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Acronyms/ Abbreviations

Acronym/ .
Abbreviéltion EelmeieT
CA ContractingAuthority
CAPC ContractingAuthority ProcuremeniCoordinator
CAPCA ContractingAuthority ProcurementCoordinatorAssistant
CAPO ContractingAuthority ProcuremeniOfficer
CfT Callfor Tender
CPV CommonProcurement/ocabulary
EO Economi®perator(supplier)
EOAdmIn Economi®perator(supplier)Administrator
EOUser Economi®perator(supplier)User
FA FrameworkAgreement
MEAT Most EconomicallyAdvantageousTender
NUTS Nomenclatureof TerritorialUnitsfor Statistics
PDF PortableDocumentFile
PIN PriorInformationNotice
PO ProcuremenOfficer
PO/ES ProcuremenOfficerEvaluatingstaff
PO/ESR Procuremen©OfficerEvaluatingstaffResponsible
PO/OS Procuremen©OfficerOpeningStaff
POITC Procuremen©OfficerTenderCoordinator
SA SystemAdministrator
SC SpecificContract(in the contextof anFAor DPS)
TED TenderElectronidaily
WS Workspace
XML extendedMarkupLanguage
WebTPT Web based Tender Preparation Tool
TCO item Total Cost Ownership of a product / item. Complex price element.
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1 eTendersworkflow

Thefollowingtermsare widely usedwithin the eTendergplatform:

1 Captchais a type ofchallengeresponsetest used to ensure that the response is not
generated by a computer

1 ArchivedWSlListis a list of completed Callfor Tenderswhich have been archived
by the uset

f TenderPackagdsthe & dzLJLJ A S NXL& offé)SraalCiRiligra éder(e.q.CfT)

1 Timestampis a marking of the time and datn which the tender response was
uploaded to the platformA Similar timestamp is used when a bid is submitted during
aneAuction

1 Bid corresponddo anoffer submittedduringaneAuctionevent

1 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)

1 Two EnvelopesEach response will separated iritwo 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

Thefollowingdeadlinesare widely usedwithin the system:

1 Timelimit for receipt of tenders or requests to participate (mandatoryReadline
for the Economic Operators submittheir tender responses

1 Deadline for dispatching invitations (optional)fhe deadline for issuing invitations
for specific Tenders (e.dMini Competitions, Call for Tenders, DPS Tenders or
Simplified Procedures).

T Request for clarification From (mandatory)fhe starting date of the clarification
forum on which suppliers can ask for further clarifications

1 Request for clarification T¢Mandatory): The final date of the clarification forum on
which suppliers can ask for further clarifications

1 Tenders Opening Date (optionalyhe date for opening tender responses. By default,
this date cannot occur prior to the Tender Response Deadline
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Thefollowingfigure provides a description of the workfldhat the Contracting Authority and
Economic Operators usecrsan follow through the system in ordeto perform acomplete

procurement process.
e-Notification

Contracting
Authority Users

Prepare and : Evaluate
H . Provide
I Publish Notice Clarification 0 Tenders Award F—
Responses : Contract

| — tﬁc cle

Prepare and Upload Bidinthe eAuction event

> Tender
S [
g_ Accept Contract
[e) Submit Award CyCIe
o Clarification

Questions

“

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

2.1 Generaluseguidelines
TheeTendergplatform providesthe following commonnavigationbehaviour/ functionality:

1 Tabulardisplay:Any data displayedin tabular format will havethe following header
information, which helps the user to navigatee platform.

CfT TilleE CfT IDE TaskE SlalusE CycleE DeadlineE Estimated ValueE AssignerE

Figure2 : Example of a Table header

1 The arrowsare used for sorting the results in ascending or descending order according

to the field selected. Therid button is used tdhide/ show a number of fields
in the table.

1 Any searchguery or list, with more than a page of results, will include the following
navigation buttons:

FirstPage

“ LastPage

PreviousPage

NextPage

1 Thefollowingbuttonsare alsowidely usedwithin eTenders

m Calendar Button Opensa calendarthat enablesthe userto select a date

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

ClearButton - Clearghe previousselectionof the user
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2.2 TheShowCfTMenu functionality

¢ KShow CfTMenéi O2y Gl Aya |ff 2LIA2ya F@FHAflLo6tS G2 |
FT2NJ ¢ SYRSNI I (i Show &K By Ajd YS f¢IKISa IR 08 RSTFI dzf G o
CFT: PROCUREMENT OF HOSPITAL INFORMATION SYSTEM

Figure3: Show CfT (collapsed)

LT GKS dza SISho® CfX Rgné> 2 K ShéeWs Sligfdhe provided optionsThe
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
< >

Figure4 : The Show CfT MerfGAPQser &AwardedCfT status)

Clickingon the 6ShowCfTMenug button againthe menuis collapsed.
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2.3 eTenderdMainPage

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 Lt e

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

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

= 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

Electronic public precurement

Dynamics - Last update:

Figure5: MaineTenderpage

Themain pageof the eTendersplatform contains the functions to allow a user access all aspects of the
platform, such as

)l

Top right corner which contains the Login menu and a part allowing the access to a
searchfunctionality.

Central sectionwhich containgeneral information regarding the system, such as the
functionality for theregistration of Economic Operators and contracting authorities,
access to the download of the User manuals, etc..

Bottom Static footerof the main page which provides functionis accessible from
all pages of the eTenders platform. This section includes links tovarelactive
walkthroughs, Frequently Asked Questions, Latest Neet.

Search FunctionalityThis section allows users to access the search engine in order to
retrieve call for tenders, users or organisations information.

User registration functionality This section allows the registration of users and
organisations

Interactive walkthroughs:This section allows to download video tutorial describing
the system @inctionality

Published Tenderprovides information on latest tenders published through the
system

Frequently Asked Questiong:his section gathers questions already collected about
the system and their respective answers

Latest News:provides importaninformation about the system.

The fundamental sections of the main page are further described in the follgwsiges.
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2.4 Translation Functionality

On the main page, before and aftéhe dza SN & € 23Ay | OdA2y > GKS & al
functionality, where the user can, at any momenhange the display languagéhe supported
languages from the system abEmglish (EN) an@aeliq GA).
Q Advanced search @&, Latest CfTs E
Figure: Translatioron Main page before log in
Q EN ~ 9 konstantina kas, CAPC ~
10:20:58 IST
Figure6: Translation inMain 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 providdtht they possess validredentials (username
and password). Also, functionaly2 NJ NEO2 GSNAyYy 3 I dzaSNDRa LI aas2NR

Login

Username:

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?

Figure7: Login Panel
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2.6 SearclSection

Qifig um Sholathar Rialtais

. Advanced search Latest CfTs | EN ~ % Login
Office of Government Procurement Q i

Figure8: 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

Figure9: Advanced Search for anonymous users

The users can access this section to search for Cdlefaters andrganisationsvith Advanced
Search functionality or to make a quick search for the latest opportunities (CfTs)
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2.7 Loginginto the platform for the first time

When a user logmto the eTendersplatform 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 L EUT anng )
Your _username is: <oyros Goii v

Eour‘ reéistr‘ation transaction number is: 775e9bladibe |

You can directly access confirmation page by following link:

UNPUSer=55ViG:s ap2 ‘ i /04

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.

FigurelO: Confirmation emaileceived 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 asFigurel0: Confirmation emaileceived
during registratiorabove

Transaction Number

IDENTIFICATION NUMBER

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

SUBMIT

Figurell: Provision of the transaction number

2. Next, the useris prompted to read and acceptthe following SystemUser
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

Figurel2: Confirmation of the user agreement

3. Thenthe userispromptedto navigateto their homepage
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2.8 Passwordecovery

The user can recover the password through the &Forgot your password Fdzy QG A2yl £ A
available from the login module. To trigger the password resetfunctionality, the
system requires the user to providlee 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 *

Figurel3: The user inserts his username

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

From wich-teet-icienivis ucloseurodyncom @
To Fiest-noenly@deiss.eurody nea 3

Subject New Password link for e-Tendering

e-Tendering Platform - Password reset instructions

with full name

New password for user: Sl

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.

ERR R RR R KRR R KRR KRR KRR KRR R AR KRR R R KRR KRR R KRR R R R R R R R R Rk

Figurel4: The system sends amail containing a registration transaction number as well as a unique access link
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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

Figurel5: Resetting the password
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2.9 Loggingnto the platform

Registeredisersof eTendersnustprovidetheir credentialan thelogin section in order to log
into the platform.

Q Advanced search @ Latest Cﬂ'sl = Login |

Click Here

Figure16: Login button

user credentials | 08"

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!

Figurel7: 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:

| |

Figurel8: Wrong credentials

If a user provides an incorrect password for a username more than 10 times, the user account
will automatically get dectivated. In this case, the user should contact the System
Administrator in order to reactivate the accountThis can be done by contawy the Helpdesk

using the Contact us option displayed in the footer of the page.
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2.10 Loggingout from the platform

A user can exiéTenders platform bjogging 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
\ ® Log out

Figurel9: Logout
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2.11 Maintenanceof uselQ @arofile

Once logged in, the user can edit their profile by clicking the down arrow beside their name
and platform profile which produces the screen belowigure20: Edit profile link / f A 01 &9 RA
t NEFAESE (2 yI@AIFGS G2 GKS G9RAG ! AaSNE LI 3AS ¢

Q EN ~ e konstantina kas, CAPC ~

KONSIantna Kas, Ministry ot

_ e

Last login on:
24/04/2023-09:14:36

ls Business Intelligence for statistics and reporting

CIiCk Here [ # Edit Profile

& My Workareas

@ Log out

Figure20: Edit profile link

The user can update thiey F2 NY I A2y FASE RSAVEYRAZI K S yhE (1 Of ROP NE
performedmodifications.In casethe dza Spgddwiordexpiresor invalidates, the user will be
RANBOGSR (2 GKS & afRikldgin In Orde? fimphént to hdbvileSa neel.J2 v
password.In casethe userdoesnot provide a new passwordtheywill not be able to have

full accesgo the eTenders platford S ®3d | OOS & apage2 G+*AS% ¢SYRSNEE

Preferred Language *
English

Status
Active

Preferred EOs:

Kas Sup
GALARIAN Group
kask gal supplier Q &
Click Here
e
Figure21: Edit Profile
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The password configuration rulesnsist 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 = At least 1 upper-case letter
= At least 3 digits
= Atleast 1 symbol among the ones

supported
PASSWORD CONFIGURATION
UPPER CASE LETTERS: ABCDEFGHLJKLMNOPQRSTUVWXYZ
LOWER CASE LETTERS: a,b,cdefghijklmnopaqrstuvwxyz
NUMBERS 0,1,2,3,4,56,7,89
OTHER CHARACTERS: L@ # S,
ALLOWED LOGIN FAILURES: 5
PASSWORD LIFETIME (IN MONTHS): 3
PASSWORD MIN LENGTH: 6
PASSWORD HISTORY: 20
PASSWORD STRENGTH: weak

Figure22: Password configuration rules

In case the password does not follow at least one password configuration the following message
appears.

© An error has occurred: %
= 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

Figure23: Change password error message
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2.12 Task list pag®verview

¢KS GFral tAald 20SNBBASE LI 3IS 21LISNFGSa a GKS dza S
the tasks/actions that the user is responsible for in respect to all the CfTs (Call for Tenders) in
which they are involvedlhe tasks displaydd NS RS LISY RSy i dzll2y GKS dza SN A&
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 orthe user can increase the number of tenders displayed per page by increasing the results

per page value on the top left of the page

fn

} CIT Creation -

Task List

10+ |Results Per page | Displaying all 9 malches

CfT Management ~ GA administration ~ Coll of Requirements ~ Preliminary market

Title av D Task ++ Status - Cycle 4+ Deadiine < Estimated Value < Assigner
CK Restricted Test 26133 Accept code of conduc Draft 1 Mo deadiine s associated with this task 1,000,000

CK_ESPD Test 1 22510 Aceept code of conduc 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

Figure24: List of Tasks
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3 CertificationAuthority (SupplierProfiles& Certificates)

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

Multiple profiles and/ or certificates (templatesan be supported for each supplier, whereas
the CertifiedUsersat the CentralCertificateAuthority cansimplycreateone template for each
certificate that is envisaged to be used in the system (across all CA organisatitersihe
activation of a préle/ certificate (template), the supplier user selects the type of profile to be
filled in, provides the informatioand saves it under their orgasation.

From then onwards, that datia stored under the accourtf the specific suppliesrganisation

and can beutilised 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 speciéoder (by ticking a relevant

box in the course the tender submission process).

3.1 DraftCertificateTemplates

To view draft certificate templates, @ertifier Usera St SO a GKS a5NF Fid / SNIAT
option in the CCA Administration mentihis menu is only accessible to users having this

particular Economic Operator Certifierole under the CENTRAL COMPETENT AUTHORITY

(CCA) organisation

Oifig um Sholathar Rialtais o o
U Otftg um <! 227 Economic Operator Certifier ~
“l” Office of Government Procurement Q 9 P
o~ inistration -
{n) CCA administration
Draft Certificate Templates

Cer' Active Certificate Templates
Inactive Certificate Templates

Create New Certificate Template
e romee o APLATES

Figure25Y A5NF Fl / SNIATAOI GS RYIWLUEAIGING &iéA 22/180 AYRW di y G K-

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

Draft Certificate Templates

DRAFT CERTIFICATE TEMPLATES

Select TiHle Status

1. INSURANCE INFORMATION (2023) Drstt

£ = 3

Figure26: 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 ActiveCertificateTemplates

To view active certificate templates, a Certifier User selects the & ! O (iCenffisate

CSYLX FSa¢ 2LIA2Yy Ay (KB meénd is only Roedssible doiudtsii A 2y Y
having this particulalEconomic Operator Certifierole under the CENTRAL COMPETENT
AUTHORITY (CCA) organisation

Qifig um Sholathar Rialtais . "
Q ©7! 22" Economic Operator Certifier ~
Office of Government Procurement 9 P

N i ion ~
] CCAadministration

Draft Certificate Templates

.| Active Certificate Templates
Cer

Inactive Certificate Templates

Create New Certificate Template
e e roIPLATES

Figure27y a! OGA DS / SNIATAOIGS ¢SYLX FiSa¢g 2LIA2y Ay (K¢

Active Certificate Templatesare of status Final meaningthat they can be selected and
introduced by Contractinguthorities for use within procurement workspaces.

To deactivate a certificate template, a Certifier User selectsone and clickson (i K BE &
ACTIVATE odzilG2y o

Oifig n Sholathar Rialtai
: Q en- a1 1, Economic Dperator Gertifier =
Office of Government Procurement Q =gy o

7} CCA administration ~

Active Certificate Templates

Click Here Click Here
ACTIVE CERTIFICATE TEMPLg
Select Title Status
B1. INSURANCE INFORMATION (2022) Final
o 1. HEALTH AND SAFETY POLICY AND CAPABILITY (2022) Final

D1 Tax Clearance. Final

DE-ACTIVATE || COPY

Figure28: Active (Final) Certificate Templates

Next, theyprovidethe reasonfor the deactivationand click orthe SDEACTIVATE o dzi G2y (0 2
confirm the action.

(7] CCAadministration ~

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

Reason for de-sctivation: Maximum Characters: 2000.

Figure29: Deactivate Final Certificate Template
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3.3 CreateNewCertificateTemplate

To create new certificate templates, a Certifier User selects the &/ NXB NewS

I SNIAFTAOLGS ¢S8YLX FG8é 2 LI A s menl isioiySaccéssitlel | RY A Y
to users having this particulaEconomic Operator Certifierole under the CENTRAL

COMPETENT AUTHORITY (CCA) organisation

Oifig um Sholathar Rialtais Q , Economic Operator

Office of Government Procurement Certifier ~

{n} CCAadministration ~

Draft Certificate Templates
Inag Active Certificate Templates plates
Inactive Certificate Templates

Create New Certificate Template

Title Status

INA’

Inactive
Figure30Y &/ NBI GS ySg / SNIAFAOIGS ¢SYLIX (iS¢ 2LIA2Yy Ay

1. AcCertifierUserprovidesthe namefor the certificatetemplate.

Oifig um Shol4thar Rialtais Q 31 c27 Economic Operator

Office of Government Procurement Certifier ~

(A} CCA administration ~

Provide Certificate Name

New Certificate Template

Name

B Click Here

Figure31: 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 buttondisplayed in the left hand side

New Certificate Template

Name
Certificate Name|

nl —
& EDIT

W DELETE

VALIDATE SAVE DRAFT SAVE FINAL

Figure32: Provision of sections, subsections and criteria in a new Certificate Template

The user chooses the type of criteria dill$ 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 SUBMIT

Figure33: Add Text criterion in a Certificate Template
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3. In order toedit an imported section, subsection or criterion, a Certifier Usbould
Ot A01 2y (GKS (22fa odzitz2y FyR &aStSOd GKS a9

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
G{!.alL¢ésstegBi (i 2y

5. In any stage, the User can delete an arggtriterion by clickngonthe delete option.

6. Dependingon the certificate template completion status, a Certifier User clicks on
i K SALMDATE (i K SAVE DRAET 2 NJ SAVEBINAR @idzi G2y @

New Certificate Template

@ Certificate Template validated successfully b4

Name
*

O Criteria Test

Certificate Name

SIZE: 50

VALIDATE SAVE DRAFT SAVE FINAL

Figure35: 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

VALIDATE SAVE DRAFT SAVE FINAL

Figure36: Successful saving as draft a Certificate Template

z

If the User choosethe2 LJi /SARVE FIRALE G K S
to fill the content of the notification.

Manual notification

aeadu

7

© Certificate Template saved as final successtully

subject: *
Centificate Finaization
Body: +

Cantracting Authority. CENTRAL COMPETENT AUTHORITY

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

Users

* Felds marked with an asterisk are mandatory

cancel || sennomFzATION

Figure37: Saving as final a Certificate Template

View Certificate Template

NAME:
Certificate Name

Y e

SIZE: 50

Figure38: Successful saving as final a Certificate Template

S Y ndtifNaRich fori § arder

Yy d:

Date:30/05/2023 38/ 271

Doc.Version 1.2



Oifig um Sholathar Rialtais
Office of Government Procurement

eTenders Contracting Authority User Manual

3.4 InactiveCertificateTemplates

In order to view all the inactive certificate templatesavailable in the systema Certifier
Userselectsthe a LY I OGA DS / SNIATFTAOFIGS ¢SYLX I GSaé¢ 2LIA2Y

Oifg um Sholathar Rialtais ~ . ; .
C EN = cal ca1, Economic Operatoe Certifier ~
m Office of Government Procurement N o

- TEMPLATES

NFORMATION (2017) Final

Figure39: ol nacti Vemgkeatesdcapei on in th

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

13:13:31 IST|

Inactive Certificate Templates

INACTIVE CERTIFICATE TEMPLATES

Title Status

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

Figure40: 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 ContractingAuthority Administration

The Contracting Authority Administratioomenu, 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

< >

Figuredl: O CA Admini str a

4.1 ContractingAuthority Notices

/ 2y UGN OGAy3a 1 dzikK2NAGe b2iAO0Sa Fftft2¢ GKS dzaSNJ

b20A0S¢T at SNR 2R A0 f LAVIRASGE (TA @S 200202y . d22 SNJI t |

their authority.

The user may click on any link under columg & LJIS¢ G2 2LISYy I O2y G NI OG y?2

' LIWSYRSR AYF2NN¥VIGA2Y NB3IFNRAYy3I GKS éétééuéﬁ y

G5FGS ! LX2FRSRéx G511 GS tdgodf AAKSRéS G[ | y3dz 3S¢
;ﬂ\ce of alcuer.nmelr.\t 'I;'rccunement Q EN 9 Fonstanting kas, CAPC =

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

r——
Prior Information Notices ~©*manaoement
User management
View Workareas
10~ | Results Per page | Displaying thy S Contracts [ |I | |
My Contracts
Type - 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

Figure42: Published noticelsy the Contracting Authority
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Fromwithin the Prior Information Notices page as shown in Figure above, the user has the ability to:

1 CreateaNotice
9 EditaNotice
1 DeleteaNotice
1 PublishaNotice
Edit Notice Publish Notice
Create NEW ‘ | ‘ \ | \
NOtice b. - Actions Status -~ Date Pub. -~

Draft

CREATE NOTICE CREATE NOTICE

Figure43: Perform an action on a Prior Information notice

For additional information on managing Notices, see section7.22

4.2 ContractingAuthority Management

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

ViewandEditCAdetails

View,edit detailsfor CAusers,andaddnew usersto the CA
Accesgemplatelibraryfor the CA,andmanagefoldersanddocuments
Configureprocurementrelatedalertsfor the CA
Manageevaluatorgroupsfor the CA

Viewnoticespublishedfor their CA
Accesslocumentapprovalgroups.

=4 =4 4 -4 a8 - -2 -2

View, edit, delete and manage membeos their Organisation Work areas.
View Organisation

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

Figure44: Contracting Authority Management
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4.3 View& EditContractingAuthority Details

The CAPGshould click on the YGA Managemeni@@the d / ! RYAYAAUNI GA2Yy ¢ YSyd
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:

Figure4sY &/ ! Yl yI 3SyYSyidé¢ Ay GKS a/! FTRYAYAEGNT GA:

02
It shouldbe noted that only the SAuser (System Administratod & + 6f S G2 SRAG GKS
be seen irFigure46: Vieworganisationdetails

To edit the ContractingAuthority details, the CAPGhould click on the 6EDIT ORGANISATION 6 dzii
;

View Organisation

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

ORGAMISATION NAME Ministry of transportation
SATION ID 1060

CANUMEER:

VAT NUMBER: 000000000
CA ABBREVIATION: kask

e. Local Government

OMAL ORGANISATION DESCRIPTION:

ACT MAME
dubli 43
E [ POSTAL CODE mnm
CITY Dublin
Ireland
Dublin

EMAIL

PHONE NUMBER:

FAX

Figure46: Vieworganisationdetails
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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< |

Figure47: Edit Contracting Authority Details
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4.4 View,Edit& AddContractingAuthority Users

Theuser withCAPGole Y @ Of A ONEWRSERS KoSdmicordenfo view any users
registered under their Contracting Authority.

Oifig um Sholathar Rialtais - A
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 APPROVAL GROUPS ADD USER TEMPLATE LIBRARY

ORGANISATION NAME Ministry of transportation
1080
000000000

CA ABEREVIATION: kask

CATYPE e. Local Government

ADDITIONAL ORGANISATION

DESCRIPTION

CA CONTACT MAME

ADDRESS: dubli 43

EIRCODE / POSTAL CODE 1M

CITY Dublin

COUNTRY: Ireland

COUNTY Dublin

EMAIL

Figure48: View Users button

The full nameoprganistional role, country phone number, emaind current status (active,
inactive, deactivated) are displayed for each user of the Aisiser isnactive until such time
as they have logged in and entered their unique activation code. A udeadivatedwhen
the CAPC of therganisations has decided to deactivate the account.

m Office of Government Procurement

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

View Users

10w | Fesuits Per page | Displaying ol 6 ratches. m

P Fiest Nama o Lat Hame o~ Cuganiational Aok o Comntry o Phone Mumber «= Emal o Sk o Ations
1 Anng Ko AP Iretang Il Eadeling purestym conm - it Account | View Worksreas
2 s CAPOD Iretand a0l @deios suntdyn.com - Eat A
1 monstantea was CAPG Iretand + 30 454545454 a1 Edelos. eurctym.com - Eat Acc
Dim CAPD freland Idadil @delos. sunodyn.com
5 wor ia CAPD freland Idal @delos. sunodyn.com = Edit Acc
6 D Seh CAPCA iretand I oeion mnosyn com : Bt Aocoum | Whew Workareas

Figure49: Display Contracting Authority Users
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Thefollowing Organistional Rolesare supported:

i Contracting Authority Procurement Coordinatof CAPCusers are authorizedo
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 rolethey havebeenassignedvith for aspecificCallfor Tender they mayalsohave
GKS OFLIoAtAGE (2 FLIWINRGS GKS ¢SyRSNRa SgI f
to publish the relevant Tender Notice.
1 Contracting Authority Procurement Coordinator Assistant: CAP@AIs similar
functions to the CAPC users in relation to thenders but they do not have the
capability to create users or approval groups within the CA.

1 Contracting Authority Procurement Officer: CARGers have limited capabilities at a
/' tS@Std® ¢KS /!th | ASNRa OF LJ o kxtHtheyt A Sa | NB
are associated (e.g Tender Coordinator, Opening Staff, or Evaluation Staff user).

Theusercanclickon the respectivedEdit Account link, in orderto edit the detailsof the user.

g First Name - Last Nama -~ Organisational Rote -~ Country -~ Phene Humber -~ Email -~
1 Anna Kas CAPO Ireland

kas CAPO reland

kas CAPC Ireland +30 454545454

Dim CAPD eland

-] elen: ka CAPO reland

Sch CAPCA ireland a0l @delos.

Figure50: Edit account link
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Oifig um Sholathar Rialtais Q

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

jon = CfT Management ~ administration ~ Coll. of Requirements =  Preliminary mai sultations ~

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

Figure51: Edit CA User Details
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Theuser withCAP@ole mayclickonthe & ! 5} 5{ 9 button andthen canregisteranew user
in their Contracting Authority by providing at least all of mandatofgrmation (identified
with an asterisk).

View Organisation

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

ORGANISATION NAME
ORGANISATION ID

CA NUMBER:

VAT NUMBER

CA ABBREVIATION.
CATYPE

ADDITIONAL ORGANISATION
DESCRIPTION

CA CONTACT NAME:
ADDRESS

EIRCODE / POSTAL CODE:
CITY

COUNTRY:

COUNTY:

EMAIL

PHONE NUMBER:

Ministry of transportation

1060

000000000
kask

e. Local Government

dubli 43
11111
Dublin
Ireland

Dublin

Figure52: Add user button
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Oifig um Sholathar Rialtais Q
EN -

Office of Government Procurement e konstantina kas, CAPC =

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

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 -

Loven ] con ] e

* Fields with asterisk are mandatory

Figure53: Add New User to Contracting Authority
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4.5 WorkAreaAdministration

WorkAreasgive 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, WorkAeas 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, et&lubsequently to the WorkArea
creation, a newly created call for tender can be associated and shared only by users associated to
a same WorkAredor example a WorkArea for ICT competitions can be creatddappropriate

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

/| £t A01 AY MIEVBWORKARBAS Go dzii 12y > | ff26a (KBorkAteds/ dza S N.
management pagéor their ContractingAuthority as presented irrigure54: AccesdVorkAreas
page

g 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

Ministry of transportation

1060

000000000
kask

e. Local Government

dubli 43

mm
cITyY Dublin
COUNTRY: Ireland
COUNTY. Dublin

Figure54: Acces®VorkAreagpage
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Oifig um Sholathar Rialtais

Office of

CIT Creation

Government Procurement

~ CfT Management ~ CA administration ~ Coll. of Requirements ~

Q EN ~ 9 konstantina kas, CAPC ~

Preliminary market consultations ~ 08:10:26 IST

View Workareas
CA MANAGEMENT
10 v |Results Per page | Displaying all § matches.
ID &~ Name o~
115868 IT
100145 Sales
56116 Marketing
56110 Technical Department
55845 Hr

Created At a~

18/04/2023 15:56

17/03/2023 07:46

02/03/2023 12:24

02/03/2023 12:23

02/03/2023 10:39

Associated av Action

No ®» % 7 8
Yes ®» & 7

Yes ® B 7

Yes ® % 7

Yes > @ 7

Figure55: ViewWorkAreasn the authority

1 Click ADD to create a WorkAredo create a new WorkArea the user provides Title
and Description, and clicks on th&dve button.

Create Workarea

Name: *

Description: *

Figure56: Add newWorkArea
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f

¢KS dzaSNJ Ol y

actions on the right column.

Oifig um Sholathar Rialtais
Office of Government Procurement

CIT Creation ~

CfT Management ~

View Workareas

CA MANAGEMENT

CA administration ~

GWarkareaby clicking theXfisBblutibrSdR the available

Q

Coll. of Requirements ~

EN ¥

Preliminary market consultations ~

e konstantina kas, CAPC ~

08:10:26 IST

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

ID v Name av

115868 T

100145 Sales

56116 Marketing

56110 Technical Department
55845 Hr

Click Here
€ <3
Created At a~ Associated a~ Action
18/04/2023 15:56 No
17/03/2023 07:46 Yes
02/03/2023 12:24 Yes
02/03/202312:23 Yes
02/03/2023 10:39 Yes

Figure57: WorkAreaview option available

Workarea Details
1D

NAME

DESCRIPTION

CREATOR

CREATED AT

56116

Marketing

Marketing

Ministry of transportation (konstantina kas)

02/03/2023 12:24

Figure58: WorkAreadetails page

CLOSE
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1 The CAPC Usalsohas the option to see the useassociatedo each WorkArea within the

z

/[ 2y GNI OQGAy3d 1 dziK2NRG&@Qa LINRPFAL SO

Oifig um Sholathar Rialtais ) .
R ( 2 EN ¥ konstantina kas, CAPC ~
Office of Government Procurement 8

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

nd

View Workareas

Click Here

CA MANAGEMENT

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

ID av Name «~ Created At a~ Associated o~

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

Figure59: WorkAreaY SY6O SNE Q 2 LJiA2y I @k At ot S

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 =]

v

Figure60: WorkAreaY SY6 SNE Q LJ 3§

Within the WorkArea Members page, the CAPC can remove a user from a relevant WorkArea

08 OftAO0lAy3a G(GKS A02y RAALXII@8SR Ay (KS a! Olirazysé
page the CA Admin can®@ii G KS a. | O1 ¢ 0 dziiRigdrg60: WarkAeeK 2 6y Ay C
YSYOSNEQ LJ 3S
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1 2AGK GKS 2LJiA2Yy Ga9RAGE (WwofkAréaanSdNdks@vety SRA G K S
store the new data.

¢ im Sholdthar Rialtais O\
Office of Government Procurement

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

tnd

View Workareas

Click Here
CA MANAGEMENT
10 v |Results Per page | Displaying all S matches @@@
ID av Name o~ Created At a~ Associated v Action
115868 T 18/04/2023 15:56 No ®\g 7 0
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

Figure61: EditWorkAreaoption available

1 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
GKS a! OlAaz2yée aSOlAzy .2y (KS ASgs 22N]! NBla L
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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, sidblders and documents as they wish and to allovedh
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 docuimegriave

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 cantdel upload a
document from the Template Library

Withinthe / 2 Yy i NI OG Ay 3 1 dzikK2NARGE YIylF3aSyYySyid LI 3IST o8é
button, the CAPC user can access the template library of the authority.

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

1. View the content of subfoldergclick on the folder title)

2. Create a Gbfolder
a /| tA01 2y ab bSgé¢ odzilizy
b. { St SOG 2LJGA2Y &/ NB pvBnddwangedsp t RSNE 61y
c. Provide the folder Title
d. AddDescription of the subfolder
e. Click Save (Cancel button redirects the user back to main page)

Template Library

(ZTEMPLATE GUIDE

m Ternplate Library Root Folder ~
[ Template Library Root Folder NEW FOLDER whsuo
PR + e -
Create Subfolder

Create Document

Figure62: Template Library page

Date:30/05/2023 54/ 271 Doc.Version 1.2



Qifig um Sholathar Rialtais
m Office of Government Procurement

eTenders Contracting Authority User Manual

Create Subfolder x

Parent Folder: Template Library Root Folder

Title: *

Description: *

Figure63: Create a Subfolder in Template Library

3. Create a Document
a / tAO1 2y dab bSgé¢ odzitGzy
b. { St SOG 2LIXiA2Y &/ NBI-up&indbveopaf Sy ¢ oy &
c. Provide Document Title
d. Add the Description of the Document
e. Select Template type :

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

ii. Dynamic Template Document: DODOCX or XLXLSX
dynamic content documeniThese are documents including
dynamic variables. While used during a call for tender cycle,
the dynamic variablesdzome replaced by their real values
(e.g a CfT title description, etq.

iii. Static Template DocumerDF, 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

Parent Folder: Template Library Root Folder

Title: *

Description: *

Template type: *

Select

Attachment: *

[Browse_.. | No file selected.

£ B

Figure64: Create Document in Template Library

4, ¢SYLX 4GS 3IdARS 6
where the system displays the list of variable that may be used in a
G58yIFYAO ¢SYLX GS 520dzvySyii¢

Template Guide

1.DYNAMIC TEMPLATE DOCUMENT

ALLOWED FILE TYPES:

Parameters

Name=

{cfrtitle}

{cft.description}

{cfuid}

{cft.procedure}
{cfrcreatorld}
{cft.tendersOpeningDate}
{cft.numberOfLots}
{cft.closingDate}
{cft.contractType}

{cftcpv}

{cftestimatedValue}

DOC,DOCKXLS XLSX

Description =

Call for Tender: Title

Call for Tender: Description

Call for Tender: CfT Id

Call for Tender: Procedure

Call for Tender: The 1D of the user that created the CfT
Call for Tender: Tenders Opening Date

Call for Tender: Number Of Lots

Call for Tender: Tenders closing date

Call for Tender: Type of contract

Call for Tender: CPV Codes

Call for Tender: Estimated value (EUR)

Figure65: Template Guide

/£ A0

2y (KS

Test Value =

Test CFT Title

Test CFT Description

123456

Simplified

1000

14/03/201512:00:00

2

14/03/201512:00:00

Supplies

30213100-Portable
computers

100000

2L NRAIKIQ
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5. View Details manage active folder
a. hy F2f RSN YSydz Of A 01

+ New ~

[Template Library Root Folder ~|

Create Subfolder
[ Template Library Root Folder

Create Document

| View details

Figure66: Folder Menu

Template Library Root Folder

TITLE: Template Library Root Folder
DESCRIPTION:
DATE CREATED: 30/01/2023

PARENT FOLDER:
Figure67: View Details of folder

b. Editdetail2 T G(KS F¥2f RSNJ 60é
c. 58t8GS (KS T2f N

Template Library

2LGA2Y a+xASé

ETEMPLATE GUIDE

EwBrsue

Ot AO1AY3 2V
Ot A0 AY3I 2y

Edit folder details

Delete folder

Create subfolder

[0 Template Library Root Folder

Template Library Root Foldé

NEW FOLDER
STATUS: FINAL

Create document

@TEMPLATE GUIDE

View folder details

Figure68: Folder Management
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6. Edit a Document

2 KSyYy (GKS dzzaSNJ ONBIF iSa | 52 0dzyShraitg ® jueelasi e 3G SY |
i2 Ofedi@] 22§ ARy I|RhRE &l S AG & 6

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

Figure69: Edit a Document

ForanyDocument, the system displays the following actions:
1 Withdraw: make it unavailable for selection
1 Download: download locally theelected document
91 Delete: available only for Draft Documents

Template Library Root Folder =

NEW FOLDER BEso0
STATUS: FINAL

STATUS: WITHDRAWN

NEW DOC Download _|:|

NEW DOC 2 .
@ s ] Withdraw —— =}

Figure70: Document statuses and options
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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 fihancia
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 agbigroups. Then as part

2F GKS ¢SYRSNJ LINBLINIYGA2Yy LINRPOS&aa | AGRNYTFGE [/ F
approval process by the relevant approval group

2 A0KAY GKS /2y i0NYOlAy3a !ldzikK2NRGE YIFyF3aSyYSyd LI
button, the CAPC user can access the approval group management ptgsr aluthority.

Onr ) at r Rialtai ( FADC
Q EN ~ G) konstantina kas, CAPC ~
m Office of Government Procurement

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

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
CODE mm
Dublin
Ireland

Dublin

Figure71: Access Approval Group page

The system displays the Approval group Name & the grolpY 6 SYNBYXS & ® a5 S
DNRdzLJ X G9RAG DNRdzZLE X a+ASé DNRdAzLE YR &
platform.

Approval Groups

ApprovalGroup Group Members
BOTH OF THEM GROUP konstantina kas .eleni ka
CA KASK GROUP konstantina kas
ELENI GROUP eleni ka
[ovcone

Figure72: Approval Groups Management page

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



Qifig um Sholathar Rialtais
Office of Government Procurement

4.7.1 View Approval Group

The User selects the approval group , tii@h A O VIEW &ROUR
then displayed:
1 Approval Group Name

1 Main approver
I Usersassociated to this group

ApprovalGroup

BOTH OF THEM GROUP

Main approver *

konstantina kas

Users

eleni ka

Figure73: View Approval Group

4.7.2 Edit Approval Group

odzidizy I yR

For the edit option, the useselects the approval group, thedf A O {ERIT @ROR
button and the system displays group information as abdWee user can change approval

A NER dzLJQ a

yIYSs

OKEy3$s

(i Ka@d c¥r alsy add drioN® dsérdld 2 T

from the group. To add aser 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 andOf A OISELEGTK ® dzil 12y (2

SEARCH FOR USERS

First Nama:

SEARCH RESULTS

First Name « ~

Anna
konstanting
D

George
eleni

W
Vi

Gresults in total

Last Namae:

LastName - =

Figure74: Search users for Approval Groups

CARole ~~ Organisation « =

CAPO Ministry of transportation
CAPC Ministry of transportation
CAPCA Ministry of transportation
CAPD Ministry of transportation
CAPD Ministry of transportation
CAPO Ministry of transportation

GKSY G2 GKS

Country « =
Ireland
Ireland
Irefand
Iretand
Iretand

Ireland

eTenders Contracting Authority User Manual

&S T2

iKS

3 N2 dzl
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4.7.3 Add Approval Group

¢KS dzaSNJ Ot A01& 2y d&! 55 Dwh!té odzidizyd ¢K
details:

1 ApprovalGroup Name

1 Main approver

{ Users

(p))
QX
m)
Q

¢KS dzaSNJ I RRa Id tSIad (8BMYIyYyRAdG2NB REEI ¥S& IS
is now been displayed in the Approgebups page.

B CGroup was successfully created

Figure75: 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

¢KS dzaSNB aSt Sod
removes the selected group.

QX

0KS ! LIINRP@IFf DNRdzZLJ FyR Of A0

Approval Groups

ApprovalGroup Group Members
Ij BOTH OF THEM GROUP konstantina kas .eleni ka
CA KASK GROUP konstantina kas
ELENI GROUP eleni ka
varewor | eon e | vevon | ooomne

Figure76: Delete Approval Group
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4.8 EvaluatorssroupManagement

In cases whverAe a Contrgcting Authori:ty continually uses the same group of pgople to evaluate A
I GSYRSNJ NBalLlRyaS>s AG YAIKEG 06S dzaSTdmedi2 ONBI i
I ONRP&a GKS [/ 2y(iNIXrOGAYy3 ! dziK2NARGE@Qa RAFFSNByldH ¢

Inordertodoll KA&xX G4KS /1 ¢t/ ySSRa G2 OtA0]l 2y (GKS ac¢
which gives the CAPC the option to View, Edit, Delete and Add Evaluator Groups.

Oifig um Sholathar Rialtais Q 9 Sterr

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

Figure77Yy &9 @I t dzt 62 NB DNRdzL) al yI 3SYS§G¥S¢gdaiaAzy Ay GKS

4.8.1 Add Evaluators Group

¢2 /NBFGS I bS¢ 9@ fdz GA2Yy DNRXGROUWPKSdzh G2y &AK2
and then provide the Evaluation Group Name and the add Users. Selection of the applicable

users can be made by clicking y  (ADB USERbutton. 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 ‘ \
Group Nh
| group ONE |
First Name Last Name

Figure78: Create New Evaluators Group
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4.8.2 Edit Evaluators Group

Toeditar® @ f dzZ GA2Yy DNRdzZLIZ (KS EDIT GROUR KAdZf(iRR yT A NBRI (OKES
provide the Evaluation Group Name ifiheeds to be changed) and edit Users. Selection of

the applicable usersan be made by clickityy’ (ARBUSER 06 dzii ( 2 y ddeléte/a 2 NRSNJ
dza SNE GKS / !t/ &akKzdzZ R & SRESIOWE (odrADicazyli@me) Iy R Of A
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:

SEARCH RESULTS
=1

First Name - - Last Name - - CARole - - Organisation - - Country « -
buysdl CAPA CAPCA Ministry of Finance Wretand

buydd2 CAPD CAPO Ministry of Finance Iretand

buys buy5 CAPC United Kingdom
buy?7 CAPC CAPC Ministry of intemal Affairs ireland

buy7T1 CAPC CAPC Ministry of Intermal Affairs ireland

buy?72 CAPCA CAPCA Ministry of Intermal Affairs Iretand

buy773 CAPO CAPO Ministry of Intemal Affairs irefand

buy88 CAPC CAPC Ministry of Finance - subdivision LA ireland

buyd CAPC CAPC Ministry of Finance United Kingdom
John Doe CAPC Homecwners Assoclation Kilkenny wretand

Figure79: 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
Of A O] DELETHIGRAUPHO dzii (i 2 y ®

Evaluators Group Management

] Group Name Group Members

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

3 example 3k 11828elenifka , 10691 |konstantinalkas

D 4 Example group 4 11828jelenilka . 14477|Viki|Dim
oo

Figure80: Deletean Evaluators Group
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4.9 AuditingReports

The Auditing functionality allows theAPC and CAPGgersto view activity information for
all CfTghat have been created by that Contracting Authority.

To view all user actions, for a specific Contraciughority, performed on the platform in
NEfFdA2y (G2 Ada G§SYRSNI O2YLISGA AadRing®Reportg KS /! t /
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

Figure8lY @& ! dzZRA G Ay 3 NB LR RVa ¢ ARLWDNL Hik 2V WSS dar /!

The platform will then display the Auditing Reports engine that allows the CAPC and CAPCA to
guery the systemand useractions.The CAPC and CAP@gercan specify theangeof the

results by defining the relevant Date period, Usanga Type of activity or Call for Tender.

¢KS /1t/ FyR [t/ VIEWK20ddtiRi 208 MG 22NR SINK SF 26NJ (1 K S
an auditing report listing all system and user actions, if any, that address the selected auditing
criteria.

Auditing Reports

UDIT ACTIVITIES

From Date: (DD/MM/YYYY)

Unt Date: (DO/MM/YYVY)

Figure82: Auditing Report
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¢KS FdzZRAGAYI NBLENI Oby 0SS EXPORTRESULTS/ABESVT 2 NX | (i
odzii2y® ¢KS GOELIRNI NBadzZ Ga Fa /{+x¢& 2LIGA2Yy Aa
entries. In such cases, the user should refine the aurddria.

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 Available  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 Mintstry of 17/02/2023 Procurement 113, PO/ES Not Available Not Avallable Not Avalable 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

Figure83: Auditing Report Results
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4.10 Manual Notifications

ThedManual Notificatiod Fdzy Ol A2yt AGe Aa | FAfFOfS SAGKSN
menu, orthroughi KS & { K2¢ / F¢ aSydz odzidz2zy o6GKFG | /1 ¢t/

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

User management
Task List View Workareas

CA Contracts

My Contracts

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

Auditing Reports
:
< > Cycle Estimated Assigner
CfT Title ~ - Task -~ Status v v Deadline ~~ value -~ ar
Figure84Y Manual Notificatiod ¥ dzy OG A2y t Ad& Ay GKS &/ ! | RYAYA&GN

The CAPQUser 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 us&FNR dzLJa o6 a! €€ /! dzASNE o02F 26y /!
/1 a0¢ 2N G!fft 902y2YAO hLISNIG2NJ I RYAY | da20Al i
bSEGEZ GKS dza S ISENINOTIFIOATIGND sendit? NOARSHEL &

Subject: *
| I._.—-—————i Add Subject l

odrt

Add Body
Maximum Characters: 2000
Attachment
Choose File | No h n
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 |

Al Economic Operator admin users

* Fields marked with an asterisk are mandatory m SEND NOTIFICATION

Figure85: ManualNotification functionality

Inorder2 @ASg¢ | YSaal3aSs GKS /! | aSNEWKDaiR 253t SO
The selected message is displayed next with additional details depending on the message type
(incoming, sent, or draft).
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5 Searchrunctionality

TheeTendersLJt | G F2 N BiNReDA R BAdvangeld & a S+ NOK thazy OG A2y | §
allows a user to search for items of interest on the platform (e.g. Tenders, Organisations and

Users). The Advanced search functionality also alldwstracting Authority users to search

for Supplier Profiles and Contracts on the platform.

5.1 SimpleSearch

The simple search functionality covers searching for Call for Tenders (e.@@éhjisatios
(e.g. Contracting Authorities) and Users.

Simplesearchis available only for logged in users and simple sagehiesare performedasfollows:

1. Clickonthe & Qéicononthetop—rightcorner

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

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

Ll

Figure86: Search functionalities

2. Selecthe relevant search parametdCalifor Tender Users Contracts oOrganisatios) from
the selectionlist

E—

Select
@ Advanced search

Calls for Tenders

Organisation ) Latest CfTs

Users

Contract

Figure87: Simple search functionality

3. Providethe full name of the required record or part of it usingthe &€
wildcard
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4. Clickonthe m ¢ button

Calls for Tenders Q

@,_Advanced search
[ Latest CfTs

Figure88: Simple search functionality

Theresults,if any,arethen displayedwithin atable.

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 (] 20/03/2023  28/03/2023 Open Evaluation = 100,000.00 1 1 1
transportation 152922 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

Figure89: Simple search results for Call for Tenders
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5.2 Advancedsearch

Thefunctionality for the advana# searchallows to searctior Call for Tenders (e.g. Cfay
well as Contracts Organigtions (e.g. Contracting Authorities or Economic Operators
organisation), Users and Supplier Profiles.

5.3 Callfor TenderSearch

Inorderto performanadvancedsearchqueryfor Callfor Tendersthe usershould:

P wbdPRE

Clickonthe & Q € iconon the top-right corner

Clickonthed ! R@ | &S0 SNRIR K £

Selecthe type of the searchthroughusingthe appropriatetab (e.q.CfT)

Fill inthe searghLJI-/ NJ Yég S NJ§ Ay u F§$ F G A t | 6O¢f AS( fFSAESH I?z}l §
at dzof AOFUA2Y REUGECEROURNPOMA | BEa2 FadzlJLI2 NI SR
Clickonthe{ 9 ! w buttof.

Advanced search

CfT | oOrganisstion  User  SupplierProfiles  Contract

Workarea Name:

CfT Resource ID © Title &
CfT CA Unique ID & Name of Contracting Authority &
Description & Workspace Status €@
-Select Workspace Status-
Y
Maximum characters: 50000,
Procurement Type & Procedure @
-Select Procurement Type- v -Select Procedure-
Publication date & Deadline for tender submission @
From: M To [m} From: M To: ™
CPV codes & NUTS codes &
= 2
Q @ Q &
v v
Estimated value (EUR) o Tenders Opening Date @
Min: Max: From: £ To: (]
Figure90: Advanced search for Call for Tenders
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5.4 ContractsSearch

In order to perform an advanced search query@amtracts the user should:

hrwnhNPE

Clickonthe & Q ¢ iconon the top-right corner
Clickonthed ! R'@ I &) SMRAR K ¢

Selectthe type of the searchthrough using the appropriate tab (e.g.Contrac)
Fil in the search parameters in the available fields (e.g.&Contract

Titleé¢ &ontract Owned Tonfracttypé 0 @ '*& SGRFRAF NR Aa | faz2 &dz

Clickonthe{ 9 ! w buttoh

ciT Organisaticn 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

Figure91l: Advanced search for Contracts
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5.5 Organigtion Search

Inorderto performanadvancedsearchqueryfor organisationthe usershould:

1.
2.
3.

Clickonthe & Q € iconon the top-right corner

Clickonthed ! R@ | &S SNRAR K £

Select the type of the search through using the appropriate tab (e.qg.
Organisatioi

Select the type of the organisation (Economic OperatorFigure93 Contracting
Authority Figure92)

CAfft Ay GKS &SI NOK LI NI OrGaniSatbh/ | AYS € EK S/ IAG A tO 1
PaS*2 Foxaf ROFNR A& Ffaz2 adzZJJI2NISR
Clickonthe{ 9! w button

CfT | Organisation | User Supplier Profiles Contract

Type: O Economic Operator ® Contracting Authority

Organisation Name CA Abbreviation
|
City Address
Phone Number Emnail
Description Organisation contact name
Website Country
All -
Organisation number CA Type
-Select CA Type- ™

Figure92: 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
“a w
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

Figure93: Advanced search for Economic Operator
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5.6 UserSearch

Inorderto performanadvancedsearchqueryfor Usersthe usershould:

a ks wnpE

Clickonthe & Q ¢ iconon the top-right corner

Clickonthed ! R@ | &S SNRAR K £

Selecthe type of the searchthroughusingthe appropriatetab (e.g.User)

Selecthe type of the user(Economi®peratofFig. 96]) ContractingAuthority [Fig. 95]

Fillin thesearchLJ- NI YSGSNA Ay GKS | gFAflgESSHFXSE RA
ASYI Af €X S0OPUIIRAIANER 2Afa aF £ a2 & dzLJLJ2 NU SR
Qickonthe 9 ! w buttoh

ofr Organisation User ‘ Supplier Profiles Contract
| S |
User's type of organisation: Economic Operator ® Contracting Authority
First Name: Last Name:
Username: Email
Organisation Name: Country:
Phone number: Work Area:

om |
SEARCH RESWLTS
10 v |Results Per page | Displaying: 1-10 | 37 results in total —vtm
B First Name «~ Last Name -~ Username -~ Status -~ Role -~ Organisation «~ Country «~
1 Alex salarous agal Active CAPC Ministry of Health Ireland
Alekos Gala alek Active CAPCA Ministry of Health ireland
Figure94: Advanced search for Contracting Authority users
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CfT 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

Figure95: Advanced search for Economic Operator users
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5.7 SupplierProfiles(CertificateTemplated eAttestationg

Inorderto performanadvancedsearchqueryfor Supplier Profileghe usershould:

Clickonthe & Q ¢ iconon the top-right corner

Clickonthed ! R @ | &/S)-SNRIR K £

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

PR

At first dl validsupplierprofiled certificatesare displayedon 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

Figure96: Supplier Profiles (Certificate Templates)

To view the detaild criteria for a specific Certificate Template,the use may click on the
template name and the details will be displayedtba next screen

[CC4] HEALTH AND SAFETY POLICY AND CAPABILITY [v0.1]

4 have (as a Contractor and/or Design/CDM C Practice) within the last twelve months, successfully met the assessment requirements of a construction-related scheme in registered membership of the Safety Schemes in

Oves

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 documented health and safety management system is listed on the CPD web

site.

ve any Fatal /Major Injury Accidents (RIDDOR or equivalent) or has been issued with any En
e SSIP Forum

ent Notices since obtaining

most recent health and

CANCEL  CLEARFORM

Figure97: Selected Supplier Profile (Certificate Template)
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After having selectethe criteriato use for the search Yy R Of A O BBARCER yO dAIKIS Y&
the Economi®©peratorsorganisations that are usirthe selectedsupplier profilé criteriaare
displayed.

CfT Organisation User Supplier Profiles Contract

£ Certificate Template Date created
0 Certificate Template 25M11/22
1 B1. INSURANCE INFORMATION (2017) 25011722
@ For more results please make use of the * wildcard b4

Certificate Template

CRITERION

Jyes

no
[ cvcn | cmmrom [seasc |

Figure98: Economic Operators for Selected Supplier Profile
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5.8 Searclkcurrentopportunities

To view the latest CfTs publishedthe platform, the (CAPC or CAPCA or CAIR®) may click
2y GKS G+AS¢ OdNNBy(d 2LILRNIdzyAdASa¢eg 2LIGA2Yy | YR
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

Figure99: Search td/iew Current Opportunities

I -

@ Advanced search
[ALatest CfTs

Figurel00: Search to/iew Current Opportunities (2)

5.9 CSV export

To downloadthe searchresultsfor Usersand/ or Organisatios, the usermay click on the
®-thwe¢ wo{ | utoph. ! { [ { ¢

EXPORT RESULTS AS CSV

The exported file provides the full details forganisatiors or user accounts, e.g. name,
username, company type, registration number, etc.
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6 ContractManagement

From this menu item,he systemallows 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

Followingthe completion of the public procurement process and tneard of the CfT the
CAPC user can create the contract between the Contracting Authority and the Economic
Operator. The POT@ser has theopportunity to VIEW, EDIT ofINALISEhe contract
workspace. Ay 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
10 v |Results Per page | Displaying all CA Coniracts
"
Evaluators Group Manageme
Avditinn Danarte e
> ciTID
CIT Title o~ v Task o
Figure101 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

Figurel02 View Contracts

R

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 clickingepective EDIButton displayed in

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

Status: *

Contract Title: * FA - miniCom

Dascription: * FA - miniCompatition1

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 * -
Contract Value: *

Drawdewn Mechanism:

Evaluation Mechanism: * Best Price-Quality Ratio >
Procedure: * Specific Contract -
Procurement Type: * Services e
Contract awarded in Lots: * No -

Lecation of Services/Works:

Tender competition platferm:

Lovea | cvcoomcr
Figurel03 Edit Contract Workspace

g Of A O] Rinaldé 2 § dzill K Btife Cordracstatus is changirig 2finafiseR £¢A®
soonas the POTGserfinalisethe Contractdocumentthe & (i | G dza OMnakaddShe G2 a
contract aregbecomes immediately available the supplier usergassociated to the contract

Date:30/05/2023 79/ 271 Doc.Version 1.2



Qifig um Sholathar Rialtais
Office of Government Procurement

eTenders Contracting Authority User Manual

6.2 Qontracting AuthorityContracts

6.2.1 View CA Contracts

The CAPICAPCAiser has access to tharganisationcontracts fromthe main menu andan

select the2 LJ(i ACAYContiacts dzy RSNJ / |  ITiReYtdnifakts acoebsibla @ yhi®
aS00GA2y I NBE GKS OerfaieNdondast OINGA |G SRA 3BBTIQSEIKRS (62 (K
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 >

Figurel04: CA Contracts Menu option

NOTICECAPO 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

Figurel05: CA Contracts table

The system displays all contracts creagdhe/ 2 Yy 4G NI OG Ay 3 ! dzi KEN#EE YR
Deleteé | KirAlisét  RNI T i O 2sftionaF tie Gohtratt dnlytBaetitoptighl A
remainsavailable. By clicking on th@ontracttitle displayed in th&Contract Titlé O2 f dzYy X

the system redirects the user to the contract workspace area, wheredh&acts details are
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displayed. In this page, the user can edit the contract detail® byA O AEyitLonirdcS &

button.
Contract
CONTRACT: SCHOOL EQUIPMENT K (STATUS: EXPIRED) p————
Competition det
1059
Kos  Sup
Ministry of transportation
Expired

schoal equipment k

sehool equipment k

LW022023

A Public Contract

50000.00

Best Price-Quality Rstio
Simplified
Supplies

fatse

TIVE NAME & CONTACT:  konstantina kas

EDIT CONTRACT

Figurel06: Contract Workspace

In this section, thesystem displayshe contract details Fom the menu button on top right
corner of the pagethe CAPCuser has access to contract documents and functionalities
available for contract management

= Show Contract Menu ~

Contract Information
Associated Contract Managers
Contract Documents

Restricted Area

Figurel07: Contract Workspace Menu
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The CAPQser 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

Figurel08 Associate/Disassociate Contract Manager functionality

By selecting either ahe aboveoptions, the system displays a search form, wheeusercan
search for all or specific usein,orderto associate the selected ustr the selectedcontract
role.

Search for Users

First Name:

Last Name:

Search for users

Organisation Name:

Country:

All -

Select user =

SEARCH RESULTS

|10~ | Results Per paa

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
buy1 buyl buyl 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

ANCEI

Figure109 Add Contract User
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Fromthe Contract menu, CAPC/CAPCA user can manage the contract documents. The user can
faddé Niewt | witRdrawe | O2y G4 NI OG0 R2O0dzySyd Fid Fye GdAYS®

Notice & Contract Documents

@ There is no Contract Docurment found x

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

Contract Documents

& VIEW + ADD CONTRACT DOCUMENT 3 WITHDRAW

No results found

Figurell10Q: Contract Documents page

Ly 2 NRIENJII2R260dzY Sy (i = (i KdS codza@ detumént O dzl @3y (KGR &l R

Fff GKS ySOSaal NB A ysavgENMIilargayprylicRiT #eNB LIS NF 2 N |

1 Title (Title of the new documents)
1 Language (thtanguage of the document)
1 Description (the description of the document)
1 Attachmert (upload file from local storage or load a file from template library)
i 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:
4
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

Figurel1l Add Contracbocument
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In case the user saves the document as draft, the system displays dptidéd | geRtet od
After finalsk G A 2 y { K®ithdizv§ NI KE Yy R& OdzySy & @

Notice & Contract Documents
[ © Cortract Document sucoesshully uplcadsd x ]

CONTRACT: PARKS (STATUS: EXPIRED)

Contract Documents

B VEW 4 ADDCONTRACTDOCUMENT 3 WITHORAW BN SELECT APPROVAL GROUPS

10 | Results Per page | Displaying the 1 mateh [El

Select Addendum 1D - Title < File ov Date Upl. -~ Lang. o Creator o Status o Documnent Versions Approval Mistory Actions

NiA Test ALETITI 1 te Al x 19/04/2023 EN koastanting kas 5] |
Figurell2 Contract Documents with "Draft" status

Notice & Contract Documents

CONTRACT: PARKS (STATUS: EXPIRED)

Cantract Documents

B VIEW 4 ADDCONTRACTDOCUMENT 3 WITHDRAW 3B SELECT APPROVAL GROUPS
10w | Results Per page | Displaying the 1 match [ I ]
Select  Addendum ID .- Title .= Fill e DateUpl o Lang. .= Creator a Statss o Document Versions Approval History Actions

: T cLowntseecals  souzmes e sonsatnarss [ rou | 0 .

Figurel13 Contract Documents with "Final" status

¢2 a@ASEe UKS R2 OdzY 3efuired REZDOINISKIGE 3/ Ra Dff 3 @

Notice & Contract Documents

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

(STATUS: CURRENT)

— N Added comments before finalization
LE ew Doc

LAMGUAGE: EN

DESCRIPTION:

DIFFERENCES WITH THE EARLIER VERSIONS: clarificationa added

ATTACHMENT: TEST.docx

STATUS: Final

(=]

Figurell4: View Contract Document

7

BKS

TheeTendersgplatform alsooffersiit KS  awS & i NA Ol SR stovilylddcuntertzyi OG A 2 y I €

the Contract workspace. In this section the actions and the forms are similar to Contract
Document sectiondescribedabove, but the main difference is that the system stores the
uploadedRestricted 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 Creationof anew Callfor Tender

7.1 Creationof anew Callfor Tender

To create a new Call for Tender workspace(CfT), the user should click on the & / NB I G S
I.

{
bS¢ / Fe¢ée 2LIA2Y T @LATLo0fS Ay (GKS a4/ F¢ / NBlLGAZ2Y

Qifig um Sholdathar Rialtais E L . JR—
C )] N ~ konstantina kas, CAPC ~
m Office of Government Procurement 9 l e

{ v CIT Creation * CfT Management * CA administration = Coll. of Requirements ~ Preliminary market consultations ~ 10:55:23 IST

n

Create New CfT

Tas SetupaDPS
Manual CfT data entry

Manual DPS data entry

- View Work Requests

Displaying: 1-10 | 36 results in total |

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

Template Structures

Figure115 CfT Creation Menu

1. Fillin, at leastthe mandatoryfor this stagefieldsfor the CfTinformation:
1 Title(mandatory)
1 CfT CA Unique ID is provided by the system automatically followirgyeh#ort

W/ F¢ /' PyALdZS L5Q A& ldzi2YlFGiAOLffte 3ISYSNIGSR o6& GKS
GKS / F¢ @g2NJ ALl OS Ay T2 nhthonlyhtiug/ rday 8ot OE edited by useysAThaddSis L5 Q A &
generated examininghe following concatenation o I t dzS 40 NB/¥& W do¥/oTSINa Q TAIBIK S NB

GKS /2y0iNI OlAy3a ! dzikK2NRGE ! ONRPy&Y | & Ay nruib®rolW/ ! 1 606N
CfTs created by that Contracting Authority.

%)

&

1 Language of publication
1 Description(mandatory)
1 ProcurementType(mandatory)

0 Supplies
0 Services
A CPCCategory
0 Works.
9 Directive

0 2014/24/EU(Classic)
A Typeof Procedure:
1 Open
1 Acceleratecbpen
1 Restricted
1 Acceleratedestricted
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1 Competitivewith negotiation

1 Accelerateccompetitivewith negotiation
1 Negotiatedwithout prior publication

1 Competitivedialogue

0 2014/25/EUUtilities)
A Typeof Procedure:

1 Open

I Restricted

1 Negotiatedwith prior callfor tender

1 Negotiatedwithout prior callfor tender
1 Competitivedialogue

0 2014/23/EU(Concession)
A Typeof Procedure:
T Open
i Restricted
1 Involvingnegotiations
0 2009/81/EQDefence
A Typeof Procedure:
i Restricted
Acceleratedestricted
Negotiatedwith publication
Acceleratedchegotiatedwith publication
Negotiatedwithout prior publication
Competitivedialogue

= =4 =4 4

0 (None)
A Typeof Procedure
1 Simplified
1 Depending on the Type of Procedure selected whether the CfT invoReklia
contract or a framework agreement
i CPVcodes(seesection2 0. 2Inserting Common Procurement VVocabulary

CodeqCPV)
1 ContactPoint
1 Work Area

9 Publishon BehalfOf

2 Whiyehalf2 Fafd Wt | NI A DA RIalibd §Elactingadditional Organisationsdrom the samesingle
Organisation list. Sudhformation is simply stored and visible on CfT level.

1 ParticipatingBodies

1 Awardperitem.

1 Whether an eAuction event will be arrangedprior to awardingthe
contract, or not

Date:30/05/2023 86/ 271 Doc.Version 1.2



m Office of Government Procurement

eTenders Contracting Authority User Manual

NUTSodes

Internal Estimatedvalue

Estimatedvalue

Selectionwhetherthe CfTis aboveor belowthe publicationthreshold
Deadlinefor clarifications

Deadlinefor tenderreceipt

Deadlinefor dispatchingnvitations

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

= =4 4 4 4 - -

1 Selection whether documents could be uploaded within clarificationapbr

E ]

TenderdOpeningdate

1 Selection whether suppliers may register online for notifications (submit
Expression of Interest), ooh

1 Selectionwhether EUfundingis applicablefor the CfT

1 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)

1 Selectionwhetherthe CfTwill be awardedin Lots:
o Ifso:
A Numberof Lots
A Whethersubmissiorwill cover
1 OnelLotOnly
1 Maximum number of Lots (set Maximum number of Lots)
91 AllLots
Whethermultiple tenderswill be acceptedfor eachsupplier
Contractdurationin monthsor years
Validityof Tenderin daysor monthgt
OJEUInks
ContractAwardDate
DateAcceptedby Contractor

= =4 4 -4 -8 -

3 Automaticallypre-populatesthe related fieldin the ContractNoticein the FormFillingModule.

‘We SYRSNJ @I t A Rokeip@p@atek their@aret fiel @ kthé Coatract Notice in the Fdiitting Module.
The default value for this fieldis 90 days. W¢ SYRSNJ + I f ARAGE t SNA2R wSYAYRSND Aa
expires (e.g. 9e21) to the Tender Coordinator so asremind them to request suppliers to confirm offline the
extension othe tender validityperiod. The POTC may extend the Tender Validity value gtaantyof the Tender
submission stage.

5 ThePOTGnaymanuallyrecord theOJEUink (to be displayed irCfTinformation).

Date:30/05/2023 87/ 271 Doc.Version 1.2



Qifig um Sholathar Rialtais
m Office of Government Procurement

eTenders Contracting Authority User Manual

In order b create a CfT workspace, ormdgrtain fields aremandatory. These includéitle,
Language, Descriptioand Procurement typeDirective, Procedure, Lotpublic contract /
Framework Agreement and allow the upload of documents during clarifications (by suppliers).
With thosefieldsonly the system may successfully create the CfT workspace, and generate
0KS a/ F¢ ! yAl dzS thefelds mayZbREletaddt & latdi Bageduriggitep

H SAGHNAIBEK B¢ aO2NBE AYF2NXYIGA2YEé LISYRAYy3I GlFaio

/| £ A O1 CREATHEKS C éption in CfT Creation tab on Meiamd the Call for Tender is created and
available in Draft StatugFigure 115 CfT Creation Menu & Figurell6: Creation of CfT Workspate

Create CfT Workspace

WORKSPACE INFORMATION

Title *

(Meximum characters: 200).

CfT CA Unique ID

Description *

A
{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
Yes No
NUTS codes
~
a B
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
Conmtract awarded in Lots *

0 Yes & Ne

Multiple tenders will be accepted
O Yes O Ne

Contract duration i nths or years,

O Best Price-Quality Ratio

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

Contract awarded in Lots *

® ves O No

Number Of Lots *

Tenders For Lots

' One Lot Only

O Maximum Number of Lots

months

days

Figurell6: Creation of CfT Workspace

0 All Lots

Figurell7: Lot Setup

a0

a0

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

m CREATE CFT WORKSPACE
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7.2 Associatiorof ContractingAuthority Users

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

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

1 POJ/ES and PO/ESR. Procurement Officer Evaluating Staff (maximum 30 PO/ESR &
POJ/ES users). At least one of the evaluators to be associated (ESRadite
evaluation committee. If only a single evaluator has been associated to a Call for
Tender; their role must be ESR. The RDmay select any buyer registered in any
Contracty 3 ! dzi K2NARAG& 2y GKS aeadsSy Ay 2NRSNJ i
9@ £ dzt G2 NE

- 1 aSN) aK2dA R Ot AO01 2y (KS a!aa20AFiGS thkt

Title o~ D &~ Task av Status a~ Cycle a~ Deadline Estimated Value ~ Assigner av
115879 I Associate PO/TC ] I Draft I 1 No deadline is associated with this task
115879 Draft 1 No deadline is associated with this task
100151 Unlock Awaiting Tender Opening 1 No deadline is associated with this task
67741 Unlock Tenders Awaiting Tender Opening 1 No deadline is associated with this task 1,000,000
nstruction of Roads2 - No multiple tenders 67971 Unlock Tenders Awaiting Tender Opening 1 No deadline is associated with this task 1,000,000

Figurel18 Association of users pending tasks

A

The user can click oneithér! 55 9 @ f dzr 12 NJ DNR dzLX¥ 6 KA OK Syl of S
2F SOFfdza 6§2NB FNRY | ONBI SR 3ANRdzLI 2NJ 4! 55 9@
¢CSYRSNI / 22 NRAY I (2 N& ¢

Associated Officers

© Currently 0 PO/0S

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

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

konstantina kas

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

Figurell9 Respective association of users

- Providethe user details for search or leave it blanksing the & € wildcard
Fdzy Ot A2yl f ASEARCHY ®RdzDl 2 Y1 2y a

- Thesystemwill displaythe relevantresultsbelow
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Figurel20: Search for users to associate

Evaluator Users, eithdtvaluation Officers (ES) or Lead Evaluation OfffE&® are added as

G/ FyROBIOF 32 S (KSe ySSR G2 100SLI GKS LX I GF2NY
there is no conflict of interest for the evaluators that would prevent them from being able to

evaluate the tender in question

Candidate evaluators featurenaorange exclamation maikon next to their details. A red
warning on the other hand is displayed for users who have rejected the code of conduct. Such
dzaSNB ¢Aff y2i NBOSAGS (KS a90I t dadTaén@eNt NRE Sz

Figurel21l: Candidate Evaluator User
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