIOIOR ORS00 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.
EE RS LR LRSS E S I IRt R B R RS S SRS 2SS R TS

Figure 14: The system sends an email containing a registration transaction number as well as a unique access link

Date: 30/05/2023 26 /271 Doc. Version: 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement
eTenders Contracting Authority User Manual

In order to reset the password, the user accesses the provided link and populates the new
password as well as the received transaction number.
Reset password

Password *

Password Rules
Re-enter Password @ *

Passwords match

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

47bf30daf3ef
CLEAR FINISH

Figure 15: Resetting the password
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2.9 Logginginto the platform

Registered users of eTenders must provide their credentials in the login section in order to log
into the platform.

Q Advanced search @ Latest Cﬂ'sl |

Click Here

Figure 16: Login button

user credentials | “°8"

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 17: Login functionality in CAS

If a user provides some incorrect credentials (either user name or password) an error message
will be displayed.

Invalid credentials. The total number of allowed failed attempts is 10

Username:

Password:

| |

Figure 18: Wrong credentials

If a user provides an incorrect password for a username more than 10 times, the user account
will automatically get de-activated. In this case, the user should contact the System
Administrator in order to re-activate the account. This can be done by contacting the Helpdesk
using the Contact us option displayed in the footer of the page.
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2.10 Logging out from the platform

A user can exit eTenders platform by logging out of the platform.

Q EN ~ e konstantina kas, CAPC ~

Konstantuna Kas, Ministry or
Last login on:

24/04/2023 - 15:02:07

4

Ll Business Intelligence for statistics and reporting

# Edit Profile

& My Workareas

Click Here
\ ® Logout

Figure 19: Logout
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2.11 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 20: Edit profile link. Click “Edit
Profile” to navigate to the “Edit User” page where the user’s information can be updated.

Q EN ~ e konstantina kas, CAPC ~

KONSTantna Kas, MInIstry or
_ R
Last login on:

24/04/2023-09:14:36

ls Business Intelligence for statistics and reporting
Click Here t——, e

& My Workareas

® Log out

Figure 20: Edit profile link

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 their 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 eTenders platform, e.g. access to “View Tenders” page.

Preferred Language *
English
Status

Active

Preferred EOs:

kask gal supplier Q &

Click Here

Figure 21: Edit Profile
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The password configuration rules consist of the following:
- Letters (upper case/lower case) allowed to be used
- Numbers allowed to be used
- 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: = Atleast 1 upper-case letter
= At least 3 digits
= Atleast 1 symbol among the ones

supported
PASSWORD CONFIGURATION
UPPER CASE LETTERS: AB,CDEFGHILJKLMNOPQRSTUVWXYZ
LOWER CASE LETTERS: a,b,c,def,ghijklmnopaqrstuvwxyz
NUMBERS: 0,1,23,4,56,7,89
OTHER CHARACTERS: L@ %81
ALLOWED LOGIN FAILURES: 5
PASSWORD LIFETIME (IN MONTHS): 3
PASSWORD MIN LENGTH: 6
PASSWORD HISTORY: 20
PASSWORD STRENGTH: weak

Figure 22: Password configuration rules

In case the password does not follow at least one password configuration 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
s Password contains invalid characters. Check Password Rules

Figure 23: Change password error message
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2.12 Task list page Overview

The task list overview page operates as the user’s homepage on the eTenders platform. It displays
the tasks/actions that the user is responsible for in respect to all the CfTs (Call for Tenders) in
which they are involved. The tasks displayed are dependent upon the user’s role within the tender
and the status of the tender at that point in time. Tasks can be displayed across numerous pages
and the user can toggle across multiple pages using the directional arrows on the top right of the
page or the user can increase the number of tenders displayed per page by increasing the results
per page value on the top left of the page.

{n] CfT Creation - CfT Management ~ CA administration ~ Coll. of Requirements ~  Preliminary market consultations -

10| Results Per page | Displaying all 9 matches ‘ | |
(=}
Title av D Task ++ Status - Cycle 4+ Deadiine < Estimated Value < Assigner
CK Restricted Test 26133 Accept code of conduet Draft 1 Mo deadiine s associated with this task 1,000,000
CK_ESPD Test 1 22510 Aceept code of conduct Draft 1 Mo deadline is associated with this task 500000
0103 25021 Associate PO/TC oraft 1 No deadiine is associated with this task
e 1 B2 Associate PO/TC Draft 1 No deadiine is associated with this task 1234
Lots o5z Associate PO/TC oraft 1 N deadline is associated with this task
Procurement of network switches A 8272 #espond 10 messages Awarded 2 Ho deadiine is associated with this task 150000 buyz
185t 2501 6683 Associate PO/TC Draft 1 Mo deadiine is associated with this task
Procurement of compurters for Mot 1467 Unlock Tenders Awaiting Tender Opening 1 Ha deadline is associated with this task 150000
Procurement of Laptops 2022 14m #espond 10 messages Evaluation 1 Ho deadiine is associated with this task 150000

Figure 24: List of Tasks
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3 Certification Authority (Supplier Profiles & Certificates)

The Supplier Profiles and Certificates feature is managed by a Central Certificate Authority
that defines the contents for the supplier profiles and certificates (template) that are allowed
in the system.

Multiple profiles and/ or certificates (templates) can be supported for each supplier, whereas
the Certified Users at the Central Certificate Authority can simply create one template for each
certificate that is envisaged to be used in the system (across all CA organisations). After the
activation of a profile/ certificate (template), the supplier user selects the type of profile to be
filled in, provides the information and saves it under their organisation.

From then onwards, that data is stored under the account of the specific supplier organisation
and can be utilised during the tendering process. Whenever profiles and/or certificates are
requested by the POTC, as part of the tender structure, the supplier should select that they
want to submit their processed profile/ certificate for the specific tender (by ticking a relevant
box in the course the tender submission process).

3.1 Draft Certificate Templates

To view draft certificate templates, a Certifier User selects the “Draft Certificate Templates”
option in the CCA Administration menu. This menu is only accessible to users having this
particular Economic Operator Certifier role under the CENTRAL COMPETENT AUTHORITY
(CCA) organisation.

Oifig um Sholathar Rialtais Y e o N
& ' Economic Operator Certifier ~
m Office of Government Procurement 9 P
T i -
{n) CCA administration
Draft Certificate Templates

Cer' Active Certificate Templates
Inactive Certificate Templates

Create New Certificate Template
e romee o APLATES

Figure 25: “Draft Certificate Templates” option in the “CCA Administration” menu

CCA admiristration 7,

Q - cal cal, Economic Operator Certifier =
m Office of Government Procurement 4 EN (2]
O

]

Draft Certificate Templates

DRAFT CERTIFICATE TEMPLATES

Select TiHle Status

1. INSURANCE INFORMATION (2023) Drstt

wrors | e |

Figure 26: View Draft Certificate Templates

The Certifier User next selects a draft certificate template and selects to either copy, modify,
or eventually delete it.
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3.2 Active Certificate Templates

To view active certificate templates, a Certifier User selects the “Active Certificate
Templates” option in the CCA Administration menu. This menu is only accessible to users
having this particular Economic Operator Certifier role under the CENTRAL COMPETENT
AUTHORITY (CCA) organisation.

Qifig um Sholdthar Rialtais O\
Office of Government Procurement

N i ion ~
] CCAadministration

Draft Certificate Templates

.| Active Certificate Templates
Cer

Inactive Certificate Templates

9 2! 22" Economic Operator Certifier ~

Create New Certificate Template
e e roIPLATES

Figure 27: “Active Certificate Templates” option in the “CCA Administration” menu

Active Certificate Templates are of status Final meaning that they can be selected and
introduced by Contracting Authorities for use within procurement workspaces.

To deactivate a certificate template, a Certifier User selects one and clicks on the “DE-
ACTIVATE” button.

Oifig athar Rialtai
iy o Q en- a1 1, Economic Dperator Gertifier =
Office of Government Procurement Q =gy o

{n)} CCA administration ~

Active Certificate Templates

Click Here Click Here
ACTIVE CERTIFICATE TEMPLg
Title Status
B1. INSURANCE INFORMATION (2022) Final
C1. HEALTH AND SAFETY POLICY AND CAPABILITY (2022) Final
(o} D1 Tax Clearance Fimal

DE-ACTIVATE || COPY

Figure 28: Active (Final) Certificate Templates

Next, they provide the reason for the deactivation and click on the “DE-ACTIVATE” button to
confirm the action.

CCA soministration =

. . ‘ Provide reason for de-activation
De-activate Certificate Template

Reason for de-sctivation: Maximum Characters: 2000.

Figure 29: Deactivate Final Certificate Template
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3.3 Create New Certificate Template

To create new certificate templates, a Certifier User selects the “Create New
Certificate Template” option in the “CCA Administration” menu. This menu is only accessible

to users having this particular Economic Operator Certifier role under the CENTRAL
COMPETENT AUTHORITY (CCA) organisation.

Oifig um Sholithar Rialtais Q al » Economic Operator

Office of Government Procurement Certifier ~

{n} CCAadministration ~

Draft Certificate Templates

Inag Active Certificate Templates plates
Inactive Certificate Templates

Create New Certificate Template

INA’

Title Status

Inactive

Figure 30: “Create new Certificate Template” option in the “CCA Administration” menu

1. A Certifier User provides the name for the certificate template.

Oifig um Sholathar Rialtais Q. © <31 Econamic Operator
Office of Government Procurement Certifier =

(A} CCA administration ~

Provide Certificate Name

New Certificate Template

Name

B Click Here

Figure 31: Provision of name in a new Certificate Template
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2. Next the sections, subsections, and criteria are provided through clicking on the
tools button displayed in the left hand side.

New Certificate Template

Name
Certificate Name|

| + ADD
VALIDATE SAVE DRAFT SAVE FINAL
& EDIT

W DELETE

Figure 32: Provision of sections, subsections and criteria in a new Certificate Template

The user chooses the type of criteria and fills the form.

Define document:

Type Please Select v

Please Select
Subsection
Text field I
Text area
Number
Date

File

List

Certificate semantic

Define document:

Type Text field v
Label * Criteria Test

Mandatory

Supplier read only [m]

Textual evaluation* (only ESR will provide score) O

Size 50
Criterion included in Evaluation
i -__——___
Click Here

Figure 33: Add Text criterion in a Certificate Template

Date: 30/05/2023 36 /271 Doc. Version: 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement

eTenders Contracting Authority User Manual

3. In order to edit an imported section, subsection or criterion, a Certifier User should
click on the tools button and select the “Edit” option.

New Certificate Template

Name
Certificate Name]|

+ ADD
VALIDATE SAVE DRAFT SAVE FINAL
# EDIT

@ DELETE

Figure 34: Edit text criterion for a Certificate Template

4. Next, a Certifier User should provide the necessary modification and click on the
“SUBMIT” button as step 2.

5. Inany stage, the User can delete an existing criterion by clicking on the delete option.

6. Depending on the certificate template completion status, a Certifier User clicks on
the “VALIDATE", the “SAVE DRAFT” or on the “SAVE FINAL” button.

New Certificate Template

@ Certificate Template validated successfully x

Name

Certificate Name
*

O Criteria Test

SIZE: 50

VALIDATE SAVE DRAFT SAVE FINAL

Figure 35: Validate a Certificate Template
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New Certificate Template

| & Certificate Template saved as draft successfully

Name

*

Certificate Name

) Criteria Test

Aec

SIZE: 50

SAVE FINAL

Figure 36: Successful saving as draft a Certificate Template

If the User chooses the option “SAVE FINAL”, the system provides a manual notification form in order
to fill the content of the notification.

Manual notification

© Certificate Template saved as final successtully

subject: *
Centificate Finaization
Body: +

Cantracting Authority. CENTRAL COMPETENT AUTHORITY

MaKimum Characters: 2000,
Anachment:
Brovrse... | Nofile selected.

Users

*Flelds marked with an asterisk are mandatory

cancel || sennomFzATION

Figure 37: Saving as final a Certificate Template

View Certificate Template

Y e

NAME:
Certificate Name

SIZE: 50

Figure 38: Successful saving as final a Certificate Template
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3.4 Inactive Certificate Templates

In order to view all the inactive certificate templates available in the system, a Certifier
User selects the “Inactive Certificate Templates” option in the “CCA Administration” menu.

Oifig um Sholathar Rialtais ~
m Office of Government Procurement -
oy CCA administration =

Figure 39: “Inactive Certificate Templates” option in the “CCA Administration” menu

Qifig um Sholathar Rialtais Q EN ~ 9 cal cal, Economic Operator
Office of Government Procurement Certifier =

Inactive Certificate Templates

INACTIVE CERTIFICATE TEMPLATES

Title Status

Copy of C1. HEALTH AND SAFETY POLICY AND CAPABILITY (2022) Inactive

Figure 40: View all inactive Certificate Templates

Date: 30/05/2023 39/271 Doc. Version: 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement

eTenders Contracting Authority User Manual

4 Contracting Authority Administration

The Contracting Authority Administration menu, provides functionality for managing CA
Notices, CA details, setup CA users, Evaluators Groups, and additionally Auditing Reports and
Manual Notifications.

CA administration ~ Coll. of R{

~
CA MNotices

CA management
User management
View Workareas
CA Contracts

My Contracts

Evaluators Group Managems

< >

Figure 41: “CA Administration” menu

4.1 Contracting Authority Notices

Contracting Authority Notices allow the user to view any notice (e.g. “Prior Information
Notice”, “Periodic Indicative Notice — Utilities”, “Notice on Buyer Profile”, etc.) published by
their authority.

The user may click on any link under column “Type” to open a contract notice in .pdf format.
Appended information regarding the selected notice can be found under columns “Title”,
“Date Uploaded”, “Date Published”, “Language” and “Status”.

Oifig um Sholathar Rialtais ) EN - a 1 ~APC *
- N konstantina kas, CAPC
Office of Government Procurement ~ 9

lr"l CfT Creation = CfT Management = CA administration = Coll. of Requirements = Preliminary market consultations = 132113 IST

CA Notices .

Prior Information Notices " management
User management

View Workareas

10~ | Results Per page | Displaying thy S Contracts 7. >>|Z|

My Contracts

T - A , - , - Pub, -~
ee Evaluators Group Management Date Upl Lang. Status Date Pub, Actions

Social and other specific services - Utilitie Auditing Reports 18/04/2023 13:21:04 EN Draft P

CREATE NOTICE

Figure 42: Published notices by the Contracting Authority
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From within the Prior Information Notices page as shown in Figure above, the user has the ability to:

e Create a Notice
e Edit a Notice

e Delete a Notice
e Publish a Notice

Edit Notice Publish Notice
Create NEW ‘ | ‘ \ | \
NOtice b. «- Actions Status -~ Date Pub. -~

Draft

CREATE NOTICE CREATE NOTICE

Figqure 43: Perform an action on a Prior Information notice

For additional information on managing Notices, see section 7.22

4.2 Contracting Authority Management

Contracting Authority Procurement Coordinators (e.g. CAPC) can perform the
following management activities for their Contracting Authority:

e View and Edit CA details.

e View, edit details for CA users, and add new users to the CA.

e Access template library for the CA, and manage folders and documents.
e Configure procurement-related alerts for the CA.

e Manage evaluator groups for the CA.

e View notices published for their CA.

e Access document approval groups.

e View, edit, delete and manage members for their Organisation Work areas.

View Organisation

EDIT ORGANISATION VIEW WORKAREAS VIEW USERS APPROVAL GROUPS ADD USER TEMPLATE LIBRARY

Figure 44: Contracting Authority Management
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4.3 View & Edit Contracting Authority Details

The CAPC should click on the “CA Management” in the “CA Administration” menu to
view the details for their Contracting Authority.

Oifig um Sholathar Rialtais Q

_ EN ~ 9 konstantina kas, CAPC ~
Office of Government Procurement

{1 CfTCreation ~ CfT Management ~ CA administration ~ Coll. of Requirements ~ Preliminary market consultations ~ 13:24:46 IST

CA Notices

View Organisation

User management

View Workareas

EDIT ORGANISATION VIEW WORKARE CA Contracts GROUPS ADD USER TEMPLATE LIBRARY

My Contracts
ORGANISATION NAME:

Evaluators Group Management
ORGANISATION ID

Auditina Renorts

CA NUMBER:

VAT NUMBER: 000000000

A ABBREVIATION kask

GATYPE: e. Local Government

ADDITIONAL ORGANISATION DESCRIPTION:
CA CONTACT NAME:

Figure 45: “CA management” in the “CA administration” menu

To edit the Contracting Authority details, the CAPC should click on the “EDIT ORGANISATION” button.
It should be noted that only the SA user (System Administrator) is able to edit the “Status” field as can
be seen in Figure 46 : View organisation details.

View Organisation

EDIT ORGANISATION VIEW WORKAREAS VIEW USERS APPROVAL GROUPS ADD USER TEMPLATE LIBRARY

ORGAMISATION NA

Ministry of transportation

GAMISATION 1D 1060
CANUMEER:
VAT NUMBER: 000000000
CA ABBREVIATION: kask
CATYFE e. Lecal Government
TIOMAL ORGANISATION DESCRIPTION:
INTACT NAME
dubli 43
POSTAL CODE mnm
CITY Dublin
COUNTRY Ireland
Dublin

PHONE NUMBER:

FAX

Figure 46 : View organisation details
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Oifig um Sholathar Rialtais
EN ~ konstantina kas, CAPC =
Office of Government Procurement Q e jonstanting kas,

CIT Creation = CIT Management dministration =  Coll. of Requirements =  Preliminary market consultations =

Edit Organisation Profile

ADDUSER  VIEW USERS

Organisation Name: *
Ministry of transportation
CA Abbreviation: *
kask

GAType: *

e. Local Government

Additional organisation description

Maximurm Characters: 500

Company Registration Number:

(]

VAT number:

000000000

(]

Organisatien contact name

Address: *

dubli 43

Eircode / Postal Code: *
1M1

City:*
Dublin

Country: *

Ireland w

County *

Dublin -
Email:
Phone Number:

Fax:

Website:

Status:

Active -

N o< |

Figqure 47: Edit Contracting Authority Details
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4.4 View, Edit & Add Contracting Authority Users

The user with CAPC role may click on the “VIEW USERS” button in order to view any users
registered under their Contracting Authority.

Oifig um Sholathar Rialtais " 5
G EN ~ konstantina kas, CAPC ~
Office of Government Procurement Q 9

CIT Creation = C{T Management =~ CA administration ~ Coll. of Requirements =~ Preliminary market consultations ~ 13:45:38 IST

View Organisation

EDIT ORGANISATION VIEW WORKAREAS || VIEWUSERS | APPROVAL GROUPS  ADDUSER  TEMPLATE LIBRARY

Ministry of transportation

1080
000000000
CA ABEREVIATION: kask
CATYPE: e Local Government
ADDITIONAL ORGANISATION
DESCRIPTION:
CA CONTACT NAME:
ADDRESS: dubli 43
EIRCODE / POSTAL CODE. mm
CITY Dublin
COUNTRY: Ireland
COUNTY Dublin

Figure 48: View Users button

The full name, organisational role, country, phone number, email and current status (active,
inactive, deactivated) are displayed for each user of the list. A user is inactive until such time
as they have logged in and entered their unique activation code. A user is deactivated when
the CAPC of the organisations has decided to deactivate the account.

Oifig um Sholsthar Rialt
m Office of Gowernment Procurement

(o} CfF Creation = CAT Management =  CA administration = Coll of Requinements = Prolfiminany market consultations: =

View Users
T8 | Pt Par pargt | Displaying oll 6 antchis. [« <5 ]
L] First Nama =~ Last Hame o~ Ceganisational Roke - Country o Prane Number .- Email . Sakus o~ Actions

1 Aoes Kag CAPD Irelsnd a0t Eebetors purestym com
2 was CAPO Iretand a0l Fdeios. surcdym.com
3 sgnstantra was caPc Iretand +30 454545454 I edelos. euradyn.com
4 v im CAPD Irelang Ida0l Bdetos uredyn com
5 e ia CAPD Ireland Ida0l Bdelos puredym. com
6 D Sh CAPCA Ireland el @delos. srodymcom = Edt

Figure 49: Display Contracting Authority Users
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The following Organisational Roles are supported:

The user can click on the respective “Edit Account” link, in order to edit the details of the user.

g First Name - Last Nama -~ Organisational Rote -~ Country -~ Phene Humber -~ Email -~
Kas CAPO Ireland
kas CAPO reland
kas CAPC Ireland +30 454545454
Dirm CAPD reland
ka CAPO reland
Sch CAPCA reland

Contracting Authority Procurement Coordinator — CAPC users are authorized to
manage all information, i.e. creating users, WorkAreas and approval groups. These
users have the capability to create and publish Calls for Tenders. Also, depending on
the role they have been assigned with for a specific Call for Tender, they may also have
the capability to approve the Tender’s evaluation report, award the final contract and
to publish the relevant Tender Notice.

Contracting Authority Procurement Coordinator Assistant: CAPCA ulfils similar
functions to the CAPC users in relation to the Tenders but they do not have the
capability to create users or approval groups within the CA.

Contracting Authority Procurement Officer: CAPO users have limited capabilities at a
CA level. The CAPO User’s capabilities are defined within the Tenders to which they
are associated (e.g Tender Coordinator, Opening Staff, or Evaluation Staff user).

Figure 50: Edit account link
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Oifig um Sholathar Rialtais Q

EN - konstantina kas, CAPC =
Office of Government Procurement 9

CIT Creation = CfT Management

Edit Account

Username
anna
Account Rale *
CAPD -
First Name *
Anna
Last Name *
Kas

Password

Pazsword Rules

Re-enter Password

Department *

Transpart

Email *
Ida01 @delos. eurodyn.com

Address
Elrcode / Postal Code

City
ublin
Country *
Ireland ~
County *
Clare

Phone Number

Mobile Phone Number

Preferred Language *

English -

Status

Active

Valid from

Valid 1o

Figure 51: Edit CA User Details
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The user with CAPC role may click on the “ADD USER” button and then can register a new user
in their Contracting Authority by providing at least all of mandatory information (identified
with an asterisk).

View Organisation

EDIT ORGANISATION VIEW WORKAREAS VIEW USERS APPROVAL GROUPS ADD USER TEMPLATE LIERARY

ORGANISATION NAME Ministry of transportation
ORGANISATION ID 1060

CA NUMBER:

VAT NUMBER: 000000000
CA ABBREVIATION kask
CATYPE e. Local Government

ADDITIONAL ORGANISATION

DESCRIPTION

CA CONTACT NAME:

ADDRESS: dubli 43
EIRCODE / POSTAL CODE 11111
CITY Dublin
COUNTRY: Ireland
COUNTY: Dublin
EMAIL

PHONE NUMBER:

Figure 52: Add user button
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Oifig um Sholathar Rialtais Q
EN -

Office of Government Procurement © konstantina kas, CAPC -

CIT Creation ~ CfT Management = CA administration = Coll. of Requirements ~ Praliminary market consultati

Add User
Autharity:

Ministry of transportation

Account Role
CAPO -
First Name *
Last Name *
Username *

Password *

Password Rules

Re-enter Password *
Department *

Email *

Address

Eircode / Postal Code
City

Country *

Ireland -

County *
-Select County- -
Phone Number

Mobile phone

Fax

Preferred Language *

English -

m CLEAR SAVE

* Fields with asterisk are mandatory

Figure 53: Add New User to Contracting Authority
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4.5 WorkArea Administration

WorkAreas give a Contracting Authority to partition their tender activity so that only the relevant
team members can view and access tenders that are relevant to them.

A WorkArea is created by a CAPC and a user can be associated with one or more WorkAreas within
their Contracting Authority.

In general, WorkAreas are used for an organisational purpose, in order to better organise the call
for tenders access rights.

WorkAreas can be created for instance for introducing departments of a contracting authority
(department of finances, IT department, HR department, etc.). Subsequently to the WorkArea
creation, a newly created call for tender can be associated and shared only by users associated to
a same WorkArea. For example a WorkArea for ICT competitions can be created and appropriate
users assigned to it and this means that only the users with access to the ICT WorkArea will have
the ability to view the Tenders within that WorkArea.

Clicking on the “VIEW WORKAREAS” button, allows the CAPC user to access the WorkAreas
management page for their Contracting Authority as presented in Figure 54: Access WorkAreas
page.

i bt e Cl EN ~ 9 konstantina kas, CAPC =
Office of Government Procurement

L|"1J CfT Creation = CfT Management = CA administration ~ Coll. of Requirements ~ Preliminary market consultations - 14:40:42 IST

View Organisation

EDIT ORGANISATION VIEW WORKAREAS VIEW USERS APPROVAL GROUPS ADD USER TEMPLATE LIBRARY

ORGANISATION NAME Ministry of transportation

1060

000000000

kask

CATYPE e, Local Government

dubli 43

mm
cITyY Dublin
COUNTRY: Ireland
COUNTY Dublin

Figure 54: Access WorkAreas page
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Oifig um Sholathar Rialtais EN ki »
g - onstantina kas, CAPC ~
Office of Government Procurement O‘ 9

CIT Creation ~ CfT Management ~ CA administration ~ Coll. of Requirements ~ Preliminary market consultations ~ 08:10:26 IST

View Workareas
CA MANAGEMENT
10 v |Results Per page | Displaying all § matches. m

ID &~ Name o~ Created At a~ Associated av Action

C 115868 I 18/04/2023 15:56 No ® @ s 8
100145 Sales 17/03/2023 07:46 Yes ® @ 7
56116 Marketing 02/03/2023 12:24 Yes ® B 7
56110 Technical Department 02/03/2023 12:23 Yes ® % 7
55845 Hr 02/03/2023 10:39 Yes ® 8 7

Figure 55: View WorkAreas in the authority

o Click ADD to create a WorkArea: To create a new WorkArea, the user provides Title
and Description, and clicks on the "Save" button.

Create Workarea
Name:; *

Description: *

Figure 56: Add new WorkArea
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e The user can “VIEW” the created WorkArea by clicking the first button of the available
actions on the right column.

Oifig um Sholathar Rialtais EN ~ Kkonstantina kas, CAPC ~
Office of Government Procurement Q e T
CIT Creation ¥ CfT Management ~ CA administration ~ Coll. of Requirements ~ Preliminary market consultations ~ 08:10:26 IST
View Workareas
Click Here
CA MANAGEMENT
10 v |Results Per page | Displaying all S matches. m

ID av Name a~ Created At a~ Associated a~ Action
115868 T 18/04/2023 15:56 No
100145 Sales 17/03/2023 07:46 Yes
56116 Marketing 02/03/2023 12:24 Yes
56110 Technical Department 02/03/202312:23 Yes
55845 Hr 02/03/2023 10:39 Yes

Figure 57: WorkArea view option available

Workarea Details

D 56116

NAME Marketing

DESCRIPTION Marketing ¥
CREATOR Ministry of transportation (konstantina kas)

CREATED AT 02/03/2023 12:24

CLOSE

Figure 58: WorkArea details page
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e The CAPC User also has the option to see the users associated to each WorkArea within the
Contracting Authority’s profile.

Oifig um Sholathar Rialtais \ ~
g : Q EnN~ konstantina kas, CAPC ~
Office of Government Procurement 9

CIT Creation ~ CfT Management ~ CA administration - Coll. of Requirements ~ Preliminary market consultations ~

View Workareas

Click Here

CA MANAGEMENT

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

ID v Name «~ Created At «~ Associated v

115868 18 18/04/2023 15:56 No P -

100145 Sales 17/03/2023 07:46 Yes s

56116 Marketing 02/03/2023 12:24 Yes rd

56110 Technical Department 02/03/2023 12:23 Yes ® @ 7

55845 Hr 02/03/2023 10:39 Yes ® @ 7

Figure 59: WorkArea members’ option available
Workarea Members
MARKETING
|10~ | Results Per page | Displaying all 3 matches. m

ID =~ Username = Firstname - Lastname -~ Role -~ Action
10691 buykask konstantina kas CAPC -]
11828 userlk eleni ka CAPOD =]
31334 anna Anna Kas CAPO =]

Figure 60: WorkArea members’ page

Within the WorkArea Members page, the CAPC can remove a user from a relevant WorkArea
by clicking the icon displayed in the “Action” column. Also, to return to the main WorkArea
page the CA Admin can click the “Back” button as shown in FigureFigure 60: WorkArea
members’ page.
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e With the option “Edit” the User can edit the details of the WorkArea and click save to
store the new data.

Oifig um Sholathar Rialtais EN ~ Kongtant -
() 9 onstantina kas, CAPC
Office of Government Procurement

,‘ } CfT Creation ~ CfT Management ~ CA administration ~ Coll. of Requirements ~ Preliminary market consuitations ~

View Workareas

Click Here

CA MANAGEMENT

10 v |Results Per page | Displaying all S matches

ID & Name o~ Created At a~ Associated v Action

115868 T 18/04/2023 15:56 No ® s B
100145 Sales 17/03/2023 07:46 Yes @

56116 Marketing 02/03/2023 12:24 Yes @

56110 Technical Department 02/03/2023 12:23 Yes ® 8 7
55845 Hr 02/03/2023 10:39 Yes ® @ 7

Figure 61: Edit WorkArea option available

e Additionally, the CAPC user can also delete one or more WorkAreas from the
authority by checking the box next to the WorkArea name and clicking the bin icon in
the “Action” section on the View WorkAreas page.
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4.6 Contracting Authority Template Library

The Template library is shared document area that is available to all users within the
Contracting Authority. Each Contracting Authority has its own Template Library which allows
users to arrange folders, sub-folders and documents as they wish and to allow these
documents to be reused by other members of that Contracting Authority. Documents in the
Template library can be arranged in three formats: 1) Tender Structure 2) Static documents
(any documents) and 3) Dynamic documents. Dynamic documents are documents that have
the capability to change (e.g. CfT Title, CfT description, etc.), which are amended when the
dynamic document is being used as part of a new Tender. When a CAPC user uploads
supporting tender documents in the Document area of a CfT, they can select to upload a

document from the Template Library.

Within the Contracting Authority management page, by clicking the “Template Library”
button, the CAPC user can access the template library of the authority.

e On Root folder level, the CAPC user has the option to:

1. View the content of subfolders. (click on the folder title)

2. Create a Subfolder
a. Click on “+ New” button

Select option “Create Subfolder” (a new pop-up window opens)

b
c. Provide the folder Title

d. Add Description of the subfolder
e

Click Save (Cancel button redirects the user back to main page)

Template Library

m Ternplate Library Root Folder ~

[ Template Library Root Folder NEW FOLDER
STATUS: FINAL

Iy NEWDOC
STATUS: FINAL

Figure 62: Template Library page

(ZTEMPLATE GUIDE

Create Subfaolder

Create Document
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Create Subfolder x
Parent Folder: Template Library Root Folder

Title: *

Description: *

Figure 63: Create a Subfolder in Template Library

3. Create a Document
a. Click on “+ New” button
Select option “Create Document” (a new pop-up window opens)
Provide Document Title
Add the Description of the Document

® a0 o

Select Template type :

i. Tender Structure Template: XML or XLS tender structure.
These are the templates that can be used as tender
guestionnaire to be used in a call for tender.

ii. Dynamic Template Document: DOC/ DOCX or XLS/ XLSX
dynamic content document. These are documents including
dynamic variables. While used during a call for tender cycle,
the dynamic variables become replaced by their real values
(e.g. a CfT title, description, etc.).

iii. Static Template Document: PDF, DOC/ DOCX or XLS/ XLSX or
any other type document. These are any types of
documents in the format uploaded by the user.

f. Upload attachment
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Create Document x
Parent Folder: Template Library Root Folder

Title: *

Description: *

Template type: *

Select -

Attachment: *

[Browse_.. | No file selected.

£ B

Figure 64: Create Document in Template Library

4. Template guide ( Click on the top right corner “Template guide” button)
where the system displays the list of variable that may be used in a
“Dynamic Template Document”

Template Guide x

1.DYNAMIC TEMPLATE DOCUMENT

ALLOWED FILE TYPES: DOC,DOCKXLS XLSX

Parameters
Names= Description = Test Value =
{cfrtitle} Call for Tender: Title Test CFT Title

{cft.description}

Call for Tender: Description

Test CFT Description

{cfrid} Call for Tender: CfT Id 123456

{cft.procedure} Call for Tender: Procedure Simplified

{cfrcreatorld} Call for Tender: The ID of the user that created the CfT 1000

{cft.tendersOpeningDate} Call for Tender: Tenders Opening Date 14/03/201512:00:00

{cft.numberOfLots} Call for Tender: Number Of Lots 2

{cft.closingDate} Call for Tender: Tenders closing date 14/03/201512:00:00

{cft.contractType} Call for Tender: Type of contract Supplies

{cftcpv} Call for Tender: CPV Codes 30213100-Portable
computers

{cftestimatedValue} Call for Tender: Estimated value (EUR) 100000

Figure 65: Template Guide
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5. View Details & manage active folder
a. On folder menu click option “View Details”

ETEMPLATE GUIDE

+ New ~ [Template Library Root Falder ~|

Create Subfolder

[0 Template Library Root Folder Create Document 1-Tacl: ]
| View details
Figure 66: Folder Menu
Template Library Root Folder X
TITLE: Template Library Root Folder
DESCRIPTION:
DATE CREATED: 30/01,/2023
PARENT FOLDER:
Figure 67: View Details of folder
b. Edit details of the folder (by clicking on “edit” option)
c. Delete the folder (by clicking on “delete” option)
Template Librar . .
P y Edit folder details Delete folder

Create subfolder @TEMPLATE GUIDE

Template Library Root Foldé

[ Template Library Root Folder NEW FOLDER
STATUS: FINAL

Create document

View folder details

Figure 68: Folder Management
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6. Edit a Document

When the user creates a Document, the system automatically saves it as “Draft”. The user has
to click on “edit” option and save it as “Final”.

Edit document

Title: * Date created: 01/02/2023
New Doc 2
Description: * Differences with the earlier versions:

this is a new doc

V. V.
Attachment: Current attachment: TEST.docx
[Browse... | No file selected.
Template Version: [£]
1.0
Parent Folder: Template Library Root Folder Template Status: Draft Template type: Static Template Document

m SAVE FINAL SAVE DRAFT

* Fields with asterisk are mandatory

Figure 69: Edit a Document

For any Document, the system displays the following actions:
e Withdraw: make it unavailable for selection
e Download: download locally the selected document

e Delete: available only for Draft Documents

Template Library Root Folder =

NEW FOLDER EEsTO
STATUS: FINAL

NEW DOC Download —%]

STATUS: WITHDRAWN

NEW DOC 2 .
@ S| Withdraw |—— =}

Figure 70: Document statuses and options

Date: 30/05/2023 58 /271 Doc. Version: 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement
eTenders Contracting Authority User Manual

4.7 Approval Groups

Approval groups can be used, within a Contracting Authority, for the purposes of verification
or approval of documentation prior to publish key documents in the system.

For example a Contracting Authority could include an approval group to review financial
documentation or require signoff by management of the documentation as part of the CfT
publication.

CAPC users can determine how many approval groups are needed within the Contracting
Authority and also which users are required to be part of these approval groups. Then as part
of the Tender preparation process a “draft” CfT Document can be reviewed as part of an
approval process by the relevant approval group.

Within the Contracting Authority management page, by clicking the “Approval groups”
button, the CAPC user can access the approval group management page of their authority.

Oifig um Sholathar Rialtai EN ~ konstantina kas, CAPC =
m Office of Government Procurement O\ 9

CIT Creation ~ CfT Management ~ CA administration ~ Coll. of Requirements ~ Preliminary market consultations ~ 08:40:37 IST

in}

View Organisation

EDIT ORGANISATION VIEW WORKAREAS VIEW USERS APPROVAL GROUPS ADD USER TEMPLATE LIBRARY

Ministry of transportation

1060

000000000
kask

e. Local Government

dubli 43
EIRCODE / POSTAL CODE nm
Dublin

Ireland

Dublin

Figure 71: Access Approval Group page

The system displays the Approval group Name & the group members’ names. “Delete
Group”, “Edit Group”, “View Group” and “Add Group” are also the provided actions from the
platform.

Approval Groups

ApprovalGroup Group Members

BOTH OF THEM GROUP konstantina kas .eleni ka
CA KASK GROUP konstantina kas

ELENI GROUP eleni ka

Craroow | orcae ] vevoor | woom

Figure 72: Approval Groups Management page

Date: 30/05/2023 59 /271 Doc. Version: 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement

eTenders Contracting Authority User Manual

4.7.1 View Approval Group

The User selects the approval group , then clicks on “VIEW GROUP” button and the following details are
then displayed:

e Approval Group Name

e Main approver

e Users associated to this group

ApprovalGroup
BOTH OF THEM GROUP

Main approver *

konstantina kas Q
Users
eleni ka
Q

Figure 73: View Approval Group

4.7.2 Edit Approval Group

For the edit option, the user selects the approval group, then clicks on “EDIT GROUP”
button and the system displays group information as above. The user can change approval
group’s name, change the main approver of the group and can also add or delete users
from the group. To add a user to a group, the CAPC clicks on the search button and the
platform displays all the available users in the Contracting Authority in a separate popup
window. The CAPC user can then search for and select the user(s) that they wish to add to
the group and clicks the “SELECT” button to add them to the group.

SEARCH FOR USERS
First Nama: Last Nama:

SEARCH RESULTS m
First Name « ~ LastName « = CARole ~~ Organisation « = Country - =
Anna Kas CAPO Ministry of transportation Ireland
konstantina kas CAPC Ministry of transportation Iretand
1] Sch CAPCA Ministry of transportation Iretand
George kas CAPD Ministry of transportation Ireland
eleni ka CAPO Ministry of transportation Iretand
Wik Dim CAPO Ministry of transportation Ireland

6 results in total | ] |

Figure 74: Search users for Approval Groups
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4.7.3 Add Approval Group

The user clicks on “ADD GROUP” button. The system displays a new form with the following
details:

e Approval Group Name
e Main approver
e Users

The user adds at least the mandatory details and clicks on “SUBMIT” button. The new entry
is now been displayed in the Approval groups page.

B CGroup was successfully created »

Figure 75: Successful creation of an Approval Group

NOTE: In case of insufficient data a warning is displayed for missing mandatory fields.

4.7.4 Delete Approval Group

The users selects the Approval Group and clicks on “DELETE GROUP” button. The system
removes the selected group.

Approval Groups

ApprovalGroup Group Members
Ij BOTH OF THEM GROUP konstantina kas .eleni ka

CA KASK GROUP konstantina kas

ELENI GROUP eleni ka

varoor ] oo | oo | oo

Figure 76: Delete Approval Group
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4.8 Evaluators Group Management

In cases where a Contracting Authority continually uses the same group of people to evaluate
a tender response, it might be useful to create a “group of evaluators” that can be re-used
across the Contracting Authority’s different Tenders.

In order to do this, the CAPC needs to click on the “Evaluators Group Management” option
which gives the CAPC the option to View, Edit, Delete and Add Evaluator Groups.

Oifig um Sholathar Rialtais Q 9 Qe

CAPC ~
Office of Government Procurement

fm\ CfT Creation ~ CfT Management ~ CA administration ~ Coll. of Requirements ~ Preliminary market consultations =~

CA ihaniageiinei
User management

Task List View Workareas
CA Contracts

My Contracts

|10 v |Results Per page | Displaying a|| Evaluators Group Manageme ‘ | |

Auditing Reports
Manual Notification

CiTID ¢ > Cycle Estimated Assigner
CfT Title «~ ax Task «~ Stalus «~ ar Deadline «~ Value =~ ar

Figure 77: “Evaluators Group Management” option in the “CA administration” menu

4.8.1 Add Evaluators Group

To Create a New Evaluation Group, the CAPC should first click on the “ADD GROUP” button
and then provide the Evaluation Group Name and the add Users. Selection of the applicable
users can be made by clicking on the “ADD USER” button. Once all the necessary
modifications are finalised, the CAPC needs to click the SUBMIT button to confirm the addition
of the Evaluators Group.

Evaluators Group Management Add new group |

Add group Name ‘ \

ADD GROUP
Group Nh

| group ONE |

First Name Last Name

Figure 78: Create New Evaluators Group
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4.8.2 Edit Evaluators Group

To edit an Evaluation Group, the CAPC should first click on the “EDIT GROUP” button and then
provide the Evaluation Group Name (if it needs to be changed) and edit Users. Selection of
the applicable users can be made by clicking on the “ADD USER” button. In order to delete a
user, the CAPC should select the user and click on the “REMOVE” button. Once all the
necessary modifications are finalised, the CAPC needs to click the SUBMIT button to confirm
the editing of the Evaluators Group.

SEARCH FOR USERS

First Mame: Last Name: Organisation Name:

Country:

. o
SEARCH RESULTS -szlm

EN First Name - - Last Name - - CARole - - Organisation - - Country « -
buyddl CAPA CAPCA Ministry of Finance ireland
buydd2 CAPO CAPO Ministry of Finance ireland
buy5 buys CAPC Ministry of Tourism United Kingdam
buy?7 CAPC CAPC Ministry of intemal Affairs ireland
buy7T1 CAPC CAPC Ministry of Intemal Affairs Ireland
buy 772 CAPCA CAPCA Ministry of Intermal Affairs irefand
buy773 CAPO CAPO Ministry of Intemal Atfairs iretand
buy88 CAPC CAPC Ministry of Finance - subdivision LA ireland
buyd CAPC CAPC Ministry of Finance United Kingdom
John Doe CAPC Homecwners Assoclation Kilkenny retand

Figure 79: Edit an Evaluators Group by adding new Members

4.8.3 Delete Evaluators Group

To delete an Evaluation Group, the CAPC should first select the appropriate group and then
click on the “DELETE GROUP” button.

Evaluators Group Management

] Group Name Group Members

1 example 1k 10636)Alex|Galarous , 11829|AliGalarian
2 exampile 2k 11828lelenilka

3 example 3k 11828Jelenifka , 10691 konstantinalkas

D B Example group 4 11828jelenilka . 14477|VikilDim
ADD GROUP EDIT GROUP

Figure 80: Delete an Evaluators Group
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4.9 Auditing Reports

The Auditing functionality allows the CAPC and CAPCA users to view activity information for
all CfTs that have been created by that Contracting Authority.

To view all user actions, for a specific Contracting Authority, performed on the platform in
relation to its tender competitions, the CAPC and CAPCA can click on the “Auditing Reports”
option in the Administration menu.

f;u\ CfT Creation ~ CfT Management ~ CA administration ~ Coll. of Requirements ~ Preliminary market consultations ~

Un nanayeine

User management

Task List View Workareas
CA Contracts
My Contracts

[ 10 v |Results Per page | Di ing all Eval Group M | | |
Auditing Reports
Manual Notification
v
cfTID ¢ > Cycle Estimated Assigner
CfT Title «~ av Task av Status o~ av Deadline «~ Value av av

Figure 81: “Auditing reports” option in the “CA administration” menu

The platform will then display the Auditing Reports engine that allows the CAPC and CAPCA to
query the system and user actions. The CAPC and CAPCA user can specify the range of the
results by defining the relevant Date period, Username, Type of activity or Call for Tender.
The CAPC and CAPCA should click on the “VIEW” button in order for the system to generate
an auditing report listing all system and user actions, if any, that address the selected auditing
criteria.

Auditing Reports

AUDIT ACTIVITIES.
From Date: (DD/MM/YYYY)

B om® om0

Unt Date: (DO/MM/YYVY)
o) m| o o [mm| 00

Usemame:

Type OF Activity:

Select€1T:

Figure 82: Auditing Report
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The auditing report can be saved in CSV format by clicking on the “EXPORT RESULTS AS CSV”
button. The “Export results as CSV” option is not available for audit results exceeding 10,000
entries. In such cases, the user should refine the audit criteria.

User - Logout buykask Ministry of 17/02/2023 Not Not Avallable buykask- Not Available  Not
transportation 10:21:29 Available WylkAKIU1B2BYS/WHIBWKQ== Avallable
Syst - Session expired  buykask Ministry of 17/02/2023 Not Not Available buykask- Not Avalable Not
transportation 10:21:29 Available wylkAKIU1B2BYS/WHOBWKQs« Available
User - Login success buykask Ministry of 17/02/2023 Not Not Available buykask- Not Avalable Not
transportation 15:01:40 Available aGWodynhDePmBB3eDJ2vage Avallable
Candidate Evaluator - buykask Ministry of 17/02/2023 Procurement 113, POJES Not Avallable Not Avallable Not Avallable  Not
Accept Code Of transportation 15:02:00 of pceft Available
Conduct
User - Logout buykask Ministry of 17/02/2023 Not Not Avallable buykask- Not Avallable  Not
transportation 150211 Avallable aGWodynhDrPmEB3eDJ2vag== Avallable

EXPORT RESULTS AS CSV

Figure 83: Auditing Report Results
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4.10 Manual Notifications

The “Manual Notification” functionality is available either through the “CA Administration”
menu, or through the “Show CfT Menu” button (that a CAPC can find it by clicking on a CfT).

,LFU\ CfT Creation ~ CfT Management ~ CA administration ~ Coll. of Requirements ~ Preliminary market consultations -

CAianayeiieio
User management
Task List View Workareas
CA Contracts
My Contracts
|E| Results Per page | Displaying all Evaluators Group Manageme ‘ | ‘
Auditing Reports

Manual Notification
v

< > Cycle Estimated Assigner
CfT Title ~ - Task -~ Status v v Deadline ~~ value -~ ar

Figure 84: “Manual Notification” functionality in the “CA administration” menu

The CAPC User has to provide mandatory details (Subject and Body), optionally provide
Attachments, and select Recipients either individually through the User Search engine, or
select any of the predefined user groups (“All CA users (of own CA)”, “All CAPC users (of all
CAs)” or “All Economic Operator admin associated with a specific CPV”).

Next, the user may click on the “SEND NOTIFICATION” to send it or “CANCEL".

Subject: *
| }____-—————1 Add Subject l
-
Add Body
Maximum Characters: 2000
Attachment
Choose File | No f
Users

—-/-—I Send to specific user(s) I
Q =

GROUP OF USERS

Al CA users (of own CA)

Al CAPC users (of all CAs)

______________._-—-———-—'-“‘I Send to user groups |

* Fields marked with an asterisk are mandatory m SEND NOTIFICATION

Al Economic Operator admin users

Figure 85: Manual Notification functionality

In order to view a message, the CA User should select it and then click on the “VIEW” button.
The selected message is displayed next with additional details depending on the message type
(incoming, sent, or draft).
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5 Search Functionality

The eTenders platform provides a “Simple” and an “Advanced” search functionality that
allows a user to search for items of interest on the platform (e.g. Tenders, Organisations and
Users). The Advanced search functionality also allows Contracting Authority users to search
for Supplier Profiles and Contracts on the platform.

5.1 Simple Search

The simple search functionality covers searching for Call for Tenders (e.g. CfT), Organisations
(e.g. Contracting Authorities) and Users.

Simple search is available only for logged in users and simple search queries are performed as follows:

1. Clickonthe “ Q ”icon on the top-right corner

Qifig um Sholathar Rialtais - A
: 4| | CAPC ~
m Office of Government Procurement Click Here 9

Q CfT Creation ¥ CfT Management ~ CA administration ¥ Coll. of Requirements ~ Preliminary market consultations ~

Figure 86: Search functionalities

2. Select the relevant search parameter (Call for Tender, Users, Contracts or Organisations) from
the selection list

E—

Select
@ Advanced search

Calls for Tenders

Organisation ) Latest CfTs

Users

Contract

Figure 87: Simple search functionality

“uxn

3. Provide the full name of the required record or part of it using the
wildcard
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4. Click on the ”m ” button

Calls for Tenders Q

@,_Advanced search
[ Latest CfTs

Figure 88: Simple search functionality

The results, if any, are then displayed within a table.

Simple search

SEARCH RESULTS

10~ |Results Per page | Displaying: 1-10 | 27 results in total, | <

HNumber
Date Tenders of tenders  Interested
Resource published Submission  Procedure Motice  Award date Estimated Cycle submitted  Suppliers
# 1D v CA o Info  ar Deadiing v  uv Status <= PDF av value aw ar a
1 104262 Ministry of i ] 21/03/2023  28/03/2023 Open Cancelled = 100,000.00 1 1 0
transportation 07:47:34 00:00:00
2 103846 Ministry of (] 28/03/2023  Open Evaluation = 100,000.00 1 1 1
transportation 00:00:00
3 92259 Ministry of (] 15/03/2023  16/03/2023  Preliminary Concluded 1 1
transportation 113200 00:00:00 Market
Consultation

example

Figure 89: Simple search results for Call for Tenders

Date: 30/05/2023 68 /271 Doc. Version: 1.2



Qifig um Sholathar Rialtais
Office of Government Procurement

eTenders Contracting Authority User Manual

5.2 Advanced search

The functionality for the advanced search allows to search for Call for Tenders (e.g. CfT), as
well as Contracts, Organisations (e.g. Contracting Authorities or Economic Operators
organisation), Users and Supplier Profiles.

5.3 Call for Tender Search

In order to perform an advanced search query for Call for Tenders, the user should:

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)
4

Fill in the search parameters in the available fields (e.g. “CfT Resource ID”, “Title”,

“uxn

“Publication date”, etc.). Use of wildcard is also supported

5. Click on the “SEARCH” button.

Advanced search

CfT | oOrganisstion  User  SupplierProfiles  Contract

Workarea Name:

CfT Resource ID & Title &
CIT CA Unique ID © Name of Contracting Authotity ©
Description & Workspace Status @
~Select Workspace Status- v
Y
Mazimum characters: 50000
Procurement Type & Procedure ©
~Select Procurement Type- v ~Select Procedure- v
Publication date & Deadiline for tender submission &
From: M To: [m} From: M To: ™
CPV codes & NUTS codes &
A A
Q @ Q &
v v
Estimated value (EUR) © Tenders Opening Date &
Min: Max: From 5 To (=]

Figure 90: Advanced search for Call for Tenders
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5.4 Contracts Search

In order to perform an advanced search query for Contracts, the user should:

P wnN e

Click on the “

Click on the “Advanced search” link

”icon on the top-right corner

Select the type of the search through using the appropriate tab (e.g. Contract)

Fil  in the search parameters in the available fields (e.g. “Contract
Title”, “Contract Owner”, “Contract type”). Use of “*” wildcard is also supported

Click on the “SEARCH” button

cfTt Organisation

User Supplier Profiles I Contract |

Workarea Name:

Contract Title: Description:

4
Maximum characters: 50000.
Internal Reference: Contracting Authority.
Contract Number: CiT Resource ID:
CPV codes Contract Owner:
~
Q
]
Supplier Organisation: Location of Services/Works:
Procedure: Contract type
-Select Procedure- v Select contract type v
Status: Contract Value
Select status v Min: Max:

Actual start date Contract Expiry date

From: M T ] From: 'mAA 4

Figure 91: Advanced search for Contracts
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5.5 Organisation Search

In order to perform an advanced search query for organisation, the user should:

Click on the “ Q ”icon on the top-right corner
Click on the “Advanced search” link

Select the type of the search through using the appropriate tab (e.g.
Organisation)

4. Select the type of the organisation (Economic Operator Figure 93/ Contracting
Authority Figure 92 )

5. Fill in the search parameters in the available fields (e.g. “Organisation name”, “City”).
Use of “*” wildcard is also supported

6. Click on the “SEARCH” button

CfT | Organisation | User Supplier Profiles Contract

Type: O Economic Operator ® Contracting Authority

Organisation Name CA Abbreviation
|
City Address
Phone Number Email
Description Organisation contact name
Website Country
All W
‘Organisation number CA Type
-Select CA Type- v

Figure 92: Advanced search for Contracting Authority
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CfT | Ospanisation | User  Supplier Profies  Comrac

Type: & Economic Operabor Contracting Authority
Organisation Mame CPY Codes of interest
“la e
W
City Address
Phane Musnber Ermal
Descripsion ‘Organisaion contact name
Welrsite Country
Al w
Company Regisration Number Companty Type
-Select Company Type w
Erferprise type Type of Business
“Select Ermerprise Type: = <Gelect Business Type -
Market gecgraphical coverage and location

Lcvcn [aoe [ oo

Figure 93: Advanced search for Economic Operator
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5.6 User Search

In order to perform an advanced search query for Users, the user should:

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

Click on the “Advanced search” link

Select the type of the search through using the appropriate tab (e.g. User)

Select the type of the user (Economic Operator[Fig. 96])/ Contracting Authority [Fig. 95])

vk W

Fill in the search parameters in the available fields (e.g. “First name”, “Last name”,
“email”, etc.). Use of wildcard is also supported

6. Click on the “SEARCH” button

“uxn

ofr Organisation User ‘ Supplier Profiles  Contract

_J
User's type of organisation: Economic Operator ® Contracting Authority
First Name: Last Name:
Username: Email
Organisation Name: Country:
Ireland v
Phone number: Work Area:

SEARCH RESULTS

10 v |Results Per page | Displaying: 1-10 | 37 results in total

L] First Name -~ Last Name -~ Username -~ Status -~ Role -~ Organisation .~ Country «~
1 Alex >alarous agal Active CAPC Ministry of Health Ireland
2 Alekos Gala alek Active CAPCA Ministry of Health Ireland

Figure 94: Advanced search for Contracting Authority users
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ciT Organisation User

Supplier Profiles

Contract

User's type of organisation} 8 Economic Operator

First Name:

Username:

Organisation Name:

Phone number:

O Contracting Authority

Last Name:

Email:

Country:
Irefand

CAMNCEL CLEAR SEARCH

Figure 95: Advanced search for Economic Operator users
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5.7 Supplier Profiles (Certificate Templates / eAttestations)

In order to perform an advanced search query for Supplier Profiles, the user should:

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

Click on the “Advanced search” link

Select the type of the search using the appropriate tab (e.g. Supplier Profiles)
Then to select the type of certificate / criteria to search for.

L e

At first all valid supplier profiles/ certificates are displayed on the screen.

Advanced search

CIT Organisation User Supplier Profiles Contract

# Certificate Template Date created
0 Certificate Template 25/11/22
1 B1. INSURANCE INFORMATION (2017) 25111722

Figure 96: Supplier Profiles (Certificate Templates)

To view the details/ criteria for a specific Certificate Template, the user may click on the
template name and the details will be displayed on the next screen.

[CCA] HEALTH AND SAFETY POLICY AND CAPABILITY [v0.1]

on-related scheme in registered membership of the Safety Schemes in

You have (as  Contractor and/or Design/CDM C Practice) within the last twelve months, successfully met the assessment re
SSIP) forum

@

Oves

ONo
Q3. You (as a Contractor and/or Design/CDM C Practice) hold a UKAS or equivalent, accredited independent third party certificate of compliance with BS OHSAS 18001

OYes

ONo

$1-Q1 - I confirm that | hold and will maintain 3rd party certification of my health and safety system and that the certification provider of my health and safety system is listed on the CPD web
site.

OYes

ONo

$1-Q2 -1 confirm that my Company does not have any Fatal /Major Injury Accidents (RIDDOR or equivalent) or has been issued with any Enforcement Notices since obtaining our most recent health and safety competence assessment certificate
issued by an organisation that is a scheme member of the SSIP Forum.

Oves

ONo

CANCEL  CLEARFORM

Figure 97: Selected Supplier Profile (Certificate Template)
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After having selected the criteria to use for the search and clicked on the “SEARCH” button,
the Economic Operators organisations that are using the selected supplier profile/ criteria are
displayed.

CfT Organisation User Supplier Profiles Contract

£ Certificate Template Date created
0 Certificate Template 2511722
1 B1. INSURANCE INFORMATION (2017) 25M11/22
@ For more results please make use of the * wildcard b4

Certificate Template

CRITERION

yyes

yng
o

Figure 98: Economic Operators for Selected Supplier Profile
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5.8 Search current opportunities

To view the latest CfTs published on the platform, the (CAPC or CAPCA or CAPO) user may click
on the “View current opportunities” option and a list of the latest Call for Tenders published
and available to view by that user (depends on their access rights) are displayed.

Oifig um Sholathar Rialtais . - I .
O'fﬁéelo‘f Gwerrllment Prolcurement Click Here Q= © ronstaning kas,CaPC

LFD CfT Creation =~ CfT Management ~ CA administration = Coll. of Requirements ~ Preliminary market consultations ~ 10:38:55 IST

Figure 99: Search to View Current Opportunities

I -

@ Advanced search
[ALatest CfTs

Figure 100: Search to View Current Opportunities (2)

5.9 CSV export

To download the search results for Users and/ or Organisations, the user may click on the
“EXPORT RESULTS AS CSV” button.

EXPORT RESULTS AS CSV

The exported file provides the full details for organisations or user accounts, e.g. name,
username, company type, registration number, etc.
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6 Contract Management

From this menu item, the system allows to manage information about contracts awarded/
created under the particular organisation. This means that from this section, the users having
access to the contract can view contract information or download/upload contract

documents.

6.1 My Contracts

Following the completion of the public procurement process and the award of the CfT, the
CAPC user can create the contract between the Contracting Authority and the Economic
Operator. The POTC User has the opportunity to VIEW, EDIT or FINALISE the contract
workspace. Any other user, like CAPC or EO User have only the rights to VIEW the Contract

workspace.
f;u\ CfT Creation ~ CfT Management ~ CA administration ~ Coll. of Requirements ~ Preliminary market consultations
CA Notices
Task LlSt CA management
User management
View Workareas
ﬁ\ Results Per page | Displaying all CA Coniracts
"
Evaluators Group Manageme
Avditinn Danarte e
> ciTID
CIT Title o~ av Task o+
Figure 101: My Contracts Functionality
My Contracts

|10 v |Results Per page | Displaying: 1-10 | 63 results in total

Contract Title «~ Contract Number - Actual start date «~ Contract Expiry date <~
school equipment k 42281 25/02/2023
parks 43317 10/03/2023
FA - miniCompetition1 43973 24/02/2023
FA- mini competition 2 44110 11/03/2023

Figure 102: View Contracts

Contract Value «~ Action «~

50000.00 Edit

500000.00 Edit

40000.00 Edit - Delete - Finalize
40000.00 Edit

The POTC can edit the contract workspace by clicking the respective EDIT button displayed in

the action column.
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CONTRACT: FA - MINICOMPETITION1 (STATUS: AWAITING FINALISATION)

1= Show Contract Menu =

Competition details

1059
Kask  Sup
Ministry of transposation
Status: * Awaiting finalisation bl

Contract Title: * FA - miniCompsatition1

Description: * FA - miniCompetition1

“
Internal Reference:

Coniract Duration: *

Contract Expiry date: (]
Extention Duration:

Proposed signing date: (]
Planned start date: * 23/02/2023 m]
Review date: ]
Actual start date: * 24/02/2023 &
Contract type * Mini Competition e
Contract Value: * 40000.00

Drawdewn Mechanism:

Evaluation Mechanism: * Best Price-Quality Ratio -
Procedure: * Specific Contract -
Procurement Type: * Services h
Contract awarded in Lots: * L -
Lecation of Services/Works:

Tender competition plationm:

m SAVE CONTRACT

Figure 103: Edit Contract Workspace

By clicking on the “Finalise” button above, the Contract status is changing to “finalised”. As
soon as the POTC user finalise the Contract document, the status changes to “Final” and the
contract area becomes immediately available to the supplier users associated to the contract.
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6.2 Contracting Authority Contracts

6.2.1 View CA Contracts

The CAPC/CAPCA user has access to their organisation contracts from the main menu and can
select the option “CA Contracts” under CA Administration. The contracts accessible in this
section are the contract created via the “Create Contract” task displayed to the POTC user
following the awarding of a call for tender.

CA administration =~ Coll. of R4
,

CA Motices
CA management
User management

iew Workareas

CA Contracts

My Contracts

Evaluators Group Manageme
W

Bouyeliwiem e Flmmmetn

L4 >

Figure 104: CA Contracts Menu option

NOTICE: CAPO users are able to see only the contracts that they are associated with.

CA Contracts

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

Contract Actual start Contract Expiry Contract Value
Contract Title = Number ax date av date av ar Action av
AH 908/213 DFI - ROADS AND RIVERS - RAINING 18868 30/12/2022 2000000.00 Edit
STRUCTURES
AH920/213 - ROADS AND RIVERS - WINTER SERVICE GPS 18894 12/01/2023 2000000.00 Edit - Delete -
AND ROUTE NAVIGATION SYSTEM Finalize
AH 915/213 - ROADS AND RIVERS - WINTER SERVICE GPS 26956 31/01/2023 1000.00 Edit - Delete -
AND ROUTE MAVIGATION SYSTEM Finalize
AH915/213 - ROADS AND RIVERS - WINTER SERVICE GPS 26968 31/01/2023 8200000.00 Edit - Delete -
AND ROUTE MAVIGATION SYSTEM Finalize
AH 925/209 DF| - DEFENCE - EQUIPMENT AND FACILITIES 28192 10/01/2023 43000000.00 Edit - Delete -
MAINTENANCE Finalize

Figure 105: CA Contracts table

The system displays all contracts created by the Contracting Authority and the user can “Edit”,
“Delete” and “Finalise” a draft contract. After finalisation of the contract, only the edit option
remains available. By clicking on the Contract title displayed in the “Contract Title” column,
the system redirects the user to the contract workspace area, where the contracts details are
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displayed. In this page, the user can edit the contract details by clicking the “Edit Contract”
button.

Contract

CONTRACT: SCHOOL EQUIPMENT K (STATUS: EXPIRED)

Compelition details
1059
Kas  Sup

of transportation

Expired
schoal equipment k

school equipment k

24/02/2023
25/02/2023
LW022023
A Public Contract

50000.00

Best Price-Quality Rstio
Simplified
Supplies

fatse

TIVE MAME & CONTACT:  konstantina kas

Figure 106: Contract Workspace

In this section, the system displays the contract details. From the menu button on top right
corner of the page, the CAPC user has access to contract documents and functionalities
available for contract management.

= Show Contract Menu ~

Contract Information
Associated Contract Managers
Contract Documents

Restricted Area

Figure 107: Contract Workspace Menu
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The CAPC user can manage the associated managers for this contract, by adding either a new
contract user or contract manager. Furthermore, there is the possibility to disassociate a user
(user/ manager) from the contract.

Associate/Disassociate Contract Managers

CONTRACT: SCHOOL EQUIPMENT K (STATUS: EXPIRED)
|10~ | Results Per page | Displaying the 1 match. m

First Name «~ Last Name = Role «= Actions «=

konstantina kas Contract Manager Disassociate

ADD CONTRACT USER ADD CONTRACT MANAGER

Figure 108: Associate/Disassociate Contract Manager functionality

By selecting either of the above options, the system displays a search form, where the user can
search for all or specific users, in order to associate the selected user to the selected contract
role.

Search for Users

First Name:

Last Name:

Search for users

Organisation Name:

Country:

All -

Select user m

SEARCH RESULTS

[10_~ | Results Per gag

Displaying: 1-10 | 60 results in total.

Last Name «= Username a~ CIT Role = Contract Role <~ CA Role <~ Organisation «= Country «=

Galarous agal CAPC Ministry of Health Ireland
(] Al Galarian agala CAPO Ministry of Health Greece
(] Alekos Gala alek CAPCA Ministry of Health Ireland
] Alexander Galar alex CAPO Ministry of Health Ireland
(m] Anna Kas anna CAPO Ministry of transportation Ireland
] Argyro CAPC argyro CAPC AAL Ireland
O buy1 buyl buy1 CAPC Ministry of Finance Cyprus
] john brown buy10 CAPC Ministry of Transport Cyprus
(] Michael Jordan buy101 CAPC Ministry of Works Greece
] Shag Oneil buy102 Lol Ministry of Works Greece

Click Here

Figure 109: Add Contract User
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From the Contract menu, CAPC/CAPCA user can manage the contract documents. The user can
“add”, “view” and “withdraw” a contract document at any time.

Notice & Contract Documents

@ There is no Contract Docurment found

CONTRACT: AH 908/213 DFI - ROADS AND RIVERS - RAINING STRUCTURES
(STATUS: CURRENT)

Contract Documents

& VIEW + ADD CONTRACT DOCUMENT 3 WITHDRAW

No results found

Figure 110: Contract Documents page

In order to “add” a document, the user clicks on the “add contract document” button and adds
all the necessary information before perform a “save” action. Mandatory fields are

e Title (Title of the new documents)

e Llanguage (the language of the document)

e Description (the description of the document)

e Attachment (upload file from local storage or load a file from template library)
e Status (save document as draft or final)

CONTRACT: AH 908/213 DFI - ROADS AND RIVERS - RAINING STRUCTURES (STATUS: CURRENT)
Contract Documents
ADD CONTRACT DOCUMENT
Title: * Language: *
English v
Description:
Vi
Maximum Characters: S0000..
Attachment: * Status: *
| Browse....| No file selected. O Draft O Final

Load from template library

& VIEW + ADD CONTRACT DOCUMENT 1 WITHDRAW

Mo results found

Figure 111: Add Contract Document
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In case the user saves

the document as draft, the system displays option “edit” and “delete”.

After finalisation the user can “withdraw” the document.

Notice & Contract Documents

B

CONTRACT: PARKS (STATUS: EXPIRED)

Contract Documents

I Show Contract Mer =

B VIEW  + ADDCONTRACTDOCUMENT 3 WITHDRAW B SELECT APPRO 0UPS
10+ |Results Per page | Displaying the 1 mateh [EE]
Select. Addendum 1D .- Title o File -~ Date Upl. <~ Lang. or Creator .~ Status o Document Versions Approval History Actions
wa e ooures e pys—— 9
. . . " "
Figure 112: Contract Documents with "Draft" status
Notice & Contract Documents
CONTRACT: PARKS (STATUS: EXPIRED)
Contract Documents.
W Ve + A INTRA = 58 APPROVAL GROUPS
10w | Results Per page | Displaying the 1 match [ I ]
Select Addendum ID .~ Tithe . Fille . Date Upl. Lang. Creator .= Status .- Document Versions. Approval History Actions

Figure 113: Contract Documents with "Final" status

To “view” the document, user has to select the required documents and click on “view” button.

Notice & Contract Documents

CONTRACT: AH 908/213 DFI - ROADS AND RIVERS - RAINING STRUCTURES

(STATUS: C

TIMLE:
LAMGLAGE:
DESCRIPTION;

DIFFERENCES

ATTACHMENT:

STATUS:

The eTenders platform

URRENT)
Added comments before finalization
New Doc
EMN
WITH THE EARLIER WERSIOMNS: clarificationa added

TEST.docx

Final

Figure 114: View Contract Document

also offers the “Restricted Area” functionality for storing document in

the Contract workspace. In this section the actions and the forms are similar to Contract

Document section described above, but the main difference is that the system stores the

uploaded Restricted Document, which is only accessible by other POTC user associated to this

CfT (and not by the EO

organisation associated to the contract).
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7 Creation of a new Call for Tender

7.1 Creation of a new Call for Tender

To create a new Call for Tender workspace (CfT), the user should click on the “Create
New CfT” option available in the “CfT Creation” menu.

Qifig um Sholdathar Rialtais EN ki APC
s - constantina kas, CAPC ~
m Office of Government Procurement Q 9 e

[’n\l CfT Creation ~ CfT Management ~ CA administration = Coll. of Requirements ~ Preliminary market consultations ~ 10:55:23 IST

Create New CfT

Tas SetupaDPs
Manual CfT data entry
Manual DPS data entry

- View Work Requests

Displaying: 1-10 | 36 results in total |

Template Structures

Cycle Estimated Assigner
Title -~ [ Task -~ Status -~ ar Deadline «~ Value -~ ar

Figure 115: CfT Creation Menu

1. Fillin, at least the mandatory for this stage fields for the CfT information :

e Title (mandatory)

e CfT CA Unique ID is provided by the system automatically following the creation?
1 ‘CfT CA Unique ID’ is automatically generated by the system at the time of CfT creation, and stored within
the CfT workspace information. ‘CfT CA Unique ID’ is read-only thus may not be edited by users. The ID is
generated examining the following concatenation of values ‘CA Acronym’ + ‘Number of CfTs’, where CA ID is

the Contracting Authority Acronym as in the ‘CA Abbreviation’ field, and ‘Number of CfTs’ is the number of
CfTs created by that Contracting Authority.

e Language of publication
e Description (mandatory)

e Procurement Type (mandatory)

o Supplies
o Services

= CPC Category
o Works.

e Directive
o 2014/24/EU (Classic)
= Type of Procedure:
e Open
e Accelerated open
e Restricted

e Accelerated restricted
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e Competitive with negotiation

e Accelerated competitive with negotiation

e Negotiated without prior publication

e Competitive dialogue
o 2014/25/EU (Utilities)
= Type of Procedure:
e Open

e Restricted

e Negotiated with prior call for tender

e Negotiated without prior call for tender

e Competitive dialogue
o 2014/23/EU (Concession)
= Type of Procedure:
e Open
e Restricted
e Involving negotiations
o 2009/81/EC (Defence)
= Type of Procedure:
e Restricted
e Accelerated restricted
e Negotiated with publication

e Accelerated negotiated with publication

e Negotiated without prior publication

e Competitive dialogue
o (None)
= Type of Procedure

e Simplified

e Depending on the Type of Procedure selected whether the CfT involves a Public

contract or a framework agreement.

e CPV codes (see section 20.2 Inserting Common Procurement Vocabulary

Codes (CPV).
e Contact Point.
e Work Area.
e Publish on Behalf Of2

2 ‘On behalf of’ and ‘Participating bodies’ allow selecting additional Organisations from the same single

Organisation list. Such information is simply stored and visible on CfT level.

e Participating Bodies.

e Award per item.

e Whether an eAuction event will be arranged prior to awarding the

contract, or not.
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e NUTS codes.

e Internal Estimated Value

e Estimated value

e Selection whether the CfT is above or below the publication threshold
e Deadline for clarifications

e Deadline for tender receipt

e Deadline for dispatching invitations

- Available for restricted, accelerated restricted, negotiated with advertisement,
negotiated without advertisement, accelerated negotiated, competitive
dialogue types only

e Selection whether documents could be uploaded within clarifications, or not
e Tenders Opening date

e Selection whether suppliers may register online for notifications (submit
Expression of Interest), or not

e Selection whether EU funding is applicable for the CfT

e Selection on the tender evaluation mechanism (Price/Cost Effectiveness, or Best
Price/Quality Ratio)

- Option set by default to Best Price/Quality Ratio for Competitive Dialogue
procedures)

e Selection whether the CfT will be awarded in Lots:
o Ifso:
= Number of Lots
= Whether submission will cover
e One Lot Only
e Maximum number of Lots (set Maximum number of Lots)
e All Lots
e  Whether multiple tenders will be accepted for each supplier
e Contract duration in months or years3
e Validity of Tender in days or months*
e OIJEU links
e Contract Award Date
e Date Accepted by Contractor

3 Automatically pre-populates the related field in the Contract Notice in the Form Filling Module.

4 ‘“Tender validity’ automatically pre-populates the related field in the Contract Notice in the Form Filling Module.
The default value for this field is 90 days. A ‘Tender Validity Period Reminder’ is sent 21 days before the deadline
expires (e.g. 90 -21) to the Tender Coordinator so as to remind them to request suppliers to confirm offline the
extension of the tender validity period. The POTC may extend the Tender Validity value at any point of the Tender
submission stage.

5> The POTC may manually record the OJEU link (to be displayed in CfT information).
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In order to create a CfT workspace, only certain fields are mandatory. These include Title,
Language, Description and Procurement type, Directive, Procedure, Lots, public contract /
Framework Agreement and allow the upload of documents during clarifications (by suppliers).
With those fields only the system may successfully create the CfT workspace, and generate
the “CfT Unique ID” code. The rest of the fields may be completed at a later stage, during step
2 with the “Finalise CfT core information” pending task.

Click on the “CREATE NEW CFT” option in CfT Creation tab on Menu and the Call for Tender is created and
available in Draft Status. ( Figure 115: CfT Creation Menu & Figure 116: Creation of CfT Workspace )

Create CfT Workspace

WORKSPACE INFORMATION

Title *

(Meximum characters: 200).

CfT CA Unique ID

Description *

V
{Maximum characters: 1000).
Procurement Type
Select Procurement Type- -
Directive *
-Salect Directive w
Contact Point
Publizh on behalf of
~
Q &
W
Participating bodies
~
Q &
W
CPV Codes
~
Q &
W
Award per ltem
O Yes O MNe
NUTS codes
~
Q &8
W

Estimated value (EUR)

Intemal Estimated value (EUR)

Mote: Only CAPC and CAPCA users in your organisation can visuzlise this value.
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Above or Below threshold

O Above O Below Legizlation on Threshaold

Regquest for clarification

Time-limit for receipt of tenders or requests to participate

Upload of documents within the clarifications *

O Yes O Mo

Tenders Opening Date

Deadline for dispatching invitations

Allow suppliers to make an online Expression OFf Interest

D Yes O Ne
U funding
O Yes O Ne

Evaluation Mechanism

O PricefCost Effectiveness ' Best Price-Quality Ratio
Conmtract awarded in Lots *

0 Yes & Ne

Multiple tenders will be accepted

O Yes O Ne

Contract duration i nths or years, i tension:

Validity of Tender in days or months

0JEU link:
Language of publication *
O EN O GA

Number of openers *
O One @& Two

* Fields with asterisk are mandatary

Figure 116: Creation of CfT Workspace

Contract awarded in Lots *

® ves O No

Number Of Lots *

Tenders For Lots

' One Lot Only ' Maximum NMumber of Lots

™ wh | OO

™ wh | 00
months
days

0 All Lots

Figure 117: Lot Setup

v mm | 00 v
v mm | 00 v
[m]
(m]

m CREATE CFT WORKSPACE
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7.2 Association of Contracting Authority Users

To continue in the procurement process, the user should associate the following users with
the Call for Tender:

e PO/TC. Procurement Officer Tender Coordinators (at least 1 user)
e PO/OS. Procurement Officer Opening Staff (at least 1 user)

e PO/ES and PO/ESR. Procurement Officer Evaluating Staff (maximum 30 PO/ESR &
PO/ES users). At least one of the evaluators to be associated (ESR) will lead the
evaluation committee. If only a single evaluator has been associated to a Call for
Tender; their role must be ESR. The PO/TC may select any buyer registered in any
Contracting Authority on the system in order to associate them as “Candidate
Evaluator”

- User should click on the “Associate PO/OS and PO/ES” pending task

Title o~ D &~ Task av Status a~ Cycle «~  Deadline «~ Estimated Value ~ Assigner av
xan 115879 I Associate PO/TC I I Draft I 1 No deadline is associated with this task
xam 115879  Finalise CfT Core information Draft 1 No deadline is associated with this task
ement of laptops 100151 Unlock Tenders Awaiting Tender Opening 1 No deadline is associated with this task
Construction of Roads2 67741 Unlock Tenders Awaiting Tender Opening 1 No deadline is associated with this task 1,000,000

Construction of Roads2 - No multiple tenders 67971 Unlock Tenders Awaiting Tender Opening 1 No deadline is associated with this task 1,000,000

Figure 118: Association of users pending tasks

The user can click on either “ADD Evaluator Group” which enables the selection of a number
of evaluators from a created group or “ADD Evaluators” or “ADD Tender Openers” or “ADD
Tender Coordinators”.

Associated Officers

o

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC B Show CIT Menu ~

10w | Results Per page | Displaying the 1 match. | I |
First Name - Last Name -~ Role Status Actions

konstantina kas PO/TC

v @
OpthI"‘iS ADDFO!ESWUP ADDPO/ESUSERS | ADDPO/ESRUSERS || ADDPO/OSUSERS | ADD PO/TC USERS

Figure 119: Respective association of users

- Provide the user details for search or leave it blank, using the “*” wildcard
functionality and click on “SEARCH” button

- The system will display the relevant results below
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Search for Users

First Name:
Last Name:
Organisation Name:

Country:

Al w

B |

10+ |Results Per page | Displaying: 1-10 | 60 results in total « <| Pagel~ > »

First Name - Last Name «~ Username -~ CfTRole «~~  CARole «~  Organisation «~ Country «~

O Alex Galarous agal CAPC Ministry of Health Ireland

L Al Galarian agala CAPO Ministry of Health Greece
Alekos Gala alek CAPCA Ministry of Health Ireland

O Alexander Galar alex CAPO Ministry of Health Ireland

O Anna Kas anna CAPO Ministry of transportation Ireland
ARgyro CAPC argyro CAPC AAL Ireland
buy1 buyl buyl CAPC Ministry of Finance Cyprus

Figure 120: Search for users to associate

Evaluator Users, either Evaluation Officers (ES) or Lead Evaluation Officers (ESR), are added as
“Candidate” because they need to accept the platform’s code of conduct and confirm that
there is no conflict of interest for the evaluators that would prevent them from being able to
evaluate the tender in question.

Candidate evaluators feature an orange exclamation mark icon next to their details. A red
warning on the other hand is displayed for users who have rejected the code of conduct. Such
users will not receive the “Evaluator” role, thus will not be in position to Evaluate Tenders.

Associated Officers

O Cure: PO/OS are a: ated. Please as: PO/ x
CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE I15: PO/TC +P0/0S +PO/ESR CANDIDATE
10~ | Results Per page | Displaying all 3 matches. m
First Name »~ Last Name -~ Role Status. Actions
konstanting kas PO/TC + PO/OS + POJESR Candidate v O Disassociate | Replace Evaluator
eleni ka PO/OS " -] Disassociate
D Seh PO/ES Condidate - I 0 Disassociate | Replace Evaluator

I The candidacy is pending user's acceptance |

Figure 121: Candidate Evaluator User
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By default the creator of a Call for Tender is assigned with the role PO/TC. However, more
than one user can be assigned as PO/TC to a Call for Tender.

The procurement officers assigned with the roles PO/TC and PO/OS should belong to the
Contracting Authority where the particular Call for Tender is published.

The user role combinations for PO/TC + PO/ESR, and PO/TC + PO/ES, are also supported.
PO/TC + PO/ESR users are in a position to act as PO/OS and select/ confirm the list tenders to
be opened. So a combined role for PO/TC + PO/OS + PO/ESR is supported.

The users and their associated roles within a Tender can be modified at any time. A user can
also be removed from a particular Call for Tender by clicking the Disassociate button next to
the user’s name.

Important Note: When a PO/ES user is disassociated from a Call for Tender, all their comments
and scores (associated with the CfT) are deleted and cannot be restored.

It should be noted that a Tender evaluator can be replaced at any time during the procurement
process. In these circumstances, all completed Tender evaluations (draft or finalized) will be
copied to the newly assigned user’s workspace. The status of all finalised evaluations with
change to “Not Evaluated” to allow the new evaluator to subsequently edit and modify these
evaluations.

7.3 CfT workflow Configuration

The platform allows the Procurement Officer to define for each CfT, which of the CfT phases
(steps) will be carried out online or offline (outside the system). By selecting this functionality,
the user decides which of the procurement process steps will take place online:

e Definition of the tender structure, and awarding criteria

e Tenders submission and opening

e Tender evaluation and assighment of scores

After selecting which phase will take place online or offline the user clicks on the “DEFINE
CFT WORKFLOW” button. This saves the selection made and applies it to the particular CfT.

; Important NOTE: Once the Request for Tender workflow has been configured, this configuration then
‘ ! S becomes permanent for the CfT and as such cannot be changed.
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Define Call for Tender Workflow

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR ACCEPTED

= Show CIT Menu ~

more about each option,

Please note that once defined, this CfT workflow configuration can no longer be altered

The workflow settings allow the PO/TC to define the system services to be activated for this CfT. Please click on the Information icon next to each option, to leam

SET ALL OFFLINE SET ALL ONLINE

online/Offline
Select ~ ©
Select ~ O
Select ~ ©

CANCEL DEFINE CFT WORKFLOW

Figure 122: Warning message of definition of workflow

Phase Steps
Notification Define tender structure (and awarding criteria)
Tendering Submit and Open tenders
Evaluation Assign scores
Phase Steps
Notification Define tender structure (and awarding criteria)
Tendering Submit and Open tenders
Evaluation Assign scores

Online/Offline
Online v i ]
Online v
Online v

CANCEL

DEFINE CFT WORKFLOW

Figure 123: Definition of Workflow for a Call for Tender

7.3.1 Tender Structure Workflow Scenarios

When creating a call for tender workspace in the eTenders platform, the procurement Officer

can select from the following supported Tender workflow scenarios.

Phase Scenariol Scenario2 Scenario3  Scenario 4 Scenario5  Scenario 6 \
Notification Online Online Online Online Offline Offline
Tendering  Online Offline Offline Online Online Offline
Evaluation  Online Online Offline Offline Offline Offline

NOTE: When the user sets the Notification phase to “offline”, the system automatically sets

“Evaluation” section to “offline”.

O\

NOTE: Setting Tendering to “offline” is supported but may not constitute a realistic scenarios,

as this does not allow companies to use online the functionality for their tender submissions.
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7.3.1.1 Tendering Offline

When setting the Tendering phase to “offline” the Procurement Office changes the cycle of the
CfT. In that case, the process of the Tender Structure set up is the same as explained in the
following chapters. The main difference is in the “Tender submission” phase, where the EO actor
cannot submit a tender online. When this phase is set to offline, the tenders can only be
introduced in the system using the “add offline tender” functionality, which the PO/OS user can
use when the tender opening deadline has been reached. The PO/OS selects the “Unlock
Tenders” task, updates the list of Tenders received offline. For each tender, the user adds the
available details in the following offline form.

Update system with tenders received offline

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR ACCEPTED
Offline Tenders Details

Economic Operator Name *

Company's Representative
Tender Name *
Supporting document

Choose File | No file chosen

Submission Date Submission Time

Pricing Information

m =

Figure 124 Offline Tender Submission

After adding the offline tender to the list, the user selects the imported Offline submissions and
clicks on “Submit list of tenders”. Upon completion of the opening procedure the PO/ESR then
proceed with the “Release Envelopes” task where the submitted tenders can be downloaded
from the icon next to “Original uploaded file:” field. The PO/TC user may then proceed with the
evaluation of the tenders based on the tender structure that was initially created online and the
tender responses that were received offline.

Note: The EO submitted values are not shown on the online tender evaluation page because of
the offline submission. Upon completion of the evaluation procedure the PO/ESR is able to
proceed with the generation of the evaluation report as normal. After the approval of the
evaluation report the pre-standstill ranking and then the standstill period follow, as soon as the
evaluation results have been announced. When the standstill period deadline is reached and the
post-standstill ranking is confirmed the PO/TC can then proceed with the contract award.
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7.3.1.2 Notification Offline

By setting the Notification phase to “offline” (the platform will also automatically set the
Evaluation phase to “offline”), the PO/TC user is prompted to create and publish a contract
notice without the need to create any associated Tender Structure. When the Tender is
published, the EO users can search for the CfT, express an interest and submit a tender
response. When accessing the WebTPT module to submit their response, the EO simply needs
to choose the necessary files to be uploaded as part of their tender response. Important Note:
As this tender does not include a Tender Structure, the ESPD functionality is not available with
these competition types.

COMPLETION TIME LEFT

- o B

0% OFFLINE

1. Complete Tender
DOCUMENT

LIBRARY

Modify Tender Title

etion Summary

Workspace Details
History

Related Responses
Figure 125: Submit Tender without structure

Once the tender response deadline has passed, the Opening Officer (PO/OS) opens the tender
responses received and accesses them by completing the “Unlock Tenders” task.

The Lead Evaluation Officer (PO/ESR) then continues with the “Enter Offline Results” task. The
pricing needs to be included for each tender response and additionally, the Lead Evaluation
Officer (PO/ESR) needs to Approve or Reject the tender response.

Note: The Lead Evaluation Officer can download a printer friendly PDF or the originally
uploaded file to complete their evaluation.
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7.3.1.3 Evaluation Offline

When the Evaluation set to “offline”, the PO/ESR user does not have the option to “Release
Envelopes” any longer. Instead, the “Enter Offline Results” task. For completing this, the
PO/ESR has to import the pricing details from the tender responses and set the final decision
for each tender response (i.e. approved or rejected). The Lead Evaluation Officer can also
download the tender’s PDF file or the original file uploaded from the supplier.

Offline evaluation results

CFT: EXAMPLE SIMPLE CFT (STATUS: EVALUATION) MY CFT ROLE 1S: PO/ESR m
Cycle 1
© Note:ill prices must be provided in EUR. If the prices you wish o submit are in another curmency piease convert them in EUR first
Economic Operator Name « T/P receipt ID « Original uploaded file s Printer-friendly tender + Price « Approve/Reject «
Eurodyn Luxemburg 000000414 ] a Approve -

I

Figure 126: “Enter Offline Results" task
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7.4 Creation and Management of Tender Structure

Within the eTenders platform, the Tender Structure constitutes the questionnaire that the
suppliers will need to complete as part of their tender responses. When the all aspects of the
Tender Workflow have been set to “Online” by the PO/TC then the Tender Structure
questionnaire is mandatory for completion by the suppliers as part of their response. The
configuration of the tender will also impact on the Tender Structure (i.e. lots and/or
weightings).

In order to define the Tender Structure, the following steps should be followed:

Step 1: Confiquration of Tender Structure

o Option “Import Template (XML/Excel)”: if yes , the user may import a valid XLS, or XML file
from the locations as follows:

e Upload a valid Tender Structure XML/Excel Matrix file from their workstation
or

e  Load one from the Template Library

The tender structure XML to be imported must match the setup for the Call for Tender. For
instance, an XML exported from a Call for Tender with evaluation method being Price/Cost
Effectiveness and comprising Lots cannot be imported into a Best Price-Quality Ratio Call for
Tender without Lots. In such cases, the system displays relevant validation messages.

Tender Structure

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

Import Template (XML/Excel):

No ® Yes

Tender will be packed in:

® One Envelope Two Envelopes

POES access to tender sections:

® Full access Incremental access

Please upload a valid Tender Structure XML/Excel Matrix file

Choose File | No file chosen

Upload File
Load from template library
ESPD

Figure 127: Import Template for a Tender Structure

Date: 30/05/2023 97 /271 Doc. Version: 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement
eTenders Contracting Authority User Manual

A compatible XLS template structure for the tender structure can be used. The format of the
XLS should however be exactly inline with the XLS format that can be exported from the list of
available “Template Structures”. As for the XML, the user can use the tender structure XLS as
an import file for his call for tender, only if the XLS file exported corresponds to a call for tender
that has the same configurations of Lots/ evaluation formula, etc.

o Option “Tender will be packed in: One Envelope - Two Envelopes”: select whether
tender documents will be opened and evaluated in

e  One envelope: Eligibility, Technical and Financial proposals evaluated
together at once or

e Two envelopes: Eligibility and Technical proposals first, financial proposals next for
suppliers successful in the first envelope evaluation cycle.

o Option “POES access to tender sections”: select whether access to envelopes for
evaluation will be either

e  Full: the full content (all sections and envelopes included) of the current evaluation
cycle are released to PO/ES users or

e Incremental: the evaluation contents are released by the PO/ ESR on a section by
section basis. Release addresses top level sections for the eligibility (commercial) &
technical envelopes, and does not apply to subsections created below the top level
sections.

o Option “Import ESPD”: select option to add ESPD form questionnaire in structure. By
importing, a compatible XLS template structure for the ESPD structure should be set up.

Tender Structure

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED
Import Template (XML/Excel):
® No Yes

Tender will be packed in:

® One Envelope ) Two Envelopes

POES access to tender sections:

® Full access ' Incremental access

ESPD

No ESPD assigned CREATE ESPD REQUEST IMPORT ESPD
Locate the ESPD request to import: * Choose File | No file chosen

Figure 128: Import ESPD Xml
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O

Option “Create ESPD Request”: select option to create a new ESPD form questionnaire.

e Please note that in case a certificate or ESPD is required in the “Eligibility” envelope,
you should click on the “check box” (i.e. “I confirm that | have completed the online
profile certificate and | authorized the system to use the answers | provided online in

my certificate”).

e The process related to the implementation of the ESPD within the eTenders platform
follow a hierarchical structure, starting with high-level section flows. These high-level

sections in turn call sub-sections or invoke individual tasks.

After all necessary details have been added, the user saves the ESPD request and the new
entry is displayed from the system as below.

Import Template (XML/Excel):

@® No O Yes

Tender will be packed in:

@ oOne Envelope

POES access to tender sections:

@ Full access

ESPD

\: 10 v \ Results Per page | Displaying the 1 match.

Title <~ Creation date <~

espdRequest-22275

QO Two Envelopes

O Incremental access

Edit Option

2023/01/11 10:16:11

ESPD XML
Download ESPD XM

Update date -~

2023/01/11 10:16:11

PDF

Download ESPD

Delete
Option

Figure 129: New ESPD request on Tender structure page

o Select the “NEXT” button to define the eligibility, technical and financial criteria.

Step 2: Configuration of Envelopes and Criteria

The tender structure provides the following sections:

e Eligibility/Selection Criteria
e Technical Envelope

e Financial envelope.

Each envelope in turn is organized in sections and nested subsections which may contain

numerous criteria.
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Tender Structure

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

& UPLOAD EVALUATION GUIDANCE

Eligibility Criteria |  Technical  Financial

ANMPORT FROM NMLEXCEL MATRIX

© » Exclusion Criteria [1681907112192] Weight: Threshold: ~ «

EXPORT IN = VALIDATE SAVE DRAFT SAVE FINAL

Figure 130: Eligibility criteria tab

Below the different types of the section/criteria menu are displayed: For
“Eligibility” and “Technical” envelopes:

i ADD CERTIFICATE
+ TEMPLATE

ADD SUE CERTIFICATE
+ TEMPLATE

+ ADD SECTION

+ ADD SUBSECTION

&R ADD CRITERIA

¢ COPY SECTION/CRITERIA
I PASTE SECTION/CRITERIA
% SECTION EVALUATORS

# EDIT

| @ oeeme

Figure 131: Edit Eligibility envelope option

For “Financial” envelope:
+ ADD SECTION
+ ADD SUBSECTION
# INSERT NOTE CRITERIA

INSERT FINANCIAL
+ CRITERIA

+ INSERT TCO CRITERIA
# EDIT

™ DELETE

Figure 132: Edit financial envelope option
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To add a new section, the user clicks on the % tools button and then selects the “ADD
SECTION” option, which displays a new window where the following information is required:

e The label of the section

e The weight of the section (the sum of all section weights should be equal to 100).
Sections in the Eligibility Criteria do not have associated weights for a Price/Cost
Effectiveness

e The scoring threshold required for succeeding in the section.

‘ I ! Characters <, >, &, % are considered invalid and their use in any field of the tender
structure is forbidden by the system.

Subsections may be defined in a similar way by selecting the radio button of the parent section
and, then the “ADD SUBSECTION” option in the E tools button menu.

Define Section Element

Label

Define evaluation parameters

Weight

Threshold

SUBMIT

Figure 133: Define Section

In order to define particular evaluation criteria, the user selects the “ADD CRITERIA” option
(either the section or the subsection or the criterion will be defined). The following types of
criteria are supported:

e Textfield
e Textarea
e Number
e Date

e File

e List

Define criteria:

Type Please Select v

Please Select

Text field
Text area
[SUBMIT
Number
Date
File

List

Figure 134: Supported Types of Criteria
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o Click on the “kd” tools button and then on the “ADD CRITERIA” option
Tender Structure

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

& UPLOAD EVALUATION GUIDANCE

AR CECTION A
n + ADD SECTION lal Financial

+ ADD SUBSECTION

Z& ADD CRITERIA

AIMPORT FROM XML EXCEL MATRIX
COPY

€% SECTION/CRITERIA

ttion (1673433801485 Weight: Threshold: ~ =

PASTE
I SECTION/CRITERIA

% SECTION EVALUATORS VALIDATE w m
v

Figure 135: Add criteria option in the tools button

The following properties are common among all types of criteria:
e The label of the criterion
e Whether the criterion will be mandatory or not
e Supplier Read-Only option

e Textual Evaluation. This choice should be enabled if textual evaluation will be used
for the specific criterion. Only ESR is able to provide score for this criterion in case this
option is chosen

e If the criterion will be included in the evaluation. If yes,

o Score Range. The sum of all criteria weights within a specific section must be
equal to 100. Criteria in the eligibility section do not have an associated
weight

Types of Score Ranges

e 0-100 (all values from 1 to 100 can be selected by evaluator,
resulting in scores 0, 1%, 2% ...100%).

o Threshold. The required scoring threshold for a supplier to pass the criterion

Selecting the “SUBMIT” button creates the criterion and inserts it within the selected section
/ subsection. The following sections describe all the supported criterion types.
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Finally, in case the evaluation mechanism is set as “Best price/ Quality ratio”, the PO/ TC
should define the respective weights of both envelopes (Figure 137 & Figure 138):

& UPLOAD EVALUATION GUIDANCE

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

Eligibility Criteria Lots ~

Lot title: Copy structure from:
Lot One Please Select - m
Technical Financial

I Envelope weight 70 | & IMPORT FROM XML/EXCEL MATRIX

© » Technical Test Section [1673434044986] Weight:100 w|-_.

=x3

Figure 136: Technical Envelope Weight

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED [ 8 Show 1T hiers - |

& UPLOAD EVALUATION GUIDANCE

Copy structure from:

a Eligibility Criteria | Lots ™
Lot title:
Please Select VE

ok IMPORT FROM XML/EXCEL MATFRIX

Weight:  Theeshold: + =

O »Financial Test Section(1673434827049]

Figure 137: Financial Envelope Weight
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7.5 Eligibility & Technical Envelopes Criteria

The supplier will have the following view for the text field criterion:

= Criterion Type: Text field

Define criteria:

Type

Label
Mandatory
Supplier read only

Textual evaluation* (only ESR will provide
score)

Size

Criterion included in Evaluation

Define evaluation parameters
(manual evaluation)

Weight

Threshold

Figure 138: Criterion Type: Text Field — PO/TC View

2.3. Cover letter

Enter Text

Text field

Max 50 charac

SUBMIT

Figure 139: Criterion Type: Text Field — Supplier View through WEBTPT
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= Criterion Type: Text area

Define criteria:

Type Text area v
Label

Mandatory

Supplier read only O

Textual evaluation* (only ESR will provide

score)

Size 5000

Number of rows 5

Number of columns 50

Criterion included in Evaluation

Define evaluation parameters
(manual evaluation)

Weight

Threshold

SUBMIT

Figure 140: Criterion Type: Text Area — POTC View

The supplier will have the following view for the text area criterion:

2.4. Please enter your cover text in the text area below *

Max 10000 characters @

Figure 141: Criterion Type: Text Area — Supplier View through WEBTPT
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= Criterion Type: Number

The following additional parameters must be defined:
e Minimum and maximum range
e Measurement units

e Step
As the eTenders supports the automated scoring of any quantifiable criteria, the user can
select the type of the evaluation formula to be used:

1. Linear Formula. The user needs to define Lower and Upper Limits with their
associated scores.

2. Step Formula. The user needs to define the steps that the evaluation will be
calculated.

Define criteria:

Type Number v

Label
Mandatory
Supplier read only

Textual evaluation™ (only ESR will provide
score)

Max
Min
Measure unit
Step

Criterion included in Evaluation

Define evaluation parameters

Weight

Threshold

Define evaluation formula

Select evaluation formula Please Select v

Please Select
Linear formula

Step formula

SUBMIT

Figure 142: Criterion Type: Number with Linear Evaluation Formula — POTC View
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The supplier will have the following view for the number criterion:

1.2. Number of self-employed personnel *

_ Only numbers in the rang 50] are allowed
Enter Number

Figure 143: Criterion Type: Number — Supplier View through WEBTPT

= Criterion Type: File

For this criterion type the user should define the maximum allowed size of the file.

Define criteria:

Type File v

Label
Mandatory

Supplier read only

Textual evaluation® (only ESR will provide

score)

Max file size 10
MB

Criterion included in Evaluation

Define evaluation parameters
(manual evaluation)

Weight

Threshold

SUBMIT

Figure 144: Criterion type: File — POTC View
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The supplier will have the following view for the file criterion:

sing the button at the right @

Figure 145: Criterion type: File — Supplier View through WEBTPT

= Criterion Type: List

To create a list, the following options must be defined:
e Type of list: selection among radio buttons, check-boxes, or common boxes

e Number of options: the user needs to provide the number of options, and next
click on the “Create Options” button

e Then, the user should label each option created

e Finally, the automated evaluation score for each option should be provided.

Define criteria:

Type List

Label
Mandatory
Supplier read only U

Textual evaluation* (only ESR will provide score)

Define Options Type

‘When using combo boxes please make sure to enter short labels to ensure proper presentation

@Radio buttons
O Check boxes
CCombo box

Define number of options 2 Create Options

Label Evaluation Score
Label Evaluation Score

Criterion included in Evaluation

Define evaluation parameters

Weight

Threshold

SUBMIT

Figure 146: Criterion type: List with radio buttons — POTC View
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The supplier will have the following view for the list criterion with radio buttons:

1.1. The contract shall run for a period of 24 months commencing on the later date showing on contract. Tenderers are advised to note carefully all relevant
conditions and to proceed by submitting the information requested hereunder. *
Select one option @

t the conditions.

O do not confirm | acc

Figure 147: Criterion type: List with radio buttons — Supplier View through WEBTPT

Define criteria:

Type List v

Label
Mandatory
Supplier read only

Textual evaluation* (only ESR will provide score)

Define Options Type
When using combo boxes please make sure to enter short labels to ensure proper presentation

(ORadio buttons
@®Check boxes
O combo box

Define number of options 2 Create Options

Label Evaluation Score
Label Evaluation Score

Criterion included in Evaluation

Define evaluation parameters

Weight

Threshold

SUBMIT

Figure 148: Criterion type: List with check boxes — POTC View
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The supplier will have the following view for the list criterion with check boxes :

2.11. For internal Use: Technical Specifications:

Compliant?
Yes

No

Figure 149: Criterion type: List with check boxes — POTC View through WEBTPT

Criterion Type: Date

The PO/TC must provide the following information:

Define criteria:

Type

Label
Mandatory
Supplier read only

Textual evaluation* (only ESR will provide
score)

Date min
Date max

Criterion included in Evaluation

Define evaluation parameters

Weight

Threshold

Define evaluation formula

Select evaluation formula

Date

Please Select

Please Select
Linear formula

Step formula

The evaluation formula (linear, or step formula).

The minimum and maximum allowed values for the date criterion.

SUBMIT

Figure 150: Criterion type: Date using linear evaluation formula— POTC View
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Define criteria:

Type

Label

Mandatory

Supplier read only

Textual evaluation® (only ESR will provide score)

Date min
Date max

Criterion included in Evaluation

Define evaluation parameters
Weight

Threshold

Define evaluation formula

Select evaluation formula

Define parameters of step formula

From 15/01/2023 To

From 23/01/2023 To

Date
]
Step formula
21/01/2023 Score 50
25/01/2023 Score 7o

Delete

SUBMIT

Figure 151: Criterion type: Date using step evaluation formula— POTC View

The supplier will have the following view for the date criterion:

1.3. Service Delivery Date *

| dd/mm/yyyy

1m 12
18 19
25 26

13

20

27

21

28

15

22

29

23

30

Su

e must be in the range [01/05/2020,

0]

10

17

24

31

Figure 152: Criterion type: Date — Supplier View through WEBTPT
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7.6 Add Certificate Template

To reuse data from existing company certificates in the system in a tender questionnaire, the
user selects the “Add a certificate template” option from the Definition menu. In the pop-up
window that appears, the user can then choose the desired certificate from the list of
certificates created (and active) in the system.

The PO/TC selects the “ADD CERTIFICATE TEMPLATE” option to proceed as such.

Tender Structure

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR T

& UPLOAD EVALUATION GUIDANCE

ADD CERTIFICATE
4+ TEMPLATE

:al Financial

ADD SUB CERTIFICATE
+ TEMPLATE &IMPORT FROM XML EXCEL MATRIX

+ ADD SECTION
& ADD CRITERIA

CoPY
&) SECTION/CRITERIA bl |

Figure 153: “Add certificate template” option in the tools button

Next the system displays to the user the list of Active certificates that exist in the system. The
PO/TC can select the certificate(s) that he wants to add to the tender structure.

Add certificate

C1. HEALTH AND SAFETY POLICY AND
CAPABILITY (2022)

Copy2 of C1. HEALTH AND SAFETY
POLICY AND CAPABILITY (2022)
Cerfificate Template

B1. INSURANCE INFORMATION (2017)
TestingPurposes

Certificate Name

test

SUBMIT

Figure 154: Selection of a certificate template among certificates that exist in the system
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Once the selected certificate has been added, the PO/TC may provide further
subsections and criteria to it, and also setup the evaluation specifics.

Tender Structure

B Show CIT Menu ~

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR

& UPLOAD EVALUATION GUIDANCE

m Eligibility Criteria | Technical Financial

&IMPORT FROM XML EXCEL MATRIX

 Weight: Thveshold: + =

O Certificate Template [10216)

v a

m‘m

m VALIDATE SAVE DRAFT SAVE FINAL

Figure 155: Certificate Template added to Tender Structure

Oracle Hardware (123456)

1975 my response

COMPLETION TIME LEFT

25 2
= Days Hours

0% "
ELIGIBILIEY. 1. B1.New certificate
nfwm that | have completed the online profile certificate and | authorise the system to use the answers | provided online in my certificate

Click on the "check box"
% FINANCIAL icon

0% = TECHNICAL

3

&) DOCUMENT LIBRARY

Modify Tender Title
Completion Summary
Workspace Details
History

Related Responses

Figure 156: Certificate Template — Supplier View through WEBTPT
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7.7 Financial Envelope

The definition of the financial envelope includes the definition of the Financial Elements and
the introduction of the financial and TCO-BoQ criteria. Following the successful completion of
these, the financial envelope is completed.

7.8 Definition of Financial Element

To define the financial element the user clicks on the “Financial” tab within the main
window of the Tender Structure. The supplier will have the following view for the financial
element.

ELIGIBILITY Discount percentage

. 0.00
o TECHNICAL

. Year 0
0%  FINANCIAL

Figure 157: Financial Element — Supplier View through WEBTPT

7.9 |Insert Financial Criterion

The definition of the financial envelope also allows the introduction of simple financial
criteria of the “price” type and TCO-BoQ criteria of the “complex price” type. The latter are
complex price criteria whose value obtained for the score depends on a mathematical
formula specified by the buyer themself. This formula can contain basic mathematical
operators, such as +, -, *, / combined with attributes and integer numeric values. Example:
Criterion Score = (Attribute A * Attribute B)*500 + 150/3.

To create financial criteria the user:

1. Clicks on the ”E” tools button and selects the “INSERT FINANCIAL CRITERIA”
option.

2. Inthe pop-up window, the user provides the name for the criterion in the “Label”
field.

3. Selects whether the criterion will be mandatory or not (at least one financial
criterion should be mandatory).

Selects whether the criterion will include a mandatory file attachment or not.
Provides notes to the suppliers if needed.

Provides instructions to evaluators if needed.

Clicks on the “SUBMIT” button to store the changes and exit.

N o e
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Tender Structure
@ Tender Structure Tool — Mozilla Firefox - (m] X
CFT: EXAMPLE SIMPLE CFT (STATU, =
UPLOAD EVALLIATION GUIDANCE
n_ + soosEcTon Define Financial Criterion
+ ADD SUBSECTION Label
+ INSERT NOTE CRITERIA t
B | - =
+ T
+ INSERT TCOCRITERIA At S———
# EDIT PORT FROM XML/EXCEL MATRIX
8 DELETE

Figure 158: Define Financial Criterion

The supplier will have the following view for the financial criterion.

Discount percentage

0.00

Year 0 A

Discounted present
Criterion Value value Ref. files

Toal price including VAT, Delivery and any appli Taxes and ges as per 0.00 @

Financial Bid Form *

TOTAL WITH DISCOUNT: 0.00 car 0.00 car

Figure 159: Financial Criterion — Supplier View through WEBTPT
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7.10 Insert TCO-BoQ criterion

In order to create TCO-BoQ criteria the user:

1. Clicks on the E tools button and selects the “INSERT TCO-BoQ
CRITERIA” option.

2. Inthe pop-up window, the user provides the name for the TCO-BoQ criterion.

»

Selects whether the criterion will be mandatory or not (at least one
financial criterion should be mandatory).

Selects whether the criterion will include a mandatory file attachment or not.
Provides notes to the suppliers if needed.
Provides instructions to evaluators if needed.

N oo

Defines the number for the criterion attributes, and clicks on the “CREATE
ATTRIBUTES” button.

Provides the label for each one of the attributes.
Selects the attributes to include in the formula.
10. Clicks on the “DEFINE TCO-BoQ FORMULA” button.
11. Provides the TCO-BoQ formula with the label names and calculation signs.

e All attribute IDs included in the formula must exist.
e The user does not have to comprise all attributes in the formula.
e The system allows the operators '+, '-', '/ and '*'.
12. Optionally clicks on the “TEST FORMULA” button in order to test the formula.
e Provides values in the respective attributes.

o C(Clicks on the “CALCULATE FORMULA” button in order for the system to
display the result based on the TCO-BoQ formula.

13. Clicks on the “SAVE TCO-BOQ” button to store the changes and exits.

The system also supports the use of numeric constants in formulas.

n + ADD SECTION

+ ADD SUBSECTIOM
+ INSERT NOTE CRITERIA

INSERT FINAMCIAL
+ CRITERIA

I + INSERT TCO CRITERIA I—

# EDIT

& DELETE

Figure 160: “TCO-BoQ Criterion” option
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Insert TCO criteria
Label
4
{Maximum characters: 10000).
Mandatory (]
Attachment mandatory
Define number of attributes 2 Create Attributes
) ) -] . O
Label a Variable ¢ Use Supplier Default
name attribute Read Value
in Only
formula
. /] O
Label b Variable Use Supplier Default
name attribute Read Value
in Only
formula
Define TCO Formula
TCO Formula ath/2

Y

Testformula  Save TCO

Figure 161: Define TCO-BoQ criterion/ formula

The supplier will have the following view for the TCO-BoQ criterion.

Quantity - Unit Price * a*b

Quantity (a) Unit_Price (b)

SKU (c)

Figure 162: TCO-BoQ Criterion — Supplier View through WEBTPT
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7.11 Edit, Delete Criterion/ Section

To edit a criterion or a section, the user selects it, and then clicks on the 'E tools button and
selects the “EDIT” option. A new window opens allowing modifications to be performed.

To delete a criterion or a section, the user selects it, and then clicks on the ”ﬂ” tools button
and selects the “DELETE” option.

u + ADD SECTION

+ ADD SUBSECTION
=+ INSERT MOTE CRITERIA

INSERT FINAMNCIAL
=+ CRITERLA

=+ INSERT TCO CRITERIA —
# EDIT
& DELETE

Figure 163: Edit, Delete Criterion
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7.12 Supplier read-only criteria

This choice is enabled for the criteria where the suppliers cannot provide any answer (e.g.
scoring of meetings, presentations, site visits, etc.). The supplier will view the existence of
the criterion but the scoring will be provided directly by the evaluators if enabled. The
automated evaluation mechanism is disabled for all the supplier read only criteria.

The supplier will have the following view for a criterion of this type:

1. Section 1

1.1. Site visit

Define criteria:

Type

Label
Mandatory
Supplier read only

Textwal evaluation® (only ESR will provide
score)

Size

Number of rows

Number of columns

Criterion included in Evaluation

Define evaluation parameters
(manual evaluation)

Weight

Threshold

Figure 164: Supplier read only criterion

Text area

5000

0

Figure 165: Supplier read only criterion - Supplier view through WEBTPT
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7.13 Associate Evaluators with specific sections

It is not compulsory to associate evaluators with sections of the structured CfT questionnaire,
but this is a possibility allowing, within the framework of the management of a large call for
tender, to associate specific people (technical experts, etc.) in the evaluation of specific
sections of the tenders.

Association of evaluators to specific sections is part of the Tender Structure definition process
and therefore can be performed only by the PO/TC during the below phases of the Call for
Tender cycle:

1. When the Call for Tender is in “Draft” status and the “Define Tender Structure” task is
available in the “List of task” list on user homepage or

2. When the Call for Tender is in “Tender Submission” status and the “Tender Submission
Deadline” is set on more than 10 days of current date (“Show CfT Menu” > “View
Tender Structure” > “Edit Tender Structure”) or

3. When the Call for Tender is in “Evaluation” status and the envelope the changes will
be made is not yet released (“Show CfT Menu” > “View Tender Structure” > “EDIT
TENDER STRUCTURE” button)

To add specific Evaluators to a section:

1. Associate at least one PO/ES in the Call for Tender through the “Associated officers”
option (“Show CfT Menu” > “Associated officers” > “ADD PO/ ES USERS”)

2. Access the “View Tender Structure” page (“Show CfT Menu” > “View Tender
Structure”)

Select the radio button next to the section name you want to add a specific evaluator
Click on the tools button > “SECTION EVALUATORS” option

Tick the name of the Evaluator(s) who want to evaluate the section

Click on the “SELECT” button

The name of the Section Evaluator(s) will appear below the section. Repeat this step as
appropriate.

o O W

All the changes performed in the associated evaluator section can be saved at any time
using the “SAVE AS DRAFT” button.

f'f 5 If no evaluators have been associated to a section, then the
- section will be evaluated by all associated evaluators
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COPY
2] SECTION/CRITERIA

n JE ADD CRITERIA A

PASTE ’
Iy SECTION/CRITERIA

SECTION
% EVALUATORS

# EDIT

® DELETE v
® wirechnical Tes tion [1673620100274]

Figure 166: “Section evaluators” option in the tools button

Associate Evaluation Officers with Section

] First Name « ~ Last Name «~ Weight

konstantina kas
1 resullg total. n

T | |

Figure 167: Selection of evaluation officers for specific sections
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7.14 Setup Tender Structure with Lots

For a call for tender to be divided into lots, the CfT creator must first have specified this in their
initial configuration when creating the Call for Tender, i.e. the number and name of each lot.
Setting up a tender structure for a lot is the same process as previously described for a CfT
without lots. However, the Technical and Financial aspects are defined per lot and each lot can
have its own tender structure for the Technical and Financial envelope where the CfT creator
can copy the structure from one lot to another, if necessary.

B Eligibility Criteria ~ Lots ~
PO

Lorgp L2

Technical Financial
Envelope weight = 30 u

Figure 168: Selection of Lots

Following the selection of the appropriate Lot, the user can add sections, subsections and
criteria.

& UPLOAD EVALUATION GUIDANCE

Eligibilty Criterla | Lots ~

Lot title: Copy structure from:

B Lot } Please Select v
| Technical | Financial
Emvelope weight | 40 n & MPORT FROM XML/EXCEL MATRIX
O ¥ Section 1158572886419 Weight50  Threshold40 ~ | -
O = Section 2 [1585735648798] WeightsD Threshold20 ~
() For Internal use: Technical Specifications: Complian? [1585739173927] % & Weight100 Threshold:10 ~ o

[= 1 0O
Check bores

Figure 169: Set Up Tender Structure for Specific Lot
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7.15 Copy Lot Structure

To copy the full structure from one Lot to another, the user:
1. Selects the Lot to paste the structure from another Lot into
2. Inthe “Copy Structure From” field, selects the Lot to copy the structure from

3. Clicks onthe "’ copy button.

’ Choose Lot to Copy & UPLOAD EVALUATION GUIDANCE

Click Here

Eligibility Criteria { Lots ~

Lot title: Copy structure from:

Lot Two Please Select

Please Select
Technical Financial ]
1 - Lot One Ii,
1
Envelope weight n & IMPORT FROM XML/EXCEL MATRIX
EXPORT IN ~ VALIDATE SAVE DRAFT SAVE FINAL

Figure 170: Copy Full Lot Structure

7.16 Copy/Paste functionality

The user may copy a section, subsection or criterion within an envelope, and paste it within
the same envelope. The following section displays how the user can copy a criterion from one
section in the Eligibility envelope, and paste it under another section of the same envelope.

To copy a section/criterion, the user should firstly select the desired criterion and then,

through the ”E" tools button select the option “COPY SECTION CRITERIA” option.

n + ADD SECTION ~

<+ ADD SUBSECTION

ZE ADD CRITERIA

CopY
€3] SECTION/CRITERIA

PASTE
Iy SECTION/CRITERIA

% SECTION EVALUATORS

W&tion [1673679838488]

SIZE: 50

Creterion to be Copied

Figure 171: Copy criterion
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To paste the section/criterion, the user should firstly select the section/subsection to which

the selected items will be pasted and then, through the ”E” tools button selects the option
“PASTE SECTION CRITERIA” option.

n + ADD SECTION ~

<+ ADD SUBSECTION

& ADD CRITERIA l

COPY
2] SECTION/CRITERIA

PASTE

Iy SECTION/CRITERIA

9 SECTION EVALUATORS

| @ ¥ recrmicarrestsetion [ 673679838488]

) Criteria Test

Select the Section to Paste the
SIZE: 50 copied Criterion

Figure 172: Paste criterion

Eligibility Criteria Lots ~

Lot title: Copy structure from:

Lot One Please Select ~ E
Tachnical Financial

Envelope weight 70 & IMPORT FROM XML/EXCEL MATRIX
E © = Technical Test Section [1673679838488] Weight:100 Threshold:30 ~ | o
) Criteria Test E % % Weight:100 Threshold:30 + =
SIZE: 50
) Criteria Test E % % Weight:100 Threshold:30 ~ =
SIZE: 50

EXPORT IN ~ VALIDATE SAVE DRAFT SAVE FINAL

Figure 173: Pasted criterion
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If the user tries to paste a section/subsection without having initially selected the relevant
items required to be copied, the platform will display a message to inform the user of the error
that has occurred and how to correct it.

Tender Structure

© An error has oocurred:
= Ertor while pasting. first you must select section/criterion to copy, and then you can paste under same envelope

Figure 174: Invalid criterion copy/paste process

The threshold and the weight of a section/sub-section/criterion (if applicable) are copied
through as part of the pasting process. In order for the user to amend these values, the user

should use the “EDIT” functionality.

7.17 Validate & Save Tender Structure

The user can check whether the tender structure conforms to system evaluation rules, by
clicking on the “VALIDATE” button.

Arelevant message is displayed following the successful tender structure validation, otherwise
a different message is displayed if an error has occurred. In this case, the message will also

provide a description of the error.

Tender Structure

CFT: EXAMPLE SIMPLE (STATUS: DRAFT) MY CFT ROLE IS: PO/TC

Figure 175: Successful Tender Structure Validation

Figure 176: Error in Tender Structure Validation
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The user can also save the tender structure as draft by clicking on the “SAVE AS DRAFT” button.
Tender structures can be modified on the below occasions:

e When the Call for Tender is in “Draft” status and the “Define Tender Structure” task is
available in the “List of task” list on user homepage and

e When the Call for Tender is in “Tender Submission” status and the “Tender Submission

Deadline” is set on more than 10 days of current date (“Show CfT Menu” > “View Tender
Structure” > “Edit Tender Structure”)

On clicking on the “SAVE FINAL” button the Tender Structure turns into final and no further
modification is allowed.
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7.18 Upload Evaluation Guidance

To assist evaluators and provide instructions, the user can upload additional
documentation, via the following steps:

1. Clicks onthe “UPLOAD EVALUATION GUIDANCE” button

Tender Structure ‘

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED = Show CIT Menu ~

l & UPLOAD EVALUATION GUIDANCE I‘

Eligibility Criteria | Lots ~ ‘

Lot title: Copy structure from:
Lot One Please Select v
Technical Financial
Envelope weight 70 u & IMPORT FROM XML/EXCEL MATRIX
O w Technical Test Section [1673679838488)] Weight:100 Threshold:30 ~ =

Figure 177: “Upload evaluation guidance” button in the tender page

2. Selects the guidance document through clicking on the “Browse” button and clicks on
the “UPLOAD” button

Upload

Evaluation Guidance: *

Choose File | File for example.pdf

[=]

Figure 178: Upload Evaluation Guidance
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7.19 View Tender Structure

At any time during the process of establishing the tender structure, the PO/TC can preview
the tender structure at that time through clicking on the “Show CfT Menu” >“View Tender
Structure” option.

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

EXPORT CFT INFORMATION EDIT CFT WORKSPACE DELETE| A

Example simple cft

Price/Cost Effectiveness
Example simple cft

Services

Computer and related services

Figure 179: “View Tender Structure” option in the Show CfT menu

The following buttons are displayed along with each criterion and section:

e | °  Move item (section or criterion) one place up within the structure

. Move item (section or criterion) one place down within the structure The

following symbols are displayed for each criterion and section:

o Thresholdi40 Threchold of the specific item (section or criterion). In this case,

the threshold for this item is 40

o Weight:50' \\eight of the specific item (section or criterion). In this case, the weight
for this item is 50

. Mandatory criterion
E

. Textual evaluation will be used for this criterion
R

. The criterion is specified as Supplier Read Only
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7.20 Import & Exporting Envelope Structure

To import the structure of an envelope from a predefined template, the user:
1. Clicks on the “IMPORT FROM XML/ EXCEL MATRIX” button.

2. Inthe panel below, the user selects the template file through clicking on the “Browse”
button.

3. Clicks on the “UPLOAD FILE” button.
4. The system imports the template and updates the relevant envelope.

Eligiility Criteria | Lots ~

Lot title: Copy structure from:

Lot One Please Select -
Technical | Financial
Envelope weight | 70 & IMPORT FROM XML/EXCEL MATRIX

®  Technical Test Section [1673679838488] Weight:100 Threshold:30 = a
© Criteria Test E % % Weight100 Threshold30 = =
siZE 50
O Criteria Test E % % Weight:100 Threshold:30 ~ o
SIZE: 50

Please upload a valid Tender Structure XML/Excel Matrix file: . B34 _teo - Upload File
EXPORTIN ™ VALIDATE || SAVEDRAFT m

Figure 180: Import and export the structure of an envelope

© An error has occurred: X
= Uploaded file is not valid
= Error in line 3: Cannot find the declaration of element c4t
= Error in line 4: Value ‘proofDocs' is not facet-valid with respect to enumeration ftechnical]. It must be a value from the enumeration.
= Error in line 4: The value ‘proafDocs’ of attribute ‘type’ on element ‘envelope’ is not valid with respect to its type, ‘#AnonType_typeenvelope
= Envelope with type proofDocs' is not allowed to have weight
= Threshold for Section
= Threshold for Section '1585738230436' is not allowed

s not allowed

Figure 181: Failed Tender Structure XML Import

To export the structure for a specific envelope, the user selects the “EXPORT IN” button and
then selects whether to export the tender structure into “Excel (.xls)” format or into “XML”

format.
Technical Financial

Envelope weight = 70

O » Technical Test Section [1673679838488]

Export as Excel Matrix

Export as XML

Figure 182: Export tender structure

Date: 30/05/2023 129/271 Doc. Version: 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement

eTenders Contracting Authority User Manual

7.21 Management of Supporting Tender documents

The CfT documents area is available from the Show CfT Menu dropdown and allows the user to upload any
supporting documentation relevant to the particular tender. Upon publication of the CfT, all documents that are
saved as “Final” in the CfT documents area will become visible to any interested party that views the CfT. Any
documents that are in a Draft status within the CfT documents area are only visible to the Contracting Authority
that published the CfT. During the CfT’s lifecycle, any POTC user associated with the CfT has the ability to upload
additional documents or amend the content within the tender documents area. Examples of documentation that
can be uploaded in this section are clarification, pricing matrices, instructions on how to reply to the tender.

7.21.1 Add/ Edit/ Delete Supporting Tender Documents

In order to add contractual documents to a Call for Tender the user should:
1. Select the “CfT Documents” option from the “Show CfT Menu” list

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED = Show CfT Menu =

CfT core information
EXPORT CFT INFORMATION EDIT CFT WORKSPACE DELETE Associated officers
PO/ES declaration responses
:
SIOM DEADLINE IN 6/9 Workflow
Restricted area

THERIT Ministry of transportation Scheduled jobs
Draft View Tender Structure
Mes: !
SUBMITTED 0 Aessaging
TITLE Example simple cft

Price/Cost Effectiveness

Example simple cft

UREMENT TYPE: Services

Figure 183: “CfT documents” option in Show CfT menu

2. Select the “Contract Documents” tab
3. Click on the “Add Contract Document” button

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR I Show CIT Menu =

Notices Contract Documents

B VIEW + ADD CONTRACT DOCUMENT

10 v |Results Per page | Displaying all 4 matches. ] I I

Figure 184: Contract Documents Tab
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In the form that loads below the Contract Document, the Tender Coordinator PO/TC user
1. Provides the title of the document.
2. Optionally provides description.
3. Regarding the file, the CA user.
a. Either selects the file to upload through the system, or

b. Selects to load one from the Template Library through clicking on the “Load
from template library” button.

i. Accesses the relevant folder, and/ or selects the document from the
Template Library to import, and clicks on the “SELECT” button.

Notices Contract Documents

ADD CONTRACT DOCUMENT

Title: * Language: *

English

Description:
4
Maximum Characters: 50000..
Attachment: * Status: *
| Browse... | No file selected O Draft O Final

Load from template library
[ oo |

Figure 185: “Load from template library” button in the “Contract Document” tab

TEMPLATE LIERARY ROOT FOLDER

Q) Search Template Library

FOLDER CONTENTS

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

# Type Title o~ Status v

1 o] document New Doc Final

R == |

Figure 186: Load (Import) Contract Document from the Template Library

4. Selects the status of the uploaded file (final or draft)
5. Clicks on the “SAVE” button.
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CONTRACT: AH 908/213 DFI - ROADS AND RIVERS - RAINING STRUCTURES (STATUS: CURRENT)
Contract Documents
ADD CONTRACT DOCUMENT
Title: * Language: *
English w
Description:
Vi
Maximum Charactera: 50000..
Status: ©
O Draft & Final

Load from template library Mew Doc

Figure 187: Add contract document (Upload)

CONTRACT: AH 908/213 DFI - ROADS AND RIVERS - RAINING STRUCTURES (STATUS: CURRENT)

Contract Documents

ADD CONTRACT DOCUMENT

Title: * Language: *

I New Doc Englich

Description:

Maximum Charactera: 50000..

Click Here

Status: *
O Draft @ Final

Load from template library Mew Doc

Figure 188: Final addition of a contract document (Load/ Import from Template Library)

The uploaded file will be included in the CfT documents area, displayed also to the Economic
Operators only after the Call for Tender is published and the document is in status “Final”.
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Notice & Contract Documents

© Contract Document successtully upioaded

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

Notices | Contract Documents | Invitations

B VIEW + ADD CONTRACT DOCUMENT 1 WITHDRAW B8 SELECT APPROVAL GROUPS

10 v Results Per page | Displaying all 2 matches.

Figure 189: Contract Documents page

In order to edit a CfT document, the user should select the document and then click on the
“Edit” button.

Notices Contract Documents

B VIEW 4+ ADD CONTRACT DOCUMENT 3 WITHDRAW #E SELECT APPROVAL GROUPS

iAlﬁ - iResuIts Per page | Displaying all 2 matches. 5 . m
Click Here to Edit / Delete
Addendum Date Upl. Lang. Status  Documel Approval
Select D a~ Title a~ File av av av Creator a~ av Versions Histd Actions
N/A test c41.67971_1_proofDocs.xls  19/04/2023 EN konstantina m |
kas
N/A Tender c4t_115879_1.xml 19/04/2023 EN konstantina  Final
Structure kas
XML -
Cycle1

Figure 190: Edit a contract document

The system enables the user to upload a new version of the document. The user should
provide a textual description of the differences between the current and earlier version of the
document. Clicking on the “SAVE” button finalises the action.

A contract document may be edited only if it is not in status “Final”, otherwise such
modification is not allowed.
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CONTRACT: AH 908/213 DFI - ROADS AND RIVERS - RAINING STRUCTURES (STATUS: CURRENT) -
ADD/EDIT CONTRACT DOCUMENT
Title: * Language: *
New Doc English v
Description: Differences with the earlier versions: *
A A
Maximum Characters: 50000.. Maximum Characters: 50000..
Attachment; * Status: *
[Browse...| No file selected ® D=t O Find
TEST.doex
Load from template library
B = |

* Fields with asterisk are mandatory

Figure 191: Editing a contract document

In order to remove a contract document, the user selects the document and then the “Delete”
button. The system always prompts the user to confirm his selection, prior to any deletion.

i Show CIT Menu *

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR

Notices Contract Documents Invitations
& ViEW 4+ ADD CONTRACT DOCUMENT 3 WITHDRAW #8 SELECT APPROVAL GROUPS
10 v |Results Per page | Displaying all 2 matches
Addendum Date Upl. Lang. Status  Document Approval
Select 1D ~~ Title «~ File «~ av - Creator «~ Versions History Actions
N/A draft Doc TEST.docx 14/02/2023 EN Stavros Draft i) B /78
Antoniou
N/A Tender cA1.32757_1.xmi  06/02/2023 EN Stavros Final
Structure Antoniou
XML - Cycie 1

Figure 192: Delete a contract document

A contract document may be deleted if and only if it is not in status “Final”, otherwise deletion
is not allowed. In case a document is in “Final” status, then the document will be withdrawn
instead of deletion. Please note that a withdrawn document will be available only to the
Tender Coordinator PO/TC and not to suppliers.

K VIEW 4 ADD CONTRACT DOCUMENT 31 WITHDRAW £ SELECT APPROVAL GROUPS

Figure 193: Approval groups for documents in CfT document area
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Regarding approval, please note that POTC user can decide to select any documents from the
CfT document area, and decide that this document should undergo an approval flow by a
selected approval group. In such case the user first selects the document to be approved and
then selects the approval groups to be applied on this specific document.

In addition to the above the user have access to a “Restricted Area” accessible through the
CfT Menu. The documents in the restricted area are accessible only by PO/TC and PO/OS users
of the Contracting Authority who are associated with this specific Call for tender. This
restricted area is therefore a work place that allows draft document versions to be exchanged
between buyers, and this area will naturally never be published and never accessible to
suppliers.
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7.22 Creation and Management of Notices

7.22.1 Creation of a Notice

To create a notice the user:

1. Selects the “CfT Documents” option in “Show CfT Menu”

View CfT Workspace
CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR
CfT core information
EXPORT CFT INFORMATION ~ EDIT CFT WORKSPACE ~ DELETE, Associated officers
PO/ES declaration response:
WORKAREA IT CfT documents
TENDER SUBMISSION DEADLINE IN 6/8 oTRTOW 1
(DAYS/HOURS) Restricted area
NAME OF CONTRACTING AUTHORITY Ministry of transportation Scheduled jobs
STATUS Draft View Tender Structure
NUMBER OF TENDERS SUBMITTED 0 :Messagmg 5
TITLE Fxamnle simnle cft
Figure 194: “CfT documents” option in the Show CfT menu
2. Accesses the “Notices” tab
3. Clicks on the “Create Notice” button.
" Notice & Contract Documents -
© There is no Notice found x
CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR
i Notices Contract Documents
Select « ~Type: « +Date Upl.: « +Lang.: « ~Status: « ~Date Pub.:

PUBLISH NOTICE CREATE NOTICE DELETE m

Figure 195: Create notice button
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The pop-up window displays a subset of the official notice forms which can be created at that
stage for the procurement process (The procurement procedure determined by the user at CfT
creation stage also restricts the notices that can be used here). Then, the user:

1. Selects the type of the notice form

2. Clicks on the “POPULATE NOTICE” button

AVAILABLE NOTICES FORMS
Select Notice form name
@] Design Contest Notice
Q Contract Notice
(@] Social and other specific services - public contracts

Select Language

@® English(en)

m| POPULATE NOTICE

Figure 196: Available notices & Creation of Notice

The platform directs the user to the Form Filling Tool to fill in and finalise the official
notice form. “Section 20.1” describes how to use the tool in more detail.
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careful about the type of notice that they select, as this defines whether
the publication will go or not to TED.

f Publication of National notices or Notices to TED. CA users need to be

Please note that it is the type of the notice that is selected by the Procurement Officer, that
defines whether the notice will be sent or not to TED (as many combinations are possible). So
the sending or not to TED is not defined by the below/ above threshold value defined in the
CfT details.

For example during the contract notice phase (screenshot below), only the National Contract
notice for classic procurement (no TED publication) is never sent to TED, but all the other
notice type are sent to TED (e.g. Contract Notice, Design Contest Notice, etc.).

AVAILABLE NOTICES FORMS

Select Notice form name

Design Contest Notice

I - Contract Notice I

National Contract Notice for classic procurement (no TED publication)

Language of publication

® EN GA
N m POPULATE NOTICE

Figure 197: Creation of a Contract Notice (TED)

AVAILABLE NOTICES FORMS

Select Notice form name
Design Contest Notice

Contract Notice

I National Contract Notice for classic procurement (no TED publication) I

Language of publication

® EN GA
N m POPULATE NOTICE

Figure 198: National Contract notice for classic procurement (no TED publication)
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Similarly during the contract award notice phase (screenshot below), only the National
Contract Award notice for classic procurement (no TED publication) is never sent to TED, but
all the other notice type are sent to TED (e.g. Contract Award Notice, Results of Design Contest

Notice, etc.).

"E
g ur it F al
Office of Government Procurement o

{n) CfT Creation ~ CfT Management ~ CA administration

Notice & Contract Documents

CFT: PROCUREMENT OF LAPTOPS (STATUS: EVALUATI

Notices | Contract Documents
1 results in total.
Select ~~Type:
® Contract Notice

Tendering Popup — Mczill Frefox

) eurodyncom

AVAILABLE NOTICES FORMS

Select Notice form name
Results of Design Contest

Contract Award Notice

® National Contract Award Notice for classic procurement (no TED publication)

Language of publication

@EN O GA

17/02/2023 14:21:07

-
. 3 john brown, CAPC ~

2w WO
& Show CfT Menu ~
[cavca | orurenonce
Published 17/02/2023 14:21:27
PUBLISH NOTICE CCREATE NOTICE m m

Figure 199: National Contract Award notice for classic procurement (no TED publication)

For instance a POTC user can set a CfT as below threshold and can still decide to send the
Contract Notice or the Contract Award Notice to TED, by selecting the appropriate notice type.
This can be the case for instance if the Procurement Officer want to increase the visibility of
their opportunity by publishing the CN on TED. This can also be the case if a procedure was
started as a below threshold (National Contract Notice), but following the Award, the awarded
value becomes higher than the threshold and thus requires a TED publication of the Contract

Award Notice.
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7.22.2 Association of PIN Notices with a Call for Tender

In order to associate a Prior Information Notice with a Call for Tender, the user should:
1. Select the “CfT Documents” option from the “Show CfT Menu”

View CfT Workspace

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR

WORKAREA:

TENDER SUBMISSION DEADLINE IN
DAYS/HOURS]

NAME OF CONTRACTING AUTHORITY:
STATUS
NUMBER OF TENDERS SUBMITTED

TITLE:

EXPORT CFT INFORMATION

Im

6/8

Ministry of transportation
Draft
0

Fyamnle cimnle cft

EDIT CFT WORKSPACE

BE show CIT Menu ~

CfT core information

DELETE Associated officers
PO/ES declaration responses

CfT documents

Workilow

Restricted area
Scheduled jobs

View Tender Structure
Messaging

4

Figure 200: “CfT documents” area in show CfT menu — PIN association

2. Select the “Notices” tab
3. Click on the “LINK PIN TO CFT” button

[Notice & Contract Documents

Il Show CIT Menu -

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR

Notices Contract Documents

= ~Date Pub.:

) 1 results in total

Select

= ~Type: « ~Date Upl.: ~~Lang.: « ~Status:

31/01/2023 053333 EN Final

PINTOCFT PUBLISH NOTICE CREATE NOTICE m

Design Contest Notice

Click Here

Figure 201: “Link PIN to CfT” button

The system displays available PIN notices for association. The user selects a PIN Notice and

clicks on the “ ¥ create link to PIN icon in order to associate the notice with the Call for

Tender.
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'Prior Information Notices

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR

[10  +]Results Per page | Displaying the 1 match.

Select Type =~ Title <= Date Upl. -~ Lang. -~ Status -~ Date Pub, ~~ Actions

Prior Information Notice title

31/01/2023 10:4257 +*

31/01/2023 10:42:49 EN Published

BACK TO CONTRACT NOTICES

Click Here

Select Notice

Figure 202: List of available PIN notices

After the association of a PIN with a Call for Tender, the Prior Information Notice is displayed
together with all other notices, if any, created under this Call for Tender workspace (i.e.

Contract and Award notices).

Notice & Contract Documents

I © Link 0 PIN was successfully completed

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC

[P | comaonmes
EEEE

1 results in total
Select avType: « vDate Upl.: aviang.: » vStatus: « vDate Pub.:
. Prior Information Notice 19/04/2023 10:4249 EN Published 19/04/202310:4257

T T X

Figure 203: Completion of PIN notice association
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7.22.3 Publication of a Notice

To publish a notice the user:
1. Selects the “CfT Documents” option in the “Show CfT Menu”
2. Accesses the “Notices” tab
3. Selects a notice in “Final” status
4. Clicks on the “PUBLISH NOTICE” button

selects it for publication.

2 In _case of only one notice being available, the system auto-

Notice & Contract Documents

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

Notices Contract Documents Cth Here
1 results in total m

Select «~Type: « ~Date Upl.: «~Lang.: » ~Slatus: « ~Date Pub.:

o Contract Notice 19/04/2023 14:50:06 EN
LINK PIN TO CFT PUBLISH NOTICE CREATE NOTICE DELETE EDIT

Figure 204: Publish notice button

On successful execution of the above action, the system informs the user that the notice was
published, and the status of the notice then changes into “Published”. Also from that point
onwards the CfT obtains the status “tender Submission” and becomes visible to the suppliers.

The “Delete” button may be used to delete an unpublished notice.

Notice & Contract Documents

I © Notice was published

% I

CFT: EXAMPLE SIMPLE CFT (STATUS: TENDER SUBMISSION) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

Notices Contract Documents

1 results in total

Select - ~Type: ~ +Date Upl.: ~~lang.: « vStatus: ~ vDate Pub.:

© Contract Notice 19/04/2023 14:50:06 EN Published 20/04/2023 08:25:13
PUBLISH NOTICE CREATE NOTICE

Figure 205: Published Notice
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7.22.4 Amend data in Published Notice (Corrigenda)

Once a notice has been published, users cannot proceed with any changes on the notice itself.
The users may amend the information included in the published notice through creating and
publishing a special notice type called Corrigendum Notice.

In the eTenders Platform, the PO/TC of the competition may commence the process for
creating and publishing a Corrigendum Notice to amend information contained on an

already published notice through the use of the “EDIT” button in the Notices section.

In order to “edit” a published notice the user must follow steps:
1. Selects “CfT Documents” choice from the “Show CfT Menu”
2. Selects the “Notices” tab
3. Selects a published notice
4. Click on the “EDIT” button.

Notice & Contract Documents

© Notice was published successfully X
CFT: EXAMPLE SIMPLE CFT (STATUS: TENDER SUBMISSION) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

Notices Contract Documents

1

1 results in total m
Select « ~Type: « vDate Upl.: ~~Lang.: ~ »Status: ~ vDate Pub.:
@ Contract Notice 19/04/2023 14:50:06 EN Published 20/04/2023 08:25113

PUBLISH NOTICE CREATE NOTICE DELETE

Figure 206: Edit notice

Upon clicking on the “EDIT” button, a confirmation message will appear on the screen
informing the user that the notice he wishes to edit has already been published and he will
be prompted to issue a Corrigendum notice.

@ irish-test.eurodyn.com

This notice has been published, do you want to issue a Corrigendum?

Figure 207: Confirmation message for Corrigendum notice

Date: 30/05/2023 143 /271 Doc. Version: 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement

eTenders Contracting Authority User Manual

Upon user confirmation, the Corrigendum form will open, prefilled with the CA and Call for
Tender’s information available to eTenders. The user will have to select the reason(s) for
issuing the Corrigendum Notice.

CORRIGENDUM, Netice for changes and additional information

CHANGES
VIL1) INFORMATION TO BE CHANGED OR ADDED

SECTION IL: Obiect (as stoted in the VIL1.1) REASON FOR CHANGE 7
‘sriginal natice)

(e} of original submitted by the authority

SECTION VI: Complementary information

O  Publication on TED not compliant with original infarmation provided by the contracting authority

(@] SECTION VIL: Changes

Welidating form Number of changes

VIL2) OTHER ADDITIONAL TNFORMATIONZ

Other additional information
4

*Fields marked with * are compulsory

2 if applicable

7 mandatory information not to be published

Figure 208: Reasons for issuing the Corrigendum notice

Depending on the user’s choice and reasons for creating the Corrigendum Notice, the
eTenders platform will present to the user the various relevant fields for the user to fill in. The
following figures depict the screens for a user selecting to edit an ongoing Tender competition.

Create Notice

CORRIGENDUM, Notice for changes and additional information

e

VIL 1) INFORMATION T0 BE CHAMGED OR ADDED

VIL1.1) Rensou rom cuance 2

I ——
®  Madifcation af anginal information submitted by the contracting authorky

e W EETL Qo Publication on TED not compliant with original information provided by the contracting authority

“Number of changes ]

P L —

Gther additianal information

Figqure 209: Complementary information
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Completing the form ...

Breliminary Questions

Section 1: Contracting Authority. [
ntity (25 stared in the original

notice} (1

SECTION II: Object (as stated in the

‘original notics}

(@] SECTION VI: Complementary information

SECTION WIL: Changes

Changs information |

Change information

A Validatinn farm

Comgpleting the form ..

eraliminary Quastions
) TEXT TO BE CORRECTED IN THE ORIGINAL NOTICH

o Sonsns A AL MOTICE)
ML Sanged e
“Type of change
SECTION 1: hisct a8 sumed i he
O e @ au
. Delete
P o
O esiece
|9 SESTION Ik Shasess

@) Changainformatisn (1]

) Shanca insemazizn (= “section
R Or On
= s Om O
Ov Ow
Oannex D
Lot Mo [

CHANGE TNFORMATION

EASE PROVIDE THE RELATED SECTION AND THE PARAGRAPH NUMBER TN THE

SECTION NUMBER

Place of text to be modified

“Data Type

O addtianal CPV code
0 =
O oate

Figure 210: Additional information

SECTION VI: COMPLEMENTARY INFORMATION

V1.5) DATE OF DISPATCH OF THIS NOTICE

The dispatch date will be automatically updated when the notice is submitted for publication

=Original notice sent vial
eNotices
% TED eSender

Other means

Figure 211: Dispatch date

CORRIGENDUM, Notice for changes and additional information

VI.6) ORIGINAL NOTICE REFERENCE

Completing the form ...

Breliminary Questions

SECTION IT: Objece (35 stated in the

original notice}

SECTION VI: Complementary informatien

SECTION VII: Changes
Change information (1
Change information (2

@) vlicsting form

STEPS TO PUBLISH THIS NOTIC

1. Form validation

Form is correctly filled.

2. Form filling
Your notice is completed
If you need to make corrections, please use the section menu left.

3. Save Notice as Final

When saving as final, the Notice is ready for publication

Figure 212: Save Corrigendum as final
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After the successful creation of a Corrigendum Notice, the user may publish it following
the same process of publishing any type of notice.

Corrigendum Notices are allowed to be created for any type of notice, except for Corrigendum
Notices. This means that the users cannot create a Corrigendum Notice for amending the
information contained in an already published Corrigendum Notice. However, there is no
limitation to the number of Corrigendum Notices users may publish on one particular notice.

The example described in the above screenshots presents the editing of a Corrigendum Notice
prepared within a Call for Tender (CfT). Similar editing of a notice can be performed by
CAPC/CAPCA users for amending information on published notices outside a CfT (i.e. CA
notices that are accessible to CAPC/CAPCA users in the “CA notices” section under “CA
administration” menu).

In order for a Tender Coordinator PO/TC user to create a Contract Award Cancellation Notice
(i.e. Corrigendum Notice) for the cancellation of a Call for Tender which has already been
published to TED; user will be able to proceed on the two following scenarios:

1. When the PO/OS (e.g. Tender Opening Staff) unlocks the submitted tenders but none
supplier has submitted a tender response or

2. When the PO/TC has confirmed in the “Post Standstill” period that none supplier was
awarded a contract.
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7.23 Copy a CfT as New

Once the structure of the tender is defined (and on the condition that the competition has not
been archived), the user can copy the call for Tender as "new".

In order to do this, the user accesses the "CfT Core Information" page from the "Show CfT
Menu" and clicks on the "Copy as new" button.

The system copies the Call for Tender details and the user can view the "Cft Core Information"
page of the call for tender copied as new (in "Draft" status in order to be able to modify the
title of the call for tenders, etc.). As soon as a CfT is copied as new, the user should start by
editing the CfT title, description, etc.
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7.24 Invitations

In order to create a new invitation, the user accesses the “Invitations” tab in the “CfT
Document” page. The “Invitations” tab is enabled only for specific types of procurement
procedures and cycles (e.g. on the second cycle of restricted procedures, or on simplified
procedures).

To create a new invitation, the user should click on the “CREATE NEW INVITATION” button.

Notice & Contract Documents

on

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR

Contract Documents Invitations

Figure 213: Create a new invitation

In order to complete the invitation the wuser should provide the following
information:

e Subject of the invitation
e Body of the invitation
e Optional attachment (document)

o The PO/TC user may upload a document from a local folder orimport
one from the CA template library. The PO/TC accesses the relevant folder,
and/ or selects the document from the Template Library to import, and
clicks on the “SELECT” button.

e The list of the Economic Operators which are eligible to participate in a procurement

Q

exercise is available through the use of the “ "” search button in order to search

&
for registered Economic Operators and the “ " delete button to clear the selected
Economic Operators.

Fields “Deadline for tender submission” and “Requests for clarification” are automatically
filled by the system, according to the information provided by the user during the creation of
a Call for Tender. Finally, the user clicks on the “SEND INVITATIONS” button to send the
invitations to the selected Economic Operators.
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CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR

Contract Documents Ivitations
CREATE NEW INVITATION

Subject *

Maximum Characters: 50000,
Attachment

Browse...| No file s

Attention: File attachments of above SME may be blociked within recipient networks. It is Sugoested you upload such documentation in the
Contract Documents section nstead

Organisations: *

a & B8
v
Request for clarification
[m} i w mm O v
Deadline for tender submission
™ h v mm v
o0 wranon | cwwce. |

Figure 214: Invitation of Economic Operators

In case the invitation is part of creating a new evaluation cycle of a specific procedure (e.g. in

a restricted procedure, in a competitive dialogue, etc.) the previously described workflow
differs in the following:

e The list of invited suppliers is automatically filled according to the results of the
evaluation during the previous phase.

e The user should specify the date and time (through using the selection
button to select a date) for the “Deadline for tender submission” and the time
period for receiving clarifications, “Requests for clarifications”.

After sending the invitations, the user can view the completed invitations. Furthermore, the
user can edit and modify the invitation throughout the “Tender Submission” phase by
selecting the “EDIT INVITATION” button, in such cases the invitations need to be submitted
again to all the eligible Economic Operators.

CFT: EXAMPLE SIMPLE CFT (STATUS: TENDER SUBMISSION) MY CFT ROLE IS: PO/TC +PO/ESR

Comtract Documenty | Wwiations.

1INVITATION 10 TENDER PO MAMJAL SASLIED

Subject Example
Invitation Body
Bus Group

Figure 215: View completed invitation
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7.25 Random Selection in Simplified Procedure Invitation

The system, as far as “Low value/ Direct Contract Award” procedures are concerned, retrieves
the suppliers to be invited based on the CPV codes that they have registered for their
organisations. e.g. Where the CFT is published under a CPV A and a company also has selected
that CPV A code in their profile, then the company is retrieved by the search. The results
(companies that match the selected CPV) are displayed in a random order instead of by
alphabetical order. Each new search request and execution provides the results in a different
random order. Also other below criteria can be used for the search.

SEARCH FOR ORGANISATION
Organisation Name: Country:
All v
Organisation ID: CPV Codes of interest
'50000000-Repair and maintenance services A a @
Medical equif pharmaceuti .,
Company Registration Number: Market geographical coverage and location:
Type of Business Maximum number of results:
-Select Business Type- v

SEARCH RESULTS m

Figure 216: Random Selection in Simplified Procedure Invitation

SEARCH FOR ORGANISATION

Organisation Name: Country:
A v

Organisation ID: CPV Codes of interest

50000000-Repair and maintenance services Q 8

33000000-Medical equipments, pharmaceuti ,

Company Registration Number: Market geographical coverage and location:
Type of Business Maximum number of resuits:
Select Business Type- v

SEARCH RESULTS

10 v Resuits Per page | Displaying ail 4 matches,

Organisation Name .~ Country o~ Eircode / Postal Code v Phone Number .~
Ministry of transportation  Greece 1068

Ministry of Transportation  Greece 1077
Ministry of Development Great Britain 1071

Ministry of Health Greece 1075

Figure 217: Random Selection in Simplified Procedure Invitation
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7.26 Framework Agreement and Mini Competitions

The procedure for the establishment of a Framework Agreement is similar to the procedure
for establishing a public tender. The key differences are that during the awarding phase the
user selects the EOs awarded. Furthermore, after the awarding of the contract, the user is
requested to define the date when the particular framework agreement will end and specify
the CAs that will involve in the agreement acting as buyers.

Awarding

CFT: SIMPLE EXAMPLE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR

£ Show CfT Menu ~

@ All prices must be provided in EUR. If the prices you wish to submit are in another currency please convert them in EUR first
0 tor O
P 9
KaskaniSup

SAVE AS DRAFT m

Figure 218: Awarding of a Framework agreement

The PO/TC user is requested to define the date when the particular Framework Agreement
will end and specify the Contracting Authorities that will be involved in the agreement acting
as buyers. Once done, the user should click on the “CONCLUDE FRAMEWORK AGREEMENT”
button.

Establish Framework Agreement

CFT: SIMPLE EXAMPLE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/0S +PO/ESR

= show CfT Menu ~

Framework Agreement End Date *
05/01/2024 ]

CA Organisation *

Ministry of transportation .

Total contract awarded value *

Fields marked with an asterisk are mandatory *

CONCLUDE FRAMEWORK AGREEMENT

Figure 219: Specifying the Framework Agreement end date
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In order for the user to create further competitions (i.e. mini competitions) under the context
of the agreement, the option “Mini-competitions” can be selected from the Show CfT menu.

View CfT Workspace
@ Establishment of Framework Agreement concluded successfully X
CFT: SIMPLE EXAMPLE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR
CfT core information
EXPORT CFT INFORMATION EDIT CFT WORKSPACE CANCEL CFT EXPORTI Mini-competitions I
Associated Officers
TENDER SUBMISSION DEADLINE IN 13/13 PO/ES declaration responses

DAYS/HOURS)
STy CfT documents
NAME OF CONTRACTING AUTHORITY Ministry of transportation Interested Suppliers
STATUS Evaluation Tenders

NUMBER OF TENDERS SUBMITTED 1 Online evaluation

Release of envelope

TITLE Simple example % ;

CFT CAUNIQUE ID

Figure 220: Generation of a mini competition

The user can create a mini competition manually (e.g. already performed in the past) by
selecting the “CREATE MANUAL MC” button or can create a new procurement process, for the
specific contract, by selecting the “CREATE MC” button.

List Of All Mini-competitions

@ There are currently no CfTs x
CFT: SIMPLE EXAMPLE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR
All SC CfTs

Sc D Title Name of Contracting Authority Status

CREATE MANUAL MC m

Figure 221: Create Specific Contract functionality

The process for the creation of a mini competition is the same for all procurement
procedures.
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CFT: SIMPLE EXAMPLE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR

WORKSPACE INFORMATION

Title *

mini competition example

176 remaining characters

CfT CA Unique ID

Description *

mini competition example

Y
976 remaining characters
Procurement Type *
Services -
CPC Category @
Computer and related services v
Directive *
2014/24/EU (Classic) w
Procedure Specific Contract
CfT Involves A Public Contract
Publish on behalf of
-
Q @
-
CPV Codes *
“
Q @
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Award per ltem

Estimated value (EUR)

Internal Estimated value (EUR)

Mote: Only CAPC and CAPCA users in your organisation can visualise this value.

Request for clarification

Time-fimit for receipt of tenders or requests to participate

Upload of documents within the clarifications *

O Yes 2 Mo

Tenders Opening Date

Allow Late Tenders
O Yes O Mo

Allow suppliers to make an enline Expression Of Interest

O Yes O Mo
EU funding
Yes O Mo

Evaluation Mechanizm
Price/Cost Effectiveness Best Price-Quality Ratio

Multiple tenders will be acceptad

O Yes 2 Mo

Contract duration in months or years, excluding extensions

menths
Validity of Tender in days or months
days

0.JEU link
Contract Award Date

(] hh | 00
Date Accepted by Contractor

™ hh | 00

Language of publication *
O EN O GA

Mumber of openers *

) One ® Two

* Fields with asterisk are mandatory

Figure 222: Creation of a Mini Competition

mm

mm

mm

mm

~
Q &
v
00 v
0o v
m|
-
00 "
00 v

m CREATE CFT WORKSPACE
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At the final stage of a mini competition creation, after associating the procurement officers
(for opening and evaluating the tenders) and defining the tender structure, the PO/TC will be
required to send invitations to the Economic Operators selected to participate in the
framework agreement. The user fills the subject and the body of the invitation. The system
pre-fills all details of the organisations participating in the framework agreement as well as all
information regarding the relevant deadlines.

Notice & Contract Documents

CFT: MINI COMPETITION EXAMPLE (STATUS: DRAFT) MY CFT ROLE IS: PO/TC

Confract Documents Invitations

CREATE NEW INVITATION

Subject: *

Body: *

49999 remaining characters
Attachment:

Choose File | No file chesen

Antention: File attachments of above SMB may be blocked within recipient networks. It is suggested you upload such documentation in the Contract Documents section instead

Organisations: *

I KaskaniSup O

Request for clarification: *
27/04/2023
Deadline for tender submission: *

28/04/2023

I show CIT Menu -

Figure 223: Invitations (for the M(C) to Companies that are included in the framework agreement
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7.27 Dynamic Purchasing System (DPS)

A Dynamic Purchasing System is a procurement procedure similar to the Framework
Agreement. They are both utilised for repetitive purchases, and preselect a pool of suppliers
to procure certain goods or services and, when required, issue an invitation to tender for the
preselected selected suppliers to participate. The fundamental difference between these two
procedures is that while a Framework Agreement cannot admit new suppliers after the pool
of suppliers is selected, the admission to a Dynamic Purchasing System is open throughout the
duration of the DPS.

7.28 Creation of a new DPS

The user selects the “Set up a DPS” option in the “CfT creation” menu.

{m) CfT Creation ~ CfT Management = CA administration ~ G

Create New CfT

Setupa DPS
rafe—]

Manual CfT data entry
Manual DPS data entry

[ Template Structures | Displaying: 1-10 12 results in total.

Figure 224: Set up a DPS

Then, the steps described below should be followed:
1. Populate the following fundamental DPS information
e Title of the DPS (mandatory)
e DPS CA unique ID is provided by the system automatically following the creation®
e Description (mandatory)

e Procurement Type (mandatory)

o Supplies
o Services

- CPC Category
o Works

e Directive (mandatory)
o 2014/24/EU (Classic)
o 2014/25/EU (Utilities)
o 2014/23/EU (Concession)

6 ‘DPS CA Unique ID’ is automatically generated by the system at the time of DPS creation, and stored within the
DPS workspace information. ‘DPS CA Unique ID’ is read-only thus may not be edited by users. The ID is generated
examining the following concatenation of values ‘CA Acronym’ + ‘Number of CfTs’, where CAID is the Contracting
Authority Acronym as in the ‘CA Abbreviation’ field, and ‘Number of CfTs’ is the number of CfTs created by that
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Contracting Authority.

o (None)
e The associated CPV codes
e The associated NUTS codes
e Estimated value (GBP)
e Choice if EU funding exists for the DPS

e Selection of the tender evaluation mechanism (Price/Cost Effectiveness and
Best Price-Quality Ratio)

e Choice if the DPS will be awarded in Lots (mandatory)
o |Ifyes
- The number of Lots (mandatory)

- The submission choice (one Lot Only, Maximum Number of Lots, All
Lots)

2. Click on the “CREATE DPS WORKSPACE” button (the “CANCEL” button will forward
the user to the main page).

Create DPS Workspace

'WORKSPACE INFORMATION

Title *

(Maximum characters: 200)

DPS CA Unique ID

Description *

(Maximum characters: 50000).
Procurement Type *

~Select Procurement Type- v
Directive *

~Select Directive- v

CPV Codes

NUTS codes

Estimated value (EUR)

Above or Below threshold *

O Above O Below Legislation on Threshold

EU funding
O Yes O No

Evaluation Mechanism

O Price/Cost Effectiveness O Best Price-Quality Ratio

Contract awarded in Lots *

O Yes O No

Language of publication *

OEN  OGA

m CREATE DPS WORKSPACE

* Fields with asterisk are mandatory

Figure 225: Create DPS Workspace
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For contracts to be awarded in several Lots, the user must provide a respective name for
each Lot:

Contract awarded in Lots *

® Yes O No

Number Of Lots *

2

Tenders For Lots

O One Lot Only O Maximum Number of Lots O All Lots

Figure 226: Define Lots

7.29 Association of Contracting Authority user in DPS

By default, the creator of the DPS is assigned with the PO/TC role. However, more than one
officers acting as PO/TC may be associated in the context of a DPS. The association procedure
does not differ significantly compared to the user association in a Call for Tender. The key
difference is that there is no need to associate Opening Staff (i.e. PO/OS) provided that the
indicative tenders submitted in a DPS are unlocked and checked automatically by the system.

Associated Officers

O Currerty O ESR oMzers have bion 333inid Plaase 3450 atleast | E59 office

DPS: EXAMPLE (STATUS: DRAFT) m

First Mame - = Latt Name « v Aule

1 results in total POSTC » POVESR ['_I-_-I_-]-_]
ADD PO/ES GROUP ADD POVES USERS ADD POUTC USERS

Figure 227: Association of Contracting Authority user
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7.30 Creation of Tender Structure in DPS

In order to define the structure of the selected tender the following steps must be followed:
1. Selectif a tender structure will be imported from an XML file.
e Ifyes, provide the location of the XML file.
2. Click on the “NEXT” button to define the eligibility criteria.

Tender Structure

DPS: EXAMPLE (STATUS: DRAFT) m
Import Template (XML):
® no

Figure 228: Creation of a DPS tender structure

7.31 Contractual documents in DPS

The procedure adding contractual documents to the DPS is identical to the procedure followed
in a Call for Tender.

7.32 DPS establishment

The procedure for the establishment of a DPS is similar to the procedure for establishing a
Framework Agreement. The user is requested to define the date when the particular DPS will
end and specify the Contracting Authorities that will be involved in the agreement acting as

buyers.

Establish Dynamic Purchasing System

DPS: EXAMPLE (STATUS: DRAFT)
DPS Start Date and Time: * =R 00 v mm v
DPS Expiry Date and Time: * 5 b 00 v mm -
A organisation' e . -

Q B

Total contract awarded value *

Fields marked with an asterisk are mandatory * [ ESTABLISH DYNAMIC PURCHASING SYSTEM ]

Figure 229: DPS Establishment
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7.33 Creation of a Notice in DPS

User clicks on the “Publish notice” task, available on the “List of tasks” list. User clicks on the
“CREATE NOTICE” button.

Task List
[10_ | Results Per page | Displaying: 1-10 | 34 results in total
Cycle Estimated Value Assigner
Title o~ Status «v ar Deadline <= av av
example Draft 1 No deadling is associated with this
task
Figure 230: Publish notice task for a DPS tender
Notice & Contract Documents
0 The x
DPS: EXAMPLE (STATUS: DRAFT)

Notices | Contract Documents.

Select « =Type: & +Date Upl.: avlang.: - +Status: « ~Date Pub.:
= oo

Figure 231: Create notice button for a DPS tender

Depending on the Directive selection, the respective Contract Notices are displayed in the
“Available Notice Forms” pop-up. The user selects one of these using the radial buttons and
clicks on ‘populate notice’.

Available Notices Forms

Select Notice form name

O Prior Information Notice

@] Design Contest Notice

(@] Contract Notice

(@] Social and other specific services - public contracts
SELECT LANGUAGE

® English(en
POPULATE NOTICE

Figure 232: Available notices

The platform directs the user to the Form Filling Tool to fill in and finalise the official notice
form.
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7.34 Evaluation of tenders in DPS

The evaluation is performed and finalised per tender. That is, the Evaluation staff evaluates
each submitted tender by itself, which is either successful or unsuccessful. It is important to
note that the evaluation of a submitted tender is performed only for the Eligibility Criteria.
Once a tender is submitted, the PO/ES users get a task to proceed with the evaluation of the
submitted Tender.

Task List
10~ Resulls Per page | Displaying: 1-10 | 14 resulls in total m
oITio Cycle Estimated Assigner
CIT Title =~ am Task == Status -~ an Deadline -~ Value -~ an
example 116471 m,.-_«:mm 1 No deadine is associated
with this task

Figure 233: Evaluate tender task for a DPS

The Evaluate Submissions link redirects the user to the main evaluation page. In this page only
the Eligibility Criteria Section is visible. In the main evaluation page the system displays the
detailed information regarding the submitted tender including the following information:

e The name of the Economic Operator Organisation

e The receipt ID of the tender package

e The date/time which the tender package is received
e The status of the tender’s evaluation. These include;

o Not evaluated. No evaluation of the tender exists.

o Draft. The tender has been evaluated and saved as a draft. Further modifications
are allowed.

o Final. The tender has been evaluated and saved as final. Further modifications are
not allowed.

o Finalised. The tender has been evaluated and saved as final. Moreover, the
PO/ESR user has approved all evaluations of the associated PO/ES users.

DPS: 118 ¥ T (STATUS: ESTABLISHED)

8 ADD PO/ES GENERAL COMMENT [ PDF EVALUATION REPORTS:

‘Tender Fackage receipt I Coaaa0" Conformance Checks: @

Eligibiliy Criteria
Overall evaluation status a

A

Figure 234: Main evaluation page in DPS
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7.35 Evaluation of eligibility criteria in DPS

In order to proceed with the evaluation the user should select the “ A icon provided in the
“Eligibility Criteria” column (e.g. corresponds to a “Not Evaluated” tender response).

The user is then redirected to the evaluation page. In this page the system displays the tender
structure for the eligibility criteria. Furthermore, the supplier’s answers to each criterion are
also provided. The page contains the following columns:

e Economic Operator value. The supplier’s answer for each criterion

e PO/ES value. The value of the PO/ES (if provided through justification)

e ASc. The automated score. This is automatically filled by the system when an
evaluation formula has been specified during the creation of the tender structure.

e (CSc. The area where the consensus score of the evaluators is been displayed.
e Thr. The threshold of the criterion.

e P. A check if the criterion passes or a block sign if fails (i.e. if the awarded score
is greater than the threshold).

e W. The respective weight of the section/ criterion.

e WSc. The respective weighted score of the section/ criterion.

DPS EXAMPLE  (STATUS: ESTABLISHED) m

ECONOMIC OPERATOR ORGANISATIONS  Bus Group

T/P RECEIPT ID 000000249
Eligibility Criteria

Bus Group

Economic CSe w WSe ASc The P

Operator value Finalised
v Elgibiny Tes: Section
100.00% 20% v
Criteria Test
sest 100.00% 10000%© 100% 100.00% 100N e 20% v

Overall .

Figure 235: Evaluation page in DPS

All criteria which have an associated evaluation formula are automatically evaluated. The user

v
evaluates all other criteria. The check symbol changes into “  ” if the value is greater than
the specified threshold. The overall status of the tender will be considered as failed in case
there is at least one criterion which fails to pass the threshold.
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7.36 Saving the evaluation in DPS

The following buttons are displayed in the evaluation page and provide all the functionality
for saving the evaluation process:

° Navigate to the next or previous evaluation page.
Important Note: any unsaved changes will be lost.

. Saves the evaluation as a draft. Further updates are allowed.

SAVE AS FINAL . )
_ Saves the evaluation as final. No further updates are allowed.

Important Note: A tender with not completed evaluation will be considered as failed.

7.37 Overall evaluation status in DPS

The associated PO/ESR will need to approve the evaluations of all PO/ES users. In order to
perform this action, the user should select the link provided in the “Overall evaluation status”
column (e.g. “Not evaluated”).

DPS: EXAMPLE

Tender Package receipt Id 116471 Conformance Checks: @
R e 20/04/2023 08:25:13
Bligibility Criteria
I Overall evaluation status A I
Konstantina kas v

Figure 236: Overall evaluation in DPS
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7.38 EO Admission Verification in DPS

Upon the finalisation of a Tender Submission Evaluation, the task is issued to the PO/TC to
confirm the acceptance or not of the Economic Operator in the DPS. The Verify EO admission
link redirects the user to the Announcement of the tender results where the PO/ TC should
verify whether the EO passed or failed to qualify in the DPS.

Please note the below:

e If thereis a green tick next to the supplier’s name, they have been approved and are
eligible to participate in DPS Tenders,

e But, if there is not a green tick next to the supplier’s name, they have been rejected
and are not eligible to participate in DPS Tenders.

In case the submitted tender is successful (the “Pass” checkbox is ticked), the Economic
Operator is added in the Economic Operator’s list of the DPS, where they are able to
participate in new Specific Contracts if they are invited. The participated Economic Operators
are listed under the “Participants” option in the “Show DPS Menu” menu.

DPS: EXAMPLE
Tender Package receipt Id 116471 Conformance Checks: ®
T/P time 20/04/2023 08:25:13
Eligibility Criteria
Overall evaluation status A
Konstantina kas v
Figure 237: “Participants” option in the “Show DPS menu” list
Awarding
DPS: EXAMPLE (STATUS: ESTABLISHED)
DPS Start Date and Time: 28/04/2023 00:00
DPS Expiry Date and Time: * 28/04/2023 ﬁ hh: * o0 W omm:* 00 w
=
Economic Operator
KaskaniSup x
CA Organisation Ministry of transportation
Q 8
UPDATE

Figure 238: Participants page in DPS
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7.39 Specific Contracts under DPS

In order to view or create a Specific Contract in the context of a DSP the PO/TC should select
the option “Specific contracts” from the “Show DPS Menu” drop- down list.

View DPS Workspace

DPS: DV 223/744 TEST - ROADS - HIGHWAY MAINTENANCE (STATUS: ESTABLISHED) |[FERsirr e

~
DPS core informatiol

EDIT DPS WORKSPACE  EXPORT

Associated officers

NAME OF CONTRACTING AUTHORITY: Ministry of Defence DPS documents

STATUS: Established Clarffications

TITLE DV 223/744 TEST - ROADS - HIGHWAY MAINTENANCE | Oniine evaluation
Participants

CFT CAUNIQUEID:

Restricted area

EVALUATION MECHANISM:

DESCRIPTION

PROCUREMENT TYPE

Price/Cost Effectiveness
HIGHWAY MAINTENANCE

Services

Scheduled jobs N
< >

DIRECTIVE: 2014/24/EU (Classic)

Figure 239: “Specific contracts” option in the “Show DPS menu” list

All SC CfTs
SelD Title Name of Contracting Authority Status
| CREATE SPECIFIC CONTRACT |

Figure 240: Create a specific Contract page in DPS

To create a specific contract the user selects the “CREATE SPECIFIC CONTRACT” button, and
provides the following information:

- Specific contract title (mandatory)

- Specific contract unique id is provided by the system automatically following the
creation

- A Description of the specific contract (mandatory)

- The associated CPV codes

- (selection) if auction event will be executed in the context of the specific contract
- The associated NUTS codes

- Estimated value

- The time limit for submission of tenders

- (selection) if documents could be uploaded within clarifications
- (selection) if EU funding exists for the Specific Contract

- (selection) if multiple offer will be accepted

- (selection) if late tender will be allowed

- Language of publication

- Numbers of tender openers
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Create Specific contract

CFT: DV 223/744 TEST - ROADS - HIGHWAY MAINTENANCE (STATUS: ESTABLISHED) MY CFT ROLE IS: PO/TC
+PO/ESR

WORKSPACE INFORMATION

Title *

(Maximum characters: 200).

CfT CA Unigue ID

Description *

{Maximum characters: 50000).

Procurement Type
Services

CPC Category

Maintenance and repair services
Procedure

DPS Specific Contract

Directive

2014/24/EU (Classic)

CfT Involves

A Public Contract

CPV Codes

‘50000000-Repair and maintenance services

Inclusion of e-Auctions *
O Yes ® No

NUTS codes

AS ~

Estimated value (EUR)

Time-limit for receipt of tenders or requests to icil Time-limit for ion of tenders for the specific contract

a hh | 00 v mm 00 v

Upload of documents within the clarifications *
© ves O Ne

Allow Late Tenders

O Yes O No
EU funding
O Yes O Ne

Evaluation Mechanism

# Price/Cost Effectiveness Best Price-Quality Ratio

Multiple tenders will be accepted
O Yes O No

Language of publication *

O EN O GA
Number of openers *
O One ® Two

m CREATE CFT WORKSPACE

* Fields with asterisk are mandatory

Figure 241: Create Specific contract form
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Once the workspace of the Specific Contract is created, the tender structure should be defined.
Note that the tender structure for the specific contract includes only the technical and financial
envelopes. Also, the imported sections and criteria could only be deleted and to be edited.

Once the structure is finalised, a new task is assigned to the PO/TC in which an invitation should
be sent to all admitted EOs to take part in the Specific Contract tendering phase.

The user fills the subject (mandatory) and the body (mandatory) of the invitation and uploads
a related document (optional). The system pre-fills all details of the organisations admitted in
the DPS as well as all information regarding the tender submission deadline.

Notice & Contract Documents

CFT: TEST DPS CONTRACT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR ACCEPTED

Natices Cantract Documents Invitations

CREATE NEW INVITATION

Subject: *

Invitation to tender for- Test DPS Contract

Body *

(Masximum characters: 50000)
Attachment:
| Browse... | No file selecred.

Attention: File attachments of above SMB may be blocked within recipient networks. It is suggested you uplead such documentation in the

Caontract Documents section instead
Organisations: *

ABC Industries

Request for clarification:

=) hh | 00 v mm | 00 v

Deadline for tender submission:
09/02/2023 (m] hh 0O v mm 00 v
SEND INVITATION m

Figure 242: Invitation page in a Specific Contract of a DPS

When creating a Specific Contract included in a DPS tender which was created through the
“Set up a DPS” functionality, the Specific Contract will not support all the latest releases of the
e-Public Procurement Solution (Messaging, Section Evaluators). For this reason a PO/TC should
create first a DPS through the “Manual DPS data entry” functionality and then under this DPS
to create a new Specific Contract.
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7.40 Creation of a new manual DPS / manual CfT Data entry

This functionality allows the creation on eTenders of either a CfT (single procurement or
Framework Agreement) or a DPS that was already awarded but never run through the system.
The reason being that the Framework Agreement/DPS was established offline or through
another system. In these cases, using either “Manual DPS data entry” or “Manual CfT data
entry”, the PO/TC fills all data regarding the awarded CfT in order to allow the continuation of
the process (Mini competitions or Specific contracts) on the new eTenders system.

The user selects the “Manual DPS data entry” option in the “CfT creation” menu group.

Oifig um Sholathar Rialtais
o ) EN-~ Staure o CAPC =
@ Office of Government Procurement 9 !

{r) CfT Creation ~ CfT Management ~ CA administration ~ Coll. of Requirements - Preliminary market consultations ~

Create New CfT
Tas Setup a DPS
Manual CfT data entry

Manual DPS data entry

View Work Reauests | picpaying: 110 24 resuits in total. |
Template Structures

Figure 243: “Manual DPS data entry” / “Manual CfT data entry” option in the CfT creation menu

Then in the case of DPS, the following fields are displayed, if the steps described below should be
followed:

1. Populate the following fundamental DPS information
e Title of the manual DPS (mandatory)
e DPS CA unique ID is provided by the system automatically following the creation?

7 ‘DPS CA Unique ID’ is automatically generated by the system at the time of DPS creation, and stored within the
DPS workspace information. ‘DPS CA Unique ID’ is read-only thus may not be edited by users. The ID is generated
examining the following concatenation of values ‘CA Acronym’ + ‘Number of CfTs’, where CAID is

e Description (mandatory)
e Procurement Type (mandatory):

o Supplies
o Services

= CPC Category
o  Works

e Directive (mandatory):
o 2014/24/EU (Classic)
o 2014/25/EU (Utilities)
o 2014/23/EU (Concession)
o (None)

e The associated CPV codes
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e The associated NUTS codes
e Estimated value (GBP)

e Above or Below threshold (mandatory)
e Choiceif EU funding exists for the DPS

e Selection of the tender evaluation mechanism (Price/Cost Effectiveness and
Best Price-Quality Ratio)

e Ifthe DPSis awarded in Lots (mandatory):

o Ifyes

= The number of Lots (mandatory)

=  The submission choice (one Lot Only, Maximum Number of Lots, All

Lots)

e language of publication (mandatory)

2. Click on the “NEXT” button (the “CANCEL” button will bring the user back to the

main

page).

the Contracting Authority Acronym as in the ‘CA Abbreviation’ field, and ‘Number of CfTs’ is the number of
CfTs created by that Contracting Authority.

WORKSPACE INFORMATION

Title *

{Maximum characters: 200).

DPS CA Unigue ID

Description *

(Maximum characters: S0000).
Procurement Type *

-Select Procurement Type-
Directive *

-Select Directive-

CPV Codes

NUTS codes

Estimated value (EUR)
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NUTS codes

Estimated value (EUR)

Above or Below threshold

) Above O Below Legislation on Threshokd

EU funding

D Yes 2 Mo

Evaluation Mechanism

O Price/Cost Effectiveness O Best Price-Quality Ratio

Contract awarded in Lots *

O Yes O Mo

Language of publication *
® EN O @A

m CREATE DPS WORKSPACE

* Fields with asterisk are mandatory

Figure 244: Creation of a manual DPS tender

7.41 DPS establishment

The procedure for the establishment of a DPS is similar to the procedure for establishing a
Framework Agreement. The user is requested to define the date when the particular DPS will
end and specify the Contracting Authorities that will be involved in the agreement acting as
buyers.

Establish Dynamic Purchasing System

& Manual DPS was successfully created X

DPS: DPS TEST MANUAL (STATUS: DRAFT)

DPS Start Date and Time: * 1 hh* 00 v omm:* 0o v
DPS Expiry Date and Time: * 9 hh* 00 v | mm:* 00 v
CA Organisation * Ministry of transportation -

Total contract awarded value *

Q @
.
Fields marked with an asterisk are mandatory * ESTABLISH DYNAMIC PURCHASING SYSTEM

Figure 245: DPS establishment for a manual DPS
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7.42 Specific Contract under Manual DPS

In order to view or create a Specific Contract in the context of a DSP the PO/TC should select
the option “Specific contracts” from the “Show DPS Menu” drop- down list.

View DPS Workspace

DPS: DV 223/744 TEST - ROADS - HIGHWAY MAINTENANCE (STATUS: ESTABLISHED) [FERSS e

~
DPS core informatiol

EDIT DPS WORKSPACE EXPORT,

Associated officers

NAME OF CONTRACTING AUTHORITY: Ministry of Defence DPS documents
STATUS: Established Clarifications
TITLE: DV 223/744 TEST - ROADS - HIGHWAY MAINTENANCE | Online evaluation
Participants
CFT CA UNIQUE ID:
Restricted area
EVALUATION MECHANISM: fi
Price/Cost Effectiveness Scheduled jobs v
DESCRIFTION HIGHWAY MAINTENANCE 4 2
PROCUREMENT TYPE: Services
DIRECTIVE: 2014/24/EU (Classic)

Figure 246: “Specific contracts” option in the manual DPS menu

DPS: DV 223/744 TEST - ROADS - HIGHWAY MAINTENANCE (STATUS: ESTABLISHED)

All SC CfTs

selD Title Name of Contracting Authority Status

CREATE SPECIFIC CONTRACT

Figure 247: Creation of a Specific contract in a manual DPS tender

To create a specific contract the user clicks on the “CREATE SPECIFIC CONTRACT”
button, and provides the following information:

- Specific contract title (mandatory)

- Specific contract unique id is provided by the system automatically following the
creation

- A Description of the specific contract (mandatory)

- Procurement Type is pre-filled by the system

- CPC category is pre-filled by the system

- Directive is pre-filled by the system

- Procedure is pre-filled by the system

- CfTinvolves is pre-filled by the system

- The associated CPV codes

- (selection) if the DPS tender is to be run as an auction or not
- The associated NUTS codes

- Estimated value

- The time limit for submission of tenders
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- (selection) if documents could be uploaded within clarifications
- (selection) if EU funding exists for the Specific Contract

- The evaluation mechanism is pre-filled

- Language of publication

- The number of openers

- If the system will allow late tenders to be submitted

CFT: DV 223/744 TEST - ROADS - HIGHWAY MAINTENANCE (STATUS: ESTABLISHED)
MY CFT ROLE I5: PO/TC +PO/ESR -

WORKSPACE INFORMATION

Title *

(Maximum characrers: 200).

CfT CA Unique ID

Description *

(Maximum characters: S0000).
Procurement Type

Senvices

CPC Category

Maintenance and repair services
Pracedure

DPS Specific Contract

Directive

2014/24/EU (Classic)

CfT Involves

A Public Contract

CPV Codes
50000000-Repair and maintenance services ~
a B
v
Inclusion of e-Auctions *
O Yes ® Mo
NUTS codes
A5 A
a &
w

Estimated value (EUR)

Time-limit for receipt of tenders of requests to participate Time-limit for submission of tenders far the specific contract

(] hh | 00 v mm 00 -

Upload of documents within the clarifications *

O Yes ® No

Allow Late Tenders

O Yes O No

EU funding

O ves O No

Evaluation Mechanism

Price/Cost Effectiveness Best Price-Quality Ratio

Multiple tenders will be accepted

C ves O HNo

Language of publication *
OEN O GA

Number of openers *

O One @ Two

m CREATE CFT WORKSPACE

Figure 248: Create Specific Contract
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7.43 Contract Award Notice Value

During the DPS and CfT creation process, the PO/TC user is required to the system to provide
the “estimated value” of the CfT. Estimated value represents the amount of money that is
budgeted and published in the notice for this particular CfT.

Please note that the internal estimated value is only used for internal Contracting authority
statistical purposes. The internal estimated value is never published.

NUTS codes

Estimated value (EUR)

Internal Estimated value (EUR)

Mote: Only CAPC and CAPCA users in your organisation can visualise this value.

Figure 249: Estimated Value of the workspace

After the contract award stage for FA/ DPS procedures, some new fields are created by the
system in the CfT/ DPS workspace page. These fields are the “Awarded (CAN) value” and the
“Cumulative value of contracts”, which represent respectively:

e the total budgeted value for the contract
e the sum of prices for all mini competitions / Specific contracts under the FA/DPS

These fields allow the monitoring of the awarded financial values under all the mini
competitions of a Framework, never exceed the total budgeted value of the Framework. If
this becomes the case, then the system warns the user firstly that the budget is being
approached (80%) and then that the budget is exceeded.

NOTE: only in CfTs with establishment of framework agreement the cumulative value is
available.
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View DPS Workspace

DPS: DPS TEST Il (STATUS: ESTABLISHED)

NAME OF CONTRACTING AUTHORITY:
STATUS:

TITLE:

CFT CA UNIQUE ID:

EVALUATION MECHAMISM:
DESCRIPTION:

PROCUREMENT TYPE:

DIRECTIVE:

CPC CATEGORY:

CPV CODES:

NUTS CODES:

Ministry of Defence
Established
DPSTESTII

Price/Cost Effectiveness

testing

Services

2014/24/EU (Classic)

Maintenance and repair services
50000000-Repair and maintenance services

AR

ESTIMATED WALUE {EUR):

AWARDED (CAN) VALUE:

2,000,000

12,000,000

ABOVE OR BELOW THRESHOLD:

CONTRACT AWARDED IN LOTS:

EU FUNDING:

LANGUAGE OF PUBLICATIOMN:

Above
Mo
Mo
EN

Figure 250: Cumulative value of contracts & Awarded (CAN) value of an awarded DPS

NOTE: The system notifies the user when the estimated value of mini competitions
(Cumulative Value of Contracts) has reached or exceed the Awarded (CAN) value.

&P irish-test.eurodyn.com

You have exceeded Awarded (CAN) value by 4000000

oK

Figure 251: Exceeded CAN value Notice

NOTE: The system sends an email notification to PO/TC user when the Cumulative Value of
Contract has exceeded the 80% of the Awarded (CAN) Value.

Then in the next step, the user creates a new Specific Contract under the established DPS with

an estimated value.
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CFT: DV 124/712 TEST - ROADS - HIGHWAY MAINTENANCE (STATUS: DRAFT) MY CFT ROLE IS: PO/TC

TENDER SUBMISSION DEADLINE IN (DAYS/HOURS):
NAME OF CONTRACTING AUTHORITY:
DPS:

STATUS:

TITLE:

CFT CA UNIQUE ID:

EVALUATION MECHANISM:
DESCRIPTION:

PROCUREMENT TYPE:

CPC CATEGORY:

DIRECTIVE:

PROCEDURE:

CPV CODES:

INCLUSION OF E-AUCTIONS :

NUTE CODES:

20118

Ministry of Defence

DPSTESTII

Draft

DV 124/712 TEST - ROADS - HIGHWAY MAINTENANCE

Price/Cost Effectiveness

new procedure

Services

Maintenance and repair services
2014/24/EU (Classic)

DPS Specific Contract

'50000000-Repair and maintenance services
No

AR

| ESTIMATED VALUE (EUR)

4,000,000 |

INTERMAL ESTIMATED VALUE (EUR):

TIME-LIMIT FOR SUBMISSION OF INDICATIVE TENDERS
FOR THE SPECIFIC CONTRACT:

UPLOAD OF DOCUMENTS WITHIN THE CLARIFICATIONS:
TENDERS OPEMING DATE:

ALLOW LATE TENDERS:

24/02/2023 00:00

No
24/02/2023 00:00
No

Figure 252: Specific Contract with estimated value

In the parent DPS workspace, the cumulative value field has been created.

NAME OF CONTRACTING AUTHORITY:
STATUS:

TITLE:

CFT CAUMIQUE ID:
EVALUATION MECHANISM:
DESCRIFTION:
PROCUREMENT TYPE:
DIRECTIVE:

CPC CATEGORY!

CPV CODES:

NUTS CODES:

ESTIMATED VALUE (EUR):

Ministry of Defence
Established

DPSTEST Il

Price/Cost Effectiveness

testing

Services

2014/24/EU (Classic)

Maintenance and repair services
50000000-Repair and maintenance services
AR

2,000,000

I CUMULATIVE VALUE OF COMNTRACTS:

4,000,000 |

AWARDED (CAN) VALUE:
ABOVE OR BELOW THRESHOLD:
COMTRACT AWARDED IN LOTS:
EU FUMDING:

LANGUAGE OF PUBLICATION:

12,000,000

Figure 253: Insert of cumulative value field

After the Specific Contract award, the new Awarded (CAN) Value field in parent DPS workspace

monitors the total contract award value.
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8 Messaging

The Messaging Functionality allows suppliers and buyers to communicate during a Call for
Tender life cycle. This functionality is only available for CfT workspaces. This functionality is
available to PO/TC and PO/ESR users associated with a Call for Tender. They have access to all

messages dispatched by suppliers for a Call for Tender.

8.1 Viewing received messages in your Inbox

In order to view the Messaging Inbox, from the “View CfT Workspace” page, click on the

“Show CfT menu” and select the “Messaging” functionality.

View CfT Workspace
CFT: ROADS HIGHWAY MAINTENANCE (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

EXPORT CFT INFORMATION
IT

6/16

Ministry of transportation

Draft

0

TITLE Roads highway maintenance

&= Show CIT Menu ~

CfT core information

EDIT CFT WORK! Associated officers
PO/ES declaration responses
CfT documents

workflow

Restricted area
Scheduled jobs

Messaging

Manual notification

Figure 254: “Messaging” option in the “Show CfI Menu” list

If you do not see the “Messaging” option, it is because your role does not allow

you to access the functionality. Please check your role for the particular Call

for Tender as shown in the below screenshot.

View Messages

F

CFT: ROADS HIGHWAY MAINTENAMNCE (STATUS: DRAFT) MY CFT ROLE IS{PO/TC +PO/ESR ACCEPTED
Inbox Sent Messages Draft Messages Export
Subject: From:

o resulis found

Figure 255: Displayed assigned role
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NOTE: The Messaging functionality will become accessible to buyer users immediately after a
Call for Tender is created (in draft state) and will always remain open after publishing the CfT.

NOTE: For multi-cycle Call for Tenders, all communications exchanged through the messaging
functionality will be located at the same place (e.g. all communications during pre-
qualification, all communications during any rounds of negotiations, etc.).

After clicking on the “Messaging” option, the system displays your inbox, which includes
the following items:

a. Compose button: Click here to create a new message
b. Search Message section in order to search for a message
c. The “Inbox” tab, which displays the following information for each message:

1. Id: The message identifier given by the system (starts from 1 on each Call for
Tender).

CfT Cycle

Sender: Name of the organisation sender of the message.
Recipients: Name of the organisation receiver of the message.
Subject: Title of message.

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

NS O »DN

Opened on: This field displays the date and time the recipient opened the message
for the first time.

8. Replied on: 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.

9. 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.

10. Assigned: Upon selection the user is prompted to select any CA user (even from
other CAs) and assign them the task of responding to the specific message. This
functionality is available only for PO/TC users.

11. Action: Displays the available actions that can be executed in the particular
message are:

I. View (view the content of a message)

II. Reply (respond to the incoming message)
III. Forward (forward the incoming message)
IV. Copy (copy the incoming message)

V. Assign to user (assign to user the task of responding to the specific message)
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View Messages

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: TENDER SUBMISSION) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

Inbox | Sent A g Draft A Export
Subject: From:
10  |Results Per page | Displaying the 1 match. n
Message ID »»  CftCycle =~  Sender a= Subject v Sent .= Opened ~~  Replied =~  Status =~  Assigned «~  Action
147 1 Kas Sup  message examplel 21/04/2023 07:58 New No ®

Figure 256: View Messaging Inbox
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8.2 View a Message Received

In order to view a message, the user has either to click on the message’s “View” link from the
“Action” column or on the message “Subject” link displayed in the Messaging Inbox.

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: TENDER SUBMISSION) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED

Inbox Sent Messages Draft Messages Export

= Show GfT Menu ~

Subject:

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

Message ID Cft Cycle

av av Sender - Subject «~

147 1 Kasl Sup message
examplel

COMPOSE

From:

| Click Here |

Opened Replied Status Assigned
Sent av av avw av av

21/04/2023 New No @™ ~ A
07:58

Figure 257: Opening a Message

After opening a new message, the message status is changed into “Read” and the particular
message is loaded in a new window, which displays the following items:

a. View Message section:
1. CfTid
2. CfT Cycle

3. Message Id: The message identifier given by the system (starts from 1 on each

Call for Tender).

NSO

for the first time.

Sender: Name of the organisation sender of message.

Confidential: Yes/ no option if the message is confidential

Subject: Title of message.

Sent: Date and time when the message was sent.

Opened: This field displays the date and time the recipient opened the message

9. 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.

10. Status (see section 9 for list of statuses)

b. Body: It displays the content of the message.

c. History section, which displays the history of all actions performed in the
message (e.g. each time a message is accessed, message replies, etc.)

d. Action bar:

Date: 30/05/2023

179/271 Doc. Version: 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement

eTenders Contracting Authority User Manual

SR S i

REPLY (reply to a message)

PRINT (download a hardcopy of all messages)
FORWARD (forward the particular message)

ASSIGN TO USER (assign the particular message to user as a task to respond)

COPY (copy the particular message)

BACK (cancel the action)

View Message

DETAILS

116837

1

147

Kas  Sup

No

message examplel
21/04/2023 07:58

21/04/2023 0805

Read

Hello, | have some questions about the CFT.

MESSAGE HISTORY

10+ | Results Per page | Displaying all 2 matches

User a=
buykask

kasksup

Action =

View

Send

Date =~

21/04/2023 08:05

21/0472023 07-58

=1 I e )

Figure 258: View Message Received
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8.3 Compose and send a new Message

In order to compose a new message, the user has to click on the “COMPOSE” button,
displayed in the Inbox page.

The system shows the Compose Message page, which includes the following items:

a. Message subject (text field).
b. Message body (text area).
c. Maessage attachment (file attachment). User can attach up to 2 files to each message.

Broadcast message (Yes/ No). Please pay attention to this flag.
-"_\ When is set to Yes, the system dispatches the message to all
- supplier users associated with a Call for Tender. Otherwise,

the message is dispatched to the sender’s users associated with

a Call for Tender.

’

d. Recipients (organisation selection): available only when the “Broadcast message”
option is set to No.
e. Action bar:

1. SEND
2. SAVE AS DRAFT
3. BACK

Fill in at least all mandatory fields and click on the “SEND” button. The system dispatches an
email notification to the appropriate users, based on the settings mentioned above. The body
of the message and the file attachments are not included in this email, in order to invite users
to read messages online.
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CREATE MESSAGE

Subject: *

Body: *

Attachment 1

|Browse... | No file selected.

Attachment 2

|Browse... | No file selected.

Confidential: *
0 Yes 2 No
Broadcast: *
= Yes < Mo

svcismer | oo

Figure 259: Compose and send a new message

A Sent messages are saved by the system and accessible from the “Sent
messages” tab, which is accessible from the Inbox.
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8.4 Reply to a message

In order to reply to a message, select the “Reply” button 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 organisation that dispatched the message)
c. Message body (text area)
d. Message received (text area)
e. Message attachment (file attachment). Up to 2 files to each message (each file
with a maximum size of 250MB).

lwa)

Broadcast message

g. Recipients (organisation selection). Available only when the “Broadcast
message” option is set to No

h. Action bar:

1. SEND
2. SAVE AS DRAFT
3. BACK

Fill in all mandatory fields and click on the “SEND” button. The system dispatches an email
notification to the appropriate users, based on the settings mentioned above. The body
of the message and the file attachments are not included in this email, in order to invite
users to read messages online.

‘!5 Sent messages are saved by the system and accessible from the “Sent
messages” section, which is accessible from the Inbox
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Create Message

CREATE MESSAGE
actone
Ragy
Subpect:*
BE messags euavsial
Body:*
On 21/ 2003 KRS weote

Mo, | mave 30T QUASTONS _

#
Anachmen 1
Ampchemann I

Choces File | No file crosen

Figure 260: Reply to a message
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8.5 View list of sent Messages

The user selects the “Sent messages” tab in order to view sent messages.
The system shows the Sent Message page, which includes the following items:
a. Compose button: Click here to create a new message
b. Search Message section in order to search for a message
c. The “Sent Messages”, which displays the following information for each message:
Id: The message identifier given by the system.
CfT Cycle
Sender: the name of the sender organisation of the message.
Recipients: the name of the recipient organisation of the message.
Subject: Title of the message.
Sent on: Date and Time the message was sent.

Nou e wnNek

Opened on: This field displays the date and time the recipient opened the message
for the first time.

8. Replied on: 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.

9. Status: (see section 9 for list of statuses).
10. Assigned: Display if message is assigned to user or not.
11. Action: The following actions are displayed:
I. View: Views the content of a message.
II. Forward: Forward the message to another mail
III. Copy: Copy the message.

nbox Sent Messages Draft Messages Export
==
Select Broadcast- ~

[10 | Results Per page | Displaying the 1 match | | |

Subject: To: Broadcast

Message ID -~ CftCycle =~  Sender -~ Recipients -~ Subject .- Sent < Opened -~ Replied .- Status .~  Assigned -~  Action

148 1 Ministry of transpo. KaskaniSup RE: message examplel 21/04/2023 08:18 21/04/2023 0819 21/04/2023 08:19 Replied No ® M @

Figure 261: View list of Sent Messages
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8.6 View a Sent Message

The user selects the message’s “View” icon from the “Action” column in order to view a
particular message.

The system displays the following data in a pop-up window:

a. View Message section:

CfTId

2. CfT Cycle

3. Message Id: The message identifier given by the system (starts from 1 on each Call
for Tender).

4. Recipients: The recipient organisation. In case of a broadcasted message it shows
the list of organisation names the Message was sent to.

5. Confidential: (Yes/ No) displays whether the message is confidential or not.

6. Subject: Title of message.

7. Senton: Date and time when the message was sent.

8. Opened on: This field displays the date and time the recipient opened the message
for the first time.

9. Replied on: This field displays the date and time the message was first replied.

10. Status

b. Body: It displays the content of the message.

C.

d.

Message History section, which displays the history of all actions performed in the
message (e.g. each time a message is accessed, message replies, etc.).

Action bar:

1.

2.
3.
4

PRINT: displays the message in a printable format.
COPY: copy the particular message.

FORWARD: forward the particular message.

BACK: the user is redirected to the Sent Messages list.
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View Message

DETAILS

CFTID

CFTCYCLE

MESSAGE ID

CONFIDENTIAL
SUBJECT

SENT

OPENED
REFLIED

STATUS
BODY

0n 21/04/2023, KaskaniSup wrote:
Hello, | have some questions about the CIT...

MESSAGE HISTORY

Results Per page | Displaying all 3 matches.
User ax
Kasksup
kasksup

buykask

116837

1

148

Kasl  Sup

No

RE: message examplel
21/04/2023 0818
21/04/2023 08119

21/04/2023 08:19

Replied

Action a~ Date <~

Reply 21/04/2023 08:19
View 21/04/2023 08:19
Send 21/04/2023 08:18

Figure 262: View a Sent Message

£33 3
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8.7 Forward 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 under “Inbox” and “Sent Messages” tab

Sent Messages Draft Messages Export

===
Subject: From
==
[10_w |Resuits Per page | Dispiaying all 2 matches | | I
Message ID .~ Cft Cycle - Sender .- Subject .= Sent -~ Opened -~ Replied -~ Status .~ Assigned - Action
149 1 KaskaniSup RE: RE: message examplel 21/04/2023 08:19 New No @ - e |
147 1 KaskaniSup nessage examplel 21/04/2023 07.58 21/04/2023 0B.05 21/04/2023 08:18 Replied No ® = 0

Figure 263: Forward icon in the “Inbox” and “Sent messages” tabs

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 eTenders).

3. Body: Editable text area for PO/TC, PO/ESR users.

4. Attachment: (file attachment) up to 2 files to each message (each file with a
maximum size of 50MB).

b.  Action bar:
1.SEND
2.BACK
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Create Message

CREATE MESSAGE
Action: *
Forward
Subject: *
FWD: RE: RE: message examplel

To:*

Body: *
On 21/04/2023, KaskaniSup wrote:
On 21/04/2023, Ministry of transportation wrote:

On 21/04/2023, KaskaniSup wrote:
Hello, | have some questions about the CfT...

Vi
Attachment 1:

No file chosen

Attachment 2:

No file chosen

Figure 264: Forward a Message
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8.8 Save Message as Draft

The user needs to click on the message’s “SAVE AS DRAT” button. The system saves the
message in its current state and the user is redirected to the “Inbox” section.

8.9 View List of 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. Id: The message identifier given by the system (starts from 1 on each Call for
Tender)

CfT Cycle
Sender: the name of the sender organisation.

Recipients: the name of the recipient organisation.

Subject: Title of the message.

SRS

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.

Inbox Sent Messages Draft Messages Export

COMPOSE

Subject: To: Broadcast:

+ - MESEEYC da =5 AL No ~
|10~ |Results Per page | Displaying the 1 match. | | |

Message ID -~ CftCycle -~ Sender -~ Recipients -~ Subject -~ Action

5y o e CF ninitisti AE Message - Message

Figure 265: View list of Draft Messages
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8.10 Export messages

The user can export and download messages and the files attached to these messages by
clicking on the “Export results as CSV” button. Under “Export” tab, the system will display the

following search parameters:

1. Start: the user selects the start date and time

2. End: the user selects the end date and time

3. Action bar

- View button: view the particular message.

- Export results as CSV button: launch the export of messages as a zip file.

Inbox Sent Messages Draft Messages Export

Sent At Date Range

start

10w |Results Per page | Displaying all 3 matches.

ct

Message Cycle

D == = Sender -~ Recipients -~

149 1 KaskaniSup Ministry of
transpo..

148 1 Ministry of KaskaniSup

transpo.

147 1 KaskaniSup Ministry of

transpo.

Subject ~-

RE: RE: message
examplel

message
example]

Sent -=

21/04/2023
0819

21/04/2023
0818

21/04/2023
07.58

Opened -«
21/04/2023
08:26
21/04/2023
0819

21/04/2023
0805

Replied -

21/04/2023
0819

21/04/2023
0818

Figure 266: Export message functionality

Status Assigned

- - Action
Read No -
Replied  No »
Replied No -

EXPORT RESULTS AS CSV
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8.11 Message Search

The user can search for particular messages by selecting the “Search” option.

The “Search” functionality is available under “Inbox”, “Sent Messages” and “Draft Messages”
tabs.

Under the “Inbox” tab, the system will display the following search parameters to all users:
a. Subject: The user can provide the title of the email as parameter.

b. From: The user can select an organisation and the system displays the
messages received from the selected organisation.

Inbox Sent Messages Draft Messages Export

Subject: From:

SEARCH

No resuits found

Figure 267: “Search” functionality under “Inbox” tab

Under the “Sent Messages” tab, the system will display the following search parameters to all
users:

a. Subject: The user can provide the title of the email as parameter.

b. To: The user can select an organisation from the drop-down list and the system
displays the messages sent to the selected organisation.

c. Broadcast: Yes/No selection that displays the messages broadcasted to all suppliers.

Inbox Sent Messages Draft Messages Export

Subject: To: Broadcast:

-Select Broadcast- v

-Select Broadcast-
Yes
No

No results found

Figure 268: “Search” functionality under “Sent messages” tab

Under the “Draft Messages” tab, the system will display the following search
parameters to all users:

d. Subject: The user can provide the title of the email as parameter.

e. To: The user can select an organisation from the drop-down list and the system
returns the messages sent to the selected organisation.

f. Broadcast: Yes/No selection that returns the messages broadcasted to all suppliers.
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Inbox Sent Messages I Draft Messages I Export

Subject: To: Broadcast:
-Select Broadcast- v
SEARCH
No results found

Figure 269: “Search” functionality under “Draft messages” tab

The user will have to define the search parameters described above and click on the
“SEARCH” button.

The system displays the list of messages matching the selected parameters. For each message
the following items are displayed:

a. Id: The message identifier given by the system (starts from 1 on each Call for
Tender).

CfT Cycle: the stage of the CfT.
Sender: Name of the organisation which sends of message.
Recipients: Name of the organisation which receives of message.

Subject: Title of message.

-0 a0 T

Action: available actions for the user.

Inbsox Sent Messages Draft Messapes Export

. Subject: From:

[10_w | Results Per page | Dispiaying all 2 matches | | [

Message ID Cft Cycle Status Assigned

a = Sender -~ Sent -~ Opened -~ Replied -~ - . Action

149 1 Kas  Sup 21/04/2023 21/04/2023 Read No -
0819 0826

147 1 Kas  Sup 21/04/2023 21/04/2023 21/04/2023 Replied Ne -
0758 o805 oss

Figure 270: Message Search results
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9 Tenders Opening

The opening ceremony is usually performed by 2 PO/OS (four-eyes principle), but the POTC
can define at CfT level to allow 1 PO/OS only, thus allowing 1 single user to run a procurement
from start to end. In that case, the system requires the involvement of a single procurement
officer associated as Opening Staff (PO/0S) who will submit the final list of tender to be opened
and evaluated.

The system also provides the functionality to the PO/OS user to insert the details of any offer
received offline.

9.1 Opening of the offers by the PO/OS user

Following their successful authentication, the PO/OS user proceeds to the unlocking of the
tenders by selecting the relevant task in their user homepage.

Task List
: 10~ Results Per page | Displaying: 1-10 | 36 results in total |
Cycle Estimated Value  Assigner
Title -~ D -~ Task -~ Status -~ - Deadline -~ - -

116837 | Unlock Tenders Awaiting Tender 1 No deadline is associated with
Opening this task

Figure 271: Unlock Tenders Tasks

The system presents to the user a list with all submitted tenders. For each submitted tender,
the system performs the following checks:

e Antivirus Check Results. The system checks whether the submitted tender is infected
by a virus.

e D/P Match results. The system checks whether the uploaded Digital signature
matches the uploaded tender package.

e T/P Received on time. The system checks whether the tender is received on time.
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ENVELOPE

28/04/2023 00:00:00
1
Ooutof 1

konstantina kas

List of Tenders
Economic Operator Name T/P receipt 1D T/P submission time Conformance Checks
Kas  Sup 000002706 21/04/2023 08:36:09 <

UPDATE LIST WITH TENDERS RECEIVED OFFLINE I SUBMIT LIST OF TENDERS

© Pass | /i Not Pass | @ Timestamping failed
Figure 272: List of tenders

The following symbols are displayed, in each of the columns presented in the above table:

v
° Pass

° Not Pass

° o Time stamping has failed

At this stage, the user can also include information regarding any tender received offline, by
selecting the “UPDATE LIST WITH TENDERS RECEIVED OFFLINE” button.

In order to complete the unlocking task, the user selects each tender to unlock through
selecting the appropriate tick boxes. In order to submit their selection to the system, the user
needs to select the button “SUBMIT LIST OF TENDER” button. Following that, the system
presents the user with the list of the tenders to be opened.

ENVELOPE
LINE 28/04/2023 00:00:00
1
THE ST OF TENDERS Ooutof 1
RS PENDING APPROVAL BY konstanting kas

List of Tenders

/] Economic Operator Name T/P receipt ID T/P submission time Conformance Checks

Kas Sup 000002706 21/04/2023 08:36:09 o
UPDATE LIST WITH TENDERS RECEIVED OFFLINE | | SUBMIT LIST OF TENDERS Click Here

© Pass | /s Not Pass | @ Timestamping falled

Figure 273: List of tenders to be submitted
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In case there is a tender submitted by a company whose registration is pending for approval
by the SA, the PO/OS user is unable to unlock the tender (and should proceed to contact the
system Administrator for approving that company). The message as depicted in the screenshot
below is presented to the PO/OS user. Once the organisation registration is approved, the

tender is eligible for unlocking.

Tender Opening Space

® No tenders can be submitted for pending. de-activated or rejected Economic Operators

Figure 274: Message about pending, de-activated and rejected EOs during unlocking

While the tenders opening is in process, the message below is displayed on screen.

Tender Opening Space

© Tenders are currently being unlocked. Please wait. Processed tenders: 0

CFT: AL 547/ 41 7 OF = e CNCE - JASTIES A pnft ADCIAET TOMTNENT (STATUS: AWAITING TENDER OPENING) MY CFT ROLE IS: PO/OS

Cyclel Cycle 2
Check again

Figure 275: Message on Screen about Tenders being opened

Once the unlocking process is performed, then the system displays all the unlocked tenders.

Tender Opening Space

CFT: b 547 /217 DFT - REFENCE IR LJIT UNCALT L S0ihe Mk T (STATUS: EVALUATION) MY CFT ROLE IS: PO/OS
Cyclel | Oycle2
ENVELOPE
TENDER OPENING TIME o
OPENING REPORT Down
List of opened Tenders
Economic Operator Name T/P receipt ID e i result
° °
° °
° °

©Pass | /. Not Pass | @ Timestamping failed.

Figure 276: List of opened tenders
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9.2 Update list with tenders received offline
The “Update list with Tenders received offline” button directs the user to provide information
regarding tenders received offline. The following information fields are required:

e Companies who submitted a tender (mandatory). The Companies should exist in the
system and can be searched for by using the magnifying glass icon.

CFT: 0% 5371363 TEST - ROADE LML BIVERS - riGrivva:
NTENANCE] (STATUS: AWAITING TENDER OPENING) MY CFT
ROLE IS: PO/0S

Offline Tenders Details

Economic Operator Name *

Company's Representative
Tender Name *

Supporting document

[Browse... | No file selected.

Submission Date Submission Time

&

Pricing Information

Figure 277: Introduction of an offline tender response

Country

Greece v

Selection of Economic Operator

10 v | Results Per page | Displaying all 3 matches.

# Organisation Name -~ Reg. Country -~ Country ~~
1 63 Greece
= Greece
Greece

Figure 278: Search for EO to introduce offline tender for
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e Company's Representative

e Name of the tender (mandatory)

e Supporting document

e Date the supplier’s tender was received on (dates are selected by using the “
”icon)

e Time the supplier’s tender was received on

e Pricing information.

|

Selecting the” ” button supports the introduction of additional offline tenders.

 Snow GIT Menu -

CFT. O 3527102 YEST - HOAGS AND RIVERT - HIGHWAY MABITERA
(STATUS: AWAITING TENDER OPENING) MY CFT ROLE IS: PO/0S
Offline Tenders Details

Economic Operator Name *

Company’s Representative
Tender Name *
‘Supporting document

Brawse,

Submission Date Submission Time

Pricing Information

Figure 279: Offline Tender Details

The introduced offline tenders are included in the list with tenders received online. T/P (Tender
Package) receipt ID column states “Offline Submission” for any offline tender.

| Cycle 1 ‘
ENVELOPE
TENDER CLOSING DEADLINE: 20/011 20 Gt
TENDERS RECEIVED: 2
PO/0S USERS APPROVED THE SUBMITTED LIST OF TENDERS: 0Ooutef2
SUBMITTED LIST OF TENDERS APPROVED BY:
SUBMITTED LIST OF TENDERS PENDING APPROVAL BY: 11308 VIACTOS Eva 1 1ind

List of Tenders

Economic Operator Name T/P receipt ID T/P submission time

000000252 16/61 17:45

000000253 {Offline Submission)

UPDATE LIST WITH TENDERS RECEIVED OFFLINE [| SUBMIT LIST OF TENDERS

Conformance Checks

L]

Figure 280: Online and Offline Tender to be Submitted for Opening
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10 Accept Code of Conduct / No-Conflict of Interest

Once the PO/TC associated to a CfT selects to associate evaluators, the Evaluator role (ES/ ESR)
is not automatically assigned to them. All evaluators must first accept the code of Conduct,
then they remain “Candidate Evaluator” till the moment they have declared no-conflict of
interest.

As soon as a CfT Evaluator user is selected by the PO/TC, the system adds a new task in the
Candidate Evaluators Homepage Task List prompting them to accept the Code of Conduct (pre-

tender).
CiTID Cycle Estimated Assigner
CfT Title <~ av Task «~ Status a= v Deadline <~ Value <~ aw
Test DPS Contract 30050 Accept code Draft 1 Mo deadline ia 6,000,000
of conduct associated with

this task

Figure 281: Candidate Evaluator Homepage Task List — Accept Code of Conduct

Only, if this statement has been responded to confirming that there is no conflict of interest,
the system grants access to the tender responses to be evaluated. From that point on, the
user is an official evaluator (PO/ES or PO/ESR), and is listed as such in the list of “Associated
Officers” for that Call for Tender.

"Accept code of Conduct" task and actions can only be completed once by the Candidate
Evaluator, and cannot be modified after their responses (Yes/ No) have been provided.

On the occasion of a mistake by the Candidate Evaluator, the PO/ TC will have to manually
remove that user, and associate them again.
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10.1 Accept Code of Conduct functionality

Once a Candidate Evaluator user clicks on the "Accept Code of Conduct" task, they are
redirected to a new page where they are in a position to confirm their decision as follows:
e Text area for the user to provide comments, if any

e Option Yes/ No to confirm whether they accept, or reject their association as
evaluators to that CfT, and the “SAVE” button to submit their response

Candidate Evaluator

CFT: TEST DPS CONTRACT (STATUS: DRAFT) MY CFT ROLE IS: PO/ESR CANDIDATE

Code of Conduct

Iunderstand that | need to be. and be seen to be, honest and impartial in the exercise of my duties. | will not allow
my judgement or integrity to be compr or 3ppear 10 be compromisad. | will not misuse my official position,
or information acquired in the course of my official duties. to further my private interests or those of others.

Comment

Do you accept/reject the code of conduct?

O Accept O Reject

Figure 282: Accept Code of Conduct

In case the suggested evaluator accepts the Code of Conduct, the system notifies by email the
related PO/TC. A warning is displayed in the Associated Officers page for that user until the
statement of no accept of conduct has been confirmed; until then that user will remain a
“Candidate Evaluator”.

Associated Officers

20408

& Curriestly 1 DO/ s asdedc sed. Faass assccans 3 5 »
GFT: TEST DPS CONTRACT (STATUS: DRAFT) MY CFT ROLE I5: POYTC +PO/0S W Show GIT Mo -
10| Resutn Ferpage | Disploying ol 2 manchea | |

First Maim <= Lagt Maim: <= Faler Srans Ao
Stawiod Alotip BOVTC + P06 - B8 Digdsmzesiala

Gisrge Wt POJESR Cardidate » D Dimanaceciate | Pas wcw Evaluatst
MDD PIVES USERS | ADD PIVESRUSERS || ADD PIVDSUSERS || ADDPOVTC USERS

Figure 283: Code of Conduct Assigned

@ The status of your candidacy as evaluator in CFT '30050 has been changed to: Accepted x

Figure 284: Code of Conduct Accepted
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In case the suggested evaluator rejects the code of conduct, role “Candidate Evaluator” is not
automatically removed for their account, but a notification is sent to the POTC instead and it
is to their discretion to assess the response, and manually disassociate that “Candidate
Evaluator”.

In such cases, a red warning is displayed in the Associated Officers page for that user, and
they will not be assigned with the receipt of the “Evaluator” role, thus will not be in a position
to evaluate tenders.

CFT: TEST DPS CONTRACT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +P0/0S

[10 v |Results Per page | Displaying all 3 matches. | | |

First Name a~v Last Name av Role Status  Actions

Stavros Antoniou PO/TC + PO/OS w [} Disassociate

Giorgos Vlachos PO/ESR Accepted o Disassociate | Replace Evaluator
Eva Ntinou I PO/ESR Rejected (-] I Disassociate | Replace Evaluator

ADD PO/ES GROUP ADD PO/ES USERS ADD PO/ESR USERS ADD PO/OS USERS ADD PO/TC USERS

Figure 285: Rejected code of conduct

10.2 Declare no-conflict of Interest

After the tenders opening has been finalised (list of participating suppliers is available to view),
“Candidate Evaluators” (candidate PO/ES & PO/ESR users who have already confirmed their
agreement to the Code of Conduct) will need to fulfil the task to check conflict of interest.

Candidate Evaluators are directed to a page where they can see the list of the suppliers who
have submitted tenders and then to declare their standing through options Yes/ No, provide
comments if any, and click on the “SAVE” button.

Through clicking on the “View tenders” link, the system displays the details of the submitted
tenders.

NOTE: In case of conflict of interest acceptance, a red warning is displayed in the Associated
Officers page for that user, and they will not be assigned with the receive the “Evaluator” role,
thus will not be in a position to evaluate tenders
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11 Release of Envelopes

When setting up the tender structure for an opportunity, the PO/ TC specifies the volume of
evaluation contents the PO/ ES will have access to.

e Full access allows the full content (all sections and envelopes) for the current
evaluation cycle to be released to the PO/ ES users at once for evaluation.

e Incremental access on the other hand, allows the release to the PO/ ESR of the
evaluation contents on a section-by-section basis. The release function addresses the
top-level sections of the Eligibility (Commercial) & Technical envelopes, and not the
subsections as well.

To initiate the release, the PO/ESR clicks on the “Release Envelopes” task in their Homepage
Task List.

Task List

Results Per page | Displaying: 1-10 | 35 results in total. |

::: I
Cycle Estimated Value  Assigner
Title -~ ID - Task -~ Status -~ a Deadline -~ - ar
Roads highway 116837 || Release Envelopes Evaluation 1 Mo deadline is associated with
maintenance this task

Figure 286: Release Envelopes Task

The PO/ ESR next releases particular envelope(s) through selecting those (e.g. ticking the
relevant box) and clicking on the “RELEASE TO PO/ES” button. The PO/ESR will be also able to
view the responses by the suppliers in that page.

OFT: o 343,477 LT - BLULACT - 207350 5 AND ANL Aviias + Cuuir v T (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +POJESR

Techmical a
Envelope Status. A i
ol anonoaiz2 Canformance Chacks: @
Techmeal pE—
Envelope st a a
Tense: Package receiplla 000000171 Conformancs Checks: &
TR i A
[[[[[ - Financial
Fnvelope Sianss a a

neLeaseToporess | RELERSETO POES

Figure 287: Eligibility (Commercial) Envelope for Release in case of lots
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The PO/ ESR next releases particular envelope(s) including particular lots through selecting
those (e.g. selecting the lots and ticking the relevant box) and clicking on the “RELEASE TO
PO/ES” button. This action applies to both “Technical” and “Financial” envelopes. The PO/ESR
will be also able to view the responses by the suppliers in that page.

In case the PO/ ESR user selects to release the envelopes only to the associated PO/ESR users
(e.g. clicking on the “RELEASE TO PO/ESR” button) then, only the PO/ ESR users will have
access to the tender responses of the particular envelope.

CFT: A3i 84277 7 0F1 - Dl s MP AR AISOPAST SQUIN T (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR
Cycia1 | Cycle?

Note: All rcaived tenders haus besn opensa

Tenger Package receit I 000000173 Contormance Checks: @
T/P time: a0

Envelope stats a a

000000172 Conformance Checks: &

o] e8]
A A

receiot Id 000000171 Conformance Checks: @

Teennicd 8]
a

RELEASE TOPO/ESR | RELEASE TOPO/ES

Figure 288: Financial Envelope for Release

Following the release by the PO/ ESR, the associated PO/ ES users may access the released
content in their evaluation pages and proceed with their tasks.

s o N0 A A (STATUS, EVALUATION) MY GFT ROLEIS-POITC SPOVESR [ '8 womcrrsen-

Gortaminca ke @

mmeseroroes | smessoroes

Figure 289: Eligibility (Commercial) Envelope Released successfully
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The PO/ESR may release content for evaluation at any time regardless of the status of
evaluation for content released before.

Conditions for Evaluation

e The consensus score may be provided only after all top-level sections have been
released, and evaluations have been finalised.

e Discarding a particular evaluation will be available only after all top-level sections have
been released.

e Request by the PO/ ESR for re-evaluation for a specific tender response will be
available only after all top-level sections have been released, at least one envelope
evaluation has been saved as final and none is stated as draft.

e Incase a full evaluation cycle is rejected (Reject and request re-evaluation - resets the
Call for Tender back to the opening ceremony), the PO/ ESR will follow again the
incremental section release process.
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12 Evaluation of tenders

After the successful releasing of the envelopes, the “Evaluate Tenders” task is
displayed on the user’s home page:

i bbb Sl EN - konstantina kas, CAPC =
m Office of Government Procurement Q 9 '

Ln.l CfT Creation ~ CfT Management ~ CA administration ~ Coll. of Requirements ~ Preliminary market consultations ~ 08:51:351ST

Task List
Results Per page | Displaying: 1-10 | 35 results in total. |
Cycle Estimated Value  Assigner
Title -~ D -~ Task -~ Status - - Deadline ~~ - -
Roads highway 116837 | Evaluate Tenders Evaluation No deadline is associated with
maintenance this task

Figure 290: Evaluate tenders task

The “Evaluate Tender” link directs the user to the main evaluation page. In this page, all
released sections of the tenders are visible (e.g. Eligibility Criteria).

The system displays the detailed information regarding the evaluation procedure and the
submitted tenders, including the following information:

e The name of the Economic Operator Organisation.

e The receipt ID of the tender package.

e The time which the tender package is received.

e Acheck whether the tender package conforms to the required structure.

e The status of the tender’s evaluation.

The status of the evaluation can be:
o Not evaluated. No evaluation of the tender exists.

e Draft. The tender has been evaluated and saved as a draft. Further
modification is allowed.

e Final. The tender has been evaluated and saved as final. Further modification is not
allowed.

e Finalised. The tender has been evaluated and saved as final. Moreover, the PO/ESR
user has approved all evaluations of the associated PO/ES users.
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Tender Package receit Id 000000173

© Note: All received tenders have been opened

© Note: List of opened Tenders

Finalized Status

Bus Group

Conformance Checks: ¢

Overall evaluation status

kon s

Kas Sup

Tender Package receipt i 000000172 Conformance Checks: ©

Overall evaluation status

konstantina kas

Figure 291: Evaluation process statuses
View Tenders
2;,1:.:::;;.53‘ G- Dl EniCE - MR AN s b gt ets S (STATUS: EVALUATION) MY CFT ROLE 152 m

Cyckl | Croe2

= COMPARE SUPPLER TENDERS  #8 ADD POJES GENERAL COMMENT  [BPOF EVALUATION REPORTS.
O ot AN secervisd 1008 Rave DR 0.

O Hote: List of coenea Tenders

Toruser Packsgs receot ig 000000173 Conformance Chacks: &
Techrecal + Financial
Overall evabiation atus. a &
RS Z E
Tender Fackage receot id 000000 T2 ‘Conformance Checks: &
Technical o Financial
Dveeall evalustion staus & £
A &
Tende: Pacage recedt id 0000001 Conformance Checks. &
Technical Financial
heerall evabuation statu a A
a A

Figure 292: Main evaluation page in case of lots

The following symbols are employed during the evaluation procedure:

PRITO w04

Criterion / section / overall tender has pass the specified threshold(s)
Criterion / section / overall tender has failed the specified threshold(s)
Download tender package

The criterion / section is infected with a virus

Attention flag (not raised)

Attention flag (raised)

Justification of awarding (button)

The criterion has been specified as supplier read only

Textual evaluation will be used for this criterion
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12.1 Evaluation of eligibility criteria

In order to proceed to the evaluation of the eligibility criteria the user should select the link
provided in the status column for a given EO (e.g. Not Evaluated).

The user is then redirected to the evaluation page. In this page the system displays the tender
structure for the eligibility criteria. Furthermore, the supplier’s answers to each criterion are
also provided. The page contains the following columns:

e EOvalue. The supplier’s provided value for each criterion.
e R. References to files uploaded.

e Sc. An area for the evaluator to provide his score. The provided score should be within
the range of the related score type.

e Thr. The threshold set for the criterion.

e P. A check if the criterion passes or fails (i.e. if the awarded score is greater than the
threshold).

e W. The weight of the criterion (or section).

e AF. The attention flag. Selecting the attention flag turn it on (selecting a turned flag
will turn it off).

e PO/ES value. Allows the POES user to update the value provided by the supplier.

e ASc. The automated score. This is automatically filled by the system when an
evaluation formula has been specified during the creation of the tender structure.

e WSc. The weighted score of the criterion.

When the evaluator provides a score to a criterion which is above threshold, the change in the
pass/fail image is dynamic/instant. This does not apply in the section/subsection case, where
the pass/fail image for section/subsections changes upon saving as Draft or Final.

All criteria which have an associated evaluation formula are automatically evaluated.
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CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE I5: PO/TC +POVESR _
Eligibility Criteria
ECONOMSC OPERATOR CROAMISATIONS Kas Sup
T MICEPT IO 000000258
Economes Operator value R PO/ESvakue  ASc s The L w Wi

-

Figure 293: Evaluation of eligibility criteria for given EO (ESPD form)

v
The user should evaluate all criteria. The check symbol changes into “ " if the value is

greater than the specified threshold. The overall status of the tender will be considered as
failed in case there is at least one criterion which fails to pass the threshold.
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12.2 Evaluation of technical envelope

In order to proceed to the evaluation of the technical envelope, the user should select the
“Not Evaluated” * link provided in the status column of the tender.

Bus Group

Tender Package receipt id 000000256 Conformance Checks: @

SORT: ELIGIBILITY CRITERIA (A-Z) v
Eligibility Criteria = Technical = Financial =
Overall evaluation status A A A
kon s A A A
Kas Sup
Tender Package receipt Id 000000255 Conformance Checks: @
T. ELIGIBILITY CRITERIA (A-Z) »
Eligibility Criteria » Technical » Financial =
Overall evaluation status A A A
konstantina kas A A A

Figure 294: “Not evaluated” link in Technical envelope

The evaluation of the technical envelope follows the same principle with the evaluation of the
eligibility criteria. During the evaluation of this envelope the following information is provided:

e EO value. The supplier’s provided value for each criterion.
e R. References to files uploaded.

e Sc. Anarea for the evaluator to provide his score. The provided score should be within
the range of the related score type.

e Thr. The threshold set for the criterion.

e P. A check if the criterion passes or fails (i.e. if the awarded score is greater than the
threshold).

e W. The weight of the criterion (or section).

e AF. The attention flag. Selecting the attention flag turn it on (selecting a turned flag
will turn it off).

e POES value. Allows the POES user to update the value provided by the supplier.

e ASc. The automated score. This is automatically filled by the system when an
evaluation formula has been specified during the creation of the tender structure.

e WSc. The weighted score of the criterion.
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In order for a supplier to be successful in a section/subsection, the sum of weighted scores of

the section/subsection's criteria must be equal of greater than the section/ subsection's
threshold.

When an evaluator provides a score to a criterion which is above threshold, the change in the
pass/fail image is dynamic/instant. This does not apply in the section/subsection case, where
the pass/fail image for section/subsections changes upon saving as Draft or Final.

Finalise Technical Criteria Evaluation
CFT: ROADS HIGHWAY MAINTENANCE ' (STATUS: EVALUATION) MY CFT ROLEIS:  PO/TC +PO/ESR
ECONOMIC OPERATOR ORGANISATIONS Kask SUD
T/P RECEIPT ID 000000172
Technical
Economic konstantina kas CSc w Wse ASc The P
Operator value ou
Not Evaluated
= Technical Test Section
50 0 0 2
= Criteria Test
100% 0.00% 0.00% 20%
Criteria Test
90 00 » 50 -]
Example
= Technical Test Section 2
Criteria Test
Example 70 100% [ ] 20% -]
Overall 0% 0.00% 0.00% L]

Figure 295: Evaluation of technical envelope
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12.3 Evaluation of financial envelope

In order to proceed with the evaluation of the technical envelope, the user should select
the “Not Evaluated” #* link provided in the status column of the tender.

Bus Group

Tender Package receipt id 000000256

Conformance Checks: @

SORT: ELIGIBILITY CRITERIA (A-2)

Eligibility Criteria

Technical «
Overall evaluation status

Financial «
A A A

kon s A A A

Kas Sup
Tender Package receipt Id 000000255 Confogmance Checks: @
SORT: ELIGIBILITY CRITERIA (A-Z) +
Eligibility Criteria Technical + Financial =

Overall evaluation status A A A

konstantina kas A A A

Figure 296: “Not evaluated” link in financial envelope

The system displays the following information for each financial criteria:
e EO Present Value

e PO/ES Value

PO/ES Present Value

The PO/ES has the ability to overwrite the economic value provided by the Economic
Operator.

Tender Evaluation Page

CFT: ROADS HIGHWAY MAINTENANCE ' (STATUS: EVALUATION) MY CFT ROLEIS:  PO/TC +PO/ESR

i Show CTT Menu =
ECONOMIC OPERATOR ORCANISATIONS Kask Sup
T/P RECEIPT ID 000000256

Financial

Conversion rate

Economic Operator (€) PO/ES(E)
1 Financial Test Section=

300.000.00
Criteria Test

300.000.00 30000000

Total Financial Prices
Economic Operator value (€)

PO/ES value (€)
Overall 300,000.00

300,000.00
Figure 297: Evaluation of the financial envelope
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12.4 Saving the evaluation

The following buttons are displayed in the evaluation page and provide all the
functionality for saving the evaluation process:

CONTINUE TO ~ . . .
Navigate to the next or previous evaluation page.

Important Note: any unsaved changes will be lost.

Saves the evaluation as a draft. Further updates are allowed.

SAVEAS FINAL Saves the evaluation as final. No further updates are allowed.
Important Note: A tender with not completed evaluation will be considered as failed.

12.5 Justifications

Justification functionality will allow to change the EO value. When clicking on the

Justification “ % 7 icon the system will display:

e Justification text area: A text area is provided for the PO/ES to insert their
justification. Justification will be mandatory.

e Update EO value section: The PO/ES user shall be in position to update the value
provided by the supplier in this section of the pop-up.

Provide your justification

Justification: Maximum characters: 2000.

Figure 298: Provision of justification for a list criterion

e SAVE button: The PO/ES will be able to save the justification which will be
automatically included in the “Online Evaluation” page

e CANCEL button: The PO/ES will be able to close the justification pop-up window
without saving any information.
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12.6 Evaluation of Supplier read only criteria

Supplier read-only criteria are identified by the “

" symbol. In order to evaluate these types
of criteria the user should:

1. Provide the awarded score.

2. Provide ajustification for the awarded score.

12.7 Textual evaluation

The Criteria which require a textual evaluation are identified by the “ =" icon. For these
criteria the PO/ES user will only provide a textual description of his evaluation and no scoring

(the scoring field is disabled). In order to provide the textual description the users
should select the “#® ” justification button. An example is provided below

Cover letter

Figure 299: PO/ES provides textual evaluation for a criterion

The associated PO/ESR user can then review the textual evaluations of all PO/ES users
and will provide his final scoring.

For imernal Use: Technical Specifications:
Compliant?

Figure 300: PO/ESR provides textual evaluation for a criterion
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12.8 Upload PO/ES general comments

Each PO/ESR user can upload a document containing comments about the evaluation. The
user selects the “ADD PO/ES GENERAL COMMENT” button in the main evaluation page and
then selects the file to upload in the system.

View Tenders

CFT: b #1707 Viay L BUANS - i HWAY woniivs povur (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR

Cycle 1

= COMPARE SUPPLIER TENDERS | # ADD PO/ES GENERAL COMMENT | [ PDF EVALUATION REPORTS

@ Note: All received tenders have been opened

@ Note: List of opened Tenders

rlisg dy

Tender Package receipt |d: 000000256 Conformance Checks: &

Eligibility Criteria « Technical + Financial &
Overall evaluation status A A A
siavros Aranlo A A s

Figure 301: “Add PO/ES general comment” button

User should click on the “Browse” button in order to locate the respective file to upload and
finally on the “UPLOAD" button.

Upload

Evaluator General Comment: Browse... | =37 o

Figure 302: Add PO/ES comments
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12.9 Modify supplier’s answer

PO/ES users can modify the suppliers answer through clicking on the «® justification
button next to the criterion.

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR
ECONOMIC OPERATOR ORGANISATIONS Kask Sup
T/P RECEWPT 1D 000000256
Technical
Economic Operator value R PO/ES value ASc Sc The. P AF

Technical Test Sectionv

Criteria Test

Overall

(oo - oo | s

Figure 303: Modification of the supplier’s answer

In the figure below, the user can preview all the details of the criterion. The user can also
insert a new value for each score in the “Criterion Value(s)” box.

Clicking on the “SAVE” button will save the change while the “UNDO” button closes the
window.

Criteria Test

Criterion parameters

Type: text
s 50 Insert New Value Here
ize:
Evaluation parameters
Threshold: 20.00%

Criterion Value(s)

UNDO CLOSE

Figure 304: Modification of supplier’s answer
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After saving, the system performs all the necessary updates to the overall evaluation. The
modified value will appear in the column PO/ES value. Any automated scoring will be
recalculated based on the new modified value.

ICFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR
ECONOMIC OPERATOR ORGANISATIONS Kask Sup
/P RECE®PT ID 000000256
Technical
Economic Operator value R POJ/ES value ASc Sc The. P AF
Technicol Test Section~
Criteria Test
test Thes is the Y 20% e
nedw answer
of the
suppher
»
Overall -
comns -
< >

Figure 305: Supplier’s answer has been modified
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12.10 Overall evaluation status

The associated PO/ESR will need to approve the evaluations of all PO/ES users. In order to
perform this action, User should select the “not evaluated” status under the header of

“Overall evaluation status”.

Kas Sup
Tender Package receipt Id 000000255 Conformance Checks: @
Eligibility Criteria » Technical Financial
[ Overall evaluation status A A a I
konstantina kas A A A

Figure 306: Overall evaluation status

The system displays a page including the full details of the evaluation scores from all
associated PO/ES users. The following options are provided:
1. DISCARD EVALUATION. The evaluation of the selected PO/ES user will change to “Not
Evaluated” status.
2. RE-EVALUATE TENDER. The evaluation of the selected PO/ES user will change to
“Draft” status.
SAVE AS DRAFT. The consensus evaluation will be saved as draft.
FINALISE THE EVALUATION. The overall evaluation will change to “Finalised”
status. No further changes will be permitted.

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR = Show CIT Menu =

ATOR ORGANISATIONS Kas  Sup
000002706
Technical
Economic Operator konstantina kas CSc ASc Thr P
value Final
» tech
Overall v

m DISCARD EVALUATION || REEVALUATETENDER || SAVEASDRAFT | FINALISE THE EVALUATION |

Figure 307: Finalization of the evaluation
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12.11 Consensus scoring

Consensus scoring can be only provided manually by the associated PO/ESR user towards the
finalisation of the evaluation. In such case, the user should:

1. Access the evaluation finalisation page.
2. Provide the consensus scoring in the available boxes in the “CSc” column.

3. Select the “Finalise the Evaluation” button to finalise the evaluation.

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC+PO/ESR
ECONOMIC OPERATOR ORGAMISATIONS Kas Sup
T/P RECEIPTID 000002706
Technical
Economic Operator U konstantina kas Csc ASc Thr P
value Final
~ tech
90.00%
text
text1 | 90.00% | 0 v
Qverall | v
Score from Consensus score

Eva I U ato r DISCARD EVALUATION RE-EVALUATE TENDER SAVE AS DRAFT FINALISE THE EVALUATION

Figure 308: Provide Consensus scoring

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC+PO/ESR &= Show CIT Menu =
ECONOMIC OPERATOR ORGANISATIONS Kas  Sup
T/P RECEIPT ID 000002706

Technical

Economic Operator konstantina kas Csc ASc Thr P
value Final

» tech

text 1 90.00% 70 | 90.00% v

Qverall v

CONTINUE TO ~ DISCARD EVALUATION RE-EVALUATE TENDER SAVE AS DRAFT FINALISE THE EVALUATION

Figure 309: Finalise consensus scoring by PO/ ESR
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The PO/ESR may provide, in addition to the consensus score, two textual justifications (e.g.
“Consensus Justification” or “Meeting Comments”) for each consensus score to support
comments provided at the time of introducing the consensus score, before the generation of
the Evaluation Report.

CRITERION SCORE JUSTIFICATIONS
1. SUPPLIER RESPONSE:

Criteria Test

Y
2. CONSENSUS NOTES:
Introduce Consensus score
below Provide Consensus Justification below Meeting Comments
A Y/
=
3. EVALUATORS NOTES:
Evaluator Score Score Justification
Stavios Anlor 80 N/A
Cicigos ¥iachos 50 N/A

Figure 310: Consensus justification & Consensus meeting comments

The Evaluation Report includes both of those justifications under columns “Consensus
justification” and “Consensus meeting comments”.

Date: 30/05/2023 219/271 Doc. Version: 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement

eTenders Contracting Authority User Manual

12.12 Supplier’s ranking

After the finalization of the overall status of all submitted tenders, all suppliers will be
automatically ranked based on the scoring of their tenders. The automated ranking lists all
suppliers who have submitted a tender along with their T/P receipt ID, their score and check
whether their tender has passed or failed the evaluation (Icons “~” and “@”).

PO/TC User can access the “Ranking” page through either selecting the pending “Generate
evaluation report” task on the PO/TC list of tasks or through clicking on the “Ranking” option
in the “Show CfT menu” list.

Ranking
CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/ES
Rank Economic Operator Organisations. T/P receipt 1D Score/Price Score Breakdown Pass/Fall
1 Kas Sup 000000255 250,000 (-]
Bus Group 000000256 325,000 )

Figure 311: Supplier ranking

12.13 Manage Evaluation Reports

After the finalization of the Economic Operator’s ranking, the PO/ESR user selects the button
“GENERATE EVALUATION REPORT” to create the evaluation report. The system generates a
MS Excel file containing all details of the evaluation procedure. The majority of the evaluators
(PO/ES and PO/ESR) associated with a specific Call for Tender should approve the evaluation

report.
Ranking B
© Evaluation has been Finalised X
CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR
Rank ic Operator O isati T/P receipt ID Score/Price Score Breakdown Pass/Fail
1 Kas Sup 000000252 97.75% Morel+] L)
2 Bus Group 000000253 88.57% Morel+] ©

Formula=((Technical Score)/ (Best Technical Score))* Technical Weight + ((Best Financial Offer / Financial Offer)* Financial Weight )

| GENERATE EVALUATION REPORT |m

Figure 312: Generate evaluation report button
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The users can select the “UPLOAD NEW VERSION” button to upload a new version (i.e. a MS
Excel file) of the report.

Once the majority of the evaluators approve the evaluation report, the “FINALISE APPROVAL
PROCESS” button will be available to the PO/ESR. The system will display to the user a new
pop-up window:

Manage Evaluation Reports

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR m

Cycle 1
10 v |Resuits Per page | Displaying all 2 matches. ‘ I |

Title «~ E/Rround -~ Creator ~~ Status -~ CAPC Comments - Tender Board Comments ~~

EvaluationReport_system_1.xis 1 konstantina kas System

D EvaluationReport_user_1.xis 1 konstantina kas ES Draft

Figure 313: Finalise approval process button

e Justification text area. A mandatory field where the PO/ESR should justify the
reasons for finalizing the process prematurely.

e Button bar:

o SAVE. To proceed to the finalization of the approval process.
o CANCEL. Closes the pop-up without any further action.

12.14 Evaluation of tenders in multiple Lots

The evaluation of tenders that include more than one Lot follows similar procedure to the
evaluation of Call for Tenders awarded in a single Lot. The eligibility criteria are common
between all Lots. Each Lot of the Call for Tender is evaluated separately.

The technical and the financial envelopes are presented separately for each Lot. Prior to any

evaluation of these envelopes, the user should first select for which Lot the tenders will be
evaluated.

12.15 Overall evaluation status of CfTs awarded in multiple Lots

The overall evaluation of Call for Tenders which include more than one Lot follows similar
procedure to the overall evaluation of Call for Tenders awarded in a single Lot. The only
difference is that the finalization is completed per envelope and not per lots, i.e. when the PO/
ESR clicks on the "FINALISE THE EVALUATION" button, the evaluation will be finalised for all
lots of the envelope as long as:

e There is no evaluation of "Draft" status in any of the lots.

e There is at least one evaluation of "Final” status in every lot of the envelope.
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13 Contract Awarding

13.1 Final approval of the evaluation report

After the successful creation and approval of the evaluation report by all users associated as
evaluators to a Call for Tender, the associated tender coordinator is required to approve and
finalise the evaluation results.

The associated tender coordinator has the following choices:

e APPROVE AS FINAL. The evaluation report is approved and the system proceeds to
the generation of the pre-standstill ranking.

e APPROVE AND SUBMIT TO NEXT APPROVAL LEVEL. This option is suitable when a
Tender Board is responsible for this procurement process. In this case, the evaluation
report is pending the final approval by the committee.

e REJECT. The decision is made available to the Tender Board pending their final
rejection.

e Reject and request re-evaluation. The evaluation report is rejected and a new
evaluation procedure commences from the Tender Opening phase. The purpose for
reverting the flow of a Call for Tender back to unlocking is to provide the ability to the
authority to potentially instruct the system to unlock a tender that was initially
excluded from the evaluation, or vice-versa, to exclude a tender from the evaluation
that was mistakenly included.

'Manage Evaluation Reports

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR

E

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

Title «~ E/Rround «~  Creator a~ Status -~ CAPC Comments -~ Tender Board Comments «~
1 Konstantina kas  system

D EvaluationReport_user_1 xi 1 Konstantina kas CAPC Submitted

JoprovE w0 suBuT ToNEXT APpROwAL e | BESET |

Figure 314: Final approval of the evaluation report

View CfT Workspace

© Evaluation Report is Approved as Final X

Figure 315: Evaluation report has been approved as final
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13.2 Pre-Standstill (Feedback/ Appeals) Ranking
In order to approve the ranking of the Economic Operators, the user should select which
tender responses will be included in the final ranking (Pass/Fail column) and click on the
“SAVE” button.

Oifig um Sholathar Rialtais Q EN- ) konstantina kas, CAPC ~

Office of Government Procurement

10:30:40 IST

Task List

10w |Results Per page | Displaying: 1-10 | 35 results in total

Estimated Value  Assigner

Cycle

Title -~ 1D ~~ Task ~~ Status -~ - Deadline -~ -

Roads highway 116837 | Pre-standstill ranking Evaluation 1 No deadline is associated with
this task

maintenance

Figure 316: Pre-standstill ranking task

The following screen present 2 companies that passed the evaluation, as highlighted by the
blue tick displayed in the right hand side of the screen.

Ranking

&= Show CIT Menu ~

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR

Rank Es ic Op Organisati T/P receipt ID Score/Price Score Breakdown Pass/Fail
I B Kas Sup 000000252 97.75% Morel+]
2 Bus Group 000000253 88.57% Morel+)

Figqure 317: Pre-Standstill (Feedback/ Appeals) Ranking
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13.3 Announcement of Evaluation Results

In order to announce the results of the evaluation procedure to the Economic Operators who
participated to a Call for Tender, the user should fill the provided online form which includes
the following data:

e A common message to Economic Operators that qualified the evaluation phase

e An optional attachment to each Economic Operator that qualified the evaluation
phase

o The POTC user may upload a document from a local folder or import one from
the CA template library. The POTC accesses the relevant folder, and/ or selects
the document from the Template Library to import, and clicks on the “SELECT”
button.

e A common message to Economic Operators which did not qualify the evaluation
phase

e An optional attachment to each Economic Operator that did not qualify the evaluation
phase

o The POTC user may upload a document from a local folder or import one from
the CA template library. The POTC accesses the relevant folder, and/ or selects
the document from the Template Library to import, and clicks on the “SELECT”
button.

e An optional attachment to both Economic Operators that qualified the evaluation
phase and those that did not.

The user has also to confirm that all information attached has been approved by the respective
Senior Procurement Manager.

Selecting the “SEND” button that is available on the “Announce evaluation results” page, the
system will automatically create and send one message and one email notification for each of
the Economic Operators that have been evaluated.

The system will not inform any Economic Operator who submitted an offline tender.

R Q en- konstantina kas, CAPC =
m Office of Government Procurement ) 9

{n] CIT Creation = CITManagement = CA administration = Coll. of Requirements ~  Preliminary market consultations = 10:36:26 IST

Task List
[10 ~ | Results Per page | Displaying: 1-10 | 35 results in total | Pagel~ » »

Cycle Estimated Value Assigner
Status -~ - Deadling -~ - -

Evaluation 1 No deadline is associated with
this task

Figure 318: Announce Evaluation results task
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Announce Evaluation Results

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR &= Show CfT Menu =

Notification message for the Economic Operators that qualified the evaluation phase,

Message: *

o

{Maximum characters: 50000)
Ka Sup Attachment:

Choose File | No file chosen

Common Attachment:

Choose File | No file chosen

Fields marked with an asterisk are mandatory * m PROCEED WITHOUT SENDING NOTIFICATIONS

Figure 319: Send evaluation results

Selecting the button “PROCEED WITHOUT SENDING NOTIFICATIONS” will skip this step
assuming that the notification will be performed offline.

Announce Evaluation Results

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR = Show CIT Menu =

Notification message for the Economic Operators that qualified the evaluation phase.

Message: *

(Maximum characters: S0000)

Ka  Sup Attachment:

Choosa File | No file chosen

Common Attachment

Choose File | No file chosen

Fields marked with an asterisk are mandatory * m PROCEED WITHOUT SENDING NOTIFICATIONS

Figure 320: Proceed without sending evaluation results
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The PO/TC user can click on the “GENERATE BIDDER REPORTS” button in order to generate
the respective bidder reports.
The bidder reports for each participating supplier are generated and stored under the
“Restricted Area”. In order to download them:

e Select the “Restricted area” option in the “Show CfT Menu”

e C(Click on the “File” link.

View CfT Workspace
CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR m
anking A
Workflow
EXPORT CFT INFORMATION ~ EDIT CFT WORKSPACE ~ CANCELCFT  END STANDSTILL PERIOD EXPOR |
cheduled Jobs ]
TENDER SUBMISSION DEADLINE IN 7/10
(DAYS/HOURS) View Tender Structu
NAME OF CONTRACTING AUTHORITY Ministry of Transportation Specify Alerts
Messaging
it Evalustion Manual notification
NUMBER OF TENDERS SUBMITTED: 2 Auditing reports v
TITLE ROADS HIGHWAY MAINTENANCE < >

Fiqure 321: “Restricted area” option in the “Show CfI menu” list

You may edit on MS Excel or on MS word the downloaded bidder reports and upload back as
a new version by clicking on the “Edit” icon and selecting the updated file from your local
drive.

Restricted Area Click to View Document Click to Upload Document

CFT : ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT RODEJS: PO/TC +PO/ESR

Click Here to Edit

& ViEW + UPLOAD DOCUMENT

10 v |Results Per page | Displaying all 3 matches.

Click Here to Delete

Select Title &~

Report

Supplier Report

Clarification Report Doc

Figure 322: Restricted area with generated bidder reports
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13.4 End of feedback period

After the announcement of the Evaluation Results, a Call for Tender enters the Standstill
period. In order to finalise this standstill period and allow a Call for Tender to proceed to the

next task, a PO/TC user should click on the “END STANDSTILL PERIOD” button, located at the
top of the “View CfT Workspace” page.

A The Standstill period must be manually closed for all procedures
evaluation cycles.

Oifig um Sholathar Rialtais .
Q EN - konstantina kas, CAPC ~
Office of Government Procurement e B

CiT Creation ~ CiT Management -~ CA administration - Coll of Requirements - Preliminary market consultations -

10:56:13 IST

View CfT Workspace

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR = show CIT Menu =

EXPORT CFT INFORMATION EDIT CFT WORKSPACE CANCEL CFT I END STANDSTILL PERIOD I EXPORT CFT COPY AS NEW

WORKAREA: IT

TENDER SUBMISSION DEADLINE IN 6/13

{DAYS/HOURS):

NAME OF CONTRACTING AUTHORITY: Ministry of transportation

Figure 323: End standstill period button
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13.5 Ranking after the Standstill period

In order for a PO/TC user to approve the final ranking (after the end of the feedback period),
they should select the tenders which will be included in the next phase (Pass/ Fail column) and
then select the “SAVE” button.

Oifig um Sholathar Rialtais Q

EN ~ konstantina kas, CAPC ~
Office of Government Procurement 9

CfT Creation = CfT Management = CA administration ~ Coll. of Requirements = Preliminary market consultations ~ 11:00:121ST

Task List

Results Per page | Displaying: 1-10 | 35 results in total.

Cycle Estimated Value Assigner
Title a~ ID -~ Task «~ Status o~ a Deadline «~ v v
Roads highway 116837 | Post-standstill ranking Evaluation 1 No deadline is associated with
maintenance this task
Figure 324: Post-standstill ranking task
Ranking
CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR

Rank Economic Operator Organisations T/P receipt ID Score/Price Score Breakdown Pass/Fail

1 Kas  Sup 000000252 97.75% Moref+]

2 Bus Group 000000253 88.57% Morefs]

REJECT AND REQUEST RE-EVALUATION

Figqure 325: Post standstill final ranking

The user can also click on the “REJECT AND REQUEST RE-EVALUATION” button to reject the
current scoring and restart the evaluation procedure of the tenders.
Ranking

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR

Rank Economic Operator Organisations T/P receipt ID Score/Price Score Breakdown Pass/Fail
1 Kas Sup 000000252 97.75% Moref+]
2 000000253 88.57% Morefs

Bus Group orefe)

I REJECT AND REQUEST RE-EVALUATION I

Figure 326: Reject and request re-evaluation on final ranking
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13.6 Starting new procurement cycle

In order for the user to start a new cycle in the procurement procedure he should select the
“START NEW EVALUATION CYCLE” button. It should be noted that this functionality is
available only for certain types of procedures which involve more than one cycle (e.g.
restricted and competitive dialogues), as other procurement procedures, like the open
procedure, include only a single evaluation cycle.

s o4 ot Q &~ konstantina kas, CAPC ~
m Office of Government Procurement A O onstantina kas, CAPC

CIT Croation ~  CIT Managomont ~  CA administration = Coll. of Roquirements ~  Proliminary market consultations ~

View CfT Workspace
1 CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR
I START NEW EVALUATION CYCLE | EXPORT CFT INFORMATION EOIT CF T WORKSPACL CANCELCFT EXPORT CF Y COPY AS NCW
FUNDE N SUIMESDON DE A ING IN 0
NAME OF 00 Ministry of Transportation
SIAIS Lvalustion
NUMBER OF TENDERS SUBMITTED:. ?

i CFT: ROADS HIGHWAY MAINTENANCE

Figure 327: Start a new evaluation cycle

13.7 Contract Awarding

After the successful approval of the post standstill ranking, the user can award the contract to
the selected supplier(s) through selecting the “AWARD” button in the “View CfT workspace”
page or through following the “Award contracts” task.

Task List
[10 v | Results Per page | Displaying: 1-10 | 15 resuits in total. ‘
ciTID cycle Estimated Value  Assigner
CfT Title a~ av Task av Status -~ av Deadline «v av av
EST-1lnLl 2 : SEHV! Ll 25092 Start New Cycle Evaluation 1 No deadline is associated 33,000 200
AN R A J E with this task
24154 Manage Evaluation Evaluation 1 No deadline is associated
Report with this task
ROADS AR KIVERS - HivHViA 24829 Award Contracts Evaluation 1 No deadline is associated 10,000,800
with this task
TAINTEHANS 24154 Associate PO/0S and Evaluation 1 No deadline is associated 1,060,000
PO/ES with this task

Figure 328: Award contracts task
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View CfT Workspace
@ The ranking has been submitted successfully x
CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC+PO/ESR 8 Show CIT Menu ~
EXPORT CFT INFORMATION EDIT CFT WORKSPACE CANCEL CFT EXPORT CFT COPY AS NEW
IT
LINE IN 6/12

Figure 329: Contract Award button in the view CfI workspace

In order to award contracts the user should proceed with the following steps:
1. Selects the appropriate supplier from the Economic Operators column.

Note: A contract cannot be awarded to a supplier deactivated at the time of awarding.
In case deactivated suppliers are included among the awarded suppliers, the system
will display a warning message in the Award area.

Awarding

© An error has occurred:
= Following authorities have no active accounts: Strike:Superior Organization. Please contact Administrator to active them.

Figure 330: Contract Award to Deactivated Supplier

2. Locate the appropriate Lot (in case the contract is awarded in lots)
3. Selects the Economic Operator that won.
4. Clicks on “SAVE” button.

Awarding
CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR & Show CIT Menu ~
© All prices must be provided in EUR. If the prices you wish to submit are in another cumency please convert them in EUR first
Kas Sup ol *

SAVE AS DRAFT |m

Figure 331: Awarding of contracts
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The user can award the contract to more than one Economic Operator. In order to insert

additional Economic Operators, the user should select the “ +. icon (the

“

" icon is used to remove Economic Operators from the awarding list). A new row will
then appear and allow the selection of additional Economic Operators.

Awarding

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR

Economic Operator Organisations

Kas Sup

aa
[versomer B ove

Figure 332: Awarding contracts to more than one supplier

To award contracts to suppliers by items, the PO/TC may select the item in the drop- down list
displaying all items against which supplier was ranked as successful in.

Awarding

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR

© Al price ed in EUR. if SubMit are in ancther curency please convert them in EUR first
Economic Operator Organisations
|
Kas Sup d
+
Bus Group -
=
[ove ]

Figure 333: Awarding the contract to more than one suppliers

Finally, depending on the initial setup for Lots and awarding, the PO/TC may award contracts
on per Lot or per Item basis for the same opportunity.
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13.8 Creation of contract award notice

After awarding the contract, the user can create and publish the contract award notice
(once the Economic Operators have accepted the award).

Oifig um Sholathar Rialtais E " ae
Q N - konstantina kas, CAPC ~
Office of Government Procurement 9 =

CIT Creation ~ CIT Management ~ CA administration = Coll. of Requirements ~ Preliminary market consultations ~ 11: 2233 18T

Task List

10_w | Results Per page | Displaying: 1-10 | 35 results in total

Cycle Estimated Value  Assigner
Title -~ 1D -~ Task -~ Status -~ - Deadline ~~ ar -

Roads highway 116837 | Publish Contract Award Evaluation 1 No deadline is associated with
maintenance Notice this task

Figure 334: Publish contract award notice task

In the notices and contract documents pages, the user clicks on the “CREATE NOTICE”
button.

Notice & Contract Documents
CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR B8 Show CIT Menu ~

Notices Contract Documents

1 results in total. m

Select = =Type: = ~Date Upl.: =~Lang.: - ~Status: = ~Date Pub.:

® Contract Notice 21/04/2023 07:55:44 EN Published 21/04/2023 07:5553

PUBLISH NOTICE CREATE NOTICE DELETE EDIT

Figqure 335: Creation of contract award notice

The user selects the type of contract award notice to create and the language in which the
notice will be created.
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AVAILABLE NOTICES FORMS

Select Notice form name
(@] Results of Design Contest
I ® Contract Award Notice I
(0] Social and other specific services - public contracts

Select Language

@® English(en)

CANCEL | POPULATE NOTICE

Figqure 336: Selection of a contract award notice type

For certain types of procedures, the form “Contract Award Notice for contracts in the field of
defence and security” is also available.

After creation the contract award notice is listed along with the earlier published notices (i.e.
Contract Notice, PIN, etc.). In order for an award notice to be published, the status of the
notice should be “Final”.

In order to publish an award notice, the user selects the contract award notice and then clicks
on the “PUBLISH NOTICE” button.
Notice & Contract Documents

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR

Notices Contract Documents

2 results in total m

Select = =Type: - ~Date Upl.: = ~Lang.. - =Status: = ~Date Pub.;
Contract Notice 21/04/202307:55:44 EN Published 21/04/2023 07:55:53
L Contract Award Notice 21/04/202311:28:04 EN Final

| s | oo | sere § @

Figqure 337: Publish notice button for an award notice
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Upon selection of the publication service, the status of the notice will then change into “Published”.

Notice & Contract Documents

@ Noetice was published successtully x

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: AWARDED) MY CFT ROLE IS: PO/TC +PO/ESR B Show CIT Menu ~

Notices Contract Documents
2 results in total. m

Select ~=Type: - ~Date Upl.: ~~Lang.: - =Status: - »Date Pub.:
Contract Notice 21/04/2023 07-55:44 EN Published 21/04/2023 07.55:53
Contract Award Notice 21/04/202311:28:04 EN Published 21/04/202311:29:32 I

PUBLISH NOTICE CREATE NOTICE E ﬂ

Figure 338: Contract award notice is published

13.9 Creation of Contract Workspace

Following the contract awarding acceptance by the awarded suppliers, the "Create
contract" option is made available in the "Awarding" page.

Task List

Cycle Estimated Value Assigner
Title -~ ID = Task - Status - - Deadline -~ ar .

Roads highway 116837 § Create Contracts Awarded 1 No deadline is associated with
maintenance this task

Figure 339: Create contract option

After the user clicks on the “Create contract” option, a new Contract Workspace is created in
eTenders with the specific Call for Tender details (e.g. procurement type, CPV codes, Contract
Value etc.) being automatically transferred to the Contract Workspace. The PO/TC who
created the contract is assigned with the role of the Contract Manager.
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14 Electronic Auctions

14.1 Creation of an eAuction event

In order for the user to create an eAuction event, the type of event should be defined.
The system supports the three following types of events:

e Round based
e Time based

e Combination of Time and Round-based

In order for the user to create a Round based event, the following information should
be provided:

e Number of Rounds
e Duration of each Round
e Duration of interval between Rounds

e Minimum bid difference. This option is enabled only when a lowest price
evaluation mechanism is in place.

e Selected currency of the eAuction event

e Biding visibility

After providing all necessary information, the user clicks on the “NEXT” button to continue
with the following steps required during the configuration of an eAuction event.

Cycle Estimated Assigner
Title a~ ID «~ Task a~ Status a~ av Deadline a~ Value av
Procurement for Building construction to 116338 | Create e-Auction Evaluation 1 No deadline is 100,000
host information technology systems associated with this
task
Procurement of computers 115931  Associate PO/OS Tender 1 No deadline is 100,000
and PO/ES Submission associated with this
task
Procurement of laptops 66519 Unlock Tenders Awaiting Tender 1 No deadline is 100,000
Opening associated with this
task
Procurement of office supplies 65878 Unlock Tenders Awaiting Tender 1 No deadline is 100,000
Opening associated with this
task
Procurement of hardware system 102817  Create Contracts Awarded 1 No deadline is 100,000
associated with this
task

Figure 340: Create eAuction task
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Create new e-Auction

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS (STATUS: E\MLUMION)
MY CFT ROLE IS: PO/TC +P0/OS +PO/ESR

Select e-Auction 7 Time-based C Combination

CREATE NEW ROUND-BASED E-AUCTION
Number of rounds Duration of round
0 - hh: O ~ mm: 0 w
Time interval between rounds

hh: O ~ mm; 0 -

Please select auction currency:EUR

Select eAuction bidding visibility: ' Rank sealed ® Limited visibility O Full visibility O Manual settings

LIMITED VISIBILITY

Bidder's previous bid score: Bidder's all previous bid scores:
Best bid score out of all supplier bids: Bidder's relative ranking:
Scores of all bids placed by all suppliers: Scores of the latest bids placed by each supplier:

CANCEL UPLOAD GENERAL EVENT INSTRUCTIONS

Figure 341: Creation of a round based eAuction event
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In order for the user to create a Time based event, the following information should be

o Thetime period before the end of the event during which, if a bid is received,

Minimum bid difference. This option is enabled only when a lowest price

provided:

e Duration of the event
e Use of automated extensions. If yes:

o The duration of the extensions.

an extension will be triggered.

o Maximum number of extensions.

[}
evaluation mechanism is in place.

e Accepting multiple winners (yes/ no)
e Selected currency for the eAuction event
e Biding visibility

After providing all necessary information, the user clicks on the “NEXT” button to continue
with the following steps required during the configuration of an eAuction event.

Create new e-Auction

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS (STATUS: EVALUATION) I
MY CFT ROLE IS: PO/TC +PO/0S +PO/ESR

Select e-Auction Type: ' Round-bas - Combination

CREATE NEW TIME-BASED E-AUCTION

Duration of e-Auction event

hh: 0 ~ omm: O
Duration of extension

hh: 0 ~ mm: 0

number of

Please select auction currency:EUR

Select eAuction bidding visibility: ) Rank sealed ® Limited visibility

LIMITED VISIBILITY

Bidder's previous bid score:
Best bid score out of all supplier bids:

Scores of all bids placed by all suppliers:

Full visibility

Enable automated extensions
Yes ~
Time before the end of e-Auction when extension is possible

hh: 0 « mm: 0 -

Manual settings

Bidder's all previous bid scores:
Bldder's relative ranking:

Scores of the latest bids placed by each supplier:

CANCEL UPLOAD GENERAL EVENT INSTRUCTIONS

Figure 342: Creation of a time based event
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In order for the user to create an event based on the Combination of time and rounds,
the following information should be provided:

e Number of Rounds.
e Duration of each Round.
e Interval between each Round.
e Use of automated extensions. If yes:
o The duration of the extensions.

o Thetime period before the end of the event during which, if a bid is received,
an extension will be triggered.

o Maximum number of extensions.

e Minimum bid difference. This option is enabled only when a lowest price
evaluation mechanism is in place.

e Selected currency of the eAuction event.

e Biding visibility.

After providing all necessary information, the user clicks on the “NEXT” button to continue
with the following steps required during the configuration of an eAuction event.

Create new e-Auction

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS (STATUS: EVALUATION) MY CFT ROLE IS: m
PO/TC +P0/OS +PO/ESR

Select Ao Type: O Rosndbased ,.m,.m

CREATE NEW COMBINED ROUND/TIME E-AUCTION

Numiber of rounds Duration of round

- hh: @ ~ mm -
Time interval between rounds. Enable avtomated extensions
hh; v om0 v Ves .
Duration of extension Time before the end of e-Auction when extension is possible
hh: G v e il v hh:  C v mm -

Please select auction currency:EUR

Select eAuction bidding visibility: C Rank sealed ® Limited visibility O Full visibility O Manual settings

LIMITED VISIBILITY

Bidder's previous bid score: Bidders all previous b scores:
Best bid score out of all supplier bids: Bidder's relative ranking:
Scores of all bids placed by all suppliers: Seores of the [atest bids placed by each supplier:

CANCEL | NEXT UPLOAD GENERAL EVENT INSTRUCTIONS

Figure 343: Creation an eAuction event based on the combination of Rounds and Time
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In all types of event, the following visibility settings are supported by the system:
e Rank sealed: Bidders must be able to see:
o Their own previous bid
o Alist with all own previous bids
o The best bid submitted out of all supplier bids
o The next possible bid of the bidder
¢ Limited visibility: Bidders are only able to see:
o Their own previous bid
o Alist with all own previous bids
o The best bid submitted out of all supplier bids
o The next possible bid of the bidder
o Their relative ranking
e Full visibility: Bidders are able to see:
o Their own previous bid
A list with all own previous bids
The best bid submitted out of all supplier bids
The next possible bid of the bidder
Their relative ranking
A list with all bids placed by all participants

o O O O O O

The latest bids placed by each participant

e Manual Settings. A selection among the following:
o Best bid out of all participants bids.
o Next possible bid.
o Bidder’s relative ranking.
All bids placed by all participants.
Latest bids placed by each participant.

Select eAuction bidding visibility : © Rank sealed O Limited visibility O Full visibility ® Manual settings

MANUALLY DEFINE BIDDING VISIBILITY

Bidder's previous bid : Bidder's all previous bids:
Best bid out of all supplier bids: | Next possible bid: [
Bidder's relative ranking: All bids placed by all suppliers: _|

Latest bids placed by each supplier:

UPLOAD GENERAL EVENT INSTRUCTIONS

Figure 344: eAuction bidding visibility
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If the contract is awarded in more than one Lot, a separate eAuction event should be
established for each Lot. Hence, during the creation of an eAuction event the user should
select for which Lot the forthcoming event will be created.

Selecting the button “UPLOAD GENERAL EVENT INSTRUCTIONS” allows the user to upload
general instructions and specifications regarding an event. In the popup window shown below,
the user selects a file (by using the provided file browsing functionality) and then “UPLOAD”
the file in the system. Finally, the user may select the “CLOSE” button to close the popup

window.

Select eAuction bidding visibility : © Rank sealed O Limited visibility O Full visibility ® Manual settings

MANUALLY DEFINE BIDDING VISIBILITY

Bidder's previous bid : Bidder's all previous bids:
Best bid out of all supplier bids: | Next possible bid: (|
Bidder's relative ranking: I All bids placed by all suppliers: )

Latest bids placed by each supplier: [

CANCEL m UPLOAD GENERAL EVENT INSTRUCTIONS

UPLOAD

Evaluator General Comment: |Browse...| 75T gy

s

Figure 345: Uploading event instructions

If the evaluation mechanism selected for a Call for Tender is Best Price-Quality Ratio, then the
user must define the “Minimum Bid Difference” for eAuction. For a Call for Tender with MEAT
evaluation mechanism, the user must define the criteria of the original evaluation mechanism
that will form the evaluation mechanism for the eAuction.

After selecting the parameters to be included in the event from the available list, the user
clicks on the “SAVE” button to save his modifications and create the eAuction event.
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14.2 Scheduling the eAuction

The user can edit the option of an event through clicking on the “EDIT” button. Furthermore,
the user can schedule the time and date for an eAuction event, through clicking on the
“SCHEDULE EAUCTION” button.

e-Auction detailed information

© e-Auction created successfully x

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS (STATUS: EVALUATION) MY CFT ROLE I5:
PQ/TC +POOS +PO/ESR

E-AUCTION ID : 116817 (OFFICIALY

Round-based
Best Price-Quality Ratio

Pending

|
m
a

Overall
MNiA
EUR

Bidder's previous bid score - Bidder's all previous bid scores

E-AUCTION ROUNDS m SCHEDULE E-AUCTION

Sequence number Reund 1D Round status Start date
1 116619 Pending MiA
2 116620 Pending M/A

Figure 346: Edit and Schedule an eAuction event

In order to schedule an event the user should provide the following information:

e Starting date for the eAuction event (the “ m icon is used to select the date).
e Starting time for the eAuction event.
e The body of the invitation which will be sent to the invited Economic Operators.

e An optional file attachment.
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Clicking on the “SCHEDULE” button saves the user’s choices and schedules the e- Auction

event.
Schedule e-Auction

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS
(STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/0S +PO/ESR

E-AUCTIONID : 116617

The e-Auction start date: Time
(] hh: 00 ~ mm: 00 -
Body: * Attachment:

e-Tendering Platform - Invitation 1o participate in e-Auction Choose File | No file chosen

CIT: Procurement for Building constmnection to host information
technology systems
eAuction: 116617

Information: Your Organization is invited 1o participate in the e-
Auction Event, The E-Auction will reach 1o an end if the E-Auction

end time is reached(including any automatic or manual time -
extensions added) or if it is cancelled for a reason you will be

Maximum Characters; 2000,

Figure 347: Scheduling of an eAuction event

14.3 List of eAuction events

In order to list the established eAuction events of a Call for Tender, the user should click on
the “eAuction” option from the “Show CfT menu” list.

MY CFT ROLE [T s JY (e

Release of envelope
DOWNLOAD Evaluation report
Ranking
I e-Auctions I
Contracts

EO Award responses
Workflow
Restricted area

Crhadulad inkhe

Figure 348: eAuctions item in the CfT menu
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The list contains all eAuction events (active and past) for a particular Call for Tender. The
“eAuction Id” functionality enables the user to preview the eAuction parameters.
Furthermore, the user can click on the “eAuction id” link to attend an active eAuction event.

List of e-Auctions related to CfT

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS = Show CfT Menu ~
(STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR

List of e-Auctions

Lot Reference Id Lot Name e-Auction Id Type Official / Dummy e-Auction Start Date

N/A N/A 116617 Round-based Official 2023/04/20 16:00:00 Attend e-Auction

CREATE E-AUCTION

Figure 349: List of eAuctions events
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14.4 Preview of an active eAuction event

In order to preview an active eAuction event, the user should click on the link in the column
“eAuction Id”.

List of e-Auctions related to CfT

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS &= Show CIT Menu =
(STATUS: EVALUATION) MY CFT ROLE IS: PQ/TC +P0/0S +PO/ESR

List of e-Auctions

Lot Reference Id Lot Name e-Auction Id Type Official / Dummy e-Auction Start Date

N/A NFA Round-based Official 2023/04/20 1&:00:00 Attend e-Auction
CREATE E-AUCTION

Figure 350: Preview an active eAuction event

The system displays all relevant information regarding an event. Furthermore, the following
functionality is enabled:

e Creation of a practice eAuction event.
e Re-schedule the eAuction event.
e Cancel the eAuction event.

e Attend the eAuction event.

© Thee-Auc!

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS 15 Show CIT Menu ~
(STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR

E-AUCTION ID : 116617 (OFFICIAL)

Round-based
E-AUCTION EVALUATION METHOD: Best Price-Quality Ratio
E-AUCTION STATUS Pending

2

3

2

Overall

2023/04/20

EUR

Bidder's previous bid score - Bidder's all previous bid scores

TEST.docx

EAUCTION BOUNDS CANCEL E-AUCTION | ATTEND E-AUCTION J| RESCHEDULE E-AUCTION | CREATE DUMMY E-AUCTION

Sequence number Round ID Round status Start date
1 116619 Pending 2023/04/20 16:00:00
2 116620 Pending 2023/04/20 16:05:00

Figure 351: Preview of an active eAuction event
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14.5 Creation of a practice eAuction event (Prior to the actual event)

In order to create a practice eAuction event the user should click on the “Create
Dummy eAuction” button.

@ The e-Auction invitations have been sent

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS

(STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR
E-AUCTION ID : 116617 (OFFICIAL)

E-AUCTION TYPE: Round-based

E-AUCTION EVALUATION METHOD: Best Price-Quality Ratio

E-AUCTION STATUS Pending
NUMBER OF ROUNDS : 2

DURATION OF ROUND (MINUTES): 3

TIME INTERVAL BETWEEN ROUNDS 2
(MINUTES)

BID SUBMISSION TYPE Overall

THE E-AUCTION START DATE : 2023/04/20
AUCTION CURRENCY : EUR

E-AUCTION BIDDING VISIBILITY :

GENERAL EVENT INSTRUCTIONS : TEST.docx

E-AUCTION ROUNDS

Sequence number Round ID Round status
1 116619 Pending
2 116620 Pending

Figure 352: Create dummy eAuction

Bidder's previous bid score - Bidder's all previous bid scores

CANCEL E-AUCTION ATTEND E-AUCTION RESCHEDULE E-AUCTION CREATE DUMMY E-AUCTION

Start date

2023/04/20 16:00:00

2023/04/20 16:05.00

A practice eAuction event will include all Economic Operators who have been invited to the
formal eAuction event. The practice event will be held at a different time and date from the
formal event. After the end of the practice event, all bidding data will automatically be
deleted.

Date: 30/05/2023

245 /271

Doc. Version: 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement

eTenders Contracting Authority User Manual

14.6 Reschedule an eAuction event (enabled only prior to the actual eAuction event)

In order to reschedule an event, the user selects a new date and time for the event and
provides a message which will be sent to all participating Economic Operators. The user can
also attach a file to the invitation. Clicking on the “RESCHEDULE E- AUCTION” button will
modify the eAuction start date and time. All associated Economic Operators will be notified
accordingly.

Reschedule e-Auction

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS 18 Show CIT Menu ~
(STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +P0O/0S +PO/ESR

EAUCTION ID: 116617

The e-Auction start date: Time

20/04/2023 (=) hh; 16 v mm: 00 v
Body: * Attachment:

e-Tendering Platform - Invitation to participate in Re-Scheduled e = Choose File | No file chosen

Auction

CIT: Procuremen
technology ¢
eAuction: 11

for Building construction to host information

S

Information: Your organization is invited to participate in the
rescheduled e-Auction. You have to follow the link below and
accept the invitation in order 10 participate in the rescheduled e

Maximum Characters: 2000

m RESCHEDULE E-AUCTION

Figure 353: Re-schedule an eAuction

The system does not allow rescheduling of events during the last hour before the auction’s
start date. In such case, an error will be displayed.

© An error has occurred: X
= Reschedule cannot be performed during the last hour before the auction's Start Date
= Reschedule can only be performed at a later date than the current scheduled date

Figure 354: Error message in re-scheduling an eAuction event
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14.7 Cancel of an eAuction event

In order to cancel an eAuction event, the user should provide a justification and click on the
“CANCEL EAUCTION” button. All associated Economic Operators will be notified.

Cancel e-Auction

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS M Show CIT Menu =
(STATUS: EVALUATION) MY CFT ROLE IS: PQ/TC +P0Q/0S +PO/ESR

E-AUCTION ID : 116617

Provide your justification

Maximum Characters: 2000.

CANCEL E-ALICTION

Figure 355: Cancel an eAuction event
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14.8 Attend the eAuction event

In order to attend the eAuction event the user should click on the “ATTEND E- AUCTION”
button. The user will be prompted to provide authorization by a System Administrator.

Provide authorisation by an System Administrator (SA credentials)

ENTER AN SA USERNAME AND PASSWORD TO ENTER

Username: Password:

m VALIDATE SA ACCOUNT

Figure 356: User provides SA’s credentials in order to enter the auction room

Then, the user previews, in real time, the status of the eAuction. The system displays the code
of the eAuction event, the type of the event, the time left to the end of the round, the
possibility of automatic extension along with the number of possible extensions, the currency
of the event, the uploaded general instructions, the current best bid and the current ranking
of the suppliers.

Attend e-Auction

CFT: PROCUREMENT FOR BUILDING CONSTRUCTION TO HOST INFORMATION TECHNOLOGY SYSTEMS
(STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR

CHECK E-AUCTION PROGRESS

Here you can see the progress of an e-Auction  [IE=1

E-AUCTION BEING 116617

WATCHED IS:

E-AUCTION TYPEIS: Round-based
CURRENT BEST BID: No bid information
E-AUCTION ROUND IS: No open round

NUMBER AF ALLROUNDS 2
IS

TIMELEFTTO THEEND OF  No open round
THE ROUND:

AUCTION CURRENCY EUR

User Current rank Latest valid bid

e-Auction will start at:2023/04/20 16:00:00
VIEW CURRENT BID DETAILS

Figure 355: Attend an eAuction event is real time

The “REFRESH” button updates the page. Finally, the user can select the “VIEW CURRENT BID DETAILS” button to
view the details of the current bid.
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14.9 eAuction Message board

The message board provides functionality for the live communication between the user and the
participating Economic Operators. The board displays all messages between economic
operators and the user. The system displays the eAuction Id, User Id, Message History, the Body
and a receiver selection button. The user composes the new message by editing body of the
text, selects the receivers (or leave it as default — all users) and clicks on “SEND".

MESSAGE BOARD OF E-AUCTION : 35095
USER: 1096-PO

MESSAGES

[1096]:Please submit your prices
[1537]:Thank you

Post a new message:

Please check again

(Maximum characters : 500 ) You have left.

Select recipient: | Send to all

Figure 356: Message board
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14.10 Preview of a completed eAuction

When an eAuction event is completed, the user clicks on the “VIEW BUYER REPORT” button
in order to preview the results of the event. The user can also generate a copy of the buyer
Report through clicking on the “EXPORT TO PDF” button.

The system displays to the user some detailed information regarding the bidding process:

e Economic operator ID

e Details of the bids of each Economic Operator (timestamp, value, ranking after
bid)
e Final ranking of each Economic Operator

Closed

200000

Final ranking: 1Economic Operater ID : 1012
DETAILS OF BIDS

Ba D Rouna of big Bid imestamp Bid value
104
133
130

140

ROUND RANKING HISTORY

Reomand rmamber Ranking after round

1 1
Final ranking: 2Economic Operator ID - 1014

EXTENSION DETAILS

ECONOMIC OPERATORS INVITED

Figure 357: Preview of a completed eAuction
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Buyer report

CFT: PROCUREMENT OF HOSPITAL INFORMATION SYSTEM (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC+P0/0OS +PO/ESR

E-AUCTION DETAILED INFORMATION

E-AUCTION STATUS: Closed

WINNING BID: 100

Final ranking: 2Economic Operator ID : 1417
DETAILS OF BIDS

Bid ID Round of bid Bid timestamp Bid value

1245 1 2020-04-17 10:20:00 78.86 Details
1247 1 2020-04-17 10:21:44 100 Details
1248 1 2020-04-17 10:23:03 100 Details
1250 2 2020-04-17 10:30:00 9375 Details

ROUND RANKING HISTORY

Round number Ranking after round Score
1 2 9375
2 2 9375

Final ranking: 1Economic Operator ID : 1421

DETAILS OF BIDS
Bid ID Round of bid Bid timestamp Bid value
1246 1 2020-04-17 10:20:00 90.81 Details
1249 1 2020-04-17 10:24:48 100 Details
1251 2 2020-04-17 10:30:00 100 Details

ROUND RANKING HISTORY

Round number Ranking after round Score
1 1 100
2 1 100

EXTENSION DETAILS

TOTAL NUMBER OF EXTENSIONS: 0

TOTAL EXTENSION TIME (MINUTES): 0

ECONOMIC OPERATORS INVITED

1417 Helco Corporation
1421 Strike
E-AUCTION CHARTS

Rank per round for economic operator

Rank

T
Round number
1417 1421

Export to PDF

Figure 358: Details of the eAuction event
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Furthermore, the following graphs describing the bidding process are also provided:
e Best overall bid
e Latest bid per Economic Operator

e Rank for each Economic Operator

Best overall bid per round

23000

e %

=1

st bicky
g

g

T 7
Round number
Cramgra

Latest bid for economic operator

1 F
Round number
1012 1014

Rank per round for economic operator

Rark

L1 T z
Round number
101z 1004

Figure 359: eAuction graphs
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15 Export competition

The “EXPORT CFT” functionality is accessible by the PO/TC, the PO/ES and the PO/ESR,
allowing them to produce a single, easy to download, compressed file containing all
documents and information (e.g. contract notices, clarifications, award notices, supplier’s
bids, etc.) related to the procurement process. As the Call for Tender progresses towards the
awarded state, more information is included in the exported compressed file.

If the “EXPORT CFT” functionality is available, then the “EXPORT CFT” button is displayed,
within the “View CfT workspace” page, to allow the above users to export the documents
stored within a Call for Tender workspace.

Task List

18w |Waausits Par page | Displeying: 1+101 13 results in ot

Figure 360: Export CfT task

View CfT Workspace

CFT: PROCUREMENT OF HARDWARE SYSTEM (STATUS: AWARDED) MY CFT ROLE IS: PO/TC +P0O/0S +PO/ESR B Show CIT Menu ~

EXPORT CFT INFORMATION EXPORT CFT COPY AS NEW CLOSE CFT

technical department

HORITY Ministry of Health

TAT Awarded

Figure 361: The “Export CfI” button in the View CfT Workspace page

Upon selecting the “EXPORT CFT” button, the export progress is initiated and the above users
are notified accordingly and prompted to click on the “REFRESH PAGE” button in order check
the progress of the export. In case the export is completed, the data file will be available.
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© Competition is currently being processed, please click on Refresh page button to check again X

CFT: PROCUREMENT OF HARDWARE SYSTEM (STATUS: AWARDED) MY CFT ROLE IS: PO/TC +P0Q/0S +PO/ESR

EXPORT CFT INFORMATION EXPORT CFT REFRESH PAGE COPY AS NEW CLOSE CFT

Figure 362: CfT export is initiated and the “Refresh page” button is available

The next step, after the data file has been created through clicking on the “EXPORT CFT”
button, is to download the file. In order to do this, the system will display another button next
to the “EXPORT CFT” button, the “DOWNLOAD CFT” button. Through clicking on it, the system
will prompt the user to download locally the generated data file in a compressed format.

CFT: PROCUREMENT OF HARDWARE SYSTEM (STATUS: AWARDED) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR

EXPORT CFT INFORMATION EXPORT CFT DOWNLOAD CFT COPY AS NEW CLOSE CFT

Figure 363: The “Download CfI” button in the View CfT Workspace page

Once the compressed file is exported then a detailed folder structure will be created
containing all the files of the respective Call for Tender.

Upon selecting the “EXPORT CFT INFORMATION” button, the system returns an XML file
including the core Call for Tender information.

CFT: PROCUREMENT OF HARDWARE SYSTEM (STATUS: AWARDED) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR

I EXPORT CFT INFORMATION I EXPORT CFT DOWNLOAD CFT COPY AS NEW CLOSECFT

Figqure 364: Export CfT Information functionality
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16 Automatic Archival of CfTs

Call for Tenders can be archived if they are in the “Awarded” status, and DPS on established
status. The system informs the PO/TC user with an automatic notification (email) 3 months
before automatic archival (3 years & 9 months after the contract expiration date. Also, the
system informs the Economic Operator with the same way.

16.1 View Archived CfTs

In order to access the list of archived CfTs, the PO/TC user selects the “List of archived
CfTs” option in the CfT Management panel:

Oifig um Sholathar Rialtais
J Q EN- Stoveas Anionion, CAPC ¥
m Office of Government Procurement 9

/Ln\J CfT Creation ~ CfT Management ~ CA administration ~ Coll. of Requirements ~ Preliminary market consultations ~ 08:22:44 GMT

List of my CfTs

View CfT Worl List of CA CfTs
List of CA DPSs

List of CA FAs

CFT: Al 915/ -:«w.«::f SERVICE 20€ A D ROUTE AVIGATICH TUITEM (STATUS: AWARDED) MY CFT
ROLE IS: PO/TC +

EXPORT CFT INFORMATION EXPORT CFT DOWNLOAD CFT COPY AS NEW

Figure 365: “List of archived CfTs” option in the “CfI' Management” list

The platform displays a list of all the archived Call for Tenders. The list displays:

o CfT title

e Resource ID

o Type of the CfT

e User roles associated in the particular CfT
e Status

In order to preview the details of an archived Call for Tender, the CA user selects the provided
link in the “CfT Title” column. The platform will display all details of the Call for Tender in four
separate tabs:

1. The “Call for Tender Workspace Details” tab displays all details of the Call for
Tender.

2. The “Associated Officers” tab displays a list of all procurement officers who were
associated with the Call for Tender.

3. The “Awarded Contracts” tab displays a list of all contracts awarded at the end of
the procurement process.
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CFT: b s, (STATUS: ARCHIVED) MY CFT ROLE IS: PO/TC4PO/0S +PO/ESR

'BUYER ORGANISATION
sTAns

me

CFT CAUNQUE 1D
EVALUATION MECHANISA.
DESCRIPTION
PROCUREMENT TYPE
DIRECTIVE

PROCEDURE
CFTIvOLVES

ARTICLE NUMBER

PV CopES

INCLUSION OF E-AUCTIONS
TS Cooes:

ESTIMATED VALLE (68

ABOVE OR BELOW 06U THRESHOLD

TWELIWAT FOR RECESPT OF TENDERS OR REQUESTS TO PARTICIATE
TENDERS CPENING DATE

(ONE PHASED SUBMISSION OR TWO-PHASED SUBMISSION
CONTRACT AWARDED N LOTS

EUrUNONG

MULTIPLE TENDESS WILL BE ACCEPTED.

View CfT Workspace

Pubic Sector
Aechived

-
Publc Soctor3.
Price/Cost Effectiveness

Suppies.
2014/24/E0 (Classic)
Open

A Public Contract

15000000-Food, beverages, 1obacco and related products.
16000000 Agricutural machinery
footwear,

Figure 366: Archived CfT, details of the workspace

CFT: et (STATUS: ARCHIVED) MY CFT ROLE IS: PO/TC+PO/OS +PO/ESR

EDITCFTWORKSPACE  DELETEGFT  DOWNLOAD CFT

Call for Tender
et e e -
PO/TC + PO/OS + PO/ESR.
- -
Figure 367: Archived CfT, associated officer’s page
View CfT Workspace
T —————

= |

Bvitish Oynamics.

CPY Cade Lets

15000000

Figqure 368: Archived CfT, awarded contracts page
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17 Cancellation of a CfT

It is recommended that a Call for Tender cancellation should occur under the
below two circumstances:

. 1) When no supplier has submitted a tender response and the PO/OS
‘ ! 5 user has triggered the unlocking of the tender responses or

2) When the PO/ESR has failed all the tender responses and finalised their
action through the “Post-standstill” functionality.

A Call for Tender may need to be cancelled at any stage for a variety of reasons. This section
explains the process to be followed for such Call for Tender cancellation within eTenders.
The cancellation of a Call for Tender that is advertised to the general public through the
publication of a Notice must be preceded by the publication of a Corrigendum Notice
informing the general public about the cancellation of the Call for Tender. If on the other hand,
a Call for Tender was created without Contract notice publication (e.g. Simplified procedure,
Negotiated procedure without advertisement, Specific contract procedure within the context
of a Framework Agreement, etc.), such creation/publication of a Corrigendum Notice is not
foreseen.

The Call for Tender may be cancelled by one of its PO/TC users. The Call for Tender cancellation
process itself is very simple, as the PO/TC user should follow three steps:

e access the “View CfT workspace” page
e click on “CANCEL CFT” button

e confirm cancellation

View CfT Workspace

CFT: SIMPLE EXAMPLE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +P0O/0S +PO/ESR

EXPORT CFT INFORMATION EDIT CFT WORKSPACE CANCEL CFT EXPORT CFT COPY AS NEW

Figure 369: Cancel CfT button

@ irish-test.eurodyn.com

Are you sure you want to cancel this call for tender?

Figure 370: CfT cancellation confirmation message
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After Call for Tender cancellation, a confirmation message about the successful
cancelation of the particular Call for Tender will be displayed.

View CfT Workspace

@ Please proceed with the creation of the notice for CfT Cancellation. x
]

CFT: SIMPLE EXAMPLE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PQ/0S +PO/ESR

EXPORT CFT INFORMATION EDIT CFT WORKSPACE EXPORT CFT COPY AS NEW

Figure 371: Successful cancelation of a Call for Tender

When a Call for Tender is cancelled, all Call for Tender’s granted access rights to
all types of users are revoked, while all pending tasks are removed automatically

& by the service. Only a bare minimum set of access rights remains available to
authorized users, covering the needs for future Audits (e.g. view CfT,
export/download competition or view messages).
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18 Work Requests

The system allows Procurement Officers to manage work request through the system. A CAPC
user should click on the “Work requests” option in the “CfT creation” menu and then click on
the “ADD WORK REQUEST” button.

A work Request can be created with the following core data:
o Title: title of the work request.
e Description: description of this particular request.
¢ Included in Procurement plan
e Client Contact name
e Acknowledged on: date of the work request acknowledgement.
e Specification feedback
e Assignee
e Creation date (prefilled from the system)
e Creator (prefilled from the system)

Once a work request is created and assigned, the CAPC user is in position to create a Call for
Tender workspace including the elements included in the Work Request either, through
clicking on the “CfT Creation” > “Create new CfT” option. This allows to commence a new
procurement flow for the particular request to purchase.

NOTE: The CAPC/CAPCA user can associate to the CfT created from a work request, a PO/ES
user a user from another organisation.

The CAPC/CAPCA user can associate to the CfT created from a work request, a PO/ES user a
user from another organisation.
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19 Auditing Reports

In order to extract a report on actions performed on the system, the CAPC clicks on the
“Auditing Reports” link in the “CA administration” menu. The screen is presented below.

¢ CfT Creation -~ CfT Management -~ CA administration -~ Coll. of Requirements ~

nd
e armr g e ~
User management
Task List View Workareas
CA Contracts
My Contracts

[10 v |Results Per page | Displaying: 1 Evaluators Group Managems

Auditing Reports

Manual Notification

CAT Title ax < >

Figure 372: “Auditing reports” option in the “CA administration” menu

The system next displays the Auditing Reports Engine allowing CAPC to query audited actions.

Auditing Reports

AUDIT ACTIVITIES
From Date: (DD/MM/YYYY)
™ hh | 00 v mm | 00 v
Undil Date: (DD/MM/YYYY)
fm hh | 00 v mm | 00 v

Usemame:

EO Organisation

Type Of Activity:

Select CfT:

Figure 373: Auditing Reports screen
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The procedure for the report generation involves the following steps:

e Define the report data range by setting the values “From Date: “DD/MM/YYYY)” and
“Until Date: (DD/MM/YYYY)”.

e Select the user (e.g. username) whose activities need to be audited.

e Select EO organisation.

e Select the types of activities to be audited:

o Click on the ”Q"magnifying glass displayed next to the “Type of Activity”
field

o Double click on an activity to add it to the list of selected activities
o Click on the “SELECT” button

SELECT ACTIVITY

Available Type of Activities Search
CFT - Copy DPS specific contract workspace ~
CFT - Copy DPS workspace
CFT - Export CfT
CFT - Manage associate Economic Operator user with CfT
Search results
CFT Auctions - Bid placed (Highest price) A

CFT Auctions - Bid placed (Lowest price)

CFT Auctions - Bid placed (MEAT)

CFT Auctions - Bid removed (Highest price)

CFT Auctions - Bid removed (Lowest price)

CET Anrtinne - Bid ramnwad (WMEATY
Selected Type of Activities

CFT Auctions - Bid placed (Highest price) A v
CFT - Un-archive CfT

Figure 374: Select Activity
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e Select Call for Tender with the types of activities to be audited:
o Click on the ’Q"magnifying glass displayed next to the “Select CfT” field.

o Double click on a CfT title to add it to the list of selected Call for Tenders.
o Click on the “SELECT” button.

SELECT CFT

Available CfTs Search

AH 117/555 TEST - ROADS AND RIVERS - WINTER SERVICE GRS #
AH 755/322 TEST - ROADS AND RIVERS - WINTER SERVICE GPS

AH 901/213 DFI - ROADS AND RIVERS - RAINING AND FLOOD PR Search
AH 902/213 DFI - DEFENCE - EQUIPMENT AND FACILITIES MAIN
AH 902/213 DFI - DEFENCE - MEDIC EQUIPMENT AND anti-AIRCI Search results

AH 902/217 DFI - ROADS AND RIVERS - RAINING AND FLOOD A

AH 908/213 DFI - ROADS AND RIVERS - RAINING STRUCTURES

AH 908/213 DFI - ROADS AND RIVERS - RAINING STRUCTURES

AH 915/213 - ROADS AND RIVERS - WINTER SERVICE GPS AND |
AH 920/213 - ROADS AND RIVERS - WINTER SERVICE GPS AND |

Selected CfTs
AH 902/217 DFI - ROADS AND RIVERS - RAINING AND FLOOD PF # v

Figure 375: Select Call for Tender

The values selected in the above steps, which are the criteria for the results. The CAPC clicks
on the “VIEW” button and the system generates an auditing report listing all system and user
actions, if any, that match the selected auditing parameters.

Auditing Reparts
| S —— BR -~ - -
Error
Date Created Descrigtion Descrigtion  Errar
Type Of Activity - Usemome - Organisstion - T Name - - Secondary CE Name - Secondary Account Name -~ - Cate -
User- Email sesTe XA 17012023 N e Tendering Auramated suppierdema Nat Available Mo
Hotifications 01:0000 Awgilable  Netification - Gall for Tenders Available
Publication 16/01/2023
User-Loginsucoess suppledems L 7m2ea Nat Mot dyaitable: supplierdema- Nat Aveileble  Not
084233 irailable LT Lailatle
GFT Submissions - e 80 723 DVIIZETITESTI-ROADS- Nt Mot Ayailable: suppierdema Nat Aveileble  Not
Azcept agrmemen: and e 0BA248 BIGHWAY MAINTENANCE Availabie Lvailatle
canfinm user details
CFT Submissions - S SHER T2 DV Y STI-Z0ADS- Met Mozila/S.0 Wirdows NT 10 Nat Available Nat Availabls Mo
Terders page acozss 1248 HIGHWAY MAINTENANCE Aailable  WinG4:eb et 08.0) Availatle
Gecka/20100101
Frefo/ 1080
€FT Submissions - apeder 7012023 DVA1Y/STITESTI-ROADS-  Nat Mot duailable Mot Azilzble Not Availeble Mot
Uplcad tender svemet ndusres 0B322 BIGHWAY MAINTENANCE Availabie Lvailatle
7T Submissions - supp a5 T3 DVAYSTITESTI-ROADS-  Nat Mot duailable Mot Auzileble Not Aoaileble Mot
Uplea rander 081325 BIGHWAY MAINTENANCE Availabie Lvailatle
package (Westps)
User- Logaut sumpisrdeme A 17012023 N Mot daifale suppierdemas Nat Available Mo
st oa:1328 Asilable PO0Stai0SUwTACEFRETwe= .
Syt~ Semsion exzived e A 0172023 N Mot duaitale suppierdema- Not Avsilebls Mot
ousines 081328 Availabie FOOSHI0EUw TA= PR E T e Availale
User- Login success dema A 172023 Nat Mot duaitatle sugplerdemas Not Asilebls Mot
087757 iorailable o3BGV TTFIA= Lailatle
GFT Submissions - @ wmuea A STEST-ROADSAND  Mat Mot dyaitable: suppierdema Nat Aveileble  Not
Accept agreement and 032310 RIVERS-WINTER SERVICE GRS wailable Lailatle
canfinm user details AND ROUTE NAVIGATION
SYSTEM

Figure 376: Generated auditing results
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The displayed results may be exported into a spreadsheet through clicking on the “EXPORT
RESULTS AS CSV” button.

Type Of Activity UsernamiUser IP Protocol Server N Date Created T Name Secondary CE Name  Secondary Account Ni Error Description Error Code
CFT Creation - CfT Creation buyl  10.250.23 HTTR/L1 10.254.2° 02/09/2015 11:49 DRD - Rathlin Island Harbour Improvem Not Availabl Not Availabl Not Availabl Not Availabl
CFT Creation - Edit CfT workspace buyl  10.250.23. HTTP/L1 10.254.2¢ 02/0%/201511:53 DRD - Rathlin Island Harbour Improvem Not Availabl Not Availabl Not Availabl Not Avai
CFT Creation - Define Workflow  buyl  10.250.23. HTTP/L1 10.254.2¢ 02/0%/2015 11:55 DRD - Rathlin Island Harbour Improvem Not Availabl Not Availabl Not Availabl Not

CFT Creation - Import tender struct buyl  10.250.23. HTTR/L1 10.254.2¢ 02/0%/2015 11:58 DRD - Rathlin Island Harbour Improvem c4t_90767_lxmi Not Availabl Not Availabl Not

CFT Creation - Import tender struct buyl  10.250.23. HTTP/L1 10.254.2¢ 02/0%/2015 12:00 DRD - Rathlin Island Harbour Improvem c4t_90767_lxml Not Availabl Not Availabl Not

CFT Creation - Define Tender Struc buyl  10.250.23. HTTR/L1 10.254.2¢ 02/0%/2015 12:03 DRD - Rathlin Island Harbour Improvem c4t_S0767_lxml Not Availabl Not Availabl Not Availabl
CFT Creation - Define Tender Struc buyl  10.250.23. HTTP/L1 10.254.2¢ 02/0%/2015 12:39 DRD - Rathlin Island Harbour Improvem c4t_90767_2xm| Not Availabl Not Availabl Not Availabl
CFT Creation - Associste users 1o Cbuyl  10.250.23. HTTR/L1 10.254.2¢ 02/08/2015 14:51 DRD - Rathlin Island Harbour Improvem Not Availabl Not Availabl Not Availabl Not Availabl
CFT Creation - CfT Creation buyl  10.250.23. HTTP/L1 10.254.2% 03/09/2015 11:35 DOJ FSNI: Human Identification Genetic Not Availabl Not Availabl Not Availabl Not

CFT Creation - Edit CfT workspace buyl  10.250.23. HTTR/L1 10.254.2¢ 03/08/2015 11:36 DOJ FSNI: Human Identification Genetic Not Availabl Not Availabl Not Availabl Not

CFT Creation - Define Workflow  buyl  10.250.23. HTTP/L1 10.254.2¢ 03/0%/2015 11:36 DOJ FSNI: Human Identification Genetic Not Availabl Not Availabl Not Availabl Not Availabl
CFT Creation - CfT Creation mecapc  10.250.23 HTTR/L1 10.254.2° 17/11/2015 10:23 Dissemination of Best Practice Researct Not Availabl Not Availabl Not Availabl Not Availabl
CFT Creation - Edit CfT workspace mcapc  10.250.23. HTTP/L1 10.254.2¢ 17/11/2015 10:23 Dissemination of Best Practice Researcl Not Availabl Not Availabl Not Availabl Not Availabl
CFT Creation - Define Workflow ~ mcape  10.250.23. HTTR/L1 10.254.2¢ 17/11/2015 10:25 Dissemination of Best Practice Researcl Not Availabl Not Availabl Not Availabl Not

CFT Creation - Define Tender Struc mcape  10.250.23. HTTP/L1 10.254.2¢ 17/11/2015 10:35 Dissemination of Best Practice Researd c41_110152_Lxml  Not Availabl Not Availabl Not

CFT Creation - Associste users o Cmcape  10.250.23. HTTR/L1 10.254.2¢ 17/11/2015 10:56 Dissemination of Best Practice Researcl Not Availabl Not Availabl Not Availabl Not

CFT Creation - CfT Creation mcapc  10.250.23. HTTP/L1 10.254.2% 12/04/2016 13:41 Valuation, Building Survey and Cost Con Not Availabl Not Availabl Not Availabl Not

CFT Creation - Edit CfT workspace mcape  10.250.23. HTTR/L1 10.254.2¢ 12/04/2016 13:50 Valuation, Building Survey and Cost Con Not Availabl Not Availabl Not Availabl Not Availabl

Figure 377 : Exported Auditing Report

The Audit mechanism allows users to extract / audit all system actions associated to the Call
for Tenders under the responsibility of the particular user. These auditing results can be
exported in a CSV export file, in order to analyse the interactions between the users and the
system.
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20 Additional Functionality

20.1 Navigation within the Notice Form

The Form Fill Tool (FFT) provides all functionality necessary to create and navigate within the
notice form. The navigation menu of the FFT displays all sections of the notice. The user can
navigate through all completed sections through clicking on the appropriate item in the
navigation menu.

Completing the form ...

@ Preliminary Questicns

SECTION I: Contracting Authority

SECTION I1: Object

Object Description

B SECTION III: Legal, Economic, Financial and Technical
information

D SECTION IV: Procedure

w[| SECTION VI: Complementary information

|

walidating_form
Figure 378: Navigation menu for the FFM tool

In addition to the navigation menu, the Form Filling tool provides the following functionality:

Mext Navigate to the next section

Navigate to the previous section

Exit the Form Filling Tool

Save Draft Save the Notice as Draft (further modifications are allowed)
Save the Notice as Final (no further modifications are allowed)

Prepare the notice for review and approval
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The below figure depicts an example screenshot for the Form Filling Tool. The majority of data

fields get pre-filled based on the information provided during the creation of a new Call for
Tender.

Create Notice

CONTRACT NOTICE - ABOVE THRESHOLD
Directive 2014/24/EU

Figure 379: Example of FFT

The FFM tool detects possible inconsistencies or failure to meet OJEU/ TED validation rules
within the notice form and alerts the user. Furthermore, the FFM tool will also alert the user
in case some mandatory information or fields are missing.

Field Lodging Appeals is pre-populated with Contracting Authority-specific information (F2:
Section VI 4.2, F5: Section VI 4.2, F7: Section VI 3.2, F10: Section VI 3.2, F12: Section VI 3.2,
F15: Section VI 3.2, F17: Section VI 4.2). When preparing any of those notices online, the
default text is pre-filled and displayed in editable mode for further user configuration.

Flease checkthis page for incomplete mandatory fields, or for incorrect formatting.

Figure 380: FFT field conditions are not met
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After completing the entire notice form, in the last page, the user can save the form (as draft
or final), or prepare for approval, and exit.

Create Notice

CONTRACT AWARD NQTICE - ABOVE THRESHOLD

Completing the form ... STEPS TO PUBLISH THIS NOTICE:

ereliminary Questions

1. Form validation
SECTION I: Contracting Authority Form is correctly filled.
SECTION II: Object

2. Form filling

Your notice is completed

Object Deseription (1)

CECTION 1V: Procedure If you need te make corrections, please use the section menu left.

SECTION V: Award of tract (1 - .
I ——— 3. Save Notice as Final

SECTION VI: Complementary ving as final, the Notice is ready for publication

infermation

@] Validating form

Figure 381: Save Notice/ Prepare for Approval within FFT
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20.2 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 clicks on the

“«

”search icon next to the field:

CPV Codes

Figure 382: CPV codes field

In the CPV code selection window, the following functionality is provided:

1. Select a CPV code from the main CPV window:

e A detailed presentation of all codes in the tree hierarchy is enabled
through using the “ [#” and “ 5" signs.

Search
= 03000000-Agricultural, farming, fishing, forestry and related products
n @ 03100000-Agricultural and horticultural products
4 03200000-Cereals, potatoes, vegetables, fruits and nuts
Search results

+ 03300000-Farming, hunting and fishing products
% 03400000-Forestry and logging 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

S @ 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-Office and computing machinery, equipment and supplies except furniture and software

* packages
Selected Items

Figure 383: Hierarchical structure of CPV codes

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

=  Functionality is provided to define the presentation order of several

CPV codes through using “™” and “*” buttons. In addition the user

can delete a selected CPV code through using the “ ¥ 7 button.

Selected ltems

16000000-Agricultural machinery
15000000-Food, beverages, tobacco and related products

PR

Figure 384: 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 clicks on 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

computer n

Search results

22471000-Computer manuals

30237100-Parts of computers
30199330-Continuous paper for computer printe
30233100-Computer storage units

+Add to list J &Synchronise List

Figure 385: CPV search functionality

1#1 41 UUNUUUTLUNSLLEU GHU pul ey wate:

Search A

42000000-Industrial machinery

repair n 43000000-Machinery for mining, quarrying, construction equipment

44000000-Construction structures and materials; auxiliary preducts te construction (except electric
Search results
. apparatus)

FSZ3T TS HEPaI WOTK OISO T0S = 45000000-Construction work

50115000-Repair and maintenance services of 48000000-Soft " o inf i "

50115100-Motoreycle repair services 50 V\fare package and information systems

50116000-Maintenance and repair services rele 50000000-Repair and maintenance services

50317000-Maintenance and repair of ficket-y 51000000-Installation services (except software)

50312220-Repair of minicomputers 55000000-Hotel, restaurant and retail trade services

50210000-Repair, maintenance and associated v 60000000-Transport services (excl. Waste transport)

n _— 63000000-Supporting and auxiliary transport services; travel agencies services
radiofe] ([Emctpres Dt 64000000-Postal and telecommunications services
65000000-Public utilities
66000000-Financial and insurance services
. 70000000-Real estate services
Click Here to add bellow 71000000-Architectural, construction, engineering and inspection services

72000000-IT services: consulting, software development, Internet and support v

Selected ltems.

50000000-Repair and maintenance services
50115000-Repair and maintenance services of motorcycles &
50317000-Maintenance and repair of ticket-validation machinery

Click to Submit selected items w

Figure 385: Selection of CPV codes

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

50000000-Repair and maintenance services

50115000-Repair and maintenance services of motorcycles @
-

50317000-Maintenance and repair of ticket-validation machinery =

Figure 386: Submitted CPV codes
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20.3 Insert Nomenclature of Territorial Units for Statistics Codes

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:

HUTS codes

Figure 387: 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 A
- DJ-Djibouti
= DK-Danmark

- DKO-Danmark

= DKO1-Hovedstaden
1 DKO11-Byen Kgbenhavn
[ DK012-Kebenhavns omean
-] DKD13-Mordsjzelland
1 DKO14-Bornholm
+ DK02-Sjelland
+ DK03-Syddanmark
+ DK04-Midijylland
+ DKDS-Nordjylland
+ DKZ-EXTRA-REGIO NUTS 1
- DM-Dominica
) DO-Dominican Republic

Figure 388: 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 “ 8 7 putton.

Selected Items

Figure 389: Selected NUTS code
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2. The user can use the search functionality of a NUTS code:

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 n

Search results

.
UKI3-Inner London — West

UKI31-Camden and City of London

UKI4-Inner London — East

UKI15-Outer London — East and North East
UKI16-Outer London — South

e TRy o
Figure 390: NUTS search functionality
Search A
= DKO1-Hovedstaden
lendon n @ DKO011-Byen Kgbenhavn
I DK012-K@benhavns omegn
Search results o DKO13-Nordsjeelland
UKI-London & = DK014-Bornhelm
UKI3-Inner London — West DKO02-Sjzelland
UKI31-Camden and City of London DK03-Syddanmark
UKI4-Inner London — East DK04-Miditjylland
UKI5-Outer London — East and North East DK05-Nordjylland
VKIS Outer London = South v DKZ-EXTRA-REGIO NUTS 1
N ) 1 DM-Dominica
+Add to list .
| @ DO-Deminican Republic
1 DZ-Algeria
& EC-Ecuador
EE-Eesti
[ EG-Egypt
11 EH-Western Sahara 4
Selected Items
UKI ”

cancel m

Figure 391: Selection of NUTS codes

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 392: Submitted NUTS codes
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21 Helpdesk contact details

helpdesk contact details

Email address irish-eproc-helpdesk@eurodyn.com

Telephones +353 818001459
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