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Access to the system by entering your Userd ID and password:

K
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E-Procurement (E-Bidding)
Cucrema 3/1eKTPOHHbIX TOPros

Uszer* Password *

If you forget your password or to reset it, reference to Service Desk.
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Check Bid
Invitation

¢ Check Bid Invitation
information

e Check Attachments from
Buyer

Main Bidder’s Steps

2.

Create
Response

¢ Devide Proposal

Documentation in two parts:

Priced Attachments and
Unpriced Attachments

e Insert Technical and
Unpriced Part in a dedicated
area of Collaboration Room

e Insert Commercial Priced
Part in a dedicated area in
Economical Attachments
Section

3.

Submit
Response

¢ Once a Response has
been submitted to
Buyer, no more
changes can be done
by Bidder on it.
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Home Page of the system will show menu for RfQ Management:

ack Forward ¢ History Favorites Personalze Wiew Help

RfQ Management
R Management

RfQ Management

0O RfQ Management

Rfl} Management
O D RfQ Management

Click on RfQ Management Link and system will redirect you to Regulation acceptance view.



Regulation Acceptance
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1
Main Step 1

» 4

e KPO ELECTRONIC TENDER REGUL

Art.1
Subject
1.1  These regulations govern the electronic tendering pr
through which the tenderers are invited to submit their bids.

1.2 The tenderers are invited to participate in the Tender by connec
@ Accept Tender Regulations
L

| 1.2 1ne tendae|

E L{(_J Accept Tender Regulatio na

“ou are accepting all rules: are you
.| sure?

1 e
ag e Ly
I Cancel

w, |8 corflgurasons & & gestone dell hardmare, del sofltware & del Bocesss i

In order to participate to any Bid
Invitation, you need to Accept
“Tender Regulations”.

In order to display the RfQ, scroll
regulation document and Click on

‘Agree’ on bottom left of the
screen. a

System prompts confirmation
pop-up.

If you click on “Cancel”, RfQ won't
be displayed.

If you click "OK” system will open
RfQ Panel.

Every time you want to open an
RfQ, regulation must be accepted
first.

First time you are going to create
a quotation, regulation must be
accepted.
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In order to open a Bid invitation you can search it directly by entering the Bid Invitation Number on
appropriate field. Select ‘Apply’ Button.

<

4 Back Forward w Hiztory Faworites Perzonalize “Wiew Help

RfQ Management > REX and Auctions = REX & Auchions

Active Queries

eRFxs All(2F) Published (3} Completed (0}

eRFxs - All

| - Hide Quick Criteria Maintenance |

Event Mumber: <& [ ] [ ] =
ETETTSTETTS : !
Creation Date: [ To (=3
Deadline Date Flag: I "l
Status: | -|

g Timeframe: |

| Wi |[Standard wWiew] v| | Create Response | Display Event Display Response | Print Prewicwy Refresh Export

5 | Ewvent Number Ewent Description Event Type Ewent Status Start Date Start Time End Date E
I_I F200000327 BUYERO1 04.03 2018 15:47 Bid inwitation Published 000000 05.03.20186 a
I:I 200000320 BUYERO1 02.03 2015 15:11 Bid inwitation Published o0:00:00 0Z2.03.2018 1
I:l 7200000307 test nota =ap Bid inwitation Published 000000 31.05.2018 a
I:I F200000275 BUYERDOT 17.02.2016 1912 Bid inwitation Published 00:00:00 18.02. 2018 1
I:I F200000255 BUYERDOT 16.02.2018 10:33 Bid inwitation Published 00:00:00 16.02. 2018 1

In order to refresh the list, select ‘Refresh’ button. It’s also available the ‘Export’ button to allows you
save the list on .xls file.
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Bid Invitation will be opened, clicking on RfQ number and after having accepted KPO tender regulation.

On the top of screen, Bid Invitation relevant information are displayed:
RfQ Number: Bid Invitation number
RfX Name: Name of the RfQ set by buyer

RFX Status: Status of Bid Invitation (Published or Transaction Completed, once RfQ has been
completed by the buyer)

Submission Deadline: end date/time of Bid Invitation. After submission deadline, it will no longer
possible to Submit a Response.

Remaining Time: System displays how many days/hours/minutes/seconds remains to submit your
Response

Display RFx: 7200000403

] | [Cose]

Number 7200000403 Name BUYERO1 14.03.2016 15:08 Status Published Start Date Remaining Time 0 Days 00:00:00 Owner Test BUYER 01 RFx Response 2000000153
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For each Bid they are available following tab:
RFX Information

Item RFX Information tems |  Motes and Attachments
Notes and Attachments '

Time Zone: |CET
Start Date: 00:00:00
* Submission Deadline: |10.03.2016 00:00:00

RFX Information Currency: |EUR

In this tab you can see information already displayed, on
the top of the document.

In addition you can see document currency: you can
submit your quotation in different currencies, not just in
document currency, according to buyer choice.
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On Item tab all items of RfQ are listed.
Description, quantity and delivery date are immediately available.

More details can be displayed for each item by selecting the line and click on ‘Details’ button:

Motes and Attachments

| Details |[ Add Line _ ][ Add Subline _ [[{][<L][ cut ][ Copy ][ Paste |, |[ Delete | Expand All Collapse All Fiter Settings Hide O1
7| Line Number | temType | ProductD | Description | Product Category Quantty | Unit | Currency Delivery Date | Motes | Attachments | TotalValue Internal lkem Number
_| - o0t Material Material 1 X00000001 10 PC 0 0 1
:I - ﬁM@ Material Material 1 K00000001 10/PC a o 4
:I - ﬁM El Material Material 2 HK00000001 20 EA o o 5
:I - ﬁM El Material Material 3 K00000001 30 EA 0 a [
:| - ﬁ% = Material Material 2 K00000001 20 EA a o 2
:I . ﬁM =l Material Material 3 K00000001 30 EA o o 3

Details about product category, quantity and delivery date are available at “item data” level:

- Dtemooot:materait

Identification Currency, Values and Pricing
Product ID: | | Required Quantity: | 10| Piece
Description: | Material 1 |
Service and Delivery
Product Category: | X00000004
Delivery Date / Time: | ||oo:00:00 |

Further Properties

10
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In Notes and Attachments tab, you can find:

- Notes: i.e. Tender Text or Item Tender Text, if available

- Economical attachments: i.e. Commercial Attachment, if available

- Collaboration: under Collaboration, ‘Collaboration Room’, containing RfQ technical specification

Display RFx: 7200000494
@[ [ Ciose || Create Responss | E
Number 7200000454 Name Manual 24,03 2018 18:28 Status Publshed Start Date End Date 24032018 18:50:00 CET Remaining Time 0 Days 00:0813
Owmer TestBUYERG!  RFxphase TechnicalEvakation  Tracking D 7200000435  Flow type description Negotistion Stand-Alane

v s |

| AssignedTo | Category Tesd Preview
! IWHWW this is & texet from buyer to bidders

Fiter Settings
|umw,1m Size (KB} | Changedby ~Changedon
O bt 1 BUYERDT 24032016

| Add Anachment || Edi Descripton || Versioning , || Debste | Create Quakification Profie |

 AssignedTo  Category Descripton . Fie Name | version
|hu:|.r-'lﬂuur Siandard Attachment  gconpmical sftachment from buver  Buyer_sco_shachmentbd 1

11
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Buyer inserts technical specification in clicking on the link available under collaborative
area used to share information between buyers and bidder during RfQ phase.

Collaborative area is mandatorily created by buyer during RfQ creation and is made up of
the following areas:

« Public Area: Technical Section xxxxxx (directly accessed from RfQ)

« 1. Technical Request for Quotation: this folder is used by buyer to insert initial
Technical specifications

« 2. Technical Public Updates: this folder is used by buyer to insert follow-on
information related to Technical specification. Once an RfQ has been published, all
updates are inserted in this folder. Nothing can be inserted in the previous one.

« Private Area: Offer xxxxxx Vendor Name (directly accessed from Quotation)
« 3. Technical Bid: this folder is used by bidder to insert Technical Bid

« 4. Request for Clarification\4.1 Bidder: this folder is used by bidder to require\send
private clarification to buyer

« 4. Private Clarification\4.2 Buyer: this folder is used by buyer to require\send
private clarification to bidder

Buyer and bidders can access to collaboration area from both RfQ and Quotation and then
can switch from Private to Public Area and viceversa.

12
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Buyer Bidder1 Bidder 2
1. Technical Request for Quotation Create\Delete Read Read
Public Area
2. Technical Public updates Create || Read Read
3. Technical Bid Read Create\Delete
Private Area 4.1 Technical Private clarification\B Creat Read
Bidder 1 .1 Technical Private clarification\Buyer reate l ea
4.2 Technical Private clarification\Bidder Read Create
3. Technical Bid Read Create\Delete
Private Area 4.1 Technical Private clarification\B Creat Read
Bidder 2 .1 Technical Private clarification\Buyer reate ea
4.2 Technical Private clarification\Bidder Read Create

This table describes the maximum level of rights assigned to each role.
At any time, according to the tender phase:

e Users will view only a subset of these folders

e Authorizations ‘Create’ and ‘Delete’ may be downgraded to ‘Read’

When a new file is uploaded in folders highlighted in red an email notification will be sent
to buyer/bidders interested in that folder.

13
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To open an attachment uploaded in cFolders:

1. On the left, select public/private area in the drop-down menu and open the folder you are interested

in (1).

2. On the right, click the link under ‘Current Version’ to open/download the file (2).

Home Refresh Search Favortes Help Logout
& -
& Folder Bidding documents Hielp
%G Isborstion RF= 7200000370 Current Path: Collaboration RFx 7200... > Public Ares > Bidding documents
Public Area Folder
F Bidding documents To save any changes made, click Save.
D Tech. Request for Quotstion e
D Tech. Public Updsies MNama | Biddi”g documents |
Subscribe I:l
You are browsing the Public Area. In this thori
area you can view technical RFQ Autharizston | Read |
documents and any subsequent public
updates. Cancel
For accessing to Private Area you must
select your offer in the dropdown menu.
In the Private Area you are able to insert Choose an object to display the folder objecis. To copy objects, select the required objecis and then choose Copy.
or view technical bid documents and
private clarification. Faolder Contents Hans
Name Current Version |Re-ad Status Changed by Changed on

|:| D’I’enh. Public Updates

|:| D‘I’ech. Reguest for Quotation

e-Procurement Eni

07.02.2016 09:43:12

e

e-Procurement Eni

07.02.2015 D2:43:13

Instructions to display RfQ attachments:

- technical attachments: click on "Technical Request for Cluotation”™

- economical attachments: are available in RfQ, "Motes and Attachments" section

- further clarification are eventually available, after an e-mail notification, in the folders "Tech. Public Updates”

Instructions to submit a bid:

14



Create a Response (1/2)
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You can create a Response directly from the List (1) or opening the Bid invitation (2).

1. Select the Bid Invitation line and click on ‘Create Response’ button.

4 Back Forward p History Favorites Perzonalize ‘iew Help

RfQ Management
RfX and Auctions

+ RfX & Auctions

Active Queries

RfQ Management > Rf< and Auctions = RiX & Auctions

eRFxs - Published

eRFxs Al(31) Published (5) Completed (0}

| » Show Quick Criteria Maintenance |

| | 7200000371
| | 7200000370
|| 7200000357
| | 7200000328
| | 7200000307

I'||—:|| Ewent Number I Event Description

BUYERO1 07.03.2018 13:05 | Bid invitation
BUYERO1 07.03.2016 09:40 | Bid invitation
BUYERO0Z 04.03.2016 1920 Bid invitation
BUYEROZ 04.03.2016 1548 | Bid invitation

test nota sap Bid invitaticn

Publizhed
Publizhed
Publizhed
Published
Published

| V',ew;|[5tandard\fi&w] hd | Create Rezponse | Dieplay Event Dizplay Responzse | Print Previe

00:00:00
00:00:00
00:00:00
00:00:00
00:00:00

10.03.2018
07.03.2016
10.03.2016
10.03.2016
31.05.2016

00:00:00
18:00:00
00:00:00
00:00:00
00:00:00

w | Refresh Export,

|EventType | EventStatus StartDate | StartTime | EndDate | Endtime | Response Number

2000000160

Pay attention to the validity date. If the submission deadline is not reached or is in the past:

‘create response’ button is not available or

an error message is displayed:

0 Create and modify responses only during RfQ validity period

15



Create a Response (2/2)
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2. Select Bid invitation Number from list and open the document, clicking on RfQ number.

On RfQ, you can create your response by the button shown below:

Display RFx: 7200000374

| | Close || Create Responze |

Humber 7200000374

Hame BUYEROD1 07.03.2015 18:04 Status Publizhed Start Date

* Submission Deadline:

Currency:

RFX Information tem=z ©°  MNotes and Attachments
Time Zone: |CET
Start Date: 000000

07.03.2016 21:00:00
EUR

In both cases, system will open a new windows ‘Create RFx response’.

Other available buttons on RfQ are :

Close: close the RfQ windows and moves back to Bid Invitation list

Refresh: refresh document with new data (if available)

16
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Currency
You can choose a currency among those allowed, according to buyer selection on the RfQ. Use match
code, as shown below, to select the appropriate currency:

Create RFx Response: 8000000163
Submit | Read Onty | Check Close Save

Response 2000000163 created

Number 2000000183 RFx Number 7200000374 Status Saved Submission Deadline 07.03.2018 21:00:00 CET Remaining Time 0 Days 0247
RFx Version Number 2

RFx Information |’ tems | Motes and Attachments | summary Tracking

Ewvent Parameters
. Status and Statistics
Currency: Eurocpean Euro |$

United States Dollar Created On: | 07.03.2016 18:12:05 CET

European Euro

Created By: Kr. Giulic Ro=si
Last Processed On: 07.03.2016 18:12:05 CET

Last Processed By: Kr. Giulic Rossi

Status and Statistics

On your right you can see Statistical Status and Statistics
Information Created On: |07.03.2016 18:12:05 CET

Created By: | Mr. Giulio Rossi
Last Processed On: | 07.03.2016 18:12:05 CET
Last Processed By:  |Mr. Giulio Rossi

17
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In the ‘Notes and Attachments’ tab it’s possible to add Notes and Commercial Attachment.

‘Add’ button allows you to enter a
Create RFx Response: 8000000163 .
: text, in a note. Insert the text then
Submit | Read Only | Check Close Save
click ‘OK’ button.

Number 2000000153 RFx Number 7200000374 Status Saved Submission Deadline 07.03.20
RFx Wi i H be 2 .
TR TR ‘Economical Attachments’ button
RFx Information | tems Hotes and Attachments |’ Summary | Tracking a”OWS you tO upload a |Oca| ﬁle, in

Q any format. Please pay attention to
Add , Clear

have the file on you desktop before

Assigned To | Category Text Preview
uploading it, to avoid any problem
of too long path. Choose file, using
— “Browse” button, then click ‘OK’
Add Attachment Edit Description ersimsgy Delete Create Qualification Profile

Assigned To Category cription File Mame Wersion b Utto n to u ploa d It'
|1| The table does not contain any data

=
Hete you can upload a TeTu il I ocument general data or to an tem
Very important recommendation File: [ [ Browse...
Do not insert Technical Bid here: for technical  Pescrintion | |
and unpriced attachments please see next ASS'QHTD:_ (Qenerel et
pages 4 | Attachment name must
&=_ begin with ‘eco’

18
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In the tab Notes and Attachments it is possible to access ‘Collaboration Room’ where will be possible add
Technical and Unpriced Attachments.

To access ‘Collaboration Room’ click on the link and a new browser window will open:

Display RFx Response: 8000000228

% | Check Close .
Number RFx Number 7200000494 Status Saved Submission Deadline 24.03.2016 16:50:00 CET

Opening Date 24.03.2018 16:50:00 CET Remaining Time 0 Days 00:00:00 RFx Owner Test BUYER M Total Value 0,00 EUR

Tracking ID 7200000454 Flow type description Negotiation Stand-Alone

A4
RFx Information f ftems Summary l’ Tracking ‘

Add Clear Filter Settings
| AssignedTo | Category | Text Preview
Document Header RFx/Auction Text thig iz a text from buyer to bidders

Add Attachment Edit Description  Versioning Delete Create Cualification Profile Fitter Settings

|A33.igna:ITo |Categu.ry | Description |Fieuame |Ve.rsbn |Pmnessnr |Checkecl01.|t |Type |Size(K.B) |C.rmga:lh}' |C.rmgedm
@ The table does not contain any data

Create
P ———
| Created on Collaboration Room [a]
| ]
24.03.2016 16:44:10 RFxResp 5000000225 Ditta Verdi SPA =

19
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In the 'Collaboration Room’ in the Notes and Attachments tab it's possible to add Technical and Unpriced
Attachments.

To upload a new attachment:
Open your Private Area — Offer xxxxx
Click on folder Technical Bid

Click the button ‘Create’

=]

Folder 3.Technical Bid Help
W achnical Section 7 1461 1 PR . 179 SPUTH e 3.Technical Bid
5 [a] {1e]u] - [ = DTN Mgnts > J.
Offer 8000003129 SPUTMIK TRAVEL . =] " Techoical Section 1200.. > Oty CODNGSZH SFUTH... > Rl documpnt > 3. Fechnica
Hiddina deciiman Folder
To save any changes made, chck Save.
You are browsing the Private Area. In this MName | 3Technical Bid
area you can: Subscribe C
- exchange mﬁm Authonzalion [write
buyers
For accessing to Public Area, where you Cancel
are able to view RFQ technical
documents and any subsequent public
updates, you must select "Request for To create folder objects, select Croafe. To copy or delete objects, select the raguired objects and then choose Copy of
Quotation” in the drop-down menu. Delete.
Folder Contents 3 Delete] |
| |Names Current Version Read | Status Changed by anged on
Empty

Click the link ‘Document’ == Create Object s

0T echaical Section 7200001461

Nawgation Ecider o
8000003129 SPUTNIK TRAVEL = ~
g_:Co):: ading i‘j j:v_) L Currert Path: Techmcal S 0 7200 > Offer 8000003123 SPUTH > Buiding documents > 3 Techmcal Bid > Create
g,uecnmm Bid )
0.4 Technecal Procate clanfication
eate? [Cancel]

(Chat o wou el
v::a‘;:um e D 4 A document can contan any Sle in dfferent versions

L antar bartnic sl RA Ancsimante

20
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5. Specify a ‘Name’ and click ‘Continue’

Lol
=11

e Create Document T
Techsicsl Saction THO0001451
80 O 200000129 SPUTIK TRAVEL . = moeoen:  Fakler Dianien
T Curwet Path: Techeical Section T200... » Cifer BXGOURIZ) SPUTH.., » Bidding decumects > A Techrical Bid > Craate
O3 1. Techabcal Bid e
o1 4 Tochoical Pouale clarkeaiion Craate Documant
Wi B Evarking e Procie Mol in Bis. Ente Py na=a ard 3 description. Decale whathar o ot you want be uplosd & ke now or late. Than chacss Meat
ﬁ-ﬁunn—- Hame -I
. o ehcate Clavicaton w Dlescription =
e T | Attachment name must
ﬂﬁhﬁﬁiﬁ'ﬂ o ] ! beai th® ,
e, pou sl aled R i Submcebe ™ - egin wi tec
# Uplsad Local Fils
Canate File Laber
=
H H \ I
6. Select the fllg using the ‘Browse e Versin
function then click ‘Save’ . — Navgation:  Version Oveniew
Current Path: Technical Section 7200 . > Offer 8000003129 SPUTN . > Bidding documents >

Offer > Create Version
To select the required file, choose Browse and then Save

7. Document list will be shown in the ™

ta ble . Cl |Ck th e || N k u nd er \ Cu rre nt To create folder objects, select Create. To copy or delete objects, select the required objects and then choose Copy or

H 7 . Delete.
Version’ to open/download the file. E— e
_|Namea Current Version [Read [Status [Changed by Changed on
) @Technical Ofier |technical docx (11KB) | | |CTS101112001 techedget  |28.11.2013 14:07:38
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A Response can be modified during RfQ validity period or till Response hasn’t been submitted. From e-
RFxs query, Response number, created for each Bid invitation, is shown.

Click on Response number to open the document.

View |[Standard View] [=] | [ Create Response | | [ Display Bid Invitation |[ Display Response | | [ Print Preview | || [ Refresh ][ Export 4 |
FH. Bid Invitation Mumber Bid Invitation Description Bid Invitation Type Bid Invitation Status Start Date End Date Response Number Response Status
7200001031 IRQ_BUYER_0123.10.2012 17:30:40 e-RFQ for Tender Published 231022 23.10.2012 8000002109 Submitted
7200001027 gare elettroniche last. e-RFQ for Tender Publizshed 22.10.2012 22.10.2012 2000002101 Submitted
7200001024 IRQ_BUYER_01 18.10.2012 12:28:16 e-RFQ for Tender Published 18.10.2012 02.11.2012 2000002088 Saved

Response can be modified clicking on ‘Edit’
button.

Display Response : 8000002088

Quotation Humber S000002088
Tracking ID 7000001539

I |hlu3e| | Refresh | | Check || F_xpl:lrt|
- RFx Information }' tems

Event Parameters

RFQ Number 7200001024 Status Saved l

Notes and Attachments

Currency: |United States Dollar for Iraq. =]

Rebid: 01

Scenario: |Technical Rebid

i R‘Fxlnfnrmaﬁnn}' tems |

Response is available in Edit mode and both
‘Save’ and ‘Submit’ button are available to hold
quotation or resend it to buyer.

Edit Response : 8000002088

Quotation Humber 8000002088 RFG Humber 7200001024
Tracking ID 7000001539

-| Close | | [Read Only | | [Check] [ Save | |Delete | [ Export |

Status Saved

MNotes and Attachments

Event Parameters

Currency: |United States Dollar for Irag. |v|

Rebid: 1yl

Scenarie: |Technical Rebid

22
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Enter your data and select ‘Save’ button. Display Response : 8000002106

Quotation Humber 2000002108 RFQ Humber 7200001030 Status Saved
. . Tracking ID 70000015482

Response will be created in Saved status:
response is not available to buyer to be

displayed.

Response 3000002106 saved

23
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Before submitting a Response, verify that following

information has been entered: Edit Response : 8000002088
Prices Quotation Number 8000002032 RFQ Humber 7200001024 Status Saved
Tracking ID 7000001539
Technical attachment, if required
I Submit ICIuse [Read only | | [ check ][ Save || Delete | | Export |
Commercial Attachment, if needed
-~ RFxInformation t tems ©  Motes and Attachments
In order to submit your Response, click on ‘Submit’ button =~ =emPeremeters
Currency: |Un'rted States Dollar for Irag. |V|

When a Response is ‘submitted’, buyer can open it. I

Scenario: | Technical Rebid
Once a Response has been submitted, no more
changes can be done on it. You can just require/give
clarification via cFolders (folders under ‘4. Technical Private
clarification”) but you can not add new attachments in
folder ‘3. Technical bid".
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If you want to change password, click on “Personalize” and then “Portal” menu

4Back Forward »  History Favoriteq | Personalize | View Help
T = Thiz Page
Tﬁ Portal
RfQ Management Reset Orde
Portal
Rfl} Management

| User Profile

+ User Profile

| Modify | | | Save || Cancel |

General Information |

Logon ID: BIDDER2S
Last Mame: Rossi
First Name: Giulio User Profile
E-Mazil Address: festi@iestif
Form of Address: I Cancel
Gmuﬂl'rh-ﬁnl Contact Infurmatiunl A
Logon ID: * [cP10001 |
Old Pazzword: | |
Insert old password and new password, then Save. S| |
Password is updated successfully. Confirm Password: | |
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