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1. Navigating on the Eprocurement Platform

In this section, before learning how to prepare a bid, it is important to familiarize yourself with some of the
adaidsSyQa LINBNEBIljdzh aAdS o FA Ndandnavigatisglydur wayzBréughtpeablisheB & A a (
procurement Tenders, active responses and drafts.

1.1 Registration and Logn Page

Your priority is to gain accessredentialsto the e-procurement platform. To do so, you need to successfully
complete the followingegistration process by visitinget N2 YA (i K S@Eguel)t ZRI&A St SOG Ay 3
| Sy G S Nerey@uavif noticéhat there are two Application Forms available for you to choose from:

1 "Application for Registration of EU Suppliers" (for European Union Sug)plier
1 "Application for Registration of Third Country Suppliers" (for-Bamopean Union Suppliers)

CAff 2dzi GKS NBIdANBR FAStRa 6A0GK GKS FLILIINBLINREFGS
button at the bottom left corner of the fan. Bear in mind that the submitted information is subject to verification,
evaluation,and approval by an authorized usef our Service CenterYou will not be able to log in until the
registration has been verified and activated.

Jnpopneeus =

AiaBikruakn MOAn HAekTp! " HogiwV

EIZ0A0F XPHSTON NEA KAI ANAKOINOSEIS
o ESHAHS fpopiBsiss kar Ve e e e A A
Ymnpeoizg 10.07 éug 12.05 mepimou w mpog my siayuyt) ruv sxTUTGGTLY aTS 10

Eoompas

o ESHAHS Anpoora Epya i

o Promitheus ESPDint o 34082022 6EMA: vcromainen Texw Abvepios roupyio ou
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o KHMAHEZ KarzBiore ro apyeio =B

080872022 - EMA: efloromoinan Toni ABwvapiag Asroupyiog rou
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A. EBvikd EdoTnpa HAskrpovikav Anpeciov SupBdoswy (EZHAHE) yia Mpopnfgisg kai
Ynnpeoieg

OIKOVOpIKOi DopEiG

Eyypagi] Oikovopikov dopimv

e - - 6 Mnrpibou (ADH)

of EU Suppliers.
of Third Country Suppliers

s ariparc 5o
lowing eMail address to submit your request

¢ oz amaibeven wor emowyTE Tov oTo

) plezss use the following eMail address t submit your request

Figurel Registration Page

Following the successful completion of the registration process described above, you will be granted personal
identification credentials (user name and password). Expect to receive your personal credengdiéailiathat

is, the one that you declared in your application form. You may then visitdlgén pagefor the NEPPS Goods

and Services syste(https://nepps.eprocurement.gov.grin order to start working on the platfornirigure2).
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http://www.eprocurement.gov.gr/
https://nepps.eprocurement.gov.gr/
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Figure2 LogIn page

1.2 Find a teder to start the bid submission

After using your personal credentials in the HodPage (see sectidhl Registration and Ldg Pagée 0 = & 2 dz |
RANBOGSR (2 Hoink SagelEorh ihat gody risdke sure to follow the stéyy-step guide described
belowto locate the Tender and start drafting your bid.

1. From the Main Mau (on the left of the screen) in tHéome pageclick on the three cascading options in
a sequential manner:

oSourcing Suppli€rh Saurcing - 8ourcing Home Page®

® [ 6GE isupplier Portal Full Access
= L sourcing Supplier.

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

Figure3 Navigation to Sourcing Home Page

2. You are now in thélegotiationspage 3
Go to the field at the top of the padiled dSearch Open NegotiatiogsS  dzy EH@g-dBwninéh6 and
choose Number" and then enterthe negotiation number(i.e. eTender IDyou are nterested in for
example inthiscase 809U Yy R OfGkéOh} 2y a

n Navigator ¥ B Favorites ¥ Home Logout

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

Figure4 Search open negotiations
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3. Active Negotiationgpage
{StSO0 GKS GSYRSNJI 0& Of ASdeatydd YR HIKKSBefNI@E MaQizid Gk
in order to create your draft response (i.e. bid).

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

Figure5 Responding to the tender selected

You have just created your draft response that has been automatically assigned a unique identification number,
(forexampleinthiscase 740t ! (4 | yé& LRAY (G @2dz YI &Sa@iDmiétdsar the iofkS O?2
done so far. You may now exitalsystem, since your drafesponseis already saved and available for future
access, as indicated in the following section (k&elist of active and draft respon$el, however, you choose to
continue working on your draft then make sure to follow the instructions provideskation 2Preparing your

draft response

N Navigator v @ Favorites ¥ Home Logout Preferences Help Diagnostics

Negotiations

I Create Quote: 74041 (RFQ 80934) I

Cancel \ View RFQ | Quote By Spreadst Save Draft i Continue ‘
Title TRAINING SESSION 3 2019 Time Left 115 days 20 h
Two-Stage RFQ 6] Close Date 31/03/2020 10:00:00

Header Lines

Supplier VENDORO1
RFQ Currency EUR

Quote Currency EUR
Price Precision Any

Figure6 Initiation of draft response

1.3 List of active and draft responses

After creating a draft response (bid) (see sectio® Find a tader to start the bid submissignyou may logn
again on the platform (see sectidnl Registration and Ldg Pagé and navigate towards thidegotiationspage
(see steps 1 and 2 in secti@r? Find a tader to start the bid submissign

This page stores your entire portfolio of responses; eitifertivet (i.e. submitted bids) oéDrafté responses (i.e.

RN} TG O0ARAOVZ | & A YRAOlsdSaREs @zy RSN RISGEO NORBEIWOHRA/M Sa G K

AaGAff be2N] AYy LINRIANB&Ab | yRAKILEY edi 1iRS 050 KIIN YK GyGF
bid has beersuccessfully submitted and no further modifications are allowed. You may access them at any point

08 Of A0l AYy3 2 yReipknSe NORUEINES & DINBROENEG Al Aa KAIKEE& NBO
way through the Tender by clicking on the cdrreJ2 y RVegbfhtiod Numbeé T G KS Ay F2NXI (A
within it might prove very useful.

Directorate forManagement, Development & Suppodf the National Electronic Public Procurement System (NEPPS)
Department for Support and Training of NEPPS Users
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Note that only a small number (five) of your responses appear in this table. In case you have created more than
five responses and you wish to see all of thén2 dz a4 K2 dzf R Of A O] Zul Lisk kS ¢ KBSWBIZY R
extent of your Active and Draft responses will unfold.

In case the need arises for you to make changes after you have finalized and submitted your bid, keep in mind, that there is
a provison in the Greek Law that allows you to make a written request to the Contracting Authority asking for the withdrawal

of your offer so long as your written request takes place before the submission dedtimbighly recommended that th¢
request is sehwell before the submission deadlin€he sooner, the better.

14

Negotiations
Search Open Negotiations |T\t\e j | Go
‘Welcome, esidisTest esidisTest.
Your Active and Draft Responses
Press Full List to view all your company's responses. Full List
Number Status Site MNumber Title Type Time Left Monitor Messages
170812 Draft 90682 MpookAnan OE NAEKTpoVIKS BianpaypdaTeuan xwpig RFQ 2 days 15 hours 0
nporyoUpevn nuoaisuan
97249 Active 57808 TEZT- HAEKTPONIKOZ NAEIZTHPIAZMOZ EKAITY 3/2024 Auction 0 seconds o
97291 Active 57794 test_8.5.2018_A.=H 5/2018 RFQ 0 seconds @ 0
96798 Active 57584 Hi-TEST2-DSA RFI 0 seconds o
96813 Active 57582 rfi-TEST1-DSA RFI 0 seconds 0

Figure7 Preview of Negotiations page including draft and active responses

2. Preparing your draft response

Any time you wish to locate your recently created draft, you may do so by navigating your way through the
Negotiationspage(see sectiorl.3 List of active and draft respon3eBy clicking on the draft responsember,

you may continue working on your bid till completion. You will notice that your draft response is comprised of two
(2) tabs (subd.Jl 3 S-eadyE yeIRLINGE @ Ly 2NRSNJ (2 O2NNBOGfe&e FALE GKS)
follow the guidelines outlined below (sesections

Hdm al SlamdSesHorHddHo aTal. Ef@rhavingcompletely filledout the two tabs, you may check
whether there are errors that yomustfix or not (see section

Figure21 Providing financia2 F F SNJ I YR NBLJX @Ay 3 (2 a! G ONROGdzi Sa¢

2.3 Checkingthe drgftwSYSYO6 SNJ GKIF G Fid Fye ShkeVSBE O28YYVYR Otz 0P
Fye ¢2N] LISNF2N¥SR a2 FIFNY ¢KSEodi@aidSYYBAaa8FEASYNVERRE
below.
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" Navigator ¥ @ Favorites ¥ Home Logout Preferences Help Diagnostics

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

Cancel View RFQ ‘ Quote By Spreadsh ] Save Draft Conti
Title TRAINING SESSION 3 2019 Time Left 115 days 20 h
M Two-Stage RFQ & Close Date 31/03/2020 10:00:00

Header Lines

Supplier VENDORO1
RFQ Currency EUR
Quote Currency EUR
Price Precision Any

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

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

Figure8 Confrmation message when saving the draft response

Hdm al SFRSNE ¢ 6

ToFAEf 2dzi LINRPLISNI & GKS al SFRSNE dlox é&2dz KF@S G2 |
set by the Contracting Authority and add appropriate references

2.1.1 Adding Attachments

,2dz 0S3AAY Fiaaflek A itdchiggdhié requike8 doaumentation as stipulated in the Tender Document

(i.e.: ESPD, Letter of Guarantee, relevant company and/or product Certifications such as ISO/CE), e.t.c. Todo s
Of A OAdd A&tglchnéeng @

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

Figure9 Canmand button for adding attachment

In the screen that appears fill qufor each attachment{i K Sitle¢& | PeRcripghiod  FA St Ra I 002 N
example is provided ifFigure 10). Then, make sure to carefully chooe correct ¢Categoré F2 NJ S|
attachment, by choosindgetween the available optionséFrom Supplier: Technicél |y Rerora Supplier:
Commerciz¢ T NRrdfevaintir8p-down list The first category type is for attachments regarding supporting
documents and/or technical offer and the second category is for attachments regarding financial offer of your bid.

Directorate forManagement, Development & Suppodf the National Electronic Public Procurement System (NEPPS)
Department for Support and Training of NEPPS Users
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Negotiations

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

Cancel Add Another Apply

Title ESPD
escription ESPD (PDF)

From Supplier: Commercial

From Supplier: Technical

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

Figurel0Filling out proper information for the attached file
¢2 NBONARSGS GKS FAES G2 0SS Gl OK8dse FiBR Y d2& & @&hI 143 .
G o< s 0Td ¢ K SyApp@Et A Oop f§fSoner of the screen to add the attachment to your
RN} Fi NBaLRyasS 600AR0O FyR G2 32 Addadihedd 20 20 K02 yRING yFdaS NI
attachments).

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

Cance] Add Another Apply

Attachment Summary Information

Title ESPD
Description | ESPD (PDF)

Category | From Supplier: Technical v

Define Attachment

Type ® File = EmAoyn apxeiou |espd_response.pdf
ORC

Text

Figurell Browsingto attachfile and completing its upload

You will get the followingonfirmation from the system, as shownkigurel2. Moreover, you will notice that the

filS KIFra 0SSy adz00SaafdAte FidHASERILAPIKE ORaAG BFdz
file click on the blue recycle bicont & G KS Sy R DFetel &d sHoldypDceédind Simhildr faghion

to successfully attachny supplementary documentation requested by the Contracting Authdapjictedin its
Tender Documerst be it technical, legal or financial in nature.

Negotiations

Negotiations > Active Negotiations >

_g Confirmation

ESPD attachment has been added successfully.

Create Quote: 74041 (RFQ 80934)

Cancel I View RFQ | Quote By Spreadsheet | Save Draft | Continue
Title TRAINING SESSION 3 2019 Time Left 115 days 20 hours
& Two-Stage RFQ & Close Date  31/03/2020 10:00:00

Header Lines

Supplier VENDORO1
RFQ Currency EUR
Quote Currency EUR
Price Precision Any

Attachments

Add Attachment... |

Title |Type |Description Confidential Category Last Updated By |Last Updated Update Delete
ESPD  File ESPD (PDF) From Supplier: Technical 01@VENDORO01.COM 06/12/2019 » m

Figurel12 Successful upload of an attached file

Directorate forManagement, Development & Suppodf the National Electronic Public Procurement System (NEPPS)
Department for Support and Training of NEPPS Users
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Note that the platform allows you to render your documents confidential. This is simply done by checking the
O2NNB&LRYRAY I (A0 CodigeEaiday RSINI RiZKASy 20 24 2d7Y y@ 20dz | Nlér| Sa a
document unavailable toany other competitors participating in this eTendeonce the bids are
openedunshieldedby the Evaluation Committee.

To that end, you should be aware of the legal implications of such a choice. According to article 21 of the Greel
public procurement law 4412/2016, any submitted documentation that will be taken into consideration for
evaluation purposes, must be availabdeall participating Economic Operators after the operofithe bids. This
is a legal constraint stemming from the National Legislative Framework and it should be respected by all
participating tenderers. However, if you still deem it absolutely necgssatheck the tick box under the column
Gonfidentiaé Ay 2NRSNJ G2 LINRPGSOUG @2dzNJ AYF2NXYIFGA2Y O0A SO
document justifying the reasons for this choice. Keep in mind that, based on the provisions dfladfdlee law
4412/2016, the Evaluation Committee / Contracting Authority always reserves the right to untigk the
O2NNBaLRZyRAY3I (A OCodEEdzy REKNFAEK NBYRISHAYW 36 6§ KS R2 Odz
competitors participating inhis eTender.

2.1.2 Replying to Requirements

In this subd SO0 A 2 yHe®ld (iKISO >4 €2dz YySSR (2 NBalLRyR (2 az2vYs$s
Authority.

It is quite common for Contracting Authorities to lay out at least one general requirem#énsisection, as is the

case in the example provided beloRidurel3). In thisexample the Contracting Authority requires you to confirm

that youhave read the Tender Document and that you comply with its terms. To that end, you need to provide
82dz2NJ NBaLlRyasS Ay (KSRdaySr&ient Besionsgddy RSN MiKS ORSE dRS/Aa MNEB |
by the Contracting Authority for this requiremén dzy R S NJ (iTKr§et \G2€ Y¥zY V(i aA 8 B2 RS R {
in Greek). If you wish it, you may provide a more elaborate response within the given text box.

In some cases, Contracting Authorities may opt for a less simplistic display of RequireméenstaRoe, a general
requirement such as the one described above, might be followed by a multitude of other requirements pertaining
to more elaborate technical specifications of the product (or service) in question. Keep in mingbthatust
provide a reponse to all requirements set by the Contracting Authority in this sectibnthe unlikely event
where one requirement involves a particular good (or service) for which you do not intend to submit an offer, you
must provide a negative response inits @& LJ2 Y RA Y 3 (i S Né Not#nferesiedzONG inlerition tod

offert SPiI®OP Ly OFasS e2dz 2YAl NBLIX@Ay3d G2 2yS 2N Y2
review of your draft §ee sectiory.2 Common mistakes and corresponding System error messages

Directorate forManagement, Development & Suppodf the National Electronic Public Procurement System (NEPPS)
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Requirements

Expand All | Collapse All

&

RFQ Target

Focus Title Stage  Value Requirement Response Weight
(=) Requirements
& (=] FENIKEZ AMAITHZELZ Technical 0

=

0O unowiigiog npounBeuTrc £AaBe yvdon kai BnAdvel TNV nAfien [ Technical #

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

Add Reference

Figurel3 Providing replies to the requirements set out by the Contracting Authority

2.1.3 Adding References

¢t2 4dz00S5aa T dzAHea@ce OXY IS B SGIKS adi I OliAzy A& YySSRSR TN
to complement the requiremenNB LIt A Sa GKIF G @ 2dz LINE A RS RAIS RefeledcS NID
button found at the bottom left corner of your page.

Requirements

Expand All | Collapse All

3

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

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

Add Reference |

Figurel4 Command button for providing references

At first glance, you will notice that there aas many Reference text boxes as Requirements. As a first step, fill out
0KS (GSE( Referdicédty R&ENdz aylF @ | RR | O02YYSyid 2F e2diie24y
Valugg GKFG FLIISEFNBR 2y GKS FR2I OSyd O2dornfiy Opérators&c® dzNJ
O2NNRO2NI S GKSANI NBalLRyaSa as8SIt tidRORKIRIR2RNBASPIyY
X¢d {SS I taz2 K SFighr&lh) YKedp $ miniNtBaPthieBeSenmengs are meant to facilitate the
Evaluation Committee's task.

From the technical point of view, you aobliged to fill out at least one textboxvith at least one character (f r

P

SEIFYLX S | &aAYLX S R20G iadase nd dferénced dré moovidey, (yau will het &0 8ol A &
message during the review of yowraft, and the submission of the bid will not be possible.

After having complé SR & 2 dzNJ NB F ShuBgy OSiv2Ld >f SR A OQ2 WS HED 6 88 i g6 F |
at the bottom left corner of yourpag® 3 S i 6 | OHeadé® HiIKBD &

Directorate forManagement, Development & Suppodf the National Electronic Public Procurement System (NEPPS)
Department for Support and Training of NEPPS Users
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| Save

Ap. Tpappiis
 Neprypagi

Section EiSoug

FENIKEZ
AMATTHEELE

[Note that the search is case insen:

sitive

Requirement/Attribute

O unowgiog NpopnBeUTrS EAGBE Yvaom Kal BNAGVE TNV MARRN CUNNOPMWAT Tou, KE  NAT

All relevant Company and Product informati

ion can be found in the attached documents.

BAOUG TOUG GpouG, TNG BIOKAPUEAG TOU BIBYLVIOHOU KaI TIG GNAITTEIS TEV TEXVIKAY
v, © & a apyeic

Siihwan auTr, Bev A

me
BikaIohoy kG, S auTa KaBopiZovTal a

2 pBpa TG BIKAPUENC.

Figurel5Example of filling out a reference
GKAA LRAY(GIZ @2dz YI8HORY aARSNI2208) RezNd 02 VKA F0 8|
always go back and make changes with regards to your replies, references and attached documents.

)

HOH a[Tdby Sa&¢é

Ly 2NRSNJ (G2 O2YLX SGS &2dzNJ RN Fides SaLl2yaS 00AR0OX Of

]

Figurel6¢ NI yaAliAz2zy G2 {GFo a[AySas¢
The following screen appears whereby you need to fill out your price (financial) offer Gak.dz2 1 S€¢ 0 dzy R
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Figurel? Filling out the financial offer for a single line
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Take note that your price offer should always be expresseirierms(i.e.: pretax value) and it should always
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to produce the final outcome of your Financial Offer. For example, in our case:
€ cnonmOSHNE WLINWNj dzk yiAGe 0y I etaxterm®nnninn O6FAYLEE 2dziC

Please note that in each linkere isl- y
out the specific fieltl Leave it empty
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