REGISTRATION AND PROPOSAL SUBMISSION ON

THE S-PROCUREMENT INFORMATION SYSTEM

Quick-start guide

The information in this guide belongs to VORTAL. Any disclosure, reproduction,
copying or distribution of this information, in full or in part, is completely prohibited.
The information must furthermore not be used for any
purpose not authorised by VORTAL.
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This manual is aimed at suppliers who have registered
for the FREE UNIVERSAL SERVICE (no costs are incurred
by companies who register for this Universal Access
when submitting a proposal inresponse to a Request for
proposal or public procedure onthe VORTAL platform).

If you need any clarification about the use of the
platform, please contact the VORTAL Customer Service
team on telephone +386 1 60 100 71 Monday to Friday
from9a.m.to7 p.m.GMTorbye-mail info@s-
procurement.si.

www.vortal.biz VO RTAE"
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1. System requirements:

The following requirements must be metinorder
to correctly use the VORTAL platform:

vl

CPU RAM

OPERATING INTERNET JAVA
SYSTEM BROWSER
MicrosoftinternetExplorer8,9and10 :

MozillaFirefox310orabovewith
MacOSX10.5.x0orabove cookies and JavaScriptenabled

Chrome 36 orabove with cookies
LinUX(Fedoraand Ubu ntO) 32 bits and JavaScript enabled

The pop-up blocker should be
disabled. Please note that you may
have more than one pop-up blocker

www.vortal.biz vo RTAI:"
© VORTAL 2017 - All rights Connecting business.
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2. Platform compatibilities:

The VORTAL platformis compatible with all major internet browsers available on the market:

Internet Explorer, Firefox, Safari and Google Chrome..

BROWSER (COMPATIBLE VERSIONS)

OPERATING SYSTEM

e 3,

©

[INTERNET MOZILLA/FIREFO SAFAR GOOGLE
EXPLORER X | CHROME

WINDOWS - ALL VERSIONS 8,9 AND 10 31> 36 > AND < 44

FROM XP PROFESSIONAL

LINUX (FEDORA AND 31> 36 > AND < 44

UBUNTO) 32 BITS AND 64

BITS

MAC 0SX 10.5X AND ABOVE 31> 6 36 > AND < 44
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3. Recommendations:

Update your computer’s Java version: Java is required to
electronically sign proposal documents and send messages and
clarifications. Please note that Java is not compatible with the
browser Chrome.

To check which version of Java is currently installed on your
computer, please visit: http://java.com/en/download/installed.jsp

Start your user and company registration in plenty of time.

If applicable according to the legal framework of the country

or entity you are sending a proposal to, request a recognised
certificate forsigning proposal documents in plenty of time from
any of the following certification bodies recognised by the
platform and check that it works properly on the platform prior to
the proposal submission deadline:

- DNl electrénico

- IZEMPE

- ANCERT

- CAMERFIRMA

- CATCERT

- FNMT - CERES

- FIRMA PROFESIONAL

- ACCV

- Othersvalidinyour country

Where possible, convert your documents to PDF format.
The platform accepts documents of any size but we do not
recommend uploading files that exceed 30 MB.

Proposal documents can be signed in the following ways:

a)When creating a proposal, click the “Sign all” button
onthe platform. The signature willbe embedded into the
documents.

b) Useanexternalsignatureapplication(e.g.Xolidosign)to
sign the documents. Depending on the type of procedure
used to submita proposal, the platform may oblige you to
signthedocuments.

Always define the print area in all files, especially Excel and DWF/
DWG files, so that the recipient can correctly view the information
that you want to transmit.

www.vortal.biz Vo RTAI-® ‘,
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SIGNING

UP

To startusing the platform, you mustfirstregisterasauser.
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07 - USER REGISTRATION

Go to www.vortal.biz and click “Login” > “l want to join”

vorTAL B

CARTNER'S MAGKC QUADRANT

VORTAL IS RECOGNIZED AS
ONE OF THE TOP PLAYERS IN THE MARKET
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The registration page opens for you to complete all the steps shown.

Page W IEWEE marTveny (2

Nosw 00

The first step is to register a user on the platform. The default registration
settingis “Manual” althoughitis also possible toregister usingan electronicID
card. Allfields are mandatory.

SIGNUP MANUALLY SIGNUP TYPE
Furst g Last name -
/ wrnisd
Courtry . GRRMANT it w
Camgrarry Mamm .

Purvors ¥ Corfirm Paerword
Yorw B'5)
Beourity Guarton Wi sar your (NSl ieknana
Taority Mbve
Teorty Wobsle o @

Toww-Zorw  (UTT) Dutin. Biinbungh. Lirbon. Londos.

After completing all the information, click “Proceed".

®
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02 - CONFIRM YOUR REGISTRATION

A message will appear to indicate that you have been sent a user registration
confirmation e-mail (to the e-mail address that you entered in the previous step).

e W D AR Ty )

CONFIRM IN YOUR EMAIL

W ASE hguiler .

o 10 20000 PO Bu00unt You P te Chck on the Brk we sert 10 your el Oegivs vorfigeal oo )

Click the link in the e-mail to be redirected to the login page.

Hi ASC Supplier

Please click the link below to activate your account.

hitps Mraining01.vontal biz/TPEPubli ¥ nfirmA nt/Confir n?
firma sdR4fae i o587 & anyCode=2

(if you cannot access Vortal Platform by clicking the link, please copy the entire link and paste it into
your browser)

After activating your register you will be able to associate your account to a company or to register your
company.

Thank you,
Vortal Next>

www.vortal.biz vo RTAI_® "
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Enter the username and password that you created during the registration process
and click “Signin”.

LOGIN

Login with certificate

NOTE:

To use the platform, you must install Java on your
system. This will be required for certificate-based
authentication as well as to sign files and upload
them to the platform.

- Toinstallthis software, youwill require
administrator rights for your computer.

- If you use a browser version above IE 10 or
other browsers suchas Chrome or Mozilla, the
platform will not require Java to upload files to the
platform, only to sign documents.

®
www.vortal.biz vo RTAL"
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03 - CREATE A COMPANY OR REQUEST ACGESS TO YOUR COMPANY

Please note that another user may have already registered your company (this is a multi-user platform).
If so, you will have to request access to the company on the platform. If your company
has notalready beenregistered, you must enterallthe mandatoryinformation.

ﬂ Check if my company already exists:

Enteryour company'’s fiscal ID number (ifyou are self-employed, please enter
your ID card number) and click “Check”.

1. Register User 2. Confirm Registration 3. Create or Add Company

VALIDATE IF MY COMPANY ALREADY EXISTS?

My Office Country.  AUSTRIA W8 ki

Company Name: NS BEST ECO

Fizcal 1D:

®
www.vortal.biz vo RTAL ‘
© VORTAL 2017 - All rights reserved Connecting business.
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m If your company is already registered:

You will be shown the company that matches your search criteria so that you
canrequest access toit.

a) Todo this, simply click “Request Membership”.
b) The userresponsible forthe company on the platform should
authoriseyouraccess tothe companyonthe platform.

1. Register User 2. Confirm Registration « 2. Create or Add Company

VALIDATE IF MY COMPANY ALREADY EXISTS?

%y Ofoe Courtry  PORTUIM,
Covowry Neve

Pacs © 2000000

WE FOUND IN OUR SYSTEM THE COMPANIES BELOW

WS BEST Eco
PONTURAL B machinmy
st tg SOUBOIN) | W Sdi0® 1

Poukcicy
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ﬂ If your company is not already registered:

Whenyou conduct the check, the platform notifies you that it has not found
anycompanies that matchyoursearch criteria.

1. Register Usar 2. Confirm Registratien 3. Create or Add Companry

VAUDATE IF MY COMPANY ALREADY EXISTS?
My Ofce Courtry. AUSTRMA i

Compary Masa Supphar

fiscw ©  ATDIDGEDE

We didn found In our system any company that maiches i search criteria. You can register the company.

You will have to click “Register New Company” to register your company.

®
——Y VORTAL’
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Complete the requested fields. You can choose to register manually
orviaadigital certificate foryourcompany.

1. Register User 2. Confirm Registration + 3. Create or Add Company

REGISTER NEW COMPANY FORM

Courtry: AUSTRIA
whzt Do You Wart To Do? Buy and Sell
‘four campany is: Public and Private

Organization Type: Empresaiio em Home Individual

Company Registration

Registration Type - Manual or using Digital @ | want ta registed my company manually

Certificate | want to use a Representative Digital Cedificate to register my company

Cornpany ldentification

DUNE
WAT 500820260

Legal Name

Commercisl Name  Supplier & Co.

NOTE: Interest Information

Main Activity Flease select..

SME Compary 0 ‘es ® No

Additional Information

Once you have completed the registration, you will

Contact Info - Country AUSTRIA

be automatically assignedto the universal service. Cortset e - Losstian 0

This service allows you to consult procedures R x

information and submit proposals, as well as to i

communicate with Buyer Entities via the carnc o e o [

procedures completely free of charge. —— B

The platform has advanced functions. For further Bt TS e D i e
information about these, please contactthe VORTAL

Customer Service team on telephone ge2e26296

Monday to Friday from 9 a.m. to 7 p.m. or by e-mail Onceyou have completed the companyregistration form, please

atinfo@vortal.biz. click“Finish”.

_ VORTALYJ
www.vortal.biz Connecting business.
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PLATFORM BEFORE LOGGING IN
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@ i T

vorTAL Y4 e s

ARTNER'S MAGIC QUADRANT

VORTAL IS RECOGNIZED AS
ONE OF THE TOP PLAYERS IN THE MARKET

www.vortal.biz
© VORTAL 2017 - All rights reserved

For Slovenian Public Sector, to view the details of contract
notices for restricted procedures (negotiated procedures
without prior publication, minor negotiated procedures)you
will have tovisit the Buyer Entity’s website (these kinds of
procedures will not be published on VORTAL, only on the Buyer
Entity’s corporate web pages).

The VORTAL platform solely enables you to view the details of
contract notices for public procedures without having tologin. Go
towww.vortal.biz and click “Login” followed by “Requests Search”.

i ¥ 4
———
ENTER YORIAL'S eSOURCING PLATFORM AND SEE ALL THE BENERTS LOON
WERAVE FOR YO
.
ARE TOU A BINER? ARE YOU & SUPPUER?

AL YO D B0 O N OO, 00N

(BRI

vorTAL )
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In either of the two cases above:

You will be shown a list of contract notices that allows you to view further
information. Click “Detail” for the contract notice you wish to view to open a new
windowwithallthe necessaryinformation.

Home  Iwentta oed  Blequests Search

o = Comract Notae Managemant Pop e toal e r D
LAVT Moo D, Eoex M
R of
Faarch for Corteact Noscey
[ [T
Loty Comte st A Py Pateremme - Bane e M.
- CINTRO w0 08 TRAS. RN Nderer e o JOACOET T OLADCORT V70 T MEA0000 Bwe  Mateted [
5 MORS € ALTO e et e e ‘— —
- Cordrs Vosstw e Lndon 1S00MNT  Seapeetes paes Foon 00T Y] COMDO0KT 1PA0 CA0000 B Paderes -
Coest EFE 100D A vupoman 1 »
- Cartre tosptue e Lnton OO x0T A b0 - Fooe 2EA00RY WA COOI00AT Y80 OO MO0 Bae  Paderes -
Cuntmrtn 0 0000 Tteme #n Tare O/ Pamten P  —r
Aervmrr 0 Tl
bl
- A Agaan a reghe = o Tode o dwagen e JONO0ET I 4 22000 10 FMOMOI0 0w Pasres -
Ao SA ORO0T DEOA e dgume eachumn  Prapastes - -
g
oo
harten) (A OO
=] s Wrswn oo Fase et DO A) s Fose o JOMORT AN AMOGO0RT 1790 v W ITIM0ee  Pasetes Dt
-pa Lot sl o "
carexece
® . . .
a)Summary information of the contract notice
b) Evaluation
The details showall the information about the contract c) Questionnaire
d) Award

notice, divided into sections: )
e) Documents (area for downloading the

specifications and documents provided by the Buyer
Entity)

f) Additional information

g) Public messages

www.vortal.biz Vo RTAL®‘
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FINDING A PROCEDURE ON
THE PLATFORM AFTER

LOGGING IN
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IMPORTANT:

Tofind a procedure on the platform after logging
inand submitaproposal, you require the precise
procedure reference that you found by following the
instructions provided in the previous section.

n Login:

Login to the platform by entering the username and password that you selected
during the registration process.

n Messages:

Ifyou have been directly invited to send a proposal to a procedure, you will find
the procedure reference on the right of the menu bar in the messages icon.

voRTAL ) Sl | e

Work Area Poge i 10107 SMARTY hetp ()

1b.1) On clicking this icon, anewwindow opens with all the notifications /
announcements thatrelate tothe Procedures.

ANNOUNCEMENTS .

Procedure Reference Subject Time

Office Materials Annual Invitation for Reply to Request Office Materials Annual Acquisition 2017 Copy 1/26/2017 4:59:53 PM
quisition 2017 Cop;

www.vortal.biz
© VORTAL 2017 - All rights reserved
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* BN Find the Procedure:

Once you have copied the precise procedure reference from either the VORTAL
platform orthe Buyer Entity’s website, use the procedure search functioninyour

work area.

Search Procedures

SAaCH e pIOCSUNE Nference n Oroe 10 Access i

(‘Omee Mmateriais Annua )

¢ n Access the Procedure:

In either of the two cases described, enter the precise procedure reference
and click the magnifying glassicon.

1d.1) A newwindow with the Procedure details opens.
Click“Detail"toviewthe fullinformation.

Corvent
ol
el Anmest Peoponsis ) miewten V6 ownetes
Atmestion 2917 Copy ol e o oot
Saswom 1502 cormm—r natwi
e - T
T Bb
e
e—
—

www.vortal.biz VO RTAE"
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1d.2) You now have to click “Confirm Interest”. All of the options in the Procedure
will be unlocked and the Buyer Entity will be notified of the existence of an
interested party. This step is mandatory.

e -8

S e~ G Ve~ Camas i Seapess - Contact Notice Vee [ .
e ~ .-—E . — A
e a— - G ——— ’ 8 ~a
Contypct Sommury nds

& N s

1d.3) On clicking “Confirm Interest” you can choose to send a message to the Buyer
Entity. Ifyou do notwish to send amessage, click “Confirm”.

SHOWINTEREST IN THE OPPORTUNITY

ASd commenty |

[ (ke the comment visiose 49 buyer

®
www.vortal.biz vo RTAL"
© VORTAL 2017 - All rights reserved Connecting business.
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01 - INTRODUCTION

Once you have clicked “Confirm Interest”,
you will be given access to the procedure’s work area.
Go to the “My proposals” section and
click“Create Proposal”.

Supplier & Co

On-line Store  JRYES IS Search...

Work Area — Opportunities — Opportunity Work Area Page Id: 10008401 SMARTY-help @
¢ Interest successfully confirmed!
" Dossier: Office Materials Annual Acquisition 2017 -... (id.PT1.0PDOS 32224) change [ A interested

Restricted Tender with Invitation (PT), with 1 phase(s)

Office Materials Annual Acquisition 2017 - Trainin... | Seecontractnotice.
Business Operation: PT | BO 1 Source: Direct
Category: 03100000-2 - Agri and i pi

(Timezone (UTC) Dublin, Edinburgh, Lisbon, London) Buyer: ‘ F
Deadline for receiving proposals 1/25/2017 5:20:00 PM - Published 1/25/2017 4:59:30 PM NS Adv Gov | initia k,
ine for receivi ifications 1/25/2017 5:20:00 PM - Opening 1/25/2017 5:21:00 PM

My proposais [.] MESSAGES Create

You haven't started to create a proposal to be sent to the buyer. You can start whenever you want.

Create proposal (3) CLARIFICATIONS | Create

www.vortal.biz
© VORTAL 2017 - All rights
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02 - PROPOSAL CREATION STEPS

Next, complete the following three steps to create a proposal
(fourstepsifthe procedure has lots):

vorRTAL Y
onine s

Wotk Area — Oppoctunies — Opporunty Work Aves -+ Update proposal Poge st 10000084 SMARTY help (D

© 10 s i som
Ofnce Materials Asasal Acquisi
tion 2017 Copy
TOCH Matenals Arrusl Acguatio A REQUEST INFORMATION
r I« Trameg Session 1512
016
> Hoader
Restricted Tonder wath Invitato .
nPT)
NS Adv Gow Proposal Reference

Geoeral information

Lots

Replying Authonty
Suppier & Co.

Facsl g SOO8MN%0

Questicnnase

Decanent

B
RN

@ Back 10 Buyer Dossier Work Avea Save

www.vortal.biz
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General Information
Lots

Questionnaire

Documents

General Information

Lots

i Questionnaire

Documents

General Information

Lots

Questionnaire

Documents

® Step 1. General information

Enter a name for your proposal in the relevant field.
Proposal Reference: this name can be freely selected and enables you to
distinguish between different proposals that you are preparing for a specific procedure.

Progosal Relerence  Proposal 33 - Supplier & Co -
{ J
Type: Froposal

o
Step 2. Lots

This step will only appear if lots have been defined in the procedure.
Here, you should choose the lots for which you are submitting your proposal.

Bon 217 Copy Lots
Qe Wateriahy Anraet AL S0
0 2017 - Trawsng Sesson 1512
2010

Step 3. Questionnaire

This section can contain questions from the Buyer Entity to be answered on the platform. If the procedure
has envelopes, awindow will open in which you can access the questions created in each of them.
Click the “Edit” button for one of the envelopes.

VORTALY),

Connecting business.
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Work Area — Opportunites — Opportundy Work Area — Update proposal Pageid 10000mee  SMARTY detp ()
MV ERTEN @ Back to Buyer Dossier Work Area
Office Materlals Annual Acquist
Bon 2007 Copy Summary Vew | Eon
Ofce Materits Acnud Azguasio
" 2017 - Tinweng Secsom 1512
2016 - L
Restricted Teader wih Invitato &3 Questionnal Export Price List
LY )] (not for import Em
NS Adv Gov action)
Generad informaion The is Be secton where e buyes places all e questions that inerested supphers MUst answir when submeing thes proposal
Lots
Questionnasre = Main Form
Caport Price Ust =
(net for import
Docuonts action)
{") o non presentation of tegured endenco may ead 10 e proposal excauson
® Back %o Buyer Dossier Work Aroa <« »

The questionnaire shows the questions that the Buyer Entity added and which you should answer.

If the Buyer Entity has created a question that requires annexes (said documents should
be uploadedtothe platform during the Documents step).

IMPORTANT:

The questionnaire will include a list of products for
whichitis mandatory foryouto quote your proposal
prices.

®
wwvertalbiz VORTAL’
© VORTAL 2017 - All rights reserved Connecting business.
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IMPORTANT:

The questionnaire will include a list of products for
whichitis mandatory foryouto quote your proposal
prices.

Work Area — Opportunes — Opportunty Woek Ares — Update proposal Foge e 100038 SNANTY Retp ()
N EDTION @ Back 1o Buyer Dessiar Wok Ao = s - -
hoiyhhnd R . |

Office Maderats Anrua Acauado  Veew
n 2017 « Trawng Session 1512

2018

Restricted Tendet with lavitatio

"

n(PT)
NS Agv Gov
Caneral irdanmation

§ conferm Bat he above data i comect and refiects T costent of my
proposal *

®)agrme 160 not ageee

(7} P non [resentation of requred endence may ad 10 the (¥opotal ercasion

@ Back 10 Buyer Dossier Werk Avea By = - -
Proposal price.
Work Area ~= Op - O Woek Area —~ Update proposal Pageis woonEss  SMANTY dele B
N EDITION @ Back 10 Buyer Dossier Work Area Pt Proposar [T SIRERINES
Offtice Materials Annual Acqussi
tion 2017 Copy oy
Offce Materais Arvual Acusida View I & Cuestionnare E
1 2017 - Traming Seasien 1512 Z
200 g
Restricted Teader with vvitatio
n{PT)
NS Adv Gov
General Wnformaton
Lot
ot Prive
7z s o
—— an Urit Price perUat  Toma Price

(XE} Bue pen nee o 1100 2100
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IMPORTANT:

The questionnaire will include a list of products for
whichitis mandatory foryou to quote your proposal
prices.

Informacion General

Lotes

Formulario de Respuesta

Documentos

a) If desired, you can enter a code for the requested product in the “Internal

Reference” field (this is not a mandatory field).

b) The “Description” field is non-editable as itis completed by the Buyer Entity.

c) The “Quantity” field refers to the number of products or services requested.

Itis non-editable as itis completed by the Buyer Entity.

d) The “Unit" field refers to the unit of measurement for the product or service

requested. Itis non-editable as itis completed by the Buyer Entity.

e) Use the “Price per Unit” field to specify the pre-tax unit price for the product or service
requestedinthe productdescription (thisisamandatoryfield). The platformwill multiply this unit
price by the quantity indicated by the Buyer Entity.

Step 4. Documents

Use the platform to attach the documents required by the Buyer Entity according to the
specifications to each of the envelopes (if the procedure has envelopes)

m Uploading documents:

Click “Add documents”. If the procedure has envelopes,
this buttonwill appearineach of the envelopes.

VORTALY),

Connecting business.
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Work Asea ~= Opgonuniet ~= Oggornty Work Asea — Update proposal Page 1000004 SMARTY 2etp ()

menmon R ————— e -
Office Matorials Annusl Acguisi
ton 2017 Copy
Oftco Materials Anrual Acguedta RIQUIRED DOCUMENTS Setes:  Daaft
5 2017 - Tramang Session 1512
200
."'("","'"" M rmeo b . ENVELOPE: PROPOSTA Documents | More Options v
NS Adv Gov
Add Notes

Gumerat indrmalion 1 hery you can add notes 19 S envekope

Lets

Quessornase

grstert by Bw cordractng weity

Click "Select Files”. Find the document that you want to attach to your proposal (you can select
multiple documents). Once you have selected the relevant document, click “Upload”.

FILE UPLOAD

omwmvmuulom ¥ you are experenting prodien use Pe allernatve PDage here

(7] 1 wash 52 500 & wgnatere Me

For socerity reasons, not af Ses exdensions are accepiad by the platioom For more resncied Ne CoM e See here he exlenuens Mackist
Lie Ugioad Dot Pracices

* When possie. convert pous Sles o POF foomat This format will Guaranies Dhat every oum with JCCuss 53 B She Wil Do 200 10 300 £ Commecty

* To growp Ses and reduce Thow soe, Use 3 COMpresson sofiware Jlor axampie Winop) This solon roduces Dhe soe of the Sie and the upload Bme Mowever, before compacting B Ses please
vaddate § there m Do need 10 digitally sign them ndhvidwaly

* 0 every S, especially i Excet and DWF/OWG fles, define The printabie area Ofersme wian e Sie is prnded by another sner. e 0wigut may Nt be De comect one

¢ I your Ses are protected wWEN 2 Passwond. ofhr waers wonY De able 45 open and prnt Tem Make sare only S aw

* You showkd aftach fes Tat are stored in your computier, chermine e UpIoad tme can take 109 kong

www.vortal.biz VO RTAI_® "
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Once uploaded, click “Close”.

FILE UPLOAD

ommmlmuuuhm if you e exDenencny) orodioms wae the slertatve sage hete

OF Grag drop fles Mo thes page
Setnc Fies
CpenProtocal [Wied oty] docx OpenProtocal [Witkd oty docx
B
71 1w 45 204 2 signanure e

The documents have been linked to your proposal in each of the envelopes.

Documents

PEGAR0 COTUmINTY Ses: Sulewed
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m If applicable, classifying documents as confidential:

If you want to classify your documents, enable the ‘Confidential’
checkbox for the desired documents.
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m Replacing documents:

If you want to modify a document that you have already attached to a proposal,
you can do so by clicking “Options” and selecting “Change” to replace the selected
documentwith a newone.
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m Deleting documents:

Ifyou want to remove a document that you have already attached to a proposal,
you can do so by clicking “Options™ and selecting “Remove”
to delete the selected document.
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SUBMITTING A PROPOSAL

®
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Once you have completed the questionnaire and uploaded all the
required documents according to the procedure specifications,
followtheinstructions below:

L
e Co
. Search

Q
unty Werk Asea ~ Update proposal Pageis 000004 SMARTY help (D)
P Back 0 Buyer Dossier Work Area save BB Ps n
Complete the proposal:
REQUIRED DOCUMENT S Status:  Orslt
P pressing s doite Click “Finish Proposal”.
Y e A ;:.: g Sl g A nadbis et The message “Procedure proposal saved
erveiope docurnents "
Add Notes successfully!” appears.

N hare pou Can 233 pohes 15 Ban aoweicoe

:
s A R Wl pdi NOTE:

D % ol e u Clicking this button does NOT mean that your
nad 1opond -
= bv proposal has been sent to the Buyer Entity.

You still need to follow the steps below.

®
S—r VORTAL’
© VORTAL 2017 - All rights reserved Connecting business.



http://www.vortal.es/
http://www.vortal.biz/

IMPORTANT:

Your proposal will only be correctly submitted when
you click the "Submit proposal” button as explained
inthis guide. The process of submitting proposals
via the VORTAL platform ends with a download of
the electronic proposal submission receipt.

n If applicable (typically only for public sector), sign the attached documents:

Use arecognised electronic signature that has beenvalidlyissued by a certification
service provider and guarantees the identity and integrity of the envelope and its
documents:

1b.1) If applicable (typically only for public sector), for procedures that require mandatory
signature, the following instructions apply:

H 1] H ”
Click “Sign all”.
vorTaL g f TR 4 s
o ==
Wk A — Cppanien — Oppannty Woe Area — Lipdate propossl Page be v WANTY ey (D)
APPWOVED Py RS
5 500k s Buper Do Work A o - Dave
o 29AT Copy
'.’b Tvm:’.'::..k- ':.,‘-; f-.‘a;‘ — Questonnaire
nw Fapont Prce Lt [aol Sor Luene
Aradumd [ronder o 1w otate s oSl
:"":"_ Thus o T SAcI0n Whte Bow Duper places ot —t W MBI P GO
[T 1 Totsl Guestions
-
- 1 Peaty To Sotwt
- 0 ncompen
(rwstoncare
Do < Main Foem
Fapint Pyie Lind ot Aw
e
€ Toaw Questioms
- € Rewidy 1o Setet
0 wosmphee
T A AN O (e ad) GO @ Wy el Vs T e e e
5 Bk %o Dy Distawer Work Area - e <« o
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Click “Sign”.

SIGN FILES
Files to Sign
File Description File Name Size Signature Detail

7 Questionnaire (PDF) PT1_OTLCNTNR_S270049_PT1_RPL_18912pdt 2127 Missing A
KB signature

Main Form (POF) PT1_OTLCNTNR_S270050_PT1_RPL_18912pd! 2422 Missing A
KB signature

7  OpenProtocol [WithLots] docx OpenProtocol [WithLots) docx 1517 Missing '
KB signature

Total Files 4 Total Size 77.95 K8

Select the place where your certificate is installed to sign the document(s)

and click “Continue”.

Sefert 8 Digtal Centicate

© S Cantoste watuhed sy Sompn
() St Carsicate B whorad om my ot
Instaled Certhicates

S| Pow bt (weV she S B o e b @t 70 P e b

Ao INAR -

Bonnd Toe  And S Parnnd o Conta

Sonmmr  CA=SuBCAMEXTAAFCA LA Ovotu (91
Vel Pramc BN SO
Vit Usar IR0 SR AL

Conmente wasd e 10 0N
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1b.2) If applicable (typically only for public sector), for procedures where the
buyer entity requested that proposal documents have to be signed, the following
instructions apply:

Click “More options” followed by “Sign documents”.

e~ o W

W Asns — Cppanunties — Oppanety ten Aes —~ Update peopossl Pagn i o AETY ey )

MoV ¢ Procedure proposal saved successfully!

CF ot 1000
Opem Pt Tontee 1y 15 M0 D Cnae o Arna o R s -
NN Ade G
pro— REGURED DOCUNENT S e Asorives
é
W OO PROROTA Bocwmens Sebewmet i) Mwsng | Mo Optons v
D s pie PR
Locrygd Setocted
AL P B w——
Ol.:m“- pon
Bagritan 3o g Jenc; - = A
Pt 2
W AR AR — e - ———. -~ o~ ——
Click “Sign”.
SIGN FILES
Files to Sign
File Description File Name Size Signature Detall
& Questionnaire (PDF) PT1_OTLCNTNR_S5270049_PT1_RPL_18912pdt 2127 Missing A
KB signature
Main Form (POF) PT1_OTLCNTNR_S270050_PT1_RPL_18912 pdt '2:322 Missing &
Contract Notice docx Contract Nosice. docx MG o L &
7 OpenProtocol [WithLots] docx OpenProtocol [WithLots) docx 1517 Missing &
KB signature
Total Files 4 Total Size 77.95 KB
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Select the locationwhere your certificate is installed to sign the document(s)
and click "Continue”.

Sefect 8 Digtal Cericase

B Smcr Comtss matates sn my Sompuns
Seac Conicste Se mred mm my St

staled Cenficates

et P bt oA b B B B e s aaf (raan B e bt

. INAR - =

Bonnd Toe  And S Parnns  Cunta

Sonmmr  CA=SBCAMEXTAAFCA LA Ovotu (-1
Ve Prasc  PUEVEM SO N
Vit Usa  IRUNI0IE SR I

Conmente waed e 10 0N

¢ ﬂ If applicable (typically only for public sector, and procedures where it is mandatory),
encrypt the content:

Click “Encrypt & Submit” then submit. This encrypts yourentire proposal, including
the documents associated with it, preventing the content from being accessed
beforethedeadline.

o e+ Opponantes -« Oppamnsy ot soss -~ Update proposal Pagn e . ARTY by (D
F v 1t PSSR Y - B
:T;:&“-:T:"’" WLGANRE D DOCYME NT D‘ L
NOTE: U ¥ L OWTLON FRoeOITA Dowsts ettt 37 sty | Note Optoms v
v, Tkt
et BB S vty
e V Ootumase Omrmmantuter Sagatre [
Ifyou are submitting a proposal for a procedure and 2 e 3en —tn s e, .
the specifications ordocuments do not stipulate that S
the documents have to be electronically signed, the
15 Ba %0 By Domeons s s - P——

signature step can be skipped.
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1c.1) Accept the terms and conditions for submitting the proposal:

SUBMIT PROPOSAL »
Replying Authority

Supplier & Co. 0 Recommendation(s)

e e e e v

W
W

O

Vanant Proposals
Allows Variant Proposals? No

Proposals Ready For Submission
PROPOSAL - Proposal 345 {Base Proposal)

" Submit Proposal «
Total Value: 358 853.00 Euro Approved

Terms of Proposal Submission

Digital Certificates issued by Vortal are NOT Quaified Certificates, 50 they must not be used 10 sign replies or reply -> After Q9 your
NO-I-E Teply. an clectronc recept will be Issued as of the and it o the

Should you have any questions ¢o not hesitate to contact Viortal by caling 707 202 712 of by emad on info@vortal pt |

(L)1 nave read and accept the specific tacms and condtions for Submission |
Different Terms and Conditions may apply

dependingonthe countryorlegal framework. S

®
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o IEZN submit the proposal:

Click “Submit Proposals” The message “Proposal successfully submitted!”
appears.

SUBMIT PROPOSAL *
Replying Authority

Supplier & Co. 0 Recommendation(s)

L2 & 8 & ¢

W
T
&

Vanant Proposals
Allows Variant Proposals? No

Proposals Ready For Submission
PROPOSAL - Proposal 345 (Base Proposal)

" Submit Proposal «
Total Valoe: 358 853 00 Euro Agpeoved

Terms of Proposal Submession

wuamuuumwwwwmnw‘uamau»umwwuunmvmmuqn > After yout
regly, an slectionic recept will be issued as confrmation of Be submession, and £ remains atached 1o the proposal

Should you have any questions do not hesitale fo contact Vortal by calling 707 202 712 or by emal on infovortal pt

E»mnnwmuwummmm

¢ n Download the electronic receipt:

Once aproposal has been submitted viathe VORTAL platform,
an electronic receipt is generated showing the date,
time and proposalcontent.

www.vortal.biz vo RTA "
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1e.1) If needed, to download the receipt, please go the Receipts widget

in the procedure folder/dossier.

My proposals Doty Panet (@) Croste  Oyooes

Netwserre Woates Demerrs e R vanm
1NN IZX0MN 1000171220000 Suleniiied
Propossd

Contracts

1e.2) Click “See receipts” in the Receipts widget.

|__| RECEIPTS

Propozal - Submizzion Proposal 345
ASC Supplier - Supplier & Co.

see receipt Proposal 345
103002017 12:35:09 PM

EEE MOre 3
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1e.3) Todownload the receipt in PDF format and save it to your computer,
click“Print PDF".

On-line Store eSourcing ¥ _ Search.

Work Area — Configuration Manager — Marketplace — Receipt Detail

‘@Eatk‘

Page 14: 10003750 SMARTY-help (2

Action & Document Information

Receint Ref: NXTWYRECEIPT.38503
Creation Date: 19 minutes age (1-20v2017 12:35:08 PASLTC) Suiiin, Edinkursh, Lishor, Lenden)
Event: Submission
Executed By {Company) |VAT: Supplier & Co. | 500820260
Executed By {User): ASC Supplier
Document Type:  Prapasal

Document Reference : Proposal 345
Document Deseription: Proposal 345

Signed Document : ‘fes

Nr. of Attachments ; 3
Proposal Detail
Lots replying to Proposal Type
Mo Lots Base
Attachrments List
Name Deseription Signed
PR R RSP PR PE el (ER) Signed byPRUEBA JUAN ANTONIO DE LA CAMARA ESPARIL - DNI 00000000T1/30/2017 12:21 PMan (UTC)
using(VallAC Firmaprofesional - A4PP
PR R L PR AL FE B R Signad byPRUEA JUAN ANTONIO DE LA CAMARA ESPARIGL - DNI D0000000T1/3012017 12:21 PMon (UTC)
using(Valid}Ac Firmaprafesional - AAPP
ReplyEdit-Sign.png ReplyEdit-Sign.png

Signed byPRUEBA JUAN ANTONIO DE LA GAMARA ESPAROL - DNI 00000000T1/302017 12:21 Phen (UTG)
using(Valid)AC Firmaprafesional - AAPP

Scope Information

Scope: Frocedure
Procedure Reference: CF Tender 23948

Buyer Entity | VAT: NS Atv Gov (LEGAL) | 500820309
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OTHER FUNGTIONALITIES

®
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The following functionalities can be accessed within If you have any doubts about these matters, an online

aprocedureonthe platform: manual is available on the platform - SMARTY.
a) Download the specifications that have You can also contact the VORTAL Customer Service
been published; teaminthefollowing manners:
b) Requestand receive clarifications;
c) View all messages and notices created by a) Telephone hotline: +386 1 60 100 71, Monday
the Buyer Entities (only for those with toFridayfrom9a.m.to 7 p.m.GMT;
access rights as specified by the applicable b) Email: info@s-procurement.si;
legislation); c) Online reporting form: VORTALassistant.

d) Amend documents;
e) Information aboutthe award of the contract.
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WWW.VORTAL.BIZ

info@s-procurement.si | +386 1 60 100 71

IF YOU HAVE ANY OTHER QUESTIONS, PLEASE DO NOT
HESITATE TO CONTACT US. WE ARE HERE TO HELP YOU.

. ®
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