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Acronyms / Abbreviations

Acronym :
Abbrev?atién Explanation
PDF Portable Document File
XML eXtended Markup Language
CA Contracting Authority
EO Economic Operator (supplier)
CAPC Contracting Authority Procurement Coordinator
CAPCA Contracting Authority Procurement Coordinator Assistant
CAPO Contracting Authority Procurement Officer
PO/TC Procurement Officer Tender Coordinator
PO/OS Procurement Officer Opening Staff
PO/ES Procurement Officer Evaluating Staff
PO/ESR Procurement Officer Evaluating Staff Responsible
CfT Call for Tender
FA Framework Agreement
MEAT Most Economically Advantageous Tender
SA System Administrator
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1.  e-Sourcing workflow

The e-Sourcing platform supports the following workflow (Figure 1):
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Figure 1 e-Sourcing platform supported workflow

The following terms are widely used within the e-Sourcing platform:
* Captcha is a type of challenge-response test used to ensure that the response
is not generated by a computer.
* Archived WS List is a list of completed CfTs which have been archived by
the user

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

» Digital Signature is a file containing a unique generated code based on the
contents of the tender package and the creation date of the tender package

* Timestamp is a marking of the time and date on which the tender was
uploaded in the system. Similar timestamp is used when a bid is submitted
during an e-Auction event

* Bid corresponds to an offer submitted during an e-Auction event

* One Envelope tender packing. Each tender will be packed into a single
envelope. Unlocking will be performed simultaneously for all sections of the
tender (eligibility criteria, technical envelope and financial envelope).

* Two Envelopes tender packing. Each tender will be packed into two separate
envelopes. Unlocking is initially performed for the eligibility criteria and the
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technical envelopes. Financial envelopes are unlocked only for suppliers who
have successfully passed the criteria of the other two sections.

The following deadlines are widely used within the system:

* Time-limit for receipt of tenders or requests to participate (mandatory):
Deadline for the Economic Operators to upload their tender solutions

* Deadline for dispatching invitations (optional): The deadline for
dispatching invitations to participate for specific CfTs

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

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

* Tenders Opening Date (optional): The date for unlocking the received
tenders. This date is set by default to be after the time-limit for receipt of
tenders.

Figure 2 provides a description of the workflow the Contracting Authority and
Economic Operators users follow to complete a procurement process.

T c e-Awarding
e-Notification e-Tendering :
. e-Auctions
2]

o & ——

ES = Prepare & publish

gE Notice >

£ g | >

8 § Provide

< Clarification Evaluate :i>
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Contract

" _—
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5] Tender

2.

S —

v »

‘g P Submi

E Clarification >

S et Bid in the e-Auction

- event
Accept
Award

v

Time

Figure 2 Workflow of Contracting Authority and Economic Operator users
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The following financial thresholds are specified in December 2007 by the European
Union (EU) relating to Supplies, Services and Works. For the procurement of Public

Contracts, the thresholds are:

Public Works (93/37/EEC) Public Services Public Supplies
(92/50/EEC) 93/36/EEC)
£3,497,313 £139,893 £139,893
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2. General Functionality

2.1.General usage guidelines

The e-Sourcing platform provides the following common navigation
behaviour/functionality:

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

‘Type: User roles: Status: Copy: ‘g

Figure 3 Example of a table header

«  The arrows M are used for sorting the results in ascending or descending

order according to the field selected. The button 22 is used to hide/ show a
number of fields in the table.

* Any search query or list, with more than a page of results, will include the
following navigation buttons:

“ First Page
n Last Page
- Previous Page
- Next Page

The following buttons are also widely used within e-Sourcing;:

Calendar Button. Selecting this button opens a calendar enabling the
=l yser to select a date

Search Button. Selecting this button opens a searching window
enabling the user to search for various codes (e.g. CPV and NUTS

codes)

(i}, Clear Button. This button clears the selection of the user
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2.2.The CfT Menu functionality

During the creation, editing and uploading of a Call for Tender (CfT), the CfT Menu
displays all functionalities available to the user. The CfT Menu is collapsed by
default:

v CFT:Procurement of Hospital Information Systems Show CfT Menu

Figure 4 The CfT Menu (collapsed)

If the user selects the “Show CfT Menu” button, the CfT menu will be expanded to
show all available functionalities. The user can select any of the provided
functionalities:

fT Menu

Migw CfT
ZfT docurnents

Clarifications

Tenders

e-fuctions

Automated notifications

Figure 5 The CfT Menu (expanded)

The CfT Menu will collapse by selecting on “Hide CfT Menu” button (Figure 4).
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2.3.Main Page

Homepage About E4n Help Contact
E‘ Searching functionality

e-5ourcing

vI

Log in =1 4 Welcome to e-Sourcing

Username: e-PPS e-Sourcing is & secure and interoperable
web-based application which constitutes & total solution

T for the implementation of electronic procedures in

conducting  public  procurement  competitions,  The .
systern 15 compliant with the provisions of the European -
Law of public procurement, Amongst its provisions, it supports the procurement of contracts through one-off and repetitive
procedures, The system is managed by Europsan Dynamics 54
® Forgot your password? ,’
Contracting Authority Sewlce’—./—-_[(}eneral nforroation_nemic Operator Services
Contracting Authority services provide a collaborative Econaormic Operator Services pravide the toals for carrying
e-Sourcing environment for organising Call for Tender- out automated, transparent and secure preparation and
. related activities. These services provide the tools for electronic submissions of requests for participation and
Information = supporting the management of electronic competitions tenders to public procurement competitions, It provides a
i
praoviding amongst others the means for the electronic nan-discriminatory solution on fundamental procuremesnt
B News preparation and transmission of procurement notices to the aspects, allowing economic operators to  carry  out
Official Journal of the European Union. Advanced services efficiently their procurement activities,
B5i Llicpracurement include the electronic and a_utor_nated evaluation of tenders,
the automated nokification of EQs when & Regqister as Economic Operator

leqislation 1 s £
4 addenda/corrigenda for competitions are published and the

support for electronic auctions,

Electranic public

procurement “
® Statistics
Latest news Statistics
® Relevant links
» Interactive wallthroughs View all wiew all
B FAQ
Calendar - X General Information | | Mews and Statistics |
July v 2009
MOTT W T F 5 5
1lz2|=2]4]¢%
5 7 2 9 |10f11f12
1z (1415|216 |17 | 18|19
20 21 22 23 24 25 26
27|28 29| 30|31
Last update: 09 July 2009 ©2009 European Dynamics
Homepage Government Web Portal Disclairmer Webrnaster

Figure 6 Main e-Sourcing page

The main page of the e-Sourcing platform consists of the following elements:

* Left column, which contains the Login panel, General Information Panel, and
Calendar Panel.

* Central column, which contains general information regarding the system,
the Economic Operators and the users of contracting authority. Furthermore,
it lists any uploaded news and also statistical information about the system
usage.
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» Static header of the main page which provides functionalities accessible from
all pages of the e-Sourcing platform.

» Static footer of the main page which provides functionalities accessible from
all pages of the e-Sourcing platform.

The fundamental sections of the main page are further described in the following.

2.3.1. Login Section

Login
Log in I =
Username:
Password:

¥ Forgot your password? -‘_+ Forgot passwaord

¥ Reqgister as Economic

COperator

o

Fegistration of economic operatar

Figure 7 Login panel

In this section, the system provides a functionality to enable all users (Contracting
Authority, Economic Operators and Administrators) to login in the system,
providing that they use the correct credentials (username and password).
Furthermore, a functionality to recover the user’s password is included. Finally,
functionality for the registration of Economic Operators within the system is
provided.
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Search Section

2.3.2.

Search Advanced search

Figure 8 Search panel

The users can access this section to search for Call for Tenders, Organisations and

users. Advanced searching functionality, (by selecting the button ) is also
provided (Figure 8).

2.4.Login in the platform

All users of the e-Sourcing module should have an appropriate user name and
password. In order for a user to login in the system, he must provide his credentials
in the login section of the main page:

Homepage ahout FaQ Help Contact

e-5ourcing

Select vl

User credentials

Log in = q

Welcome to e-Sourcing

Username: e-PPS  e-Sourcing is a secure and  interoperable
d‘pe‘ll | weh-based application which constitutes a total solution
for the mplementation of electronic procedures in
conducting  public  procuremment competitions. The
systern is compliant with the provisions of the European
Law of public procurerment, Amongst its provisions, it supports the procurement of contracts through one-off and repetitive
procedures, The systemn is managed by European Dynamics 54

Fassword:

asssnsns

# Forgot your password?

® Register as Economic
Operatar

Information =l

B Mews

® Public procurement
legislation

Contracting Authority Services

Contracting  Authority  services provide a collaborative
e-Zourcing environment for organising Call for Tender-
related activities. These services provide the tools for
supporting the management of electronic competitions,
providing amongst others the means for the electronic
preparation and transmission of procurement notices to the
Official Journal of the European Union. Advanced services
include the electronic and automated evaluation of tenders,
the autornated natification of EQs when
addenda/corrigenda for competitions are published and the
ainnnrt far electranic anctinns

Figure 9 User login

Economic Operator Services

Economic Operator Services provide the tools for carrying
out automated, transparent and secure preparation and
electronic submissions of requests for participation and
tenders to public procurement competitions, It provides a
non-discriminatory  solution on fundamental procurement
aspects, allowing economic operators to carry  out
efficiently their procurement activities.

@ Register as Economic Operator

If the user provides incorrect credentials (either user name or password) an error
message will be displayed:
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Homepage About FAQ Help Contact

e-5ourcing

Select vl

‘ Wrang user credentials I
Py

Login ; =T ( Welcome to e-Sourcing
Usernare:
dper An error has occured:
Password:
sesene

® Forgot your password?

e-PPS  e-Sourcing is a secure and interoperable
web-based application which constitutes a total solution
® Register as Economic for the implementation of electronic procedures in

Cperator conducting  public  procurement  competitions, The
system is cornpliant with the provisions of the European
Law of public procurement, Amongst its provisions, it supports the procurement of contracts through one-off and repetitive
procedures, The systemn is managed by European Dynamics SA

!

Information =

Figure 10 Wrong credentials

If the user provides an incorrect password for a username more than 3 times, the
user account will automatically get de-activated. In this case, the user should contact
the System Administrator to re-activate the account:

Homepage About FagQ Help Contact

e-5ourcing

User Credentials
Log i = 4 Welcome to e-Sourcing

Select vI

Username:
dper

An error has occured:
Password:

sssssass ® Account is de ed.

® Forgot your password? e-PPS e-Sourcing iz a secure and interoperable
web-based application which constitutes a total solution
for the implementation of electronic procedures in
conducting  public  procurement  competitions.  The
systern is compliant with the pravisions of the European
Law of public procurement. Amongst its provisions, it supports the procurement of contracts through one-off and repetitive
procedures. The systerm is managed by European Dynamics 4

[ Register as Economic
Operator

Information =

Figure 11 De-activated account

2.5.Login to the platform for the first time

The following steps are available, when the user login to access the e-Sourcing
services for the first time:

1. As a first step, the user will have to provide the transaction number (which is
received by email after his successful registration on the platform):
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UE e-Sourcing Platform - Password reset instructions

New password for user: dper, with full nsme Diwitrios Perperidis.

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

Tou can access the new password section through the following link:
http://po.eurodyn. com: 7003/ epps/ preparefesetPassvord. do?username=dper énuw=tlkx zufwal3 ]

Tour registration transaction nuwber is: 1038316014

L i o i O i O il o i i e O o e i o i i ol o o

IMPORTANT: A4l1l1 actions within the e-3ourcing FPlatform will be recorded for asuditing purposes.
Thi= email and any files transmitted with it are confidential and intended solely for the use

of the indiwvidual or entity to whom they are addressed. If you have received this email in error
please notify the system manager. This message contains confidential information and is intended
only for the individual named. IE you are not the named addressee you should not disseminate,
distrikbute or copy this e-mail. If you have received this e-wail by mwistake delete this

e-mail frow your systewm. I you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prohibited.

Please do not reply to this mail.
Lo o o o o o o o R o o o o

Figure 12 Confirmation email received during registration. The email contains the
username and the transaction number

2. After providing his user credentials the user is requested to provide the
transaction number received during the registration:

Log in =l ¢ Transaction Number

Logged in as:

Dimitrios Drakopoulos Identification Number

{ED Admin) - IntraMedical
Flease, enter the transaction nurmber 1862773062

B Log out you received by e-mail

Information =

Figure 13 The user logins using appropriate username and password and provides the
transaction number

3. Finally, the user is prompted to read and accept the following System User
Agreement:
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Log in = ¢ Accept agreement

Logged in as: . ) . . - .
Do not proceed if you are not an Authorised User of the eSourcing application. This is a private application and is

protected by appropriate security measures. Access to and use of this application is restricted to Authorised Users
{ED Admin) - IntraMedical only.

Dimitrios Drakopoulos

Any attempt to use this application in 2 manner not authorised or any attempt to alter, destroy or damage any
Information contained within it may constitute a breach of the provisions of the Computer Misuse Act 1990 andfor
other legislation and shall leave the user liable to both criminal and civil procesdings,

¥ Log out

It is strictly forbidden to attempt to access this application using any third party's logon identity. &l Authorised Users
must accept and comply with defined policies and procedures. Anyone wsing this application consents to active
ronitoring by the ED Systemn Administrators,

Information =

Mews

Public procurerment
legislation

Electronic public
procurernent

Statistics

Relevant links

Interactive walkthroughs

Accept Reject
B FAQ

Figure 14 Confirmation of the user agreement

2.6.Logout from the platform

The user can exit the e-Sourcing services by selecting the “Logout” functionality:

Log in =

Logged in as:

George McCann (CAPLC) -
Mational Health Service
Last login an :

09/07/2009 - 15:38:44

» Edit | -O0OUE

w User Homegege

w Log out

Figure 15 Logout functionality

2.7 .Password recovery

The user can recover his password from the “Forgot your password” functionality
(Figure 7) available from the home page. To trigger the password reset functionality,
the system requires the user to provide his/her username in the following screen:
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Search: L vl

Login =l ¢ Forgot your password?

Username: . . ’
Insert your User name and instructions will be sent to your email provided to the system,

# .
Passrad Username: dper

® Forgot your password? 3 q
9oty P *Flelds with asterisk are mandatory

® Register as Economic
Dperatar

Figure 16 The user inserts his username

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

UE e-Sourcing Platform - Password reset instructions
New password for user: dper, with full nsme Diwitrios Perperidis.

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

Tou can access the new password section through the following link:
http://po.eurodyn. com: 7003/ epps/ preparefesetPassvord. do?username=dper énuw=tlkx zufwal3 ]

Tour registration transaction nuwber is: 1038316014

L i o i O i O il o i i e O o e i o i i ol o o

IMPORTANT: A4l1l1 actions within the e-3ourcing FPlatform will be recorded for asuditing purposes.
Thi= email and any files transmitted with it are confidential and intended solely for the use

of the indiwvidual or entity to whom they are addressed. If you have received this email in error
please notify the system manager. This message contains confidential information and is intended
only for the individual named. IE you are not the named addressee you should not disseminate,
distrikbute or copy this e-mail. If you have received this e-wail by mwistake delete this

e-mail frow your systewm. I you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prohibited.

Please do not reply to this mail.
Lo o o o o o o o R o o o o

Figure 17 The system sends an email containing a registration transaction number as well
as a unique access link

In order to reset the password, the user accesses the displayed link and provides the
new password as well as the received transaction number:
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Reset password

* Password: YTTI T _g

* Re-enter Password: LTI LT Fasswords match

* Please, enter the transaction number |1038316014
vou received by e-mail

*Fields with asterisk are mandatory

Figure 18 Resetting the password

2.8.Maintenance of user’s profile

After successful authentication the user can edit his profile by selecting the “Edit
Profile” functionality (accessible in the left column menu). The user can update the
information fields and then, select the button “Save” to store the performed
modifications.

Edit Account

Username:

* Account Role:

* First Mame: Dirnitrios
* Last Mame: Perperidis
FPassword:

Re-enter Fassword:

*Email: ecl@eurodyn.com

Address:

Postal Code:

City:

Country: United Kingdom w

Fhone Mumber:

Mobile Phone Mumber:

Fax:
* Preferred Language English w
Status: Active w

* Fields with asterisk are mandatory

Figure 19 Edit User’s Profile
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3.

Registration of Economic Operator

All Economic Operators are able to self-register to use the e-Sourcing platform. In
order for an Economic Operator to register in the system, the user should select the
option “Register as Economic Operator” from the “Login Panel” of the main page
(Figure 20).

Lagin
Log in I =
Usernare:
Passwaord:

¥ Forgot your password? d‘—+ Forgot password

¥ Register as Economic

Operator

®

Fegistration of economic operatar

Figure 20 Register as Economic Operator

In the first phase of the registration procedure the user registers his organisation by
providing the following mandatory information (Figure 21):

Organisation Name
Unique ID (VAT number)
Issuer of unique ID
Unique ID Issuer Country
Country

Furthermore, the user can provide the following optional information:

Company Registration Number
Address

Postal Code

City

Email

Phone Number

01/11/2009 Manual for Economic Operator Users
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» Fax

*  Website

* Employer's Registration Number

* Taxation ID

* Company Activities: Maximum Characters

* Industry Reference Number

Register EQ

Step 1: Organisation Details

* Organisation Marme: WehSDf‘t
Company Registration Murmber;

* Unique ID (MAT number): {56576599

* Issuer of unique ID: |Inland Revenue

* Unique ID Issuer Country: . Unilteu.;I Kii;ugu.;h:um w
fddress: | Gower Street

Postal Code: | w1

ity ji_ondnn

* Country: | United Kingdom w
Ermail; jinfo@websoft.com

Fhone Humber:

Fax:

website:

Ermployer's Registration Murmber:
Taxation 10

* Please type the code shown below: |p3ywag

p3yvig

Refresh

Company Activities;

511 remaining characters

Industry Reference Mumber:

Validate & Continue

*Fields with asterisk are randatary

Figure 21 Registration of organisation
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In order to proceed to the next phase, the user should have also typed, in the
provided text field, the visual CAPTCHA code displayed by the system on the
screen. Selecting the “Refresh” button updates the code (Figure 21). Finally, the user
should select the button “Validate and Continue” to continue the registration
process.

The next step (optional) is the association of CPV codes of interest with the
organisation (Figure 22). The user can associate CPV codes by the use of the

button. The button &= is used to delete a selected CPV code.

For more information about how to use the CPV codes see section 15.1 Inserting
Common Procurement Vocabulary Codes (CPV) .

Register CPV Codes

Step 2: Register CPY Codes

CPY Codes of interest: 48611000-Database software package E Ly
48443000-Accounting software package

Cancel

Figure 22 Registration of CPV codes

In order to continue, the user should select the “Next” button. The button “Back”
returns the user to the previous phase (Figure 21).

At the final phase the user registers the administrator of the Economic Operator (EO
Admin). The following details are mandatory (Figure 23):

e First Name

e Last Name

¢ Username

e TPassword

e Email

* Country

* Preferred language of GUI

Furthermore, the following details are optional (Figure 23):
* Address
* DPostal Code
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+ City
¢ Phone number
¢ Mobile number

e Fax

Register Administrator

Step 3: Register EO Admin

*First Marme: Marek

*Last Marme: Sergot

*Username: msergot

*Password: (TIYTYT Y _g
*Re-enter Password: LI LT L] Fasswords match
*Ermail: msergot@websoft.com

Address:

Postal Code:

City

*Coauntry: United Kingdam w

FPhone Murmber:
Mobile Phone Mumber:
Fax:

*Preferred Language: English -

*Fields with asterislk are mandatory

Figure 23 Registration of EO admin

In order to finalise the registration process the user selects the button “Finish”. A
message confirming the successful registration of the Economic Operator will be
displayed:

J The Econoric Operator's Registration was successful,

Close

Figure 24 Confirmation of successful registration of the Economic Operator
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The system will send an email to the user containing details of how to access the
platform. Section 2.5 (Login to the platform for the first time) contains instructions on
how to access the platform for the first time.

The EO Administrator must log in for the first time within 30 days after

& the organisation was validated by the Contracting Authority. Otherwise,
the account will be considered inactive and automatically deleted by the
system.

The registration of an Economic Operator needs to be validated by the System
Administrator. Until then, the following message appears when the Economic
Operator accesses the platform:

An error has occured:

Figure 25 Pending validation by the System Administration

If this warning message occurs please contact the System Administrator, in order to
activate the organisation account.
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4. Economic Operator Management

The Users with a role of Economic Operator Organisation Administrator can perform
the following activities for the management of their organisation:

» Edit organisation details
* View the users registered within the organisation of the Economic Operator
* Add new users in the organisation of the Economic Operator

+ Edit user’s details

This management functionality is provided through the “EO Management” option
of the “EO Administration” menu:

EO administration —

# EO management
# ser management
B My CfTs

# Manual Motification

Figure 26 EO administration menu
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View Organisation

Edit Organisation Edit CPY Codes add User

Organisation Mame: European Dynamics

Company Registraton Number:

Unique ID {(YAT number): 4565757

Issuer of unique ID: Inland Revenue
Unique ID Issuer Country: Greece
Address:

Postal Code:

City:

Country: United Kingdom
Ernail: eoi@eurodyn.com

Phone Number:

Fax:

Website:

Employer's Registration Number:
Taxation ID:

Company Activities:

Status: Active

Figure 27 EO Management functionality

4.1.Edit organisation details

Selecting the option “Edit Organisation” allows the user to edit the organisation’s
details:
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Edit Organization Profile

* Organisation Mame:
Company Registraton Number:
* Unique ID (¥AT numberi:

* Izzuer of unique I0;

* Unique ID Issuer Country:
Address:

Postal Code:

City:

* Country:

Ernail:

Phone Mumnber:

Fax:

Website:

Employer's Registration Murmber:
Taxation 10

Company Activities:

Status:

*Fields with asterisk are mandatory

Figure 28 Editing Economic Operators details

European Dynamics

4565757

Inland Revenue

Greece w

United Kingdom w

eo@euradyn.com

Maximurn Characters: 512,

Active v

Selecting the button “Save” will store the performed modifications, while the button
“Reset” will reset the performed modifications.
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View Organisation

¢ The organization updated s

Edit Qrganisation Edit CPYW Codes Add User

Qrganisation Marme: European Dynamics

Company Registraton Mumber:

Unigue ID (vaT number): 456575756
Issuer of unique 10 Inland Revenue
Unigue ID Issuer Country: Greece

Address:

Postal Code:

City:

Countey: United Kingdom
Email: eo@eurodyn.com

Phone Murnber:

Fax:

Website:

Ernployer's Registration Number:
Taxation D

Company Activities:

Status: Active

Figure 29 Organisation details were successfully updated
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4.2 View the users belonging to the Economic Operator

Selecting the option “View Users” displays all the users registered within the
selected Economic Operator organisation:

View Users

() 1 Dimitrios Perperidis E Admin United Kingdom

Add User Edit Account
1 results in total.  Displaying: 1-1 Page 1 of 1

) Active | (=) Inactive | (2) De-activated

Figure 30 Display of users belonging to the Economic Operator.

In the above screen, the first name, last name and the role of each user are displayed.
Furthermore, the current status of the each user account is also displayed:

Ll Active

e

2 Inactive

e Deactivated

The following user roles are supported:

¢  Economic Operator Administrator (EO Admin). Users with this type of role
are authorised to manage the users and update the details of their
organisation.

* Economic Operator users (EO Users). Users with this type of role are not
authorised to manage the details and the users of their organisation.

4.3.Insert new user in the organisation of the Economic
Operator

In order to insert new users in the organisation, the user needs to select the option
“Add user”. The mandatory information below must be provided:
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Add User

Qrganisation:

Account Role: EQ User v
* First Narme: George

* Last Mame: Sinclair

* Username: gsinclair

* Password: sasssses _g

* Re-enter Password: LTI Passwords match
* Ernail: eol @ eurodyn.com

Address:

Postal Code:

City

* Country: United Kingdom w

Phone Murnber:
Mobile phone:

Fax:

* Preferred Language: iEnglish i |

*Fields with asterisk are rmandatory

Figure 31 Insert a new user in the organisation

Initially, the account of the new user will be de-activated:

View Users

sfully Added

(O 1 Dirmitrios Perperidis EQ Adrnin United Kingdom
(® 2 George Sinclair EQ User United Kingdom Car

add User Edit Account
2 results in total, Displaying: 1-2 FPage 1 of 1

20 Active | (=) Inactive | () De-activated

Figure 32 The account of the newly inserted user is de-activated
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The system will send an email to the new user confirming the successful registration.
The email will contain the relevant transaction number. In order to activate his
account the user must provide this number during his first login. Thereafter, the
status of the account will be active.

View Users
() 1 Dimitrios Perperidis ED Admin United Kingdom
(# 2 George Sinclair EQ User United Kingdam -
Add User Edit &ccount
2 results in total,  Displaying: 1-2 Page 1 of 1
L) Active | (20 Inactive | (%) De-activated

Figure 33 The account of the new user is activated

4.4.Edit user’s details.

The user can select the option “Edit Account” to edit the details of a specific user.
The platform will display all user details allowing their modification (Figure 30):

01/11/2009 Manual for Economic Operator Users Page 33 from 106



e-Sourcing

Edit Account

Username:

* Account Role:

* First Mame: Dirnitrios
* Last Mame: Perperidis
Fassword:

Re-enter Password:

*Ernail: eol@eurodyn.com

Address:

Fostal Code:

City:

Country: United Kingdom w

Fhone Mumber:

Mobile Phone Mumber:

Fax:
* Preferred Languange English w
Status: Active “

* Fields with asterisk are mandatory

Figure 34 Editing user details

Selecting the button “Save” will update the users details (Figure 34).

4.5.Edit CPV codes

In order to edit the CPV codes associated with the Economic Operator the user
selects the “Edit CPV codes” option in EO Organisation management page (Figure
27). The platform displays the CPV codes which are currently associated with the
Economic Operator:
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Edit CPV Codes

Edit CPY¥ Codes

CPW Codes of interest: 15000000-Food, beverages, tobacco and related product FE] | T |

Cancel

Figure 35 Associated CPV codes

The user can add new CPV codes by the use of the button. The button == is
used to delete a selected CPV code. For more information about how to use the CPV
codes see section 15.1 Inserting Common Procurement Vocabulary Codes (CPV) .

After modifying the associated CPV codes (Figure 36), the user can select the button
“Finish” to store his changes.

Edit CPV Codes

Edit CP¥ Codes

CPV Codes of interest: 15000000-Food, beverages, tobacco and related product E L)
19000000-Leather and textile fabrics, plastic and rubber

Cancel

Figure 36 Edit CPV codes
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5. Searching Functionality

The e-Sourcing platform provides “Simple” and “Advanced” search mechanisms.
Both functionalities allow searching for Call for Tenders (CfTs), Organisations and
Users.

5.1.Simple Search

The simple search functionality covers searching for available Call for Tenders (CfT),
registered Organisations and registered Users.

Simple search queries are performed by:

1. Selecting the type of searching (CfI, Organisations, and Users) from the
selection list.

"1

2. Providing the full name of the required record or part of it using the
wildcard.

3. Selecting the button “Search”.

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

) Meecor
LR B Calls for Tenders < [Procurernent® Search

Searching Call For Tender Workspaces

Search results

1 Procurement of image processing software Mational Health Service
2 Procurernent of medical PACS systemns Mational Health Service
3 Procurernent of medical PACS systems Mational Health Service
3 results in total,  Displaying: 1-3 Page 1 of 1

Figure 37 Simple search for Call for Tenders

5.2.Advanced search

The advanced search functionality enables searching for Call for Tenders (CfTs),
Organisations and Users. In order to perform an advanced search query, the user
should:

1. Select the type of the search by using the appropriate button
2. Provide information in one or more fields (use of * wildcard is also enabled).

01/11/2009 Manual for Economic Operator Users Page 36 from 106



e-Sourcing

3. Select the button “Search”
The results, if any, will be presented in a tabular form.

Advanced search

Search for: @ crr O Cirganisation O user
Searching Call For Tender Workspaces

Call for Tender Warkspace Details

Title: Procurement*
CA Unigue CfT Mumber:

Marme of Contracting Authaonty:

Workspace Status: :_-Selec:t one v

Frocurerment Type -é;iec..t-l;‘.rocuremeﬁf 'I-'gipe- -v
Procedure [ -select Procedure- 8
Deadline for tender submission: From: |

Drescription:

Maximum characters: 2000,

CPY codes of interest:

MUTS codes: | | B
Estirmated value (£) Min: T | |
Tenders Opening Date: From: | Tor | |

Search results

1 Procurement of image processing software Mational Health Service
2 Frocurement of medical PACS systeris Mational Health Service
3 Procurement of rmedical PACS systems Mational Health Service
3 results in total,  Displaying: 1-3 Page 1 of 1

Figure 38 Advanced search for a Call for Tenders

In order to search for an organisation, the user needs to first provide the organisation
type (Contracting Authority). Figure 39 provides an example of a search query for
Contracting Authorities.
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Advanced search

search forr O crr @ Organisation O user

Searching Organisations

Organisation Mame: Mational Health Service
Ca Abbreviation:

City @

Address ¢

Postal Code

Search results

Organisation Name: Short Name:

1 Mational Health Service MHS

1 results in total.  Displaving: 1-1 Page 1 of 1
Figure 39 Advanced search for a Contracting Authority

In order to search for a specific user of an organisation, the organisation type
(Contracting Authority and Economic Operator) must be selected. Figures 40 and 41
provide examples of search queries for users registered within Contracting
Authorities (searching is only enabled for Contracting Authority Procurement
Coordinators) and the organisation of Economic Operator.
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Advanced search

search for: O crr O Qrganisation ® Uzer

User's type of organisation: O Econamic Operator ® Contracting Authority

First Mame : |George |

Last Mame : | |

——

George McCann

1 results in total,  Displaying: 1-1 Page 1 of 1 I:I I:I I:I I:I

@ Active | @ Inactive | @ Dre-activated

Figure 40 Advanced search for Contracting Authority users

Advanced search

search forr O crr O Qrganisation ® user

User's type of organisation: ® Economic Operator @] Contracting Authority

First Name : |Dimitrios |

Last Mame : | |

A —

Dirnitrios Perperidis

1 results in total.  Displaying: 1-1 Page 1 of 1 I:I I:I I:I I:I

@ Active | @ Inactive | @. De-activated

Figure 41 Advanced search for user of the Economic Operator
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6. View CfT Workspace

In order for the user to preview the details of the call for tender (CfT) he needs to
select the option “View CfT” from the CfT Menu (Figure 42).

Hide CfT Menu

CfT dacuments
Tenders

Autornated notifications

Specify alerts

Figure 42 CfT Menu, option “View CfT”

The platform will display all details (Figure 43) of the particular CfT (e.g. Title,
Procurement Type, information regarding associated deadlines, etc).
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View CfT Workspace

CFT: Procurement of Hospital Information Systems

Tender subrnission deadline in {days/hours):
Marne of Contracting Authority:
Title:

CA Unigque CfT Mumber:

CFT Unique ID:

Evaluation Mechanism :
Description:

Procurernent Type:

Procedure:

CfT Invalves:

CPY Codes:

Inclusion of e-Auctions:

MUTS codes:

Estimated value (€):

Above or Below threshold:

Time-limit for receipt of tenders or requests to participate:

Deadline for dispatching invitations:

Request for clarifications (from-to) :

Tenders Opening Date:

One-phased submission or two-phased subrnission:
Allow Late Responses:

Contract awarded in Lots:

EU funding:

Multiple tenders will be accepted:

Date of Publication/Invitation :

TED links for published notices:

Date of Awarding:

15/14

Mational Health Service

Procurement of Hospital Information Systems

2009/1235778/10

MEAT

Procurement of Hospital Infarmation Systems
Supplies

QOpen

& Public Contract

48322000-Graphics software package

Mo

above

301042009 00:00

20/10/2009 00:00 - 29/10/2009 00:00
317102009 00:15
ore phase

Mo

Mo

1341042009 11:20

Figure 43 View CfT workspace
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7.  View CfT Documents

In order for the user to preview and download all documents associated with the
particular CfT (i.e. publication notices being published for this call), he needs to
select the option “CfT documents” from the CfT Menu (Figure 44).

Hide CfT Menu

ZfT docurnents
Tenders
Sutornated notifications

Specify Alerts

Figure 44 CfT Menu, option “CfT documents”

The platform displays all notices and contract documents which are associated with
the CfT. The tab “Notices” (Figure 45) contains a list of all notices in the CfT. The list
provides the type of the notice, the date when the notice was uploaded in the system,
the status of the notice and the redirection URL towards this notice on the OJEU site,
after the official publication of the notice on OPOCE is confirmed. In order for the
user to download a notice he needs to select the relevant link in the column “Type”
(Figure 45).

Motice & Contract Documents

¥ CFT:Procurement of Hospital Information Systems Show CfT Menu

Motices

ROl Contract Documents

Contract Motice 131042009 11:20:16 Fublished Mot Available

1 results in total.  Displaying: 1-1 Page 1 of 1

Figure 45 Contract Notices

The tab “Contract Documents” lists all documents which are associated with the CfT
(Figure 46). In order for the user to download a document he needs to select the
relevant link from the column “File”.
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Motice & Contract Documents

v CFT:Procurement of Hospital Information Systems

Contract Document List

Motices ocurments

Term of References ToR . doc
AR Tender Structure ML - Cycle 1 odt 8753 1.xml
2 results in total.  Displaying: 1-2 Page 1 of 1

Download Zip file

Figure 46 Contract documents

Selecting the button “Download Zip file” the user can download a zip file
containing all associated notices and contract documents (Figure 46).

01/11/2009 Manual for Economic Operator Users Page 43 from 106



e-Sourcing

8.  Expression of Interest for a CfT

In order for the user to express his interest for a call for tender (CfT) he needs to
select the option “Expression of Interest” from the CfT Menu (Figure 47).

CFT: Procurement of Hospital Information Systems Hide CfT Menu

Tender submission deadling in (davs/hours): 17413

Marne of Contracting Authority: Mational Health Service

Title: Procuremnent of Hospita

CA Unigue CfT Nurnber:

CFT Unique ID: 2009/1235775/10 sted nati
Ewaluation Mechanisrm @ MEAT IS
Description: Procurement of Hospital Information Systemns
Procurement Type: Supplies

Figure 47 CfT Menu, option “Expression of Interest”

The system prompts the user to (Figure 48):
» Express Interest by associating all users of the EO with this CfT
* Express Interest by associating only himself with this CfT
* Express Interest by not associating any user from the EO with this CfT

%) Assocation with CfT - Mozilla Firefox

Assocation with CfT

The e-Sourcing systern supports autornated notifications to keep associated users up to date with all
CfT advances, These comprise the publication of new Motices, Addenda, Corrigenda, Clarifications,
while there are also notifications for informing associated users about approaching important dates
of the CfT. Please select a type of assocation for this CfT.

If you select options 1 or 2 below, you will be able to individually manage the list of users of your
organisation with the CfT, through the new "Manage associations" tab in the CfT workspace, If vou

select aption 3, these aptions will appear in vour next CfT docurment download.,

Type of association

!l |
O 1. associate all users of rny EQ with this CfT

() 2. Associate only myself with this CfT

O 3. Do not associate any user from my EQ with this CfT

Figure 48 Expression of Interest, association of users
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9. User notifications

In order to associate and disassociate the users of the EO organisation from receiving
notifications for the particular CfT, the user needs to select the option “Automated
Notifications” from the CfT Menu (Figure 49). In addition, the user can also specify
the timing of the various alters of the particular C{T by selecting the option “Specify
Alerts” from the CfT Menu (Figure 49).

Hide C

CfT docurments
Tenders
Autornated notifications

Specify Alerts

Figure 49 CfT Menu, options “Automated notifications” and “Specify alerts”

9.1.1. Automated notifications

The platform lists all user members of the EO organisation (Figure 50). In order to
disassociate an EO member from receiving notification of the CfT, the user changes
the status from associated to disassociated from the drop-down menu in the column
“Associate / Disassociate” (Figure 51). Similarly, changing the status from
disassociated to associated will enable notification for the particular CfT.

¥ CFT:Procurement of Hospital Information Systems Shaw CfT Menu

Dirmnitrios Perperidis Associated w
George Sinclair Associated A4

Save Changes Cancel

2 results in total.  Displaying: 1-2 Fage 1 of 1

Figure 50 List of associated users with the CfT
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¥ CFT:Procurement of Hospital Information Systems Shaw CfT Menu

Dirmnitrios Perperidis Associated w
George Sinclair Disassociated »

Cancel

2 results in total.  Displaying: 1-2 Fage 1 of 1

Figure 51 Disassociation of a user with the CfT

9.1.2.  User alerts
The users can specify the timing of alert of the following events (Figure 52):
» Time limit to receive for receipts of tenders or request to participate
* Request for clarification From

* Request for clarification To

For these events, the user can select to be notified (Figure 52):
* 24 hours prior of the event
* 48 hours prior of the event
* 1 week prior of the event

* 2 weeks prior of the event
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ZfT Menu

List of alerts for user

alerts for EQ User

Tire limit for receipt of tenders ar

request to participate

O Mo notification

® Z4h prior the event

O 4ah priar the event

O 1 week prior the event
O 2 week prior the event
Request for clarifications fram
O Mo notification

® z4h prior the event

O 43h prior the event

O 1 week prior the event
O 2z weelk prior the event
Request for clarifications to
O Mo notification

® 24h prior the event

O 4ah prior the event

O 1 weel prior the event

O 2 weelk prior the event

Figure 52 Specification of user alerts
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10. Clarifications

In order to create a clarification request and to preview a clarification response, the
user needs to select the option “Clarifications” from the “CfT Menu” (Figure 53).
This option is available in the ”CfT Menu”, during the clarification period.

Hide CfT Menu

View CfT

CfT docurnents
Clarifications

Tenders

Automated notifications

Specify alerts

Figure 53 CfT Menu, option “Clarifications ”

10.1.1. Create a clarification request

In order to create a clarification request, the user selects the tab “Requests for
Clarification” from the main Clarifications page (Figure 54).

Clarifications

v CFT:Procurement of Hospital information system Show CfT Menu

EOEENLGEN Requests for Clarification

Figure 54 CfT Clarifications

The user completes the request for clarification by providing the following
information (Figure 55):

+ Title
* Language
* Description for the request

* A file attachment for the request (optional)
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Clarifications

¥ CFT:Procurement of Hospital information system c CfT Menu

Clarifications  [REREE R e

* Title: Itern 34.1 in the specification docurnents
* Language: Enalish w
* Description for the request: Could you please provide further details regarding itern 34.1 in the

specification docurnents

1908 remaining characters

Attachment for the request: IE:\DDcuments and SettingzhdperphDesktop'e

Send Request

* Fields marked with an asterisk are mandatory

Figure 55 Request for clarification

Selecting the button “Send Request” sends the request to the tender coordinator.

10.1.2. View a clarification response

The user can visualise a clarification response only after it is published by the
Procurement Officer. A list of all clarification responses is displayed in the
“Clarifications” tab of the main Clarifications page (Figure 53).

Clarifications

¥ CFT:Procurement of Hospital information system Show CFT Menu

[WETGWIEHNEN R equests for Clarification

1.Item 36.5 in the specification documents

2.Item 34.1 in the specification documents

Download all clarifications

Figure 56 List of clarification responses

In order to preview the content of the response, the user selects the displayed title.
Then, the system expands the details of the response (Figure 57):

* Description for the request

*  Procurement Officer’s clarification response

01/11/2009 Manual for Economic Operator Users Page 49 from 106



e-Sourcing

Clarifications

v CFT:Procurement of Hospital information system

fT Menu

WEWEEWEREN Foquests for Clarification

1.Item 36.5 in the specification documents

Description for the request

We believe that this itern should be removed in order to enable the participating suppliers to have better flexibility to u:
the most advanced technologies

Attachrent for the request:
Clarification

It is important to use the technologies mentioned in itern 36.5 in order for the systern to be connected with existir
modules

Attachrent for the request:

2.Item 34.1 in the specification documents

Download all clarfications

Figure 57 Response to a clarification request

The procurement officer can also attach a file to the clarification response (Figure 58).
Furthermore, please note that the procurement officer is provided with functionality
to edit the clarification request in order to remove any confidential information.
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Clarifications

¥ CFT:Procurement of Hospital information system Show CfT Menu

Clarifis [ FRequests for Clarification

1.Item 36.5 in the specification documents
2.Item 34.1 in the specification documents

Description for the request

Could you please prowide further details regarding itern 34.1 in the specification docurments

Attachrment for the request: e-PPS Brochure pdf

Clarification
Further details are provided in the attached document

Attachrment for the reguest: Itern 34.1.doc

Figure 58 Attachments in the clarification response

Selecting the button “Download all clarifications” enables to download an archive
file with the details of all clarification requests submitted and their associated
responses.
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11. Creation of a tender return

The tender return is created by the Economic Operator and comprised of the answers
to the tender questions plus any other file included within. In order to create (or edit)
the answers for a tender, the user needs to select the option “Tenders” from the “CfT
Menu” (Figure 59).

In the case that the tender is set to “Two phase submission”, the following
procedure is followed for the creation and submission of tender:

* The user creates the new tender (section 11.2)
* The user uploads the digital signature of the tender (11.4.2)
* The user uploads the tender package (11.4.2)

11.1.1. One phase submission

In order to submit the packaged tender response, the user needs to select the button
“Upload Tender Package” (Figure 87).

1 Further information on the different types of submissions can be found on section 11.4
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Procurement of Hospital Information Systems Show CfT Menu

Create a Tender online R GG Cownload the Tender structure | Download the preparation tool
List of draft Tenders (created online)

lumm

1 Dwmitrios Perpendis 200907716 10:33:48 Z009/07/16 10:33:48

List of submitted Tenders (created online foffline)

DJP DJfP TfP T/P Status | DJP Received
receipt 1D | submission |receipt | submission match |on Time
timie ID time result

Upload tender package

€ All itemns submitted/Hash match | f Additional tems will be needed
© Missing tems Hash mismatch/Late Submission

Figure 87 Upload tender package

The system prompts the user to confirm that his account details are correct (Figure
88). The user selects the button “Confirm” to confirm the validity of his account
details (selecting the button “Edit Account” enables the user to edit his account
details).
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View Account

Authority:
Account Raole:
First Name:
Last Marne:
Username:
Ermnail:
Address:
Postal Code:
City:
Country:
Phone Murnber:
Mobile phone:
Fax:

Language:

European Dynarmics
EC adrmin
Dirnitrios
Perperidis

dper

eppsl@delos.euradyn.com

United Kingdom

English

Edit Account

Figure 88 Confirm account details

After confirming the validity of the user account details, the user is prompted to
accept the user agreement policy for this CfT (Figure 89). In order to accept the
agreement the user needs to select the button “Accept”.

Accept Agreement for this Cft

Do not proceed if you are not an Authorised User of the eSourcing application. This is a private application and is
protected by appropriate security measures, Access to and use of this application is restricted to Authorised Users

only.

Any atternpt to use this application in & manner not authorised or any attermpt to alter, destroy or damage any
Information contained within it may constitute a breach of the provisions of the Computer Misuse Act 1990 and/for

other leqislation and shall leave the user liable to both criminal and civil proceedings.

It is strictly forbidden to attempt to access this application using any third party's logon identity, all Authorised Users
must accept and comply with defined policies and procedures, &nyone using this application consents to active

ronitoring by the ED Systern Administrators,

Accept Reject

Figure 89 Accept agreement for this CfT.
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After confirming the account details and accepting the agreement the user is
prompted to locate the tender package to upload (Figure 90). The user selects the
“Browse” button to locate the file of the tender package ((Figure 90).

The tender package is the archive (the name of the archive contains “_TENDER” at
the end, see Figure 91) which has been created during the “Pack” operation (section
11.3.13 - Pack the tender).

Upload tender package

¥ CFT:Procurement of Hospital Information Systems Sha T Menu

iBrowse, .;

Cancel

*Locate the Tender package to upload: |CA\Documents and Settings\dperphD ezktop T esting ukProciStore

Figure 90 Upload the tender package

File Upload

Loak i |!{:}St0red tenders Vl Q ? » '

|CT3European Dynamics offer
[C)European Dynamics of fer_2
by Recent [ European Dynamics offer
Documents = European Dynarmics offer_2
EI European Dvnamics offer_2_DIGITAL_PRINT
@Eumpean Cwnamics offer_2_TEMDER

[l European Dynamics offer_DIGITAL_PRINT
uropean Dynamics offer. TEMDER:

S

Desktop

I

My Documents

%.:

tdy Compuiter
‘g File name: |Eur0pean Dynamics offer_ TENDER b | [ Open ]
hy Netwark, Filzz of type: All Files ~ ! [ Canicel ]

Figure 91 Selection of the tender package to upload

In order to complete his action, the user selects the button “Upload” to upload the
tender package in the platform (Figure 91). The system generates a unique Tender
“Package Receipt ID” and informs the user regarding the successful upload of the
tender package in the platform
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Hide CfT Menu

Wiew CFT

Expression of Interest

ZfT docurnents
Tenders
Sutormated notifications

Specify Alerts

Figure 59 CfT Menu, option “Tenders”

In the case that the tender is set to “One phase submission”?, the following procedure
is followed for the creation and submission of tender:

* The user creates the new tender (section 11.4.1)

* The user uploads the tender package (section 11.4.1)

11.2. Creation of a new tender return

In order to create a tender return, the user selects the button “Create a Tender
online” (for the offline line creation of a tender see section 11.3.14) in the main tender
preparation page (Figure 60).

2 Further information on the different types of submissions can be found on section 11.4
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List of draft Tenders {created online)

.. Created by Creation date Last edited

O 1 Dimnitrios Perperidis 2009/10/,13 11:47:40 2009/10/13 11:47:40

Received
receipt ID | submission |receipt ID | submission on Time

Upload D/P of tender package

€ »ll iterns submitted/Hash match | ?" additional iterns will be needed
e Missing iterns/Hash mismatch/Late Submission

Figure 60 Main tender preparation page

The button “Create a Tender online” is enabled prior to the expiry of the tender
submission deadline. Selecting this option redirects the user to the online tender
preparation tool.

11.3. The tender preparation tool

The tender preparation tool is an online tender preparation environment which
allows the user to rapidly create a tender return. The tool provides functionality for
the Economic Operator to answer all tender questions (mandatory and optional).
Furthermore, the Economic Operator can validate whether the created tender return
conforms to the tender specifications.
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v CFT:Procurement of Hospital information systems

CEHBw®)- 00
[ Tender
o= L4 Eligibility Criteria
o= [@ Technical Envelope
[Z4 Financial Emvelope

1 i HDE

Back to My Tenders

Figure 61 The tender preparation tool

Figure 61 provides an example of the tender preparation tool main GUIL The
following buttons are widely used in the tool:

Open tender structure

Save tender

Save as the tender
Validate that the tender conforms to the specifications

Pack the content of the tender

T @ N P DME

Create a PDF file of the tender

©

Help on how to use the tender preparation tool

Information regarding the tender preparation tool

Ve

Expand a section of the tender

The left panel of the tool displays all the envelopes contained within the tender (e.g.
Eligibility Criteria, Technical envelope, Financial Envelope). Each envelope is
displayed as a hierarchical tree-structure. An envelope can be expanded to display
the contained sections and subsections (Figure 62).
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¥ CFT:Procurement of Hospital information systems

EHBE®X- 00

[ Tender

Envelope: Technical

o= [l Eligibility Criteria
? L&-J_ITechnical Ernvelope i
o= [ Section: Section 1 || Section Section 2 [
[ Section: Section 2 ;

[Z# Financial Envelope

| | Section Section 1 =

Back to My Tenders

Figure 62 Tender preparation tool, technical envelope

The right panel of the tool is used to display sections and the criteria of the tender
(Figure 63). Sections can be expanded by selecting the (= button.

The following icons are used (within the hierarchical tree-structure) to navigate the
tender:

= Tender The top level node to the tree hierarchy

[, Eligibility Criteria The top level node of the eligibility criteria

[ Technical Envelope  The top level node of the technical envelope

[, Financial Envelope The top level node of the financial envelope

A Indication of attention: There is information missing or

incorrect information within the section (or its subsections)

F. Indication of acceptance: All criteria within the section and
its subsections have been correctly filled

- Years: Within the financial envelope, each year will be
. Year di
isplayed separately
o= Collapsed: The section is collapsed
e Expanded: The section is expanded
ﬁ? Indication of successful validation: The criterion has been

successfully validated
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Indication of unsuccessful validation: The validation of
the criterion has failed

& | Navigate in the parent section

Expand a section of the tender

¥ CFT:Procurement of Hospital Information Systems

EHeEw® -~ 00
Section 1 »

* Description of the provided functionality

|_J Tender
=h-[ Technical Ery ™
- [ Section:|

Max number of characters: 300

Relevant dncument:— Attach file

* Humber of surgical IT instruments supported by the system
Minimum: 50 | Maximum: 500 | Step: 1 =

Relevant dncument:_ Attach File 2

* Manuals of the proposed solution

— M sze: 10 B

4 [T | » EECnmpIeted Criterions: 9/10

Back to My Tenders

Figure 63 Tender preparation tool, technical envelope

11.3.1. Completing the eligibility criteria and the technical
envelope
The e-Sourcing platform supports the following types of criteria:
* Text Field

¢ Number

+ File
e List
e Date

¢ Date Period

A description of how to complete criteria of the above types is given in the next
sections.

11.3.2. Criterion Type: Text Field

For the criteria of this type, the Economic Operator will provide his text answer in
the displayed text box. The maximum number of characters for the Economic
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Operator’s answer is also displayed (Figure 64). The user can also attach an optional
file to provide further details in his answer.

* Industry partners
European Cynamics Max number of characters: 70

Relevant document: _ Akkach File

Figure 64 Supplier’s view of the criterion of type text field

11.3.3. Criterion Type: Text area

For the criteria of this type, the Economic Operator will provide his text answer in
the displayed text area box. The maximum number of characters for the Economic
Operator’s answer is also displayed (Figure 65). The user can also attach an optional
file to provide further details in his answer.

* Description of the provided functionality

The following functionality is provided

Max numhber of characters: 300 +*

Relevant document: Akkach File

Figure 65 Supplier’s view of the criterion of type text area

11.3.4. Criterion Type: Number

For the criteria of this type, the Economic Operator will provide his answer as a
number in the provided box. The minimum and maximum ranges of the number are
displayed along with the specified step size (Figure 66). The user can also attach an
optional file to provide further details in his answer.

* Humber of surgical IT instruments supported by the system
350 Minimum: 50 | Maximum: 500 | Step: 1

Relevant document: _ Attach file

Figure 66 Supplier’s view of the criterion of type number

11.3.5. Criterion Type: File

For the criteria of this type, the Economic Operator will upload a file in the system. In
order to select the file to attach the user should use the “Attach File” button. The
maximum allowed size of the file is also displayed (Figure 67).
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* Manuals of the proposed solution

Figure 67 Supplier’s view of the criterion of type file

11.3.6. Criterion Type: List
Three types of lists are supported by the system:
* Radio buttons
*  Check boxes

¢« Combo box

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

* Do you support HLY
© Yes

@& No

W

Figure 68 Supplier’s view of the criterion of type list (radio buttons)

* Connection interfaces

1USE

Parallel

Other "

Relevant du-::ument:_ Akkach File

Figure 69 Supplier’s view of the criterion of type list (check boxes)

* Supporting protocols
oL
1ML T

Relevant document:

Figure 70 Supplier’s view of the criterion of type list (combo box)

11.3.7. Criterion Type: Date
For the criteria of this type, the Economic Operator needs to select a date. In order to
select the required date, the user selects the button to expand the provided

calendar functionality (Figure 71). The user can also attach an optional file to
provide further details in his answer.
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* Proposed end date

____05/09/2005 &[] v

Relevant du[:ument:_ Attach file

Figure 71 Supplier’s view of the criterion of type date

11.3.8. Criterion Type: Date Period

For the criteria of this type, the Economic Operator needs to select a range of two
dates (“From” and “To”). In order to select the required dates, the user selects the

button to expand the provided calendar functionality (Figure 72). The user can
also attach an optional file to provide further details in his answer.

* Installation day

Frum: To: Z5(12/2009 & v
Relevant document:

Figure 72 Supplier’s view of the criterion of type date period

11.3.9. Supplier read only criteria

This choice is enabled for the criteria where the suppliers cannot provide any answer
(e.g. scoring of meetings, presentations, site visits, etc). The supplier will view the
existence of the criterion in the tender but the scoring will be provided directly by the
evaluators.

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

Site Visit

Criterion will khe filled by Ewvaluator

Max number of characters: 3005

Figure 73 Supplier’s view of the criterion which has been specified as supplier read only

11.3.10. Completing the financial envelope

The platform displays all financial criteria of the tender structure. The user completes
the column “Value” and specifies an optional discount in the “Overall discount”
section (Figure 74). The “Overall discount” section will be enabled only if the
associated procurement officer has specified that discounts are permitted for the CfT.
The “Present Value (€)” and the “Discounted Present Value (€)” are automatically
calculated by the system.
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ear0 Orverall Discount| 5.0 s
Yalue Present walue (€} Discounted Present valu...
Training Cosk 15.000,00 15,000,000 14,250,00
Installation Cost 45,000,000 45,000,00 42,750,000
Totals 60.000,00 G0.000,00 47.000,00

Figure 74 Financial Criteria

In case, the financial envelope has been defined over a number of year the user need
to complete the financial criteria for each specific year (Figure 74). Selecting a year
from the left panel allows the user to complete the values of the financial criteria for
this specific year. Selecting the top level “Financial Envelope” will display a
summary of the financial offer (Figure 75).

[ Tender :

o [ Eligihility Criteria ;| TotalValue: 181.000,00

¢ L@ Financial Ervelope :| Total Present Walue: 180,939,938
.:. vear Total Discount Yalue: 9.0580,00
..:- Vaar Total Discount Present Value: 5.049 50
.:_- vear Final Value: 171.950,00
.:- Vear Present Day Final Value: 171.840,48

Figure 75 Financial Criteria over a number of years

11.3.11. Save the tender return

The user can save the created tender return using the buttons E (Save) and @
(Save as). The system prompts the user to specify a location in his local environment
and stores it as an XML structure (Figure 76).
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v CFT:Procurement of Hospital Information Systems

EHEBEz@®- 00

Tech
F-}

Save int |ﬁi‘|5toredtenders VI ? ﬂl'EI

My Recent
Documents

File name: |European Dynaics offer] | [ Save ]
Iy Metwork S

Flaces Files of bype: [ wp | Cancel

4] i | [»

Back to My Tenders

Figure 76 Save the tender structure

11.3.12. Validate the tender return

In order to validate the given answers the user selects the [e# button. The system
checks if the tender return conforms to the expected specification (e.g. values within
range, all mandatory fields completed, etc.). The user is notified regarding the results
of the validation (Figure 77). In case the validation is not successful, the system
displays all questions which have not been properly answered (Figure 77).
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¥ CFT:Procurement of Hospital Information Systems

CtEHB2® - 00
|—=] Tender 4
=[5 Eligibility Criteria
¢ [ Section: Section 1
Technical Envelope
[@ Section: Section 1
[# Section: Section 2

[ Section: Section 3
Financial Envelope

Tender

ender validated successfully

« [ [ ]

Figure 77 Successful tender validation
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View Tenders

¥ CFT:Procurement of Hospital Information Systems

CEHBEA® -~ 0

=3 Tendsr Y| Tender > Eligibility Criteria > Section 1 =
=~ (5 Eligibiliy Criteria £ -
B Tobwral e |
¢ [ Section: Section 1 | ©
¢ e[ Section: Section 2 | ¢
o L[5 Section: Section 3 |
EILQ Tancial Ervelope :
e Year
f ear
f ear
f ear

« Dk

Back ta M ¥ Tenders

Figure 78 Tender validation fails

11.3.13. Pack the tender return

The packing of the tender return is a mandatory task which has to be performed
when no more modifications are expected and prior to the uploading of the tender
return in the system.

In order to pack the contents of a tender return the user selects the @ button. This
action will generate one or more files depending on the type of submission defined
for the tender:

¢ One phase submission

The system will generate the tender return as a single, compressed and
encrypted file, known within the application as the “Tender Package’.

* Two phase submission

The tender return generated by the system will comprise 2 files. One will be
the “Tender Package’, mentioned in the above ‘One phase submission” section
and will contain all answers and files attached. The second one will be the
‘Digital print’. This file is a digital signature of the “Tender Package’ used to
assure the integrity of the “Tender Package’.
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- If the tender return is modified after the packing was performed, whether
& for ‘One phase’ or “Two phase’ submission, a new packing will be necessary
to include the latest changes made.

- Please note that the packaged file (tender package) created through the
above steps is encrypted. Therefore the user is being displayed an “incorrect
file format” message when attempting to open this zip file using winzip, etc.

- Due to the above, for a last check before submitting the tender file
packaged within the tender preparation tool, the supplier should use the
functionality “View tender PDF”

The generated files are stored locally in the same location, with the tender structure.
The system will inform the user regarding the successful completion of the tender
packing (Figure 79).

¥ CFT:Procurement of Hospital Information Systems

EHB=®~ @0

1 Ternder
F‘,, [ Technical Envelope
- ~[5g Section: Section 1
(=) (5@ Financial Envelope
) Vear
= Year
= Year
: =) vear
=[5 Eligitility Criteria
-+ Section: section 1
~ [ Section: section 2

Tender

ender validated successiully

Packing succesful

11.3.14.

Figure 79 Packing of the tender

The offline tender preparation tool

The functionality to create the tender is also supported using an offline tender
preparation tool. The functionality of the offline tender preparation tool is exactly the
same to the one described in sections 11.3.1 - 11.3.13.

In order for the user to prepare his tender locally in his PC, the following steps need

to be performed:

1. Download the tender preparation tool in the local environment (select the
“Download the preparation tool” button) (Figure 80). Extract all files from

the archive and execute the application (Figure 81).

2. Download the tender structure in the local environment (select the
“Download the Tender structure” button).
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Please, note that “tender structure” files are unique and created for each CfT.

A The Economic Operator user has to make sure that the downloaded tender
structure corresponds to the CfT he/she intends to participate in. Otherwise
the tender package generated in the tool, with the wrong tender structure,
will not be consistent to the tender material requested by the Contracting
Authority and may result in disqualification of the supplier.

¥ CFT:Procurement of Hospital information systems Show CFT Menu

Create a Tender online SR st i Download the Tender structure | Download the preparation tool

Figure 80 Download the tender preparation tool

B8 c pPS e-Sourci ng

Figure 81 The offline tender preparation tool

3. Use the button [ to open the stored XML structure (Figure 82).

4. Complete the tender by filling all sections in all envelopes (Figure 83).
Sections 11.3.1 - 11.3.13 describe how to complete the tender.
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[P Open

Loak in: | |5 Downloads - | 5] {_"_‘!||
| ContractDocuments

i) EvaluationCycles

My Recent I5) Motices

Dacuments |63 1 ond_as4(2)

£ 1004_3894

£ 1004_4355

@

o

. i
v a
o

b=l

My Documnents

®

My Computer

@.,

Flename:  |c4t_8753_1.l [ [ open |

My Metwork,

Flaces Files of type: | All Files v | Cancel

Figure 82 Open a tender structure in the offline tender preparation tool

01/11/2009 Manual for Economic Operator Users Page 70 from 106



e-Sourcing

[ ¢ _pps e-Sourci ng (c4t_8753_1.ml)

Section: Section 1
Financial Envelope
[#-[ 4], Eligibility Criteria

Section 1

* Description of the provided functionality

Max number of characters: 300 **

Relevant documem:_ Attach file

* Number of surgical IT instruments supported by the system
Minimum: 50 | Maximum; 500 | Step: 1

Relevant documem:_ Attach file

* Manuals of the proposed solution
Max size: 10 MB

* Do you support HL7
® Yes
® No

Relevant documem:_ Attach file

* Connection interfaces

- Completed Criterions: 0/10

Figure 83 Completing sections with the offline tender preparation tool

11.3.15. Creating a tender for multiple Lots

The procedure of creating a tender for multiple Lots is the same with the procedure
described in the previous sections. The tender preparation tool allows the user to
navigate in different Lots using the functionality provided in the left panel of the tool

(Figure 84).
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v CFT:Platform interconnectivity software development services

CHB®- 0@

[ Tender ; Lots to be Submitted
¢ [@ Eligibility Criteria /| L] Consulting Services
[& Section: Section 1 i| [] software Development

¢ [ Lot Consulting Services “|at least one lot must be selected
¢ @ Technical Envelope :
5@ Section: Section 1
[@ Section: Section 2
[3@ Financial Envelope
¢ [ Lot Software Developrment
¢ @ Technical Envelope
[& Section: Section 1
[58 Section: Section 2
i@ Financial Envelope

1 il DE

Back to My Tenders

Figure 84 Completing a multi-lot tender

The only difference with the previously described approach, is that when the user

validates the tender (by selecting the button I-bd), the system will prompt to select for
which Lots a tender will be submitted (Figure 84). The selection of the lot to which
the tender will be submitted is a fundamental step of the supplier tender submission.
If no lots are selected, the uploaded tender package might not be considered by the
Evaluator Officers during evaluation and awarding phase.

11.3.16. Edit the tender return

In order to edit a tender return, the user selects the particular tender, and then selects
the button “Edit” (Figure 85). The button “Remove” is used to remove the selected
tender from the list. Tenders returns prepared using the offline preparation tool are
manually edited by opening the saved tender, editing it and finally saving it.
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v CFT:Procurement of Hospital Information Systems = Menu

Create a Tender online NS =N a iy Download the Tender structure § Download the preparation tool

List of draft Tenders {created online)

. Created by Creation date Last edited

O 1 Dimitrios Perperidis 2009410713 11:47:40 2009410713 11:47:40

O z Dimitrios Perperidis 200910713 11:40:21 200910713 11:40:21

Remove

List of submitted Tenders {created onlinefoffline)

# | Submitted |Name DfP DfP TSP T/P Status [DJP Received
By receipt ID | submission |receipt |submission match [on Time
time i time result

Rermove

Upload D/P of tender package Upload tender package

@ »ll iterns subritted/Hash match | f) Additional iterns will be needed
e Missing items/Hash mismatch/Late Submission

Figure 85 Tender creation and submission page

11.4. Upload the tender return in the platform

The e-PPS platform supports the following submission types, these are displayed to
the user within the CfT details page (Figure 86):

*  One phase submission. This type of submission requires from the Economic
Operator to upload only the tender package?.

* Two phase submission. This type of submission requires from the Economic
Operator to upload first the digital print and then the tender package.

The required submission type is defined by the Contracting Authority on the tender
specifications. The tender preparation tool will analyse these specifications and
create automatically, during the “Pack” operation explained on section 11.3.13, the
required files (one or two) for each Call for Tender.

3 The tender package is the archive (the name of the archive contains “_TENDER” at
the end, see Figure 91) which has been created during the “Pack” operation (section
11.3.13 - Pack the tender).
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The following symbols are displayed in the page (Figure 85):

Fj Additional items will be required
ﬁ All items submitted / Hash match/ On time submission
= Missing items/ Hash Mismatch/ Late submission

Request for clarifications (fram-to) : 10/05/2010 14:00 - 0440642010 00:00
Upload of docurnents within the clarifications: Mo
Tenders Opening Date:

One-phased subrmission or two-phased subrission:

Ma
Allow suppliers to rmake an online Expression Of Interest: Tes
Contract awarded in Lots: ACH

Figure 86 CfT details page shows the submission type

11.4.1. One phase submission

In order to submit the packaged tender response, the user needs to select the button
“Upload Tender Package” (Figure 87).

Pracuréement of Hospital Information Systems Show CFfT Menu

Create a Tender onling Creat LI G Cownload the Tender structure | Download the preparation tool

List of draft Tenders (created online)

1 Dumitrios Perpendis 2009707716 10:33 200%/07/16 10:33:48

List of submitted Tenders (created online foffline)

Name T/P
rec npt 1D [ submission C submission
r time

DJP Received

match |on Time
result

Upload tender package

€ Al iterns submitted/Hash match | fly Additional tems will be needed

= Missing tems/Hash mismatch/Late Submission

Figure 87 Upload tender package
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The system prompts the user to confirm that his account details are correct (Figure
88). The user selects the button “Confirm” to confirm the validity of his account
details (selecting the button “Edit Account” enables the user to edit his account

details).

View Account

Authority:
Account Role:
First Mame:
Last Mame:
Username:
Ernail:
Address:
Postal Code:
City:

Country:

FPhone Mumber:

Maobile phone:
Fax:

Language:

European Dynarmics
EC Adrmin

Ciimitrios

Perperidis

dper

eppsl@delos.eurodyn.com

United Kingdom

Enalish

Confirm Cance Edit Account

Figure 88 Confirm account details

After confirming the validity of the user account details, the user is prompted to
accept the user agreement policy for this CfT (Figure 89). In order to accept the
agreement the user needs to select the button “Accept”.
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Accept Agreement for this Cft

Do not proceed if you are not an Authorised User of the eSourcing application. This is a private application and is

protected by appropriate security measures, Access to and use of this application is restricted to Authorised Users
only.

Any attermnpt to use this application in & manner not authorised or any attemnpt to alter, destroy or damage any
Information contained within it may constitute & breach of the provisions of the Computer Misuse Act 1990 and/or
other legislation and shall leave the user liable to both criminal and civil proceedings.

It is strictly forbidden to attermnpt to access this application using any third party's logon identity. all authorised Users
rmust accept and cormply with defined policies and procedures. Anyone using this application consents to active
rmonitaring by the ED Systern administrators,

Accept Reject

Figure 89 Accept agreement for this CfT.

After confirming the account details and accepting the agreement the user is
prompted to locate the tender package to upload (Figure 90). The user selects the
“Browse” button to locate the file of the tender package ((Figure 90).

The tender package is the archive (the name of the archive contains “_TENDER” at
the end, see Figure 91) which has been created during the “Pack” operation (section
11.3.13 - Pack the tender).

Upload tender package

¥ CFT:Procurement of Hospital Information Systems S CfT Menu

*Locate the Tender package to upload: |E:\Dncuments and Settings\dperphD eskboph T esting ukProchStore: | iBrowse.

Figure 90 Upload the tender package
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File Upload

Loak i | ) Stored tenders b | @ ? y JEHT
- |CT3European Dynamics offer
i "} [C)European Dynamics of fer_2
by Recent = European Dynarnics of fer
Documents = European Dynarmics offer_2

EI European Dvnamics offer_2_DIGITAL_PRINT
L§ @Eumpean Cwnamics offer_2_TEMDER
[‘é_“] European Dynamics offer_DIGITAL_PRINT

n

Desktop

=5 Furopean Dynamics offer. TENDER

I

My Documents

File name: |Eur0pean Dynamics offer_ TENDER b | Open
hy Netwark, Filzz of type: i.-’-‘«II Files v-! Canicel

o
=
4 2 Y
=)
=
@

Figure 91 Selection of the tender package to upload

In order to complete his action, the user selects the button “Upload” to upload the
tender package in the platform (Figure 91). The system generates a unique Tender
“Package Receipt ID” and informs the user regarding the successful upload of the
tender package in the platform

11.4.2. Two phase submission

The “Two phase submission” comprises the following steps.

Note: The successful tender submission necessitates the execution of both steps.
Otherwise, the tender is not considered submitted in the system.

1. Upload of the ‘Digital Print’

The first step mentioned above is to upload the tender digital print. In this case, the
user selects the button “Upload D/P of tender package” (Figure 85). In the new
window (Figure 92), the user selects the “Browse” functionality to locate the digital
print of the tender package (Figure 93). The digital print is created during the “Pack”
operation, which is performed at the end of the creation of the tender (section 11.3.13
Pack the tender).
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Upload new Digital Print

¥ CFT:Procurement of Hospital Information Systems = fT Menu

*Locate the digital print to upload: 0 I Browse..

*Tender package name:

Figure 92 Upload new Digital Print

The name of the generated digital print file contains the words “DIGITAL_PRINT”,
which are appended at the end of the filename (Figure 93).

File Upload

Laok i |'1j Stared tenders Vl Q F e m-

|=jEuropean Dynamics of fer

|5)Eurapean Dyvnamics offer_2

My Recent [ European Dynamics offer

Documents E, European Dynamics offer_2

EI European Dynamics offer_Z_DIGITAL_PRINT
@Eumpean Dwnamics offer_2_TEMDER

EI Eurapean [vna offer. DIGITAL. PRINT
@Eumpean Dynamics of fer_TEMDER

=

Desktop

U

My Diocurnents

@

Ay Carnpuiter
“é)] File name: |Eurc-|:-ean Dynamics offer_DIGITAL_PRINT b | [ Open ]
Ay Metwark Files of type: |AII Files w ! ’ Cancel ]

Figure 93 Selection of the Digital Print file

After selecting the appropriate file of the Digital Print, the user specifies the name of
the tender and, finally, selects the button “Upload” to submit the Digital Print to the
platform (Figure 94).

Upload new Digital Print

v CFT:Procurement of Hospital Information Systems

*|ocate the digital print to upload: 0 |C:'\Documents and Settingz\dperp'| Browsze...

*Tender package name: |Eur0|:uean Dynamics Offer |

Figure 94 Specifying the tender package name
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When the user successfully uploads a digital print, a message containing the unique
“Digital Print Receipt ID” is displayed (Figure 95). The system lists the submitted
tenders along with the following information:

* Submitted by: The user who submitted the tender

* Name: The name of the tender

* D/P receipt ID: The unique “Receipt ID” of the “Digital Print” submission
time

* D/P submission time: The time of the submission of the “Digital Print”

* T/P receipt ID: The unique “Receipt ID” of the “Tender Package” (see
section 2 - Upload of the “Tender package’.

* T/P submission time: The time of submission of the “Tender Package”
* Status: The status of the submission

* D/P match results: A check whether the “Digital Print” matches the
submitted “Tender package”.

* Received on time: A check whether the tender submission has been received
on time

At this stage, only the information regarding the submission of the digital print is
available in the list. Furthermore, the status of the submission contains the symbol

Fj indicating that additional items (i.e. the tender package) are required, in order to
finalise the tender submission process.
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View Tenders

Print file

v CFT:Procurement of Hospital Information Systems b= fT Menu

Create a Tender online NS it Download the Tender structure § Download the preparation tool

List of draft Tenders (created online)

. eated by Creation date Last edited

) 1 Dimitries Perperidis 2009707416 10:33:48 200907716 10:33:48

Remove

List of submitted Tenders {(created online foffline)

# | Submitted DfP DfP TSP Status |DfP Received
By receipt ID | submission Cel submission on Time
[J 1 Dimitrios European 0oo00ooze 1640742009 7]
Perperidis Dynamics 10:43:15
Tender

Upload tender package Remove

€ All iterns submitted/Hash match | g Additional items will be needed
@ Missing itemns/Hash mismatch/Late Submission

Figure 95 The Digital Print is uploaded

2. Upload of the ‘Tender package’.

To upload the “Tender package’, please follow the step described in the ‘One phase
submission” section.

If the submission was successful a page similar to Figure 96 will be displayed.
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¥ CFT:Procurement of Hospital Information Systems S T Menu

Create a Tender online [N EEE s s Cownload the Tender structure | Download the preparation tool

List of draft Tenders (created online)

.. ‘reated by Creation date Last edited

O 1 Dimitrios Perperidis 2009/07/16 10:33:48 2009/07/16 10:33:45

List of submitted Tenders {created online foffline)

I

’: 1 Dimitrios European 000000026 167072009 000000029 167072009 a
Perperidis Dynamics 10:43:15 10:44:59
Tender

Submitted |Mame DfP DfP TP TSP Status [DfP Received
receipt ID | submission |receipt ID | submission on Time
time time

Upload D/P of tender package

© &l itemns submitted/Hash match | F" Additional iterns will be needed
© Missing iterns/Hash mismatch/Late Submission

Figure 96 Submission of a tender

In the list of submitted tenders, the platform displays the following information
relating to the submission of the tender package:

* T/P receipt ID
e T/P submission time
Furthermore, the “Status” of the submission must have the symbol v indicating

that all items have been submitted (Figure 96). The platform also checks that the
uploaded “Digital Print” and the uploaded “Digital Package” match (ie. the

column “D/P match results” has the symbolﬁ) and the tender has been submitted
on time (column “Received on Time”).

If any of the following columns have been marked by = symbol:

* D/P match result. The uploaded digital signature does not match the
uploaded tender package.
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* Received on Time. The tender has been received after the specified deadline.
The contracting authority officer will decide whether it will be accepted or
not.

For this type of submission, the user should upload the Digital Signature prior to the
deadline. Then, the system allows the user a period of 24 hours to upload his saved
tender providing that he does not work on his tender after the generation of the
Digital Signature. Please note that if the user works on his tender after the generation
of the uploaded “Digital Signature”, matching between the signature and the saved
tender package will fail and the tender document will be rejected.

The user can modify his uploaded tender until the “Time-limit for receipt of tenders
or requests to participate” has been reached. Afterwards, the functionality to create,
edit and upload a tender is disabled.

In order to modify the uploaded tender, the user first needs to remove the existing
tender using the “Remove” button (Figure 96), and then upload the new tender.
Otherwise an error message as displayed in Figure 97 will be shown. The user can
upload more than one tender only for CfT where multiple tender submissions is
allowed.

ﬁ An error has occured:

n Only one tender is allowed to be submitted per EQ for this CfT (Multiple tender submission is not @

Figure 97 Only one tender is allowed to be submitted
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12. Feedback

In order to submit a feedback request the user needs to select the option “Feedback”
from the “CfT Menu” (Figure 98):

Hide CfT Menu

View CFfT

CfT dacuments

Clarifications

Autornated notifications

Specifyr alerts

Figure 98 CfT Menu, option “Feedback”

The user provides the “Title” and the “Description” of the feedback request. An
optional file attachment can be also uploaded in the platform (Figure 99). In order to
complete and submit the feedback request, the user needs to select the button “Send
Request”.

Provide your feedback to the CfT

FT:Procurement of health IT services Show CFT Menu

Your Feedbacks and Answers

Create new Feedback

* Title: Feed back relating to the evaluation procedure
* Language: English v
Description: [could you please provide our organisation with feedback justifying.....

1028 remaining characters

Attachment for the request: Browse...

Send Request

* Fields marked with an asterisk are mandatory

Figure 99 Creation of a feedback request
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The platform informs the user that the feedback request has been successfully sent
(Figure 100).

J Feedback sent suc

Figure 100 Feedback sent successfully

The response to the feedback request will be listed on the “Your Feedback and
Answers” section (e.g. “1. Feedback relating to the evaluation procedure”, Figure
101). Each listed feedback item can be further expanded, if the user selects on it,
providing a detailed description of the request and the corresponding answer (Figure
102).

Provide your feedback to the CfT

¥ CFT:Procurement of health IT services Show CfT Menu

Your Feedbacks and Answers

1.Feed back relating to the evaluation procedure

Create new Feedback

* Title:
* Language: English v
Description:
(Maximurn characters: Z000)
Attachment for the request: | Browse..

Send Request Cancel

* Fields rmarked with an asterisk are mandatory

Figure 101 Feedback and Answers
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Provide your feedback to the CfT

¥ CFT:Procurement of health IT services S fT Menu

Your Feedbacks and Answers

1.Feed back relating to the evaluation procedure

Description of your feedback
Could you please provide our organisation with feedback justifying.....

attachment for the feedback: Jo gttt

Answer

all requested information are provided in the attached docurment

attachment for the answer: g-FPS Brochure pdf

Figure 102 Response to a feedback question
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13. Electronic Auctions

The e-Auction module provides all necessary functionality for the Economic
Operators to participate in a live auction event for a particular CfT. In order to
participate in the auction events, the Economic Operators must invited by the
contracting authority user who coordinates the specific CfT.

13.1. Participation in an e-Auction event

In order to respond to the e-Auction invitation the user needs to select the task
“Respond to the e-Auction Invitation” in his task list (Figure 103Figure 103).

Task List

My Tasks

1 Procurement of health IT services Respond e-Auction Invitation For Lot Mo :

Figure 103 Respond to an e-Auction invitation

The user has the option to “Accept to participate in the e-Auction event” (Figure
104) or to “Decline to participate in the e-Auction event” (Figure 106). The system
informs the user regarding acceptance (Figure 105) / rejection (Figure 107) decision.

Accept/Decline e-Auction Invitation

¥ CFT:Procurement of health IT services Show CfT Menu

e-Auction: 4994

Answer e-Auction Invitation

2
“* I Accept To Participate In The e-Auction Event

O I Decline To Participate In The e-Auction Event

Cancel

Figure 104 Accept an invitation to participate in an e-Auction event
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e-Auction Invitation Acceptance Results

¥ CFT:Procurement of health IT services Show CfT Menu

e-Auction:4994 Organisation Name:European Dynamics
e-Auction Invitation Status

Result of e-Auction Invitation ! Your Organisation Has accepted the e-Auction Invitation
Enter e-Auction Room

Figure 105 e-Auction invitation acceptance results (accepted invitation)

Accept/Decline e-Auction Invitation

¥ CFT:Procurement of health IT services Show CfT Menu

e-Auction:4994

Answer e-Auction Inwitation
—~
“ I Accept To Participate In The e-Auction Event

.
¥ I Decline To Participate In The e-Auction Event

Figure 106 Decline an invitation to participate in the e-Auction event

e-Auction Invitation Acceptance Results

» CFT:Procurement of health IT services Show CfT Menu

e-Auction:4994 Organisation Name:Capricorn Software Development
e-Auction Invitation Status

Result of e-Auction Invitation : Your Organisation Has Declined the e-Auction Inwvitation, Or The e-Auction Has
Finished, Or You do not Have The Rights to Access the e-Auction

Figure 107 e-Auction invitation acceptance results (declined invitation)

In order to participate in the auction event, the user needs to enter the e-Auction
room. This functionality is accessible from the “e-Auctions” option of the CfT Menu
(Figure 108).
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Hide ZfT Menu

CfT docurments

Clarifications

Tenders

e-fuctions

Fee

Automated notifications

Specify Alerts

Figure 108 CfT Menu, option “e-Auctions”

A list with all e-Auction events scheduled for the particular CfT will be displayed to
the user (Figure 109). For each Lot contained in the CfT a separate e-Auction event
will be held. The list contains detailed information regarding the event. In particular,
the system allows to display information such as the type of event, whether the event
is official or practice and the starting date for the event.

List Of e-Auctions Related To CFT

¥ CFT:Procurement of health IT services Show CfT Menu

List of e-Auctions

Lot Refference |Lot e-Auction Type Official f e-Auction Start
1d Name Id Dummy Date

Combination  Official 2009/10/,29 Enter e-Auction Room
13:00:00

Figure 109 List of e-Auctions related to the CfT

Selecting the “e-Auction Id” (Figure 109) allows the user to preview all details of the
event (Figure 110) while selecting the link “Enter e-Auction Room” (Figure 109)
allows the user to enter the e-Auction room which provides all the bidding
functionality (Figure 113).
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e-Auction Detailed Information

¥ CFT:Procurement of health IT services 2 T Menu

e-Auction ID : 10590 (Official)

e-Auction Type : Combination
e-Auction Evaluation Method @ Lowest Price
e-Auction Status: Pending
Mumber Of Rounds : 02

Duration Of Round ¢ 10

Interval Between Rounds : 5

Enable dutornated Extensions Tes
Mazimurn Mumnber Of Autormated Extensions : 10

Duration Of Extention : S

Tirne before the end of e-Auction when extension is possible 2

Bid Submission Type @ Owerall

The e-Auction StartDate : 2009410729
Auction currency @ EBP
e-Auction biding wvisibility : Full wisibility

e-Auction Rounds

Sequence Number Round Id Round Status Start Date

10599 Pending 2009/10/29 13:00:00

2 10600 Pending 2009410429 13:15:00

Figure 110 Detailed information regarding the e-Auction event

The detailed view of the e-Auction event provides the following information (Figure
110):
1. The type of the e-Auction:

a. Rounds: The Economic Operators compete based on a number of
rounds (each participant can provide a single bid for each round)

b. Time: The Economic Operators compete based on a certain time
period (each participant can provide any number of bids within the
specified period)

c. Combination: The Economic Operators compete based on rounds
with a certain duration (each participants can provide any number of
bids within each round)

The evaluation method: Lowest Price or MEAT
Number of rounds and duration of each round
Duration of the interval between the rounds

Use of automated extensions

A T

Maximum number of automated extensions

7. Duration of each extension
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8. The time period before the end of the event by which, if a bid is received, an
extension will be triggered

9. Scheduled date of the e-Auction
10. Currency of the e-Auction
11. Selected bid visibility

13.2. Submission of an offer

Access to the e-Auction room will be enabled only at the commencement date and
time specified for the event. The user needs to select the button “Enter e-Auction
Room” to access the e-Auction room.

e-Auction Status

The e-Auction State is ; e-Auction will start at @ 2009/09/21 13:00:00

Auction currency @ GBP

Enter e-Auction Raoom

Figure 111 e-Auction status

The e-Auction room provides all functionality for placing a bid for events containing
only financial criteria (i.e. the evaluation mechanism is specified as being Lowest
Price) or combination of financial and criteria specified in the technical envelope (i.e.
the evaluation mechanism is specified as being MEAT).

In both cases the user can visualise the following information at the top of the page
(Figure 112):

* The e-Auction state (status, round, etc)
* The e-Auction currency

* General instructions regarding the event (in order to download the
instructions the user needs to select the associated link)

* Remaining time until the end of the e-Auction/ round

e-Auction Status

The e-auction State is ¢ g-Auction Is Running, we are on round @ 1
fuction currency | =1

General event instructions : g-PPS Brochure.pdf

Time Reraining : 03: 24

Figure 112 e-Auction room, main information regarding the e-Auction
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13.2.1. Placing a bid in a lowest price based auction

In this type of events the bidding is performed only on the associated financial
criteria. The system lists all the participating financial criteria (Figure 113). The user
provides his financial bid in all participating criteria (i.e. “Cost of Consulting” and
“Cost of Training” in Figure 113) and then selects the button “Submit” to submit the
bid in the system.

e-Auction Room

¥ CFT:Procurement of health IT services

e-Auction Status

The e-Auction State is @ e-fuction Is Running, we are on round § 1
&uction currency : GBP
Time Remaining : 0z . o9

Biding Information

Mext winning Bid 157500

Minirmurn bid difference 10 %

Previous Bid Walue 175000.0

I [T
Eo 1l 178000.0

Ed current 175000.0

Cast of consulting

Place vour Offer For vear:0 100000

Cost of training

Place vour Offer For vear:0 45000

Mo Extension Applied

Refresh Subrmit Bid

Figure 113 Submit a Lowest Price bid
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In addition to the information described in Figure 112, the following information
fields are displayed in lowest price e-Auctions (Figure 113):

* Next Winning bid: A suggestion of the total value of the next bid in order to
rank at the first position

*  Minimum bid difference (in terms of % or absolute value). The minimum
difference with the previous bid

¢ Previous bid value. The value of the last bid

The section “User” (Figure 113) provides ranking information during the bidding
process. The displayed information depends on the e-Auction visibility criteria
which are specified by the Procurement Officer Tender Coordinator.

In Figure 113, the row “EO current” displays the last bid of the current EO, while the
row “EO 1”7 displays the last bid of the other EO participating in the e-Auction. The
names of the participating Economic Operators are always masked.

The system prompts the user to confirm the submission of his bid (Figure 114). The
message contains all details regarding the particular bid. Selecting the button “OK”
will submit the bid in the platform while, the button “Cancel” will cancel the
operation.

Windows Internet Exploren

&

Do wou wish ko place this bid ; Cost of consulting Year 0= 100000  Cost of training Year 0 =Y 5000

[ Ok, H Cancel ]

Figure 114 Confirm submission of bid (lowest price based auction)

If the bid is valid, an acceptance message will be displayed (Figure 115). The
acceptance message contains the unique “Bid Receipt Id” and the unique “Bid
Hash”.

Windows Internet Explorer f'5__<|

Your Bid Has Been Accepted
= , Bid Receipt Id : 000000076
Bid Hash :43ebcbSca7h4eb7abo03efed 36c6abba 1 437F777

Figure 115 Acceptance message (lowest price based auction)
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13.2.2. Placing a bid on a MEAT based auction

In this type of events the bidding is performed not only on the associated financial
criteria contained within the technical envelope of the tender.

The platform lists all participating criteria; financial and non-financial (Figure 116).
The user provides his bid for all financial (i.e. “Cost of Consulting” and “Cost of
Training” in Figure 116) and for all non-financial criteria (“Number of Departments
participating in the project” and “Number of consultants working on the project”
in Figure 116). The user selects the button “Submit” to submit the bid in the system.

e-Auction Room

¥ CFT:Procurement of health IT services

e-Auction Status

The e-&uckion State is : e-fuction Is Running, we are on round @ 1
Auction currency : GBEP

General event instructions : e-PPS Brochure.pdf

Tirne Rernaining : 05 : 1z

Biding Information

Previous Score Walue 93.53

Current Ranking 1

Caost of consulting

Flace vour Offer For vear:0 755
Place vour Offer For vear:1 755
Place vour Offer For vear:2 755

Caost of training

Place vour Offer For vear:0 755
Place vour Offer For vear:1 755
Place vour Offer For vear:2 755

Mumber of departments participating in |8
the project

Mumber of consultants working on the |85

prnject@

Mo Extension Applied

Subrmit Bid

Figure 116 Submit a MEAT bid
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The system prompts the user to confirm the submission of his bid (Figure 117).The
message contains all details regarding the particular bid. Selecting the button “OK”
will submit the bid in the platform while, the button “Cancel” will cancel the
operation.

Windows Internet Explorer,

P Do you wish to place this bid @ Cost of training ¥ear 2 = 1110 Cost of consulting Year 2 = 12230 Cost of training Year 1 = 1110 Cost
\,_':’/ of training Year 0 = 1110 Cosk of consulting Year 1 = 1230 Cost of consulting Year 0 = 1230 Number of departments participating in
the project = 9 Mumber of consultants working on the project =5

I Ok, ] [ Cancel l

Figure 117 The platform prompts the user to confirm his bid

If the bid is valid, an acceptance message will be displayed (Figure 118). The
acceptance message contains the unique “Bid Receipt Id” and the unique “Bid
Hash”.

Windows Internet Exploren [‘5__<|

Your Bid Has Been Accepted
# ' Bid Receipk Id : 000000077
Bid Hash :43ebrhSoa764eb7adc03ef643606abas 1 057F 105

Figure 118 Bid has been accepted

If the bid is not valid, an error message will be displayed to the user (Figure 119). The
error message will describe why the bid has not been registered in the system.

Windows Internet Explorer

' ‘our Bid Has not Been Registered For the Following reasons:
. Murmber of consultants working on the project: Criterion value must not be less than the minimurm Farmula value

Figure 119 Bid has been rejected

For the technical criteria participating in the e-Auction process, the user can preview

the criterion details by selecting the icon o (displayed next to the criterion
description). In the new window the platform displays the details of the criterion
such as Criterion Parameters, Evaluation Parameters and Evaluation Formula
Parameters (Figure 120).
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= e-sourcing Popup - Windows Internet Explorer

Number of departments participating in the project

Criterion parameters

Type

Measure Unit

Step

Evaluation parameters
Weight

Threshold

Evaluation formula

Formula

Parameters of step formula
From 1 To 3

From 4 Tg 6

NUMEric
Departments

1.00

30.00%

50.00%

step

Score 20.00%

Score £0.00%

From 7 To 10 Spore 100.00%

Figure 120 Details of a technical criterion

13.2.3. Extensions

Automated extensions are enabled by the Procurement Officer Tender Coordinator
during the creation of the e-Auction event. Information regarding the use of
automated extensions is available for the user when previewing the detailed
information of the e-Auction event (Figure 110). The following information fields are

available to the user (Figure 121):

¢ Maximum number of automated extensions

e Duration of each extension round

* Time before the end of e-Auction when extension is possible

Enable Automated Extensions :
Maximurn Murmber Of Automated Extensions @

Duration Of Extention :

Tirne before the end of e-Auction when extension is possible: £

Figure 121 Detailed information regarding automated extensions
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During the bidding process, the user previews if an extension has been applied
(Figure 116 and Figure 115). At the bottom of the page, the message “No Extension
Applied” is displayed when an extension has not be applied (Figure 122).

Mo Extension Applied

Figure 122 No automated extension is applied

When an extension is applied, the platform displays the extension number and end
time and date of the extension (Figure 123).

Extension Mumber : 1 - Round End Date : 2009,/09,/25 11:25:00

Figure 123 Automated Extension is applied

13.3. Message Board

The e-Auction module provides a message board functionality for the prompt
communication between Economic Operators and the administrator of the e-Auction
(Figure 124).

MessageBoard Of e-Auction : 4994

User: 1238-E0

Messages

FO[1224] i Hello, the e-Auction
ievent iz about to start

Post-a new message;

We have technical difficulties, could
wou pleaze suszpend the event for 5
minutes?

(Maximum characters : 300 ) You Have

419 Left

)

Send Message

Figure 124 e-Auction message board
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The upper part of the message board displays all messages posted by participating
Economic Operators and also the messages/replies posted by the e-Auction
Administrator.

In order to post a message the user fills the “Post a new message” section and then,
selects the button “Send Message” to post the message on the board (Figure 125).

MessageBoard Of e-Auction : 4994
User: 1238-E0

Messages

event is about to start L
EQ[1238] : We have technical
difficultiez, could vou please

zuzpend the event for 3 minutes?
PO[1224] : The event will be
suszpended for 3 minutes W

Post a new message:

(Maximum characters : 500 ) You Have
200 Left.

Send Message

Figure 125 Posting a message on the message board

13.4. Suspension an e-Auction event

When the event is suspended no further bidding is permitted (during the suspension
period). The platform informs all participating Economic Operators that the event is
suspended and also when the event will resume (Figure 126). When the event is
resumed, the user needs to select the button “Enter e-Auction Room” to access the e-
Auction room and to continue bidding.
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e-Auction Status

The e-Auction State is : The e-Auction is suspended until 2009/09,/21
15:07:12
Auction currency : GEP

General event instructions :

Enter e-Auction Room

Figure 126 e-Auction is suspended

13.5. Preview of a completed e-Auction

At the end of each e-Auction round, the platform will present the details regarding
the bidding activities of the Economic Operator (for example “Best Overall Bid Per

Round”). Figure 127 provides an example.

¥ CFT:Procurement of health IT services

e-Auction Status

The e-Auction State is ! MWext Round, nurmber @ 2 will start at :
2009/09/21 15:18:29

Auction currency @ GBP

General event instructions : g-PPS Brochure pdf
Best Overall Bid Per Round

100 +—— —_— E— .
ap
&0
70
&0
50
40
30
20
10

Best Bid Value

Found Mumber

MessageBoard Of e-Auction : 4994
User: 1238-E0

Messages

PiZ[1224] : Hello, the e-Auction event
is about to start

Post a new message:

{Maximurm characters : 500 ) You Hawve
500 Left.

Send Message

Figure 127 End of round information
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At the end of the e-Auction, the platform will notify the Economic Operator that the
event has terminated (Figure 128).

Windows Internet Explorer

' E e-Auckion Finalized, you can proceed ta results,
L4

Figure 128 End of the e-Auction event

In order to view the bidding results the user needs to select the button “View
Results” (Figure 129).

e-Auction Room

¥ CFT:Procurement of health IT services

e-Auction Status

The e-Auction State is : e-Auction Has Finished

Auction currency : GEFP
General event instructions : Brochure.pdf

Best Overall Bid Per Round

100 — — — = o
90 -
B0 -
70 -
B0 |
50 -
40
30
20 -
10 -

Best Bid Value

0 1 2
Found Mumber

In a few seconds the results button will be enabled, please wait while e-fuction
finalizes...

View Results

Figure 129 End of auction information
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The platform will provide the following information to participating Economic
Operator (Figure 130):

*  Winning bid of the e-Auction

* Ranking of the Economic Operator

* Best bid of the operator

* Detailed information for all received bids from the Economic Operator

* Ranking information per round

* Several e-Auction charts (Figure 131 and Figure 132)

Economic Operator Report

¥ CFT:Procurement of health IT services

Show CfT Menu

e-fAuction Ranking For : Paul Otto

e-fuction Status:

winning Bid:

Tour Ranking Is :

Tour Best Bid:

Details Of Bids

Closed

95.53%

95.53%

Ranking After Bid =
2

0 10— o 7 a0 e o e
5013 1 2009/09/21 15:00:00 OF .G

S04 1 Z009/09/21 15:08:32 08.53% 1

5050 1 2009/09/21 15:09:43 97 . 39% 2

5053 1 ZO009/09/21 15:11:21 98.53% 1

5055 1 Z009/09/21 15:14:32 98.53% 1

5056 2 2009/09/21 15:19:04 98.53% 1

5059 z Z009/09,/21 15:21:31 98.53% 1

Round Ranking History

Round Mumber % | Ranking After Round =

1

2

Final Ranking :

e-Auction Charts

1

1

1

Figure 130 Bid information
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Latest Bid

Rank

180,000
160,000 -
140,000 -
120,000 -
100,000 -
BO,000 -
60,000 -
40,000 -
20,000 -

0

Latest Bid For EO

1
Round Mumber

Figure 131 Latest Bid for EO

Rank Per Round For EO

1
Found Mumber

Figure 132 Rank Per Round for EO
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14. Contract Awarding

If the Economic Operator is awarded the contract the task “Reply to contract award”
will appear in the user’s task list (Figure 133).

Task List

My Tasks

1 Procurement of Hospital Information Systemns  Reply to contract award

Figure 133 Reply to contract award task

The user has the option to accept or decline the award (Figure 134). In case the award

is declined, a mandatory reason must be provided in the available text area (Figure
135).

Contract Award My user role for this CfT is: EOASSOC

CFT: Procurement of Health Information Systems

Show CfT Menu

Accept/Reject Contract Award

Do yvou accept the contract award?

2%
% Accept

C Decline

If the award is declined, please provide a reasaon...

Submit Cancel

Figure 134 Accept contract award
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Contract Award My user role for this CfT is: EDASSOC

CFT: Procurement of Health Information Systems

Accept/Reject Contract Award

Do vou accept the contract award?
C Accept
® Decline

If the award is declined, please provide a reason... |The reasons are.....

Figure 135 Decline contract award
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15. Additional Functionality

15.1. Inserting Common Procurement Vocabulary Codes
(CPV)

In order to insert a Common Procurement Vocabulary (CPV) code, the platform
provides a code selector functionality accessible when the user selects the search icon

next to the field:

CPY Codes of interest: E Lo

Figure 136 CPV codes field

In the CPV code selection window, the following functionality is provided:
1. Select a CPV code from the main CPV window:
* A detailed presentation of all codes in the tree hierarchy is enabled by
using the [ and =l signs (Figure 137).
= 22000000 Printed matter and related products
22100000 Printed books, brochures and leaflets

22200000 Mewspapers, journals, periodicals and magazines

22300000 Postcards, greeting cards and other printed matter
Figure 137 Hierarchical structure of CPV codes

* Double clicking on a CPV code adds it to the list of the selected items:
* All selected codes are included in the selected items window.
* Functionality is provided to define the presentation order of

several CPV codes by using buttons Z) and %"J . In
addition the user can delete a selected CPV code by using the

button #% (Figure 138).
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Selected tems

22000000-Frinted maftter and related products
30211 300-Computer platfarms
302131 00-Fantable computers

302171 400-Computer configurations

X & 2 [smc

Figure 138 Selected CPV codes

2. The user can use the search functionality of a CPV code (Figure 139):

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

¢ The user selects the button “Search”.

* The results are displayed in the search results panel. Selecting a CPV
code and selecting the button “Add to the List” will include the CPV
code in the selected items (Figure 140).

Search

Computer |

Search resuts

3021 2000-Minicomputer hardware
302131 00-Portable computars
30200000-Camputer equipment and supplies
30211 000-kdainframe computer
30211100-Super computer v

anD TO LT SYNCHRONISE LIST

Figure 139 CPV search functionality
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Search

Computer |

Search resutts

3021 2000-tinicomputer hardware
00-Portable computers

30237300-Computer supplies

30200000-Computer equipment and supplies

30211000-Mainframe computer

30211100-Super computer v

ADDTOLET  SYNCHRONESELET

Selected tems

main panel CPY

[ 22000000 Printed matter snd relsted products
22100000 Printed books, brochures and leaflets
22200000 Mewspapers, journsls, periodicals and magszines

22300000 Postcards, greeting cards and other printed matter

and manuals

22600000

Irik:

stationery
22900000 Miscellaneous printed matter

24000000 Chemical products

22500000 Printing plates or cylinders or other media for use in printing

31000000 Electrical machinery, apparatus, equipment and consumables; lighting

22400000 Stamps, chegue forms, banknotes, stock cerificates, trade advertising material, catalogues

22800000 Paper or paperboard registers, accourt books, binders, forms and other articles of printed

30000000 Otfice snd computing machinery | equipment and supplies except furniture and software packages

22000000-Printed matter and related products
30211300-Computer platiorrns
30213100-Fartable computers

3021140 nputer configurations

Figure 140 Selection of CPV codes

Finally, the user selects the button “Submit” to submit the selected codes to the
application (Figure 140). All selected codes are, then, presented in the corresponding

field.

CPY Codes of interest:

22000000-Printed matter and related products

30211300-Computer platforms
30213100-Portable computers
30211400-Computer configurations

Figure 141 Submitted CPV codes
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