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1. Navigating on the E-procurement Platform

In this section, before learning how to prepare a bid, it is important to familiarize yourself with some of the
system’s prerequisite (first) steps such as registering, logging-in and navigating your way through published e-
procurement Tenders, active responses and drafts.

1.1 Registration and Log-In Page

Your priority is to gain access credentials to the e-procurement platform. To do so, you need to successfully
complete the following registration process by visiting the Promitheus’ Portal (Figure 1) and selecting the “Service
Center” icon. Here, you will notice that there are two Application Forms available for you to choose from:

e "Application for Registration of EU Suppliers" (for European Union Suppliers)
e "Application for Registration of Third Country Suppliers" (for non-European Union Suppliers)

Fill out the required fields with the appropriate registration information and when finished, click on the “Submit”
button at the bottom left corner of the form. Bear in mind that the submitted information is subject to verification,
evaluation, and approval by an authorized user of our Service Center. You will not be able to log in until the
registration has been verified and activated.
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Figure 1 Registration Page

Following the successful completion of the registration process described above, you will be granted personal
identification credentials (user name and password). Expect to receive your personal credentials via e-Mail, that
is, the one that you declared in your application form. You may then visit the Log-In page for the NEPPS Goods
and Services system (https://nepps.eprocurement.gov.gr) in order to start working on the platform (Figure 2).
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Figure 2 Log-In page

1.2 Find a tender to start the bid submission

After using your personal credentials in the Log-In Page (see section 1.1 Registration and Log-In Page”), you are
directed to the platform’s Home page. From that point, make sure to follow the step-by-step guide described
below to locate the Tender and start drafting your bid.

1. From the Main Menu (on the left of the screen) in the Home page, click on the three cascading options in
a sequential manner:
“Sourcing Supplier”-> “Sourcing” ->“Sourcing Home Page”.

- Main Menu

® [ 6GE isupplier Portal Full Access
B £ sourcing Supplier

=) L sourcing
= Sourcing Home Page
= Worklist
= Reports

Figure 3 Navigation to Sourcing Home Page

2. You are now in the Negotiations page
Go to the field at the top of the page titled “Search Open Negotiations”, unfold the drop-down menu and

choose "Number" and then enter the negotiation number (i.e. eTender ID) you are interested in (for
example in this case 80934) and click on “Go”.

n Navigator ¥ B Favorites ¥ Home Logout

Negotiations

Search Open Negotiations | Number v }[80934 I i |
Welcome, Vendor 01. L
Your Active and D |
Press Full List to view all yol Category  responses. Full List
Response Response Event gotiation Unread
Number Status e wumber Title Type Time Left Monitor Messages
73921 Active 86618 1/2019 RFQ 16 days 1 hour 0
72598 Active 84180 19/2019 RFQ 24 days 21 hours 0
69355 Active 80720 YMOAEITMA 3 (ZENAPIO 3) RFQ 83 days 19 hours : 0
ATAKHPY=HZ 264/2014
69344 Active 80717 MPOMHOEIA XAPTIOY/MEAANIOY KAI RFQ 83 days 19 hours 1
AMQN YMNHPEZIQN 2018 E
73877 Draft 81036,1 99/2019 RFQ 115 days 19 hours 0

Your C 's Open

Figure 4 Search open negotiations
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3. Active Negotiations page
Select the tender by clicking on the radio button (column “Select”) and then click the “Respond” button
in order to create your draft response (i.e. bid).

m Navigator v @ Favorites ¥ Home Logout Preferences Help Diagnostics
Negotiations
Negotiations >
Active Negotiations
Search
Note that the search is case insensitive
Number 80934 Contact
Title Line
Category Event
Go Clear
Select Negotiation] | Respond
‘ | ‘ All Your Company's Unread
umber Title Contact ‘Time Left ~ Close Date Responses Responses Monitor Messages
80934  TRAINING SESSION KoANiag, Mr. 115 days 21 31/03/2020 10:00:00 Sealed 0 0
3_2019 An6oTohog hours

Figure 5 Responding to the tender selected

You have just created your draft response that has been automatically assigned a unique identification number,
(for example in this case 74041). At any point you may click on the command button “Save Draft” to save the work
done so far. You may now exit the system, since your draft response is already saved and available for future
access, as indicated in the following section (see 1.3 List of active and draft responses). If, however, you choose to
continue working on your draft then make sure to follow the instructions provided in section 2 Preparing your
draft response.

M Navigator v @ Favorites ¥ Home Logout Preferences Help Diagnostics
Negotiations
I Create Quote: 74041 (RFQ 80934) I
Cancel \ View RFQ l Quote By Spreadst Save Draft ‘ Continue }
Title TRAINING SESSION 3 2019 Time Left 115 days 20 h
M Two-Stage RFQ 6] Close Date 31/03/2020 10:00:00

Header Lines

Supplier VENDORO1
RFQ Currency EUR

Quote Currency EUR
Price Precision Any

Figure 6 Initiation of draft response

1.3 List of active and draft responses

After creating a draft response (bid) (see section 1.2 Find a tender to start the bid submission), you may log-in
again on the platform (see section 1.1 Registration and Log-In Page) and navigate towards the Negotiations page
(see steps 1 and 2 in section 1.2 Find a tender to start the bid submission).

This page stores your entire portfolio of responses; either “Active” (i.e. submitted bids) or “Draft” responses (i.e.
draft bids), as indicated under the column “Response Status”. The description “Draft” connotes that your bid is
still "work in progress" and has yet to be submitted. The description “Active”, on the other hand, means that your
bid has been successfully submitted and no further modifications are allowed. You may access them at any point
by clicking on the corresponding “Response Number”. Moreover, it is highly recommended that you navigate your
way through the Tender by clicking on the corresponding “Negotiation Number”; the information contained
within it might prove very useful.
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Note that only a small number (five) of your responses appear in this table. In case you have created more than
five responses and you wish to see all of them, you should click on the command button “Full List”. There, the full
extent of your Active and Draft responses will unfold.

In case the need arises for you to make changes after you have finalized and submitted your bid, keep in mind, that there is
a provision in the Greek Law that allows you to make a written request to the Contracting Authority asking for the withdrawal
of your offer so long as your written request takes place before the submission deadline. It is highly recommended that the
request is sent well before the submission deadline. The sooner, the better.

Negotiations
Search Open Negotiations |T\t\e j | Go

‘Welcome, esidisTest esidisTest.

Your Active and Draft Responses
Press Full List to view all your company's responses. Full List
Number Status Site MNumber Title Type Time Left Monitor Messages
170812 Draft 90682 MpookAnan OE NAEKTpoVIKS BianpaypdaTeuan xwpig RFQ 2 days 15 hours 0
nporyoUpevn nuoaisuan

97249 Active 57808 TEZT- HAEKTPONIKOZ NAEIZTHPIAZMOZ EKAITY 3/2024 Auction 0 seconds o

97291 Active 57794 test_8.5.2018_A.=H 5/2018 RFQ 0 seconds @ 0

96798 Active 57584 Hi-TEST2-DSA RFI 0 seconds o

96813 Active 57582 rfi-TEST1-DSA RFI 0 seconds 0

Figure 7 Preview of Negotiations page including draft and active responses

2. Preparing your draft response

Any time you wish to locate your recently created draft, you may do so by navigating your way through the
Negotiations page (see section 1.3 List of active and draft responses). By clicking on the draft response number,
you may continue working on your bid till completion. You will notice that your draft response is comprised of two
(2) tabs (sub-pages): “Header” and “Lines”. In order to correctly fill them out, it is strongly recommended that you
follow the guidelines outlined below (see sections

2.1 “Header” Tab and section 2.2 “Lines” Tab). After having completely filled out the two tabs, you may check
whether there are errors that you must fix or not (see section

Figure 21 Providing financial offer and replying to “Attributes”

2.3 Checking the draft). Remember that at any time, you may click on the “Save Draft” command button to save
any work performed so far. The system will immediately respond with a “Confirmation” message as demonstrated
below.
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" Navigator ¥ @ Favorites ¥

Home Logout Preferences Help Diagnostics

Negotiations

Negotiations > Active Negotiations >
Create Quote: 74041 (RFQ 80934)

Cancel View RFQ ‘ Quote By Spreadsh ] Save Draft
Title TRAINING SESSION 3 2019 Time Left 115 days 20 h

M Two-Stage RFQ & Close Date 31/03/2020 10:00:00

0
©

Header Lines

Supplier VENDORO1
RFQ Currency EUR
Quote Currency EUR
Price Precision Any

e T )

L& Confirmation
Quote 74041 for RFQ 80934 (TRAINING SESSION 3_2019) has been saved as a draft.
Create Quote: 74041 (RFQ 80934)

| Cance| |  ViewRFQ | Quote By Spreadsheet | | Save Draft | | Continue |

Figure 8 Confirmation message when saving the draft response

2.1 “Header” Tab

To fill out properly the “Header” tab, you have to attach the required documentation, reply to the requirements
set by the Contracting Authority and add appropriate references.

2.1.1 Adding Attachments

You begin filling out the “Header” by attaching the required documentation as stipulated in the Tender Document

(i.e.: ESPD, Letter of Guarantee, relevant company and/or product Certifications such as ISO/CE), e.t.c. To do so,
click on “Add Attachment”.

N Navigator v @ Favorites ¥ Home Logout Preferences Help Diagnostics

Negotiations
Negotiations > Active Negotiations >
Create Quote: 74041 (RFQ 80934)
Cancel | | View RFQ | | Quote By Spreadsheet | | Save Draft | | Continue |
Title TRAINING SESSION 3 2019 Time Left 115 days 20 hours
® Two-Stage RFQ & Close Date  31/03/2020 10:00:00
Header Lines
Supplier VENDORO1
RFQ Currency EUR
Quote Currency EUR
Price Precision Any
Attachments
Add Attachment...
P ipti [¢ i Category Last Updated By Last Updated Update  Delete
No results found.
Requirements

Figure 9 Command button for adding attachment

In the screen that appears fill out, for each attachment, the “Title” and “Description” fields accordingly (an
example is provided in Figure 10). Then, make sure to carefully choose the correct

“Category” for each
attachment, by choosing between the available options “From Supplier: Technical”

and “From Supplier:
Commercial” from the relevant drop-down list. The first category type is for attachments regarding supporting

documents and/or technical offer and the second category is for attachments regarding financial offer of your bid.

Directorate for Management, Development & Support of the National Electronic Public Procurement System (NEPPS)
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Negotiations > Active Negotiations > Create Quote: 74041 (RFQ 80934) >
Add Attachment

Negotiations

Title ESPD
escription ESPD (PDF)

From Supplier: Commercial

From Supplier: Technical

Type ® File EmAoyr apxelou Aev emAxBnke kavéva apxeio.
URL
Text

Cancel Add Another Apply

Figure 10 Filling out proper information for the attached file

To retrieve the file to be attached from your personal computer, click on the “Choose File” button (in Greek:
“Ertihoyn apyeiouv”). Then click on “Apply” at the top right corner of the screen to add the attachment to your
draft response (bid) and to go back to the draft response page (or click on “Add Another” to continue adding more

attachments).

Negotiations > Active Negotiations > Create Quote: 74041 (RFQ 80934) =
Add Attachment

Cance] Add Another Apply

Attachment Summary Information

Title ESPD
Description | ESPD (PDF)

Category | From Supplier: Technical v

Define Attachment

Type ® File = EmAoyn apxeiou |espd_response.pdf
ORC

Text

Figure 11 Browsing to attach file and completing its upload

You will get the following confirmation from the system, as shown in Figure 12. Moreover, you will notice that the
file has been successfully attached to the list of attachments in the “Header” tab. In case you need to delete this
file click on the blue recycle bin icon at the end of the line (i.e.: “Delete”). You should proceed in a similar fashion
to successfully attach any supplementary documentation requested by the Contracting Authority depicted in its

Tender Documents, be it technical, legal or financial in nature.

Negotiations > Active Negotiations >
g Confirmation
ESPD attachment has been added successfully.
Create Quote: 74041 (RFQ 80934)
Cancel | View RFQ | Quote By Spreadsheet | Save Draft | Continue
Title TRAINING SESSION 3 2019 Time Left 115 days 20 hours
& Two-Stage RFQ & Close Date  31/03/2020 10:00:00
Header Lines
Supplier VENDORO1
RFQ Currency EUR
Quote Currency EUR
Price Precision Any
Attachments
Add Attachment... |
Title |Type |Description Confidential Category Last Updated By |Last Updated Update Delete
ESPD  File ESPD (PDF) From Supplier: Technical 01@VENDORO01.COM 06/12/2019 » m

Figure 12 Successful upload of an attached file
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Note that the platform allows you to render your documents confidential. This is simply done by checking the
corresponding tick box under the column “Confidential”. By doing so, you are essentially making that particular
document unavailable to any other competitors participating in this eTender, once the bids are
opened/unshielded by the Evaluation Committee.

To that end, you should be aware of the legal implications of such a choice. According to article 21 of the Greek
public procurement law 4412/2016, any submitted documentation that will be taken into consideration for
evaluation purposes, must be available to all participating Economic Operators after the opening of the bids. This
is a legal constraint stemming from the National Legislative Framework and it should be respected by all
participating tenderers. However, if you still deem it absolutely necessary to check the tick box under the column
“Confidential” in order to protect your information (i.e. due to patents), then you need to attach an additional
document justifying the reasons for this choice. Keep in mind that, based on the provisions of article 21 of the law
4412/2016, the Evaluation Committee / Contracting Authority always reserves the right to untick the
corresponding tick box under the column “Confidential”, thus, rendering the document in question accessible to
competitors participating in this eTender.

2.1.2 Replying to Requirements

In this sub-section of the “Header” tab, you need to respond to some requirements set by the Contracting
Authority.

It is quite common for Contracting Authorities to lay out at least one general requirement in this section, as is the
case in the example provided below (Figure 13). In this example, the Contracting Authority requires you to confirm
that you have read the Tender Document and that you comply with its terms. To that end, you need to provide
your response in the text box under the column “Requirement Response”. Notice the desired response value set
by the Contracting Authority for this requirement under the column “Target Value”: it is worded as “NAI"” (=YES
in Greek). If you wish it, you may provide a more elaborate response within the given text box.

In some cases, Contracting Authorities may opt for a less simplistic display of Requirements. For instance, a general
requirement such as the one described above, might be followed by a multitude of other requirements pertaining
to more elaborate technical specifications of the product (or service) in question. Keep in mind that you must
provide a response to all requirements set by the Contracting Authority in this section. In the unlikely event
where one requirement involves a particular good (or service) for which you do not intend to submit an offer, you
must provide a negative response in its corresponding text box such as: “No”, “Not interested”, “No intention to
offer” e.t.c. In case you omit replying to one or more requirements, you will get an error message during the
review of your draft (see section 7.2 Common mistakes and corresponding System error messages).
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Requirements

Expand All | Collapse All

&

RFQ Target

Focus Title Stage  Value RequirementResponse Weight
(=) Requirements
< | [EITENIKEZ AMAITHEELS Technical 0
I.LI
O unowiigiog npopn@eutric £AaBe yvaon kai BnAdve TNV nAfen [ Technical Z

oupLdpEaN Tou, He dhoug Toug bpoug TG BiakrpuEng Tou Biaywviopod
KOI TIC ONGITAGEIC TwV TEXVIKGY NPOBIOYPaEpEN, BNt NEPIYpAQOVTal
AenTopEPGIS 0T CUVREVA NAEKTPOVIKG Opieia. H BAWON CUPOPQWOTG
QuTr}, Bev anakhd Tov unoyreIo i and T £
TEKUNPIWONG TN TUPLOREWONG TU Kal TNG UNoBoAfE AWV TwV GYETIKGV
BiKkaloAoYTIKGV, dniwg autd kaBopilovral avaAuTikd oTa dpbpa g
BiaxripuEne.

Add Reference

Figure 13 Providing replies to the requirements set out by the Contracting Authority

2.1.3 Adding References

To successfully complete the “Header” Tab, one last action is needed from your part. You need to add references
to complement the requirement replies that you provided earlier. To proceed, click on the “Add Reference”
button found at the bottom left corner of your page.

Requirements

Expand All | Collapse All

3

RFQ Target

Focus Title Stage  Value Requirement Response Weight
= Requirements
& [ FENIKES AMAITHZELS Technical 0
INAT
O unowiipioc NpopnBeuTAC £AaBe ywhan Kal BnAver TV NARRN Technical  NAI ZA

QuuKOEpEOT Tou, HE dhoug Toug dpoug TG Biakipugng Tou Biaywvialod
Kal TIG anaITiioei; Twv TEXVIKGY NpoBiaypagay, Onwg NepypagovTal
AenTopEpd; 0Ta oUVpEVE NAEKTPOVIKA apKeia. H SAAMON CUPIBRpEONS
QUTA, BEV aNAAMAGOE! TOV UNDYHPID NPOPNBEUTT and TNV UNoxpéwan
TEXLNPION TNE TUPEOREONG ToU Kal TNG UNoBOARC BALY TV CYETIKGY
BIKaIoAOYATIKWV, SN autd kaBopilovral avaAuTikd oTa dp8pa TG
BIGKAPUENG.

Add Reference |

Figure 14 Command button for providing references

At first glance, you will notice that there are as many Reference text boxes as Requirements. As a first step, fill out
the text box under “Reference”. You may add a comment of your own wording that complements the “Quote
Value” that appears on the adjacent column to your left. It is quite common for Economic Operators to
corroborate their responses by alluding to relevant documents (i.e. “see attached document entitled ... on page
...”. See also the example provided in Figure 15). Keep in mind that these comments are meant to facilitate the
Evaluation Committee's task.

From the technical point of view, you are obliged to fill out at least one textbox with at least one character (for

example a simple dot “.” is sufficient). Otherwise, in case no references are provided, you will get an error
message during the review of your draft, and the submission of the bid will not be possible.

After having completed your reference(s), click on “Save” (top left corner) followed by the “Return” button found
at the bottom left corner of your page to get back to the “Header” tab.
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Save

[Note that the search is case insensitive

Ap. Tpapiig
/ Neprypapi Quote
EiSoug Vall

Section Requirement;/ Attribute

Al relevant Company and Preduct information can be found in the attached documents.|

FENIKEZ
AMATTHEELE

O unowgiog NpopnBeUTrS EAGBE Yvaom Kal BNAGVE TNV MARRN CUNNOPMWAT Tou, KE  NAT #)
BAOUG TOUC OUL TE BIOKAPUEAE TOU SIaYWvISpiol Kal Tic aNaITAOEIC TWV TEXVIKIN
v, BN 5 b 0Ta OUVIEEVA NAEKTPOVIKA apxela. H
auTr, Bev Tov uneynpIc i and Tnv
me TOU KaI TG UNOBOAMG GAWY TWY OXETIKGV
BixaioAoynTIKY, BN auTa kaBopiZovtal avakuTikd oTa apepa TG SIaKAPUENC.

Biihwan

|1 == |

Figure 15 Example of filling out a reference

At this point, you may consider your work within the “Header” tab to be duly completed. Remember that you can
always go back and make changes with regards to your replies, references and attached documents.

2.2 “Lines” Tab

In order to complete your draft response (bid), click on the second tab “Lines”.

TEoNavigawl v EE Favoines v

HOme Logout Hrelerences Help Liagnostics
Negotiations

Negotiations > Active Negotiations >
Create Quote: 74041 (RFQ 80934)

Cancel ‘ View RFQ ‘ Quote By Spr

Time Left 115 days 20 hours
Close Date 31/03/2020 10:00:00

dsheet |

Save Draft ‘

Continue ‘

Title TRAINING SESSION 3 2019
M Two-Stage RFQ

Supplier

RFQ Currency
Quote Currency
Price Precision

VENDORO1
EUR
EUR
Any

Figure 16 Transition to tab “Lines”

The following screen appears whereby you need to fill out your price (financial) offer (a.k.a. “Quote”) under the
column “Quote Price”.

Create Quote: 74041 (RFQ 80934)
7?9(!{:9,1”] View RFQ | Quote By Spreadsheet Save D,'I?ft,,l Continue |
Title TRAINING SESSION 3 2019 Time Left 115 days 20 hours
Two-Stage RFQ &) Close Date 31/03/2020 10:00:00
Header Lines
Ship- Start Quote Target Quote
Line Update To Rank Price Price Unit Q i Q y Pr d Date
1 Ynnpegies kaBapig YMNAN  Sealed 60000 Ynspecified 1 1
il
@ 1ndicates more infornation requested. Click the Update icon.
Add Reference |
Cancel ] View RFQ I Quote By Spreadsheet I Save Draft | Continue

Figure 17 Filling out the financial offer for a single line

The first column under “Line” gives you a short description of the product or service in question. In our case,
cleaning services have been chosen as an example (in Greek: “Yrinpeoie¢ kadapiouov”).

Take note that your price offer should always be expressed in net terms (i.e.: pre-tax value) and it should always

be listed in conjunction with the column “Target Quantity”. These two fields are multiplied by the system in order
to produce the final outcome of your Financial Offer. For example, in our case:

€ 60.000,00 (price) x 1 (quantity) = € 60.000,00 (final outcome in pre-tax terms)

Please note that in each line there is an additional textbox under the column “Promised Date”. You should not fill

out the specific field! Leave it empty!
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2.2.1 Existence of more lines

The previous example is rather simplistic in nature; needless to say, that in reality you might have more than one
line to fill out depending on the complexity of the Tender in question. As an example, observe the image exhibited
below (Figure 18) which displays a Tender with 7 distinct lines (7 distinct food & beverage products such as Tea,
Juices, Lentil, and so on).

The line set-up clearly reflects the Contracting Authority’s intention to allow participants to freely choose amongst
the 7 available lines (products) (except for having been differently set by the Contracting Authority, as described
in section 7.1.3 Obligation to respond to all the lines of the tender). In this case, the Economic Operator has chosen
to submit an offer only for lines 2, 3 and 6. The prices for those lines (products) are recorded in the corresponding
fields under the column “Quote Price”.

Header Lines
9 previous 135 o1 50 i+] Next 25 @
Line Update Ship-To Rank Start Price Target Quantity Quote Quantity Promised Date
T XAMOMHAL GAKERA.. #  0GOGO-T.N. HAELAZ - MIYPFOE Sealed 100 w[ | @
2TEAL OAKEAAKIA ZE... 7 060O-T.N. HAELAZ - NIYPFOZ Sealed 1.000 wo[ | @
3OYZIKOE XYMOE 250... 7 060N, HAELAZ - TIYPTOZ Sealed [025 Fach 7500 s | B
4 OPYTANIEY 16yn.(T... j 06060-I.N. HAEIAZ - NYPTOZ Sealed l_ Each 45.000 45000 ,— j
5 OYMO JOOAIATAT 4... 7 0B0SO-TN. HAEIAZ - NYPFOX Sealed [ TEach 10 o @
6OAKEE 500 GR 7 06080-T.N. HAELAZ - NYPFOE Sealed [ 3 Eah 200 w3
7 Xupoc @IAhn ALyoV. .. 7 0BOS0-T.N. HAEIAZ - NIYPFOX Sealed [ kacn 3.000 o0 | @

Figure 18 Filling out the financial offer for selected lines

Once again, the price should be expressed in net terms, and it has to be listed in conjunction with the column
“Target Quantity”. For this case:

0,8 * 1000 + 0,25 * 7500 + 3 * 200 = € 3.275,00 (final outcome in pre-tax terms)

2.2.2 Lines organized in groups

Contrary to the example illustrated above, it is possible for a Contracting Authority to organize the lines of the
Tender in the form of groups rather than in the form of distinct lines. One such example is illustrated in the screen
shot below (Figure 19) whereby Group #1 (Liquid Fuels) is comprised of 3 lines (1.1: Heating oil, 1.2: Diesel and
1.3: Unleaded).

Header  Lines

Line Update Ship-To Rank Start Price Quote Price Unit Target Quantity Quote Quantity Promised Date
13 ¥TPAKAYEIMA VAN Seaed
1.1 Nevpéhaio Bepyovo.. o/ 6750-0HMOE MHNETOY Sealed [ 06 Liter PR wan| B
1.2 Merpéhaio viitgh # 6750-8HMOE MHNEIOY Sealed [ 08 Liter 87.738,06 e IEE
1.3 Mu8AuGén Bevln 7 6750-6HMOZ HNEIOY Sealed [ 03 Liter 18.003,1 wsi 0 @

Indicates more information requested. Click the Update icon.

Figure 19 Filling out the financial offer for a group of lines

As in the previous cases, your price must be expressed in net terms and in conjunction with the requested quantity
that is listed under the column “Target Quantity”. However, the line set-up here clearly reflects the Contracting
Authority’s intention to limit the freedom of choice for participants. That is, the participants are not given the
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option to choose amongst the 3 available lines (products) comprising Group # 1; rather, they are obliged to
respond to all lines included in the group and not only to some of them. Needless to point out that if you
accidentally omit to record an offer for one or more lines within the same group, you will get an error message
(as described in section 7.2 Common mistakes and corresponding System error messages).

2.2.3 Parameters included in Lines

In some cases, the Contracting Authority may have defined some special requirements- “Attributes” for a specific
line, namely «Parameters». In essence, the parameter stems from the Contracting Authority’s need to verify that
the participant's product (or service) conforms to a particular (more stringent) technical specification. On screen,
such a line bears a distinguishing mark in the form of a «red target», appearing under the column “Line”. Such
lines require filling out not only the “Quote Price” but also replying to the included parameters.

In such circumstances, you have to click on the “Update” action (yellow pencil icon).

Header = Linas

9 Previous | 125 7| Next 25 ©
Line Update $hip-To Rank StartPrice  QuotePrice  Total Score Unit Target Quantity Quote Quantity Promised Date
Vi I

-1 ACT ér00 n... 7010-T.N, XANION Sealed Each 1 1 j

Figure 20 Existence of Parameters («red target» mark) - command button “Update” (yellow pencil icon)

In this new page, you are obliged to fill out both the offered price (in the field “Quote Price”) and the response to
the special requirement(s) (see description under column “Attribute” and input textbox under the column
“Requirement Response”). Then, click on the command button “Apply” (either at top or the bottom of the page),
in order to save your input and return to the “Lines” Tab.

Cancel | | saveDraft | | apply |

21/04/2020 15:00:00
EUR

Description a-1 ACT évaipa npog xpian
Unit  Each
Start Price
Quote Price 525
Target Quantity 1

Sealed
07010-F.N. XKANION

Need-By Date
Quote Quantity 1 Promised Date m

Pay Ttems

“TIP Total pay it

Attributes

Total Score 100
Group  Attribute Attribute Type Target Value Requirement Response
NAT

Fevicd  Anarreital 6 e TIE TEXVIKES £ TG Required NAT

Cancel | [ Save brart || [ appiy |

Figure 21 Providing financial offer and replying to “Attributes”

2.3 Checking the draft

Once you have filled out the two tabs, “Header” and “Lines” respectively, you may investigate whether there are
errors and/or omissions that you have to take care before proceeding with the submission according to section 3
“dpaipal! To apxeio npoédeuong tng avadopdg Sev BpéOnke.”.

By clicking on the command button “Continue” you may review your draft.

& Confirmation
Quote 74041 for RFQ 80934 (TRAINING SESSION 3_2019) has been saved as a draft.

Create Quote: 74041 (RFQ B0934)

Cance| | View RFQ Quote By Spreadsheet | Save Draft | | Continue |

Figure 22 Execution of command button “Continue”
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In case of errors, you are going to get corresponding messages (such as that indicated in the Figure 23 below for
missing references — see section 7.2 Common mistakes and corresponding System error messages for more
details). In this case, you may navigate back to your draft and continue modifying it to fix the errors reported.

Q Error

You should insert at least one reference

Create Quote: iiiibin(RFQ 9088y

Cancel | | View RFQ | | Quote By Spreadsheet | | Save Draft | | Continue |

Figure 23 Error message in case of missing references

In case no errors occur, you will get a message with two warnings, as indicated in Figure 24 below. These warnings
are simply informative in nature and they do not require any corrective action from your part.

Iy Warning

1. Buyer has requested for you to submit a single, best quote. Multiple quotes (re-quoting) for this RFQ are not allowed.
2. This quote i in response to an RFQ where the submitted quote will be evaluated in two stages - Technical and Commercial.

Create Quote *M@4* Review and Submit (RFQ S6e8)

Cancel | | Back | | Validate | | SaveDraft | | Submit

Figure 24 Message including warnings in case no errors occurred
In this case, where no more errors occur (i.e. you have received the aforementioned message including the two

warnings), you may proceed to the next phase of producing two system reports.

Mandatorily, click on the command buttons “Save draft” to save your work on the draft response so far, before

you continue to create the reports.

Click on “Home” at the top of the page. Details regarding the production of reports are provided in the following

section.

Directorate for Management, Development & Support of the National Electronic Public Procurement System (NEPPS)

Department for Support and Training of NEPPS Users
oeA. 14 of 33



3. Producing the system reports

This part of the eSubmission process is dedicated to the production of two System Reports. After having properly
filled out the draft response (bid) (as described in the previous section 2 Preparing your draft response), you must
produce two reports that summarize all the information included in your draft so far. The first report summarizes
the information regarding your supporting documents and/or technical offer, while the second report summarizes
your financial offer.

Pay extra attention to the fact that you should proceed to the production of the System reports only in the case
you have finished filling out and reviewing your draft response (bid) for possible errors and after saving your
draft. In case you perform changes to your draft after having produced the System Reports, the reports are not

valid anymore and you have to repeat the process of producing these reports.

Overall, on the final eSubmission of your response, both your system reports will be subject to verification and
approval by the system’s controls and will be accepted only:

o if they are produced after the last changes-modifications on the draft
e if they are the last produced reports, in case more reports for the same tender have been produced
e if they have been generated correctly, according to the following guidelines

3.1 Technical Offer

The steps to produce the report for supporting documents and/or technical offer are the following: While being
in the Home page, choose from the Main Menu (on the left of the screen) the option “Reports”, by clicking in a
sequential manner: “Sourcing Supplier”-> “Sourcing” ->“Reports”.

Main Menu

#) [ GGE iSupplier Portal Full Access
=03 Sourcing Supplier,
= [ sourcing
= Sourcing Home Page

= Worklist
= Reports

Figure 25 Option “Reports”

1. Click on the magnifying glass tool which is found at the end of the textbox “Program Name”

Schedule Request: Define
* Indicates required field

O New Request
Copy Request

Program Name \)\

Request Name |

Figure 26 Magnifying glass tool
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2. Inthe pop-up window click on the “Go” command button, without specifying any “Program Name” in the

empty input box

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go” button.

Search By | Program Name j | ﬂ

Figure 27 “Go” button

”n

3. From the second column “Quick Select” click on the yellow icon to select the “Supplier Quote

Results
Select Quick Select Program Name
5 Supplier Offer Value
5 Supplier Quote

Figure 28 Selecting the “Supplier Quote”

4. Click on the “Next” command button (either at the top or the bottom of the screen)

Schedule Request: Name
* Indicates required field Cancal | Submit [siep 17

i

Qe Request
Copy Request

Program Name  Suppler Quate A
Request ame |
The rars can b v 0 saarch for v e
Language Settings
Setact | Select None
Select "Language  *Territory Numeric Character
American Engish Greece Q. Y
Greek Greece Q Q

Cancel || Submit [Step 1 of 7 | Mext

Figure 29 Click on the “Next” button

5. Type the unique negotiation number (i.e. eTender ID) of the eTender (for example in this case 80934) in
the textbox “Number”, then click on your computer’s keyboard the button Tab(ulator) key to verify your
input. Then, click on the “Submit” command button (either at the top or the bottom of the screen)

Schedule Request: Parameters
* Indicates required fied Cancel | submit | Back | step 2077 [ Next

Program Name - Supplier Quote
Request Name

* Number Q

Cancel§| Submit Bar.HStepZof? Next

Figure 30 Typing the unique number of the eTender

6. At the next page, click on “Submit” again, in order to submit to the system a request to produce this

report.

Schedule Request: Review

Cancel || Back | Step 7 of f| Submit

Concurrent Program Name  Supplier Quote
Request Name
Operating Unit
Language Settings
Language  Territory Numeric Character
American English Greece .

Figure 31 Click on the “Submit” button
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7. Write down the report’s Request ID appearing at your screen and then click on the “OK” button.

(©) Information

Your request for Supplier Quote has been scheduled. The Request ID isI 8173361

Figure 32 Request ID

8. At the next page, click on “Refresh” as many times necessary, until in the “Phase” column the status is
"Completed" for both the lines indicating your “Supplier Quote” (line indicated by the abovementioned
Request ID) and the accompanying log report file “Concurrent Request output registration for Sourcing”

8173361 Suppler Quota

Requests Summary Table
Refresh
Reduest ID et Phese St |ScheduedDete Deals | Outpt | Repubish
8173362 Concurrent Request ouput registration for Sourcing Completed Normal | 06/04/2020 18:51:50 @ @Fj "o.?z
Completed Nomal | 06/04/2020 18:51:35 @ @FJ .b'gz

Figure 33 Summary table of Report Requests

9. You may download the “Supplier Quote” by using the relevant icon in the column “Output” (right click on

the icon and choose “Save Link As...”).

Output

ard

Figure 34 Icon for downloading the report

Consequently, you have downloaded to your personal computer a PDF file (e.g. Supplier_Quote_060420.pdf)
summarizing the information included in your response draft (bid) regarding your supporting documents and/or

technical offer.

Supplier Name:
Contact Email:

Tender Number:
Tender Title:
Bid Number:

Date: 08/04/2020 22:13:20

VENDORO1
01@vendor01.com

80934
TRAINING SESSION 3_2019

74041

SUBDIRECTORY: DOCUMENTS / TECHNICAL OFFER

TITLE

DESCRIPTION FILE NAME

espd_response.pdf

CONFIDENTIAL

ESPD

ESPD (PDF)

TECHNICAL OFFER RESPONSES

Figure 35 Sample preview of “Supplier Quote”
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This file must be digitally signed, using at least a qualified digital certificate according to EU eIDAS Regulation
910/2014.

Please verify that you have done this process correctly:

e Open the signed PDF file in Adobe Acrobat Reader DC or similar software
o Validate that you have digitally signed this document
o Goto “File” in the main menu, select “Properties” and verify that the “PDF Producer” property has
not been changed and the property’s value is still "ORACLE xml publisher

Please have in mind that some software may have alter the PDF file’s properties, without your knowledge:

1) While trying to download the PDF file by clicking on the “Output” icon, you may open it in a new window
or tab using your web browser’s PDF plugin. In this case, be aware that several web browsers’ PDF plugins
might introduce changes in the file’s properties while saving it to your computer (i.e. changes in hash code
and/or PDF Producer property). Workaround: Download the file directly by right-clicking on the “Output”
icon and selecting the option “Download/Save link as” bypassing the PDF plugin of your web browser.

2) Your digital signature software might introduce changes in the file’s properties while signing and saving
it to your computer (i.e. changes in hash code and/or PDF Producer property). Workaround: Consult your
digital signature provider to change signing parameters so that these file properties are not changed while
signing the file. Otherwise, use a digital signature from another provider.

3.2 Financial Offer

The process must be repeated once again, performing exactly the same steps 1-9 described in the previous section,
in order to produce the relevant report for the price quote (financial offer).

The only difference is that this time the “Supplier Offer Value” report (instead of “Supplier Quote”) has to be
selected at Step 4.

Results
Select Quick Select Program Name
ISuppIier Offer Value I
- Supplier Quote

Figure 36 Selecting the “Supplier Offer Value”

Once again, after the completion of the process, a corresponding PDF (e.g. Supplier_Offer_Value_060420.pdf) will
be downloaded, that will include the information of your financial offer.
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Dale : 0B/04/2020 22:20:42

TABLE OF OFFERED PRICES

Supplier Name: VENDORO1

Tender Number: 80934
Auction Title: TRAINING SESSION 3_2019
Bid Number: 74041

s/ OFFER

‘ TITLE ‘ DESCRIPTION ‘ FILE NAME ‘ CONFIDENTIAL |

FINANCIAL OFFER RESPONSES

‘ REQUIREMENTS ‘ TARGET ‘ RESPONSE ‘ COMMENTS ‘

PRIGE EXCL VAT VATTOTAL
UNIT OF TOTAL PRICE
MEASURE e o ToTAL | % | AMOUNT | INGLVAT
PRICE
T 606112008 | Unspocifiod i 0000 | 60.000,00 | 24 | 14.400,00 74.406,00
Ymmpeaieg
"
Kupitov

FINANGIAL OFFER TOTALS 60.000,00 14.400,00 74.400,00

AA ITEM

TOTAL PRICE EXCL VAT: 60.000,00

TOTAL PRICE EXCL VAT IN LETTER: EZHNTA XIAIAAES EYPO.

Figure 37 Sample preview of “Supplier Offer Value”

This file must be digitally signed, using at least a qualified digital certificate according to EU elDAS Regulation
910/2014.

Please verify that you have done this process correctly:

e Open the signed PDF file in Adobe Acrobat Reader DC or similar software
e Validate that you have digitally signed this document
e Goto “File” in the main menu, select “Properties” and verify that the “PDF Producer” property has
not been changed and the property’s value is still "ORACLE xml publisher"

Please have in mind that some software may have alter the PDF file’s properties, without your knowledge:

1) While trying to download the PDF file by clicking on the “Output” icon, you may open it in a new window
or tab using your web browser’s PDF plugin. In this case, be aware that several web browsers’ PDF plugins
might introduce changes in the file’s properties while saving it to your computer (i.e. changes in hash code
and/or PDF Producer property). Workaround: Download the file directly by right-clicking on the “Output”
icon and selecting the option “Download/Save link as” bypassing the PDF plugin of your web browser.

2) Your digital signature software might introduce changes in the file’s properties while signing and saving
it to your computer (i.e. changes in hash code and/or PDF Producer property). Workaround: Consult your
digital signature provider to change signing parameters so that these file properties are not changed while
signing the file. Otherwise, use a digital signature from another provider.
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4. Completing the bid submission

In order to complete the bid submission, you have to navigate back into your draft response at the Negotiations
Page (see section 1.3 List of active and draft responses) and the digitally signed system reports as attachments to
your draft bid.

Once entering the draft response, the two digitally signed reports generated by the system have to be added as
attachments correctly to the relevant category of attachments (see section 2.1.1 Adding Attachments). Please
have in mind that since you have already produced the system reports no additional changes to the draft should
be performed. In case you need to perform changes to your draft after having produced the System Reports, the
reports are not valid anymore and you have to repeat the process of producing these reports.

More specifically, add as attachment the report regarding the supporting documents and/or technical offer by
providing a proper title and description and assigning it to the category “From Supplier: Technical”. Browse and
find the digitally signed PDF file. Then click on “Add Another” or “Apply” for uploading the file.

Add Attachment

cancel | | Add Another | || Apply

Attachment Summary Information

Title [SYSTEM TECHNICAL OFFER

Description  [Technical report by the system digitally signed

Category | From Supplier: Technical  ~|

Define Attachment

Type @Fle  Avalimen TECHNICAL_REPORT_signed.pdf

Figure 38 Uploading the “Supplier Quote” digitally signed PDF file

After uploading the first report, add as attachment in a similar fashion the second (financial report). Once again,
provide a proper title and description, assign it however to the category “From Supplier: Commercial” and browse
to find the digitally signed PDF file. Then, click on “Apply” to upload it.

[Add Attachment |

Cancel Add Another I Aunlvl

Attachment Summary Information

Title |SYSTEM FINANCIAL OFFER

Description  |Financial report by the system, digitally signed

Category | From Supplier: Commercial ~ |

Define Attachment

I Type @File  Avalimon..  FINANCIAL REPORT signed.pdf I
i ')

Figure 39 Uploading the “Supplier Offer Value” signed PDF file

It must be noted that the order of uploading the two digitally signed reports does not affect at the submission

process. You may upload first either the technical report or the financial report.

Without any further delays, you now click on the “Continue” command button.
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' Navigator ¥ @ Favorites ¥ Home Logout Preferences Help Diagnostics
Negotiations
Negotiations > Active Negotiations >

Create Quote: 74041 (RFQ 80934)

Cancel | View RFQ ‘ Quote By Spreadsheet ] Save Draft | C
Title TRAINING SESSION 3 2019 Time Left 115 days 20 hours
™ Two-Stage RFQ &) Close Date 31/03/2020 10:00:00
Header Lines

Supplier VENDORO1
RFQ Currency EUR
Quote Currency EUR
Price Precision Any

Figure 40 Click on “Continue” button after uploading the two reports

In the next screen, you get the familiar message including the two warnings (as discussed in section

Figure 21 Providing financial offer and replying to “Attributes”

2.3 Checking the draft). Then, click on the command button “Submit” in order to complete the eSubmission

/1y Warning

1. Buyer has requested for you to submit a single, best quote. Multiple quotes (re-quating) for this RFQ are not allowed,
2. This quote is in response to an RFQ) where the submitted quote will be evaluated in two stages - Technical and Commercial.

Create Quote Whidé®: Review and Submit (RFQWHE

[r——

Cancel | | Back | | Validate | | Save Draf| | Submit

Figure 41 Click on the “Submit” button to complete the process

The system performs the appropriate checks and validations on the content of the eSubmission and records the
submission time with a digital time stamp from a qualified third party system. In case of successful processing, you
get a confirmation message on your screen, as indicated in the screenshot below (Figure 42), that your response

(bid) has been submitted successfully. Additionally, at the Negotiations Page, your response (bid) will now appear
as “Active” instead of “Draft” (see column “Response Status”).

Negotiations

D Confirmation

Quote Teee for RFQ e8mee (Aarkfipusn 17772018 via npopfiBeia Tpogipay oTo Anpd Indwwn) has been
submitted.

Return to Sourcing Home Page

Figure 42 Confirmation message in case of successful submission of the bid

In case of unsuccessful processing, please refer to section 7.2 Common mistakes and corresponding System error

messages to resolve any issues or mistakes of your draft response (bid). Please, be aware that in this case you
have to produce, sign and attach the two (2) aforementioned reports again.
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5. An alternative way of bid submission using spreadsheet

In case there is a large number of lines in the tab “Lines” and/or a large nhumber of requirements in the tab

“Header”, you may choose an alternative way of preparing your draft through the use of spreadsheets.
Specifically, you may follow the following steps:

1. Once creating you created your draft, click on the command button “Quote by Spreadsheet”

Create Quote: 170831 (RFQ 89781)

Title

Header Lines

Supplier

RFQ Currency
Quote Currency
Price Precision

ZYNOMTIKOZ AIA

@ Two-Stage RFQ &

NIZMOS MIPOMHOETAT EIAQN NANTONQAEIOY

esidis
EUR
EUR
Any

Cancel | [ View RFQ | | Quote By Spreadsheet | ||Save Draft | | Continue
Time Left 2 days 18 hours

Close Date  09/04/2020 15:00:00

Figure 43 Click on the “Quote by Spreadsheet” button

2. Click on command button “Export” to download the XML spreadsheet template for this eTender

Step 1:Export Spreadsheet

Format @ XML Spreadsheet - Rich Style (.xml)
XML Spreadsheet - Light-Weight Style (.xml)
Tab-Delimited (.txt)

Step 2:Import Spreadsheet

Format (@ XML Spreadsheet (.xml)
Tab-Delimited ({.txt)
Avalfion..  AevemheéyBnke apyelo.

Import

File To Import

¥ TIP Rich style includes spreadsheet cell borders, which will cause the file size to grow significantly after the XML file is saved in Microsoft Excel (TM).

Figure 44 Exporting the speadsheet

3. Following the previous action, a compressed file (namely RFQ*****-Response.zip where *****

corresponds to the unique number of the eTender) can be downloaded. Save it locally to your personal

computer, decompress it and open the file RFQ*****-Response.xml

Fill out all yellow fields included in the “Header” sheet, which actually constitute the replies to the

requirements set by the Contracting Authority.

IYNOMTIKOZ AIAMQNIZMOZ NPOMHOEIAL EIAQN MANTOMNQAEIOY
AFO BaTE1 Company EEHBHE
Closa Date 914/20 15:00 Suyer OBDBO-N N HAEIAE(MYPrOE-AMAN-KPEE), Tydua NpopnSein
AFQ Curancy EUR Bhone
ke Gumancy EUR Emal nosckproilatonet.gr
Price Pracision Any Suppliar esidis
Supplior St
Header
Bmpie TAZ0
Note to Supplers
Not ta Buyar
L
Requirements
Title ‘Cwate Valup
AIKAIOADMHTIKA IYMMETOXHE
TG BNGTO0VIG! ST SakADULT WAl
TERTIREE TP ORI FROEE
TG GTIGTOTG! T SHKARULT NAT

Figure 45 Replying to the requirements set by the Contracting Authority
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5. Fill out the yellow fields included in the “Lines” sheet. These actually represent your quotes-prices for the
lines you are interested in. The prices have to be expressed in net terms. Your total quote is presented in
the corresponding cell.

LZYNOMNTIKOZ AIAMQNIZMOE NPOMHOEIAZ EIAQN MANTONQAEIOY
AFO BATE1 Company EDHAHE
Tlose Date. 24120 15:00 Suyer DBOED-FN.HAELAE(NTYPIOE-AMAN-KPEE), Tufya Mpopnarsin
AFQ Cumancy EUR Bhone
Cuote Currancy EUR £mail nosekproiatonal.gr
Brice Praciskon Any Suppliar eskdis
Supplier Site
Lines
“uota Total (EURI[™ 2a10.00]

Lina: Hem,Rav Start Price | Unit Quantity ‘Quate Prica [ Suote Quantity Promised Date
T RARCTART TARE TE TYIRETATIE TT0 T Thr 2T TCREING L [ T
TTEAT TRRET = FVERETATA TN 70 TERAR] TEasa T R T TR
TOVEIROT KV FHT TERE T Each 75D THIT
TTETARIEY Toyp [ T0 RATE TERERTTTERTERET S TR T A TET T
TV TOOIATAT 250500 GF TERE T Each T Tn|

TRRET ST EH T E A T T
L O T VR TETFTIT =0 T [ T
TV T RGH TEETZI00T Each iz 7T
TR SFFR S0 A T EEil pr T

TR TR Each TS THT

TT Taaahn wravies S0, T EACh K TE| ]
T TR IR TERTZTHT RrGgran 0
TR I TR TR Tah T TET
TA TIET XONAFOT Z50GR TR Ty Each L T
T S gk 00T TERTTTITE A 0 T
TENEPD EMGAATIERD 15 O [1E EYEREVATIA 1|2 10003 TACREAG TS TE
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Figure 46 Providing quotes-prices for selected lines of the eTender

6. After having filled out the spreadsheet, save it and go back to the e-procurement system to browse for it
on your computer by clicking the command button “Avaiitnon...” (which means browse in Greek) and
then import it (click on command button “Import”)

Create Quote 170831: Quote By Spreadsheet (RFQ 88781)

RFQ Currency EUR
(Quote Currency EUR

Step 1:Export Spreadsheet

“TIP Rich style includes spreadsheet cell borders, which will cause the file size to grow significantly after the XML file is saved in Microsoft Excel (TM).
Format (@ XML Spreadsheet - Rich Style (.xml)
XML Spreadsheet - Light-Weight Style (.xml)
Tab-Delimited (.txt)

Export

Step 2:Import Spreadsheet

Format @ XML Spreadsheet {.xml)
Tab-Delimited (.txt)
File To Import Avalftnor... RFQ89781-Response.xn

Import

Figure 47 Browsing and importing the spreadsheet

7. After importing the file, you will notice that your draft will be updated with the quotes-replies you have
included in the spreadsheet.

Pay attention that the upload of the documentation and the addition of references would be carried out through
the e-procurement system, as indicated in sections 2.1.1 Adding Attachments and 2.1.3 Adding References,
respectively. The spreadsheet may be used exclusively as an alternative way of filling out replies to requirements
and prices for the lines of the tender.

The remainder of the process (reports, submission) is carried out as indicated in sections 3. Producing the System
Reports and 4. Completing the bid submission
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6. Starting/continuing your draft response in case of an amended tender

This section demonstrates how the Ecomomic Operator may acknowledge possible amendments that have been
performed on a specific tender and proceed with the eSubmission process described in the previous sections. It is
noted that the Contracting Authority has the potential to perform amendments in case of occurrence of electronic
errors during the initial design and publication of the electronic Tender. In such cases, the unique number of the
negotiation number is slightly modified, obtaining an extension, e.g. “,1”. For example, in case the eTender with
unique number “171432"” is subject to amendments by the Contracting Authority, its new unique number will
change to “171432,1”. There is no limit to the number of possible amendments, after each amendment the
extension of the unique number of the tender will change accordingly, “171432,2” after the second amendement,
“171432,3” after the third amendment and so on.

After using your personal credentials in the Log-In Page (see section 1.1 Registration and Log-In Page”), you are
redirected to the platform’s Home page. From that point, follow the step-by-step guide described below in order
to locate the eTender and start/continue drafting your bid.

1. From the Main Menu (on the left of the screen) in the Home page, click on the three cascading options in
a sequential manner:
“Sourcing Supplier”-> “Sourcing” ->“Sourcing Home Page”.

[# [ GGE isupplier Portal Full Access

& U sourcing Supplier,
(= [ sourcing
| = Sourcing Home Page |
=) Worklist
= Reports

Figure 48 Navigating to Sourcing Home Page

2. You are now in the Negotiations page
Go to the field at the top of the page “Search Open Negotiations”, unfold the drop-down menu and
choose "Number" and then enter the eTender’s negotiation number, for example in this case 171432 and
click on “Go”.

@ : ourcing
gato orites 0
Megotiations
Search Open Negotiations | Number w [ll171432 | 1| Go
Welcome, esidisTest esid ¥
Your Active and Dral .
Press Full List to view all yol Category ~ [responses. Full List
Response Respons Line lier  Negotiation Unread
Number Status | Event Number Title Type Time Left Monitor Messages
229685 Draft 93844 AYNAMIKO ZYETHMA ATOPON-TNKM-M.E. NEAAAZ-META®OPA RFI 275 days 10 hours 1]
MAGHTQN 2020-2023
231032 Draft 92862 AYNAMIKO ZYETHMA ATOPON -MKM-M.E ©@EZZANONIKHE 2020 RFI 275 days 10 hours 12
287928 Active 167314 TRAINING_SESSION_X.T._A.ZH 2/2022 RFQ 337 days 1 hour {1]
220278 Draft 103097 AigknpuEn 2/2021 RFI 459 days 10 hours 1]
228083 Draft 91887 134500/8868/5-6-2020 RFI 641 days 10 hours 37

Figure 49 Search open negotiation with the initial unique number
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3. Active Negotiations page

Navigate through the amended Tender by clicking on the corresponding negotiation number (column
“Number”).

pegotiations
Negotiations >
Active i

Search

Note that the search is case insensitive

Number [171432 Contact
Title Line
Category Event
| 6o | [ clear
Select Negotiation: | Respond
‘ | [an [Your Company's unread
Seledt lumber [Ttie lcontact Time Left + [Close Date Responses  |Responses Monitor Messages
of =21 i b riipnons avhiy a aviiy o hupdray ;’éuf\@g::g;im;, Mrs, AEY.AM. 2hours  |27/09/2022 15:00:00 Sealed 0 0

Return to

Figure 50 Responding to the tender selected

4. Negotiations page

A warning message may be found at the top of the page that informs the user for the existing
amendments. Click on “View Amendment History”.

Negotiations >  Active Negotiations >

i Warning

. To be considered for award you must acknowledge each amendment and submit (or resubmit) all your responses to ensure that they comply with the changes.
View Amendment History

RFQ: 1714321

Actions | Create Quote v Go
Title fipnon MOV ka1 avTAIGY i
avakukAopopiag avTAooTaciov AupdTev Kk Open Date  06/09/2022 12:44:21
Status Active (Locked)

Close Date  27/09/2022 15:00:00
Time Left 01:55:26

Figure 51 Click on the “View Amendment History” link

5. Amendment’s History page

Clicking on the “Show All Details” and the corresponding icon under the column “Review Changes” you

may see all the amendments performed in the tender by the Contracting Authority. By clicking
“Acknowledge Amendments” button you proceed on the next page.

HNegotiations
Negotiations >  Active Negotiations > RFQ: 1714321 >
History (RFQ 171432)
To be considered for award you must acknowledge each amendment and submit (or resubmit) all your responses to ensure that they comply with the changes.

| Acknowledge Amendments I
l Show All Details | fiide All Details

Number ~ ‘l’lﬂe

Status ‘ |
g Show|171432,1

Review Changes
Active (Locked)

L= 1
Amended (Locked)

suvTfipnong avikov ke avrhidv eowTepi; avaxukhoopiag avThiogTaoiuy AupéTa k

5 Show 171432 suvTfipnong aviAkov ke avridy eowTepil; avaxukhoopiag avThiogTaoiuy Aupéta k

Return to RFQ: 171432.1

Acknowledge Amendments

Figure 52 Click on the “Acknowledge Amendments” button

6. Acknowledge Amendment’s page

Check the message “I have read the terms and conditions below and acknowledge amendment RFQ ... "
and click then on the “Acknowledge” button.
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Negotiations > Active Negotiations » RFQ: 171432,1 > Amendment History (RFQ 171432) >

d (RFQ 171432,1)

b read the terms and conditions below and acknowledge amendment RFQ 171432,1.

Header

Label RFQ 171432 RFQ 171432,1

Amendment Description AABOZ ITON NPOYNOAQTIZMO

Notes and Attachments

To be considered for award you must acknowledge each amendment and submit (or resubmit) your response to ensure your response complies with the changes. Cancel Acknowledge

Figure 53 Click on the “Acknowledge” button

You get a confirmation message regarding the acknowledgment of tender’s amendments. Click on “Yes”

button (Figure 54) to start/continue drafting your bid for the tender (Figure 55).

[% Confirmation
All amendments of Negotiation 171432 have been acknowledged successfully. You may now
respond to the negotiation. Do you want to proceed?

If a response has been submitted previously, resubmission is required to ensure the response complies with
the changes.

Figure 54 Click on the “Yes” button to create/continue bid’s draft

Negotiations > Active Negotiations > RFQ: 171432,1 > Amendment History (RFQ 171432) >
Create Quote: 302863 (RFQ 171432,1)

cancel | | viewRro | [ quoteBy save Draft | | continue
Title  ZuvTrpnong ovTAKGV KaI OVTAIGY ECGTEDIKK) iC i Time Left 01:53:14

Close Date  27/09/2022 15:00:00

hupdmov k
M Two-Stage RFQ )
Header  Lines
Supplier ~ esidis
RFQ Currency EUR
Quote Currency EUR
Price Precision  Any
Attachments
Add Attachment...
Title Type Description Confidential Category Last Updated By Last Updated Update Delete

No results found.

Requirements

Figure 55 Creation of bid’s draft

The process of eSubmission may now be continued following the guidelines provided in sections 2. Preparing your

draft response and 3. Producing the system reports.
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7. Attention Points
7.1 Alternative types of Tenders

As mentioned earlier, it is always advisable that you explore the electronic tender and review its content. You may

navigate towards the Negotiations Page (see section 1.3 List of active and draft responses) and click on the

number of the tender under the column “Negotiation Number”.

Throughout this manual, we have carried out our discussion under the assumption that:

The tender is a two-stage Request For Quote (RFQ), which means that it consists of two stages as far as
the unshielding of the encrypted submitted responses (bids) and their evaluation concerns (first
Supporting Documents/Technical Offer and then the Financial Offer). Indeed, the vast majority of
published e-procurement tenders in Greece fall under this category. However, there are exceptions to
this rule, as you may fall upon: (a) a one-stage RFQ tender that requires the Evaluation Committee to
undergo a single opening of bids whereby participation, technical and financial documents are opened
simultaneously, that is, all at once or (b) a one-stage Request For Information (RFI) where only
participation and technical documents are requested, not financial documents

The information regarding whether the eTender consists of one or two stages appears in the electronic
tender at the tab “Header” (indication “Two-Stage RFQ").

RFQ: 80934 i
1 Actions | Online Discussions~| [ Go

Title TRAINING SESSION 3_2019
Status Active (Unsealed) Open Date 20/03/2019 09:49:29
Time Left 22 days Close Date  29/04/2020 23:00:00

Header Lines Controls

Buyer KdAMiag, Mr. Andorohog Unlocked Date  15/01/2020 14:56:01
TR T Outcome  Standard Purchase Order
Two-Stage RFQ Bl
Quote Style  Sealed Unsealed Date  15/01/2020 14:56:01
Unsealed By Enrmponi Anoogpayiong .

T poT o
Description  TRAINING SESSION 3_2019

Figure 56 Two-stage RFQ indication

In the absence of such a checkbox, the eTender is not a two-stage RFQ but it constitutes instead an one-
stage RFQ.

The information regarding whether the eTender concerns a RFQ or RFI process appears also at the top
of the electronic tender, where the indication “RFQ” or “RFI”, respectively, is followed by the unique
number of the tender.

The Economic Operator might not be obliged to submit its offer for all the lines included in the tab
“Lines”. However, this possibility is set up by the Contracting Authority and is indicated via the
corresponding rule “Suppliers are allowed to respond to selected lines” (see Figure 57) which appears in
the tab “Controls” of the electronic tender.
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Header Lines Controls
Schedule

Preview Date 06/04/2020 15:21:08 Open Date 06/04/2020 15:21:08
Close Date 09/04/2020 11:00:00 Award Date

Response Rules

Suppliers are required to respond with full quantity on each line

[ Suppliers are allowed to provide multiple responses
[ Buyer may close the negotiation before the Close Date

Buyer may manually extend the negotiation while it is open

Figure 57 Rule for allowing or not the response to selected lines

In case this rule is not selected, it implies that the Contracting Authority requires that the Economic
Operator has to submit a response (bid) for all lines included in the “Lines” tab.

7.1.1 One-Stage RFQs/eTenders

If the eTender is designed as a one-stage RFQ, the following differences would occur during the submission of your
offer.

Difference 1: While in the process of attaching your documents attaching your documentation (see section 2.1.1
Adding Attachments), the difference is that only one category type is available, namely “From Supplier”, instead
of the two category types (“From Supplier: Technical” offer and “From Supplier: Commercial”) existing in the case
of two-stage eTenders.

|Add Attachment

I

Y

Title
Description

4
I Category From Supplier I

Define Attachment

Type @File  Avalimon Aev enAEXBrKE GPXEID.

Figure 58 Exclusive category for the attached documents

Difference 2: When reviewing your draft response (see section 2.3 Checking the draft), in case of no errors
occurred, you expect to receive a slightly different message bearing only one, instead of two, warnings (as
indicated in the figure below). This warning is simply informative in nature. It does not require any corrective
action from your part.

1, Warning
Buyer has requested for you to submit a single, best quote. Multiple quotes (re-guoting) for this RFQ are not allowed.

Figure 59 Warning message in case no errors occurred
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Difference 3: You will have to produce exclusively one System Report, instead of two, i.e. the Financial Offer report.
On one-stage tenders, you have to produce exclusively one System Report, the Financial Offer (see section 3.2
Financial Offer). Then, you digitally sign it and upload it to your draft response in order to complete your
submission, following the steps described in section 4. Completing the bid submission

7.1.2 RFl procedures

If the eTender is designed as an RFl, the following differences would occur during the submission of your offer.

Difference 1: While in the process of attaching your documentation (see section 2.1.1 Adding Attachments), the
difference is that only one category type is available, namely “From Supplier”, instead of the two category types
(“From Supplier: Technical” offer and “From Supplier: Commercial”) existing in the case of two-stage eTenders.

jadd Attachment

Title
Description

2
I Category From Supplier I

Define Attachment

Type € File Avalimon.. Aev emAEXBNKE apyeio.

Figure 60 Exclusive category for the attached documents

Difference 2: When reviewing your draft response (see section 2.3 Checking the draft), in case of no errors
occurred, you expect to receive a slightly different message bearing only one, instead of two, warnings (as
indicated in the figure below). This warning is simply informative in nature. It does not require any corrective
action from your part.

1y Warning
Buyer has requested for you to submit a single, best response. Multiple responses for this RFI are not allowed.

Figure 61 Warning message in case no errors occurred

Difference 3: You have to produce exclusively one System Report, i.e. “Aitnon Zuppetoxng”’. The process is
identical to that presented in section 3.1 Technical Offer. You have to follow the same steps 1-9 in order to produce
the relevant report, apart from the Step 4 where the choice “Aitnon Zuppetoyxng” has to be selected.

Results
Select Quick Select Program Mame
Yy Y Supplier Offer Value
— = Supplier Quote
— I = AiTnon ZuppsSToxnc I

Figure 62 Selecting the “Aitnon Luppetoxng”
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7.1.3 Obligation to respond to all the lines of the tender

In case the Contracting Authority has not enabled the possibility to submit offers for selected lines, you are obliged
to provide your prices for all the lines included in the tab “Lines”. In case you omit to fill out the price in one or
more lines, you will be informed accordingly (as indicated in the next figure) and you cannot complete the
eSubmission.

&) Error

The RFQ control requires you to quote on all lines

Figure 63 Error message in case of existence of lines without price

7.2 Common mistakes and corresponding System error messages

Just before clicking on the command button “Submit” as well as after clicking on it, the system performs a series
of checks to validate the content of the response. In case of issues being detected, the system displays error
messages to inform the user for possible errors or omissions.

The most common errors that occur before proceeding to the submission (before clicking on “Submit” command
button):

+ Asindicated in section

% 2.1.2 Replying to Requirements, you are obliged to reply to all requirements set by the Contracting
Authority. In case you omit to fill out one or more replies, the following error message will be produced,
accompanied by the name of the missing requirement(s).

& Error

A guote value is required for reguirement Onwe anarrolvTal oTn SIaknpuEn..

Figure 64 Error message in case of missing replies to requirements

®

% Asindicated in section 2.1.3 Adding References, you are obliged to fill out at least one reference with at
least one character. If you omit satisfying this constraint, you will get the following error message.

& Error

You should insert at least one reference

Figure 65 Error message in case of omitting fill out a reference

*»+ As discussed in section 2.2.2 Lines organized in groups, if there are lines that are organized by the
Contracting Authority into a group, you are obliged to fill out prices for all the lines included in the group.
In case you omit to fill out the quote in one or more lines of a group, you will be informed accordingly.
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Line Update Ship-To Rank StartPrice  Quote Price
1[5 YTPA KAVZIMA YA Sealed
1.1 Nerpéhaio Bépuavo... J/ 6750-8HMOZ MHNEIOY Sealed [
1.2Merpéhaio vriteh ./ 6750-AHMO3 MHNEIOY Sealed [ &
1.3 AubAUBSn Bevlivn 7 6750-AHMOZ MHNEIOY Sealed [ 10

&3 Error
All lines in a group must be bid together for line 1.

Figure 66 Error message in case of not providing prices for all lines of a group

«+ As indicated in section 2.2.3 Parameters included in Lines, you are obliged to provide both your quote
and your replies to the special requirements set by the Contracting Authority. In case you omit to fill out
the latter, the following error message will be produced, accompanied by the name of the missing
requirement(s).

& Error
A quote value is required for line 1: attribute AnaITEITal CUPPOXPWON LE TIC TEXVIKEC Npodioypapec T MakhpuEng..

Figure 67 Error message in case of missing replies to «Parameters»

In case you omit to fill out the price, you will get the following error message.

& Error

A price is reguired to place a quote for line 1.

Figure 68 Error message in case of missing quote for a line

%+ The files that you attach in your bid should have different names. In case you attach more than one files
with the same name, you will get the following error message.

@ Error

< Test file 1.pdf = The file with this name has been attached to the bid more than once. The names of the attached files must be unigue.

Figure 69 Error message in case of attaching multiple files with the same name

After clicking on the command button “Submit”, the system performs additional checks on the content of the
response and on the System Reports attached. Please, have in mind that the reports, supporting
documents/technical offer and financial offer, have to be extracted by the system following the process described
in sections 3.1 Technical Offer and 3.2 Financial Offer, respectively. The most common errors include:

** In case you have performed modifications to your draft response (e.g. upload additional attachments,
modify reply(-ies)/reference(s) in tab “Header”) after having produced the reports, the Technical Report
is not valid anymore since it does not include the latest updates and/or modifications. In such case, you
will get one of the following error messages and you cannot complete your eSubmission.
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@ Error
Technical bid has been changed after the end of the last print request. Last Change: 07/04/2020 01:52:40

@ Emor

To apyeio JavaSettingspf éyel npoaTe6el ova guvnuyEva End Tov AU TV exTunioziy Attachments have been added or filenames have been changed after the end of the Bid's printing requests.

@ Error

To apyzlo ESIDP_EN_PR_PR.pdf £y apaipefsl ano Ta auvnupeva UTa Ty Ay Tav ektundozov Attachments have been removed or changed title / description | confidentiality / category.

Figure 70 Error messages in case modifications have been performed after the production of the technical report

Similarly, corresponding error messages will appear in case the modifications concern the financial offer (e.g.
modify price(s) in tab “Lines”).

Solution: In each case, since the report(s) is (are) not valid, you are advised to delete the report(s) that is (are) not
valid from the draft response (bid) and repeat its (their) production.

@,

% In case you have not attached the technical (or financial) report at all to your draft response, or you have
attached it but assign it at the wrong category (e.g. the technical offer report has been accidentally
assigned to the wrong category “From Supplier: Commercial”) or you have not produced properly the
report following the prescribed step-by-step process described in section 3 ZdaApa! To apxeio
npoéAevong tng avadopds v BpeOnke., you may get the following error message and you cannot
complete your eSubmission.

€3 Error

A valid Technical Bid was not found among the attached files or it has been assigned to the wrong category.

Figure 71 Error message in case of absent or not proper Technical Report
Similarly, a corresponding message will be produced in case the financial bid is not valid.

Solution: In each case, you are advised once again to delete the report(s) that is (are) not valid and repeat its
(their) production. Finally, we remind once again that you should check whether the PDF file of the signed report(s)
attached has the correct properties:

This/These file/files, i.e. the PDF system reports regarding you bid’s summary, either for two-staged RFQs or
on-stage RFQs or RFls, must be digitally signed, using at least a qualified digital certificate according to EU eIDAS
Regulation 910/2014.

Please verify that you have done this process correctly:

e Open the signed PDF file in Adobe Acrobat Reader DC or similar software
o Validate that you have digitally signed this document
o Goto “File” in the main menu, select “Properties” and verify that the “PDF Producer” property has
not been changed and the property’s value is still "ORACLE xml publisher
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Please have in mind that some software may have alter the PDF file’s properties, without your knowledge:

1) While trying to download the PDF file by clicking on the “Output” icon, you may open it in a new window
or tab using your web browser’s PDF plugin. In this case, be aware that several web browsers’ PDF plugins
might introduce changes in the file’s properties while saving it to your computer (i.e. changes in hash code
and/or PDF Producer property). Workaround: Download the file directly by right-clicking on the “Output”
icon and selecting the option “Download/Save link as” bypassing the PDF plugin of your web browser.

2) Your digital signature software might introduce changes in the file’s properties while signing and saving
it to your computer (i.e. changes in hash code and/or PDF Producer property). Workaround: Consult your
digital signature provider to change signing parameters so that these file properties are not changed while
signing the file. Otherwise, use a digital signature from another provider.
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