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1 INTRODUCTION

The purpose of this guide is to illustrate the operation of the Public Sector
Procurement Platform so that Economic Operators (companies, freelancers, citizens,
etc.) can easily access the services it offers, in particular information on opportunities

of business derived from the public tenders.

The Public Sector Procurement Platform provides access to information on the bids of
the General Administration of the State, its autonomous Bodies, Managing Entities

and Common Social Security Services and other state public entities.

The bids of the remaining entities of the state public sector are also published on the
Platform, as well as of the contracting bodies of the Autonomous Communities and
Local Entities (Provincial Councils, Town Councils, Town Councils, etc.), whenever they
decide to use the Public Sector Procurement Platform to publicize its bidding

procedures.

In addition, agreements are being reached with the Autonomous Communities and
local entities that do not have their contracting profile on the Platform to share all the
information on all their tenders on the Platform, so tat any tender of the Public Sector

is accessible from a single search system.

It is already possible to find in the Tender Platform information on published
tenders of some of these Autonomous Communities; having integrated their

contracting platforms with that of the Public Sector.
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2 THE PUBLIC SECTOR CONTRACTING PLATFORM...

...is an online service available 24x7 (24 hours a day, 7 days a week) so that your content is
accessible at all times.

To access the Public Sector Procurement Platform, you must enter the following
address in your browser:

https://contrataciondelestado.es

A page similar to the one shown below should appear on your browser screen:
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lllustration. Homepage

It is possible to access the basic functionality of the Platform without having to first

identify yourself. In other words, the Platform has a wide range of content
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and information available to search and query services that do not require user

identification.

The Home screen shows the header made up of eight links that allow access to the
different areas of information and services offered by the Platform:
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llustration. Information access main menu

In the upper central part there are icons to access the most important information

areas of the Platform.
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lllustration. Information area access icons
In the lower central part, information of interest about the platform and about public
procurement is presented.
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lllustration. News and Actuality.
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In the upper right part there is a language selector, offering access to the Public Sector

Procurement Platform in the official languages of the State, plus English and French:

Bienvenidos | Ongi Etorri | Benvinguts | Benvidos | Welcome | Bienvenue
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3  SERVICES AVAILABLE WITHOUT THE NEED TO REGISTER

The Public Sector Procurement Platform offers the following services without the need
to register:

- Consultation and search of published tenders

- Consultation and search of contractor profiles

3.1 CONSULTATION OF BIDS

The Public Sector Procurement Platform allows you to search for the tenders published
in it using different criteria.

These tenders may have been published directly in a profile of the contractor hosted on
the Platform, or correspond to a profile of the contractor that is hosted on another
contracting platform (Basque Government, Generalitat of Catalonia, etc.) in which case it
would have been published through aggregation mechanisms.

When a tender has been published in a contractor's profile on the Public Sector
Procurement Platform, users will be able to consult all the information and public
documentation related to the tender dossier on the Platform itself.

In the event that the tender has been published through aggregation mechanisms,the
Platform only contains a summary set of data related to the tender, therefore a kis
provided to the user so that they can access the details of the tender in the Platform on
which the contractor's profile is hosted.

This information can be consulted in the area of "Tenders”, where three options @&
presented:

- Tenders

- Search
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lllustration. Access to Tenders (Licitaciones)

3.1.1 Tenders ( Licitaciones)

Shows the list of all tenders published, from the most recent to the oldest.

This list contains both the bids published by the contracting bodies that have
registered their profile in the Public Sector Procurement Platform, as well as the bids
published in the contracting platforms of other
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administrations (Autonomous Communities, Local Entities) that have their own
contractor profiles but also share their information in the Public Sector Procurement

Platform.
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Illustration. List of Tenders

You can advance page by page by accessing all the bids published on the Platform,
through the pagination bar that appears at the bottom.

| Primero Pagina 1 de 5759 Total: 34550 Siguiente => Ultimo

Exception The Minor Contracts _ will have a restricted display in the

Platform in such a way that they are only visible if they are searched for specifically.

Minor contracts will only appear in bid searches if it is specifically indicated that they
are being searched for in the "Minor Contract" type of procedure. To search for Minor
Contracts, please take the following steps:

1. Access the Tenders tab

2. Click on Search

3 Select Search Form

4 Select type of Procedure "Minor Contract”
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3.1.2 Search for tenders ( Blisqueda)

The Platform offers three ways to search for tenders:

- Tenders ([efAGOHED)
- Minor Contracts(_)

: CONTRATACION

O,

Licitaciones Contraios Menores Busqueds Guiada

Bosteds M4 Intscprer gor T diis B0 etta e toLIeNs Matree Soatuels pab i ERaitede 3 M TYCt

lllustration. Search ( BliSqueda)
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- enders ( EREEAED)

The option allows you to filter the list of Bids by multiple criteria and display only those
that meet the established conditions. If you want to switch to the "Guided Search (

guiada)" mode, you can click on the "Tenders( li€itaciones)" link at the top

of the form.

This form allows you to find tenders that have been published in the contractor
profiles of the contracting bodies found in the Public Sector Procurement Platform,
and also in the contractor profiles of other administrations published in other
contracting platforms (autonomous communities, local entities).

[~ = CONTRATACION

m Vo Coammtans T Crgamumon Al WnTees Y LS RS R R Uintats Ben oo
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lllustration - Search for tenders by form

The search criteria offered in this form are listed in the following table:
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ELEMENT DESCRIPTION

v}

Dossier ( Expediente) Tender file number

Type of contract ( Tipo de contrato) It refers to the type of contract according to the
classification established by the Law according

to the object of the contract (Works, Services,
Supplies, etc.)

CPV code ( Codigo CPV) Categorization of the contract according to
the CPV Codification: Standardized code at
European level relating to the object of the
contract. Allows you to find tenders with a

specific object. As it is a hierarchical code,

filtering with different levels of

precision is possible.

1 Common procurement vocabulary "Common Procurement Vocabulary" (CPV). This Community-wide
classification tries to cover all the casuistry of public contracts regardless of their specific type (supplies,
works and services). By standardizing the references used by contracting authorities in the description of
the object of their contracts, the CPV improves the transparency of public contracts subject to Community
directives. The CPV associates a description of a contract object with each numerical code in order to
standardize and facilitate the search for information on contracting procedures. If indicated correctly, the
CPV can make the object of a specific contract known to any user of the Platform from any EU member
state.
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ELEMENT DESCRIPTION

Contracting organization ( Link to the route of the contractingbody
Organizacion contratante) within the public sector structure.

It refers to the route of the contracting body
that appears in the detail of the profile of
the contractor or the contracting body.

For example, introducing"Ministry of
Justice” would return a search result
including all tenders published by
contracting bodies in this department.

If the term "Education” were introduced in
this field, it would return bids from the
Ministry of Education,

etc.
Contracting name (Nombre Text string contained in the name of the
O.Contratacion) contracting authority.

For example, the bids of the contracting
body "Directorate of the Legal Studies
Center" would appear if "Center" is entered
in this field, but they would not appear if
"Justice" is entered.

State ( Estado) Status of the tender according to its
processing phase:

- Previous Announcement (CAnuncio
prévio): A prior information notice
has been published but the tender
has not yet been launched

- Posted (Publicada): In deadline
for submissionof offers

- Preliminary evaluation ( Evaluacion
previa): After the deadline for
submitting requests for
participation, they are being
evaluated.

- Evaluation(EValtiacion): After the
deadline for submitting offers, they
are being evaluated.

- Awarded( Adjudicada): The award has

been published

Economic Operator Guide v4.3 Page 12 of 90
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ELEMENT DESCRIPTION

- Partially Awarded ( Parcialmente
adjudicada): The award to some

lots has been published

- Provisional Award( Adjudicacion
provisional): The provisional award

has been published (only for
tenders prior to 2012)

- Resolved ( Resuelta):The tender
has been resolved by formalizing a
contract or declaring the bid
resolved.

- Partially Resolved ( Parcialmente
resuelta). Some sections of the
tender have been resolved.

- Withdrawn(Desistida): The
withdrawal of the tender
procedure has been published.

- Canceled( Anulada): The tender has
been canceled.

Awardee (Adjudicatario) _
Name of the successful bidder

Amount ( Importe
(Impore) Range within which the bid base budget

(without taxes) or the estimated value of the
contract has been placed.

Country ( Pais) Country in which the contract is to be
performed.

Place of execution ( Lugar de

ejecucion) NUTS code relating to the geographical area,

region or province within a country in which
the contract is to be performed

Presentation ( Presentacion
( ) Deadline for submissionof offers or

requests to participate

Procedure ( Procedimiento) Type of procedure (Open, Restricted, etc.)

Publication date ( Fecha

publicacién) Publication date

Search criteria includes the CPV code (Common Procurement Vocabulary) that classifies
the object of the contract in a standardized way throughout the European Union.
Clicking on the link "CPV Selection ( Seleccion CPV)" displays a tree that allows you to
select the code of your interest.
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Each time you click on a CPV code, it will be added to the list of selected CBE\L/ZWI?%EO
wish, you can deselect any of them by clicking on
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"Remove(.)". Once you have indicated all the CPV codes of your interest, click on

"Accept(

)".
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lllustration. CPV selection ( Seléccion de CPV)

In the Presentation field, you can search for bids whose deadline for submitting
requests for participation is within a specified range and, failing that, the deadline for
submitting bids (the dates must be explicitly indicated).

When you click on "Search( BUSEaK" at the bottom of the screen, the results table appears
according to the established filter.
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Illustration. Search result
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From the list of results, you can access the details of the tender by clicking on the file
number, or the details of the contractor's profile by clicking on the name of the
contracting body.
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- Advanced search (_) (Only Contractor Profiles in the

Public Sector ProcurementPlatform)

When a tender has been published in a contractor's profile on the Public Sector
Procurement Platform, all the information and public documentation related to the
tender dossier may be consulted on the Platform itself.

If you have more information about these tenders, there is an advanced search form
that allows you to filter using a richer set of selection criteria. However, this form
excludes from the search those tenders published on the Platform through
aggregation mechanisms and that appear in the contractor's profiles that are hosted
on other portals (Basque Government, Generalitat of Catalonia, Canary Islands
Government, etc.)

To access this form you have to click on the link "Advanced search ( Blisqueda’
avanzada)" at the bottom of the bid search form.
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lllustration - Access advanced search ( BliSgueda avanzada)
Click on "Other Search Criteria ( _)"
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This form has a wide set of filtering criteria:
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lllustration - Advanced Search

The "Contracting Organization (OFganizacién contratante)" criterion is indicated by the
"Select (Seléecionar)" link, which displays a tree with the structure of the Public Sector
registered on the Platform. You can open each item in the tree by clicking on the "+
sign that appears on the left.

When selecting the body or unit in the lower box, a list of the contracting bodies that
belong to it is loaded. You can select to filter by agency, or directly select the
contracting authority you wish to consult in the lower box, by clicking on "Add

(Afiadin)".
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hicacion Organics

+ Okiinisten’o de la Presidencia o
+ OT\«ii.t]isterio de Samidad, Servicios Sociales e [gualdad

+0

+ OPre sidencia del Gobierno

+ Okiinisten’o de Administraciones Publicas (Extinzuidao) B
+ o}ii.nisterio de Ciencia e Innovacion (Extinguido)

+ OM\Ministerio de Cultura (Extinguido)

+ OMinisterio de Economia v Hacienda (Extinguido)

+ Okiinisten’o de Educacion (Extinguido)

+ o}ii.nisterio de Educacion, Polifica Social v Deporte (Extinguido)
+ O\ inisterio de Izualdad (Extinguido) -

m

Subdireccidn General de Gestion Econdmica y Patrimonial

Jefatura de Asuntos Econdmicos de la Guardia Civil

Direccion General de Proteccidn Civil v Emergencias

Direccign General de Politica Interior

Direccion de la Gerencia de Infraestructuras v Equipamiento de la Seguridad del Estado (
Divisidn de Coordinacidn Econdmica y Técnica (Cuerpo Macional de Policia)

Gerencia del Organismo Autdnomo Trabajo Penitenciario y Formacidn para el Empleo
Subdireccidn General de Servicios Penitenciarios

Secretaria General de Instituciones Penitenciarias

Direccion del Centro Penitenciario de San Sabastian -

[m]

lllustration - Select Organic Location

If you frequently search for tenders from a contracting organization, it may be useful
to save the link (URL) to the advanced search for tenders tab with this preset
preselected. The linkwill be available at the bottom of the screen when a location is
selected. For example, if the motive of interest is the bids of any of the contractor
profiles of the Ministry of Interior, select the location through the "Contracting
Organization ( )" field. The screen in the following image will
be displayed where you have the possibility to save the URL for future reference.
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Formulario de Busqueda Avanzada (Solo en petfiles del contratante de la Plataforma de Contratacion del
Sector Publico)
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Illustration - Link to search for tenders from the contracting organization

The Required Classification criterion shows by default the coding established by Royal
Legislative Decree 773/2015.

You can search for the required classification codes according to the coding
established by RD 1098/2001 (files whose specifications were approved before this
date) or according to the coding established by RD 773/2015.

Formulario de Busgueda Avanzada (Solo en perfiles del contratante de la Plataforme de Contratacian de
Sector Publice)
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Minor contracts allows you to search and filter the minor contracts that have been
published on the Public Sector Procurement Platform using different criteria.

il hiargiada Maialls

Farmulario de Busqueda

Gomratna Weng<é5
Expudinty Pas
pa L nntein Tirkss | ingar de. S rusinn
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T T
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The search criteria offered by this form are listed in the following table:
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ELEMENT DESCRIPTION

Dossier (Expediente) Tender file number

Type of contract (Tipo de contrato) It refers to the type of contract according
to the classification established by Law
according to the object of the contract
(Works, Services, Supplies, etc.)

Contracting organization Link to the route of the contractingbody
(Organizacién contratante) within the public sector structure.

It refers to the route of the contracting body
that appears in the detail of the profile of
the contractor or the contracting body.

For example, introducing"Ministry of
Justice” would return a search result
including all tenders published by
contracting bodies in this department.

If the term "Education” were introduced in
this field, it would return bids from the
Ministry of Education,

etc.

Status (Estado) Status of the tender according to its
processing phase:

- Previous Announcement (CAnuncio
prévio): A prior information notice
has been published but the tender
has not yet been launched

- Posted (Publicada): In deadline
for submissionof offers

- Preliminary evaluation ( Evaluacion
previa): After the deadline for
submitting requests for
participation, they are being
evaluated.

- Evaluation(EVallacion): After the
deadline for submitting offers, they
are being evaluated.

- Awarded( Adjudicada): The award
has been published
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ELEMENT DESCRIPTION

- Partially Awarded ( Parcialmente
adjudicada): The award to some

lots has been published

- Provisional Award( Adjudicacion
provisional): The provisional award

has been published (only for
tenders prior to 2012)

- Resolved ( Resuelta):The tender
has been resolved by formalizing a
contract or declaring the bid
resolved.

- Partially Resolved ( Parcialmente
resuelta). Some sections of the
tender have been resolved.

- Withdrawn(Desistida): The
withdrawal of the tender
procedure has been published.

Canceled( Andlada): The tender has
been canceled.

Awardee (Adjudicatario) _
Name of the successful bidder

Amount (Importe)
Award amount without taxes.

Country ( Pais) Country in which the contract is to be
performed

Place of execution ( Eugar de ) )
o 2 NUTS code of the geographical area,region or
jecucion) . e : .
province within a country in which the

contract is to be performed

Presentation (Presentacion) , .
Deadline for submissionof offers or

requests to participate

Award date between ( Fecha

adjudicacién entre) Publication dates of the award notice. By

default, the start date of the range appears
filled in to show the minor contracts
awarded during the last three

months.

When you click on "Search (Buscar)" at the bottom of the screen, the results table
appear according to the selected filter.
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From the list of results you can access the detail of the minor contract by clicking on
the file number, or the detail of the contractor's profile by clicking on the name of the
contracting body.

- Guided Search
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Inicio Li¢taciones Perfil Contratante Empresas Organismos Piblicos Informacién Contacte
Licitaciones Bisqueda Detzlle

Licitaciones »

For Estado Por Tipe Contrato
Adjudicada(1897) i) Administrativo A
Anulada(267) especial(710)

Anunclo Previo{1202) Colaboracion entre &l
Evaluaciom Pravia(320) sector n:bhco y sector
Evaluacion(b656) i pﬂvado(-S?) =
Parcisimente 3 F‘Ultg'eslurl de Cbras
Adjudicada(144) Publicas(32)
Partiotinente Gestibn de Serviclos
Resuelta[243) P“c‘;:m??;';?' 1
Publicada{656 = 128
R:sollcu.::i:fl ! Patrimonial{12)
Prrvdsinnall 17871 x Privado{432) -

Ver todos |os resultados (34526)

Inicio  AvisoLegal  Proteccion de datos  Guia de Navegacion  RSS  Mapa web  Accesibilidad

lllustration - Guided Search

The guided search allows you to progressively choose the selection criteria of the
tenders you wish to consult.

Each time a criterion is selected, the Platform offers new query criteria that allows the
search to be further narrowed. The number of bids that meet the selection criteria is
shown in parentheses.
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In the upper part, the set of selection criteria that have been selected in each of the
steps is shown by means of a path. The user can return to any of the previous steps by
clicking on any step of the path.

Licitaciones = Publicada = Obras = Espaiia

Por Tipo Procedimiento Por Importe Por Ubicacidn
Abierto(45) A Entre 10.000 y 25.000{4) A CENTRO (E}10) a
Negociado con publicidad(12) Entre 100.000 y 1.000.000(29) COMUNIDAD DE MADRID(1)
Hegociado sin publicidad{11) Entre 25.000 y 100.000({13) ESTE(1)

Normas Internas{2) Entre 5.000.000 y NORESTE(2)
Restringido{15) - 10.000.000(23) NOROESTE(4) -
Hasta 10.000 €£{15) -

lllustration. Guided search ( BliSquedaGuiada)

At any time, you can click on the link "See all the results ( VéFtodos los resultados)”
at the bottom, which will take you to a results screen with a form that will allow you
to further refine your search results.
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lllustration. Search Result

The criteria that have been selected throughout the different steps appear marked in
the selection criteria form, and cannot be modified. From this screen you can return to
the guided search by clicking on the step of the path to which you want to return.

If you click on "Clear( EifipiaK)", all the selection criteria indicated in the form will be
eliminated, except for those selected through the guided search.
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3.1.3 Tender detail

To see a specific tender among those that appear in the list, the user can click on it to
view in detail the information of said tender.

From the link file number ([Alimero'de'expediente), you can access detailed
information of each of the tenders, which includes additional information and links to
the published documents that are part of said tender (announcements, specifications,
supplementary documentation, etc.).

When the tender corresponds to a contracting body whose profile of the contractor is
published on the Public Sector Procurement Platform, on the right side appears the
icon of the Platform and the contracting body, and the documents and
announcements of this tender can be download directly.

The following image shows the screen with the complete information of a tender:
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lllustration - Complete information of a tender published a profile of the
contractor on the platform
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The following information is shown for each of the tenders:

ELEMENT DESCRIPTION

File number (_
expediente)

By pressing the file number you can access
detailed information about the tender

)

Contracting authority ( _

Contracting authority that advertises the
Tender

sid staus ( ESfAAG MBRIIEHAGIEN

Status of the Bid (Published or within the
deadlinefor submission, Awarded, Resolved,
etc.)

Bid Base Budget ( Presupliesto'Basel
de licitacién)

Base budget without taxes

Ob'|ect of the Contract ( Objetordel

Description of the object of the contract

Estimated value of the contract ( Valof]

Calculated in accordance with the provisions
of thePublic Sector Contract Law

)
crv code ( E6HGRCRY)

Categorization of the contract according to
the CPV Codification2

Works, Services, Supplies, etc.

Place of execution ( LUgarde
_ejecucién)

Country, Region, Province

Contracting Procedure (

 Procedimiento de contratacién)

Open, Restricted, Negotiated, etc.

Presentation (_)

deadline for submission of participation
requests (is within the range)

Outcome ( Resultado)

Awarded, Deserted, Formalized, etc.

Awardee (/Adjudicatario)

Name of the successful bidder

No. of Bidders Presented (-

| Licitadores Presentados)

No. of companies that submitted an offer

2 Common procurement vocabulary "Common Procurement Vocabulary" (CPV). This Community-wide
classification tries to cover all the casuistry of public contracts regardless of their specific type (supplies,
works and services). By standardizing the references used by contracting authorities in the description of
the object of their contracts, the CPV improves the transparency of public contracts subject to Community
directives. The CPV associates a description of a contract object with each numerical code in order to

Economic Operator Guide v4.3
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standardize and facilitate the search for information on contracting procedures. If |nd|cated correctly, the
CPV can make the object of a specific contract known to any user of the Platform from any EU member

state.
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ELEMENT DESCRIPTION

Amount ( [mporte) Award amount without tax
File Update Date.( Fecha de Last modification of the published
Actualizacién del Expte.) information

When the tender has been published in a contractor's profile that is not found on the
Public Sector Procurement Platform, an icon identified from the procurement platform to
which it corresponds will be displayed on the right side, and at the bottom a link will be
displayed to allow you to download all the documentation and details that appear in the
contractor's profile.
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lllustration - Detail of the tender published on the contracting platform

of the Basque Government
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3.2 CONSULTATION OF THE CONTRACTOR'S PROFILES

In the Contractor Profile section ( Perfil del contratante), information regarding
general data that identifies the contracting body, general information regarding the
contractual activity of the contracting body, and all those bids published on the
Public Sector Procurement Platform by a specific body are included. .

Accessing the Contractor Profile ( Perfil del contratante) menu option, a form appears
that allows the selective search of profiles.

L= mme.. CONTRATACION

lllustration - Search for the Contractor's Profile.

The first time this screen is accessed, the list of profiles appears empty, waiting for the
user to enter the desired criteria and apply them using Search ( Buscar).

The fields of the "Search Criteria ( Criterios de busqueda) " form are as follows:

ELEMENT DESCRIPTION

Drop-down that allows you to navigate
through the structure of the Public Sector
registered on the Platform to select which
part of it you want to consult.

Contracting organization (
Organizacién contratante)

Name of Contracting Authority ( Name of the Contracting Authority.
Nombre del Organo de
Contratacién)

General Administration of the State
Legal nature ( Naturaleza Juridica) Autonomous Community

Local Entity
Mercantile Society, etc.

Active (Activo) A Contracting Authority can be active or
inactive (when it no longer acts as such,
usually due to an administrative
reorganization).

OC Autonomous Community ( Autonomous Community to which the
Comunidad Auténoma OC) Contracting Authority belongs.
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ELEMENT  DESCRPTON |

OC Province ( Provincia de OC) Province to which the Contracting Authority
belongs.

Location (Localidad) Locality to which the Contracting Authority
belongs.

When you click on the link "Select ( Seleccionar) " of the contracting organization, a
tree is displayed that allows you to navigate through the structure of the Public
Sector registered on the Platform. This tree marks with a red circle the organisms
that have already become extinct due to administrative restructuring.

When selecting the body or unit in the lower box, a list of the contracting bodies that
belong to it is loaded.

You can select to filter by agency, or directly select the contracting authority you wish
to consult in the lower box, by clicking on "Add ( Ahadir)".
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Ubicacion Orgsni

+ O\Ministerio de la Presidencia e
+ OL-ﬁnisterio de Sanidad, Servicios Sociales e Igualdad

bl ® Ministerio del Interior

+ OPresidencia del Gobiemeo

+ OMinisterio de Administraciones Piblicas (Extinguida) N
+ Oninisterio de Ciencia e Innovacién (Extinzuidao)

+ ONMinisterio de Cultura (Estinguida)

+ OMinisterio de Economia v Hacienda (Extinzuido)

+ o}ﬁnisterio de Educacion (Extinguida)

+ OMinisterio de Educacién, Politica Social v Deporte (Extinguido)
+ O Ministerio de Izualdad (Extinguido) -

m

Subdireccidn General de Gestidn Econdmica y Patrimonial

Jefatura de Asuntos Econdmicos de la Guardia Civil

Direccion General de Proteccion Civil v Emergencias

Direccion General de Politica Interior

Direccion de la Gerencia de Infraestructuras y Equipamiento de la Seguridad del Estado {
Divisidn de Coordinacién Econdmica y Técnica (Cuerpo Nacional de Policia)

Gerencia del Organismo Autdnomo Trabajo Penitenciario y Formacidn para el Empleo
Subdireccion General de Servicios Penitenciarios

Secretaria General de Instituciones Penitenciarias

Direccian del Centro Penitenciario de San Sabastian -

m| s

Afiadir

lllustration - Organic Location Selection

If searches are frequently carried out on contractor profiles within an organization, it
may be useful to save the link (URL) to the search tab with this preset. The link will be
available at the bottom of the screen. For example, to save the URL of the search
window for contractor profiles of the Ministry of the Interior, select that location
through the "Contracting Organization( )" field. The screen
in the following image will be displayed where you have the possibility to save the
URL for future reference.
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lllustration - Search for profiles by contracting organization

Actions to find a Contracting Authority

ACTION DESCRIPTION

Look for ( Buscar)

Perform the search according to the criteria
established in the filter.

Clean up ( Eimpiar)

Clear all search filter fields.

The search results list contains the following items:

ELEMENTS DESCRIPTION

Contracting authority ((Ofganoide
contratacion)

Name of the Contracting Authority.

Organic Location (Ubicacion
Organica)

Administration to which the Contracting
Authority belongs.

State ( Estado)

A Contracting Authority can be active or
inactive

Open tenders ( Licitaciones
abiertas)

Number of tenders currently in progress.

To access the detail of a Contractor Profile, click on the link of the name of the

pertinent contracting authority.
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Illustration - Contractor Profile Lists

The search results can be sorted in ascending or descending order by clicking on the

arrows in the columns: "Coftracting Body ( OFganoldelcanitratacion)" and "Organic
Location (UbICAIGMGRGARIEE)".

By clicking on the link of the name of the contracting authority, a screen with four tabs
is displayed:

Profile of the contractor ( _), which contains the general data of the

Profile.

- Documents ( Documentos), which includes information of a general nature
that the contracting authority wishes to make known about its activity.

- Tenders ((Licitaciones), which allows you to consult all the tenders published
by the selected contracting authority.

- Minor contracts ( ), allows the consultation of minor
contracts that have been published by the selected contracting body.

3.2.1 Contractor Profile ( Perfil del-contratante )
The Contractor Profile (_) tab shows the detail of the contractor profile:
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lllustration - Contractor profile detail

The description of the data is as follows:
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ELEMENT DESCRIPTION

Contracting organization ( Location of the contracting body within the
Organizacién contratante) Public Sector.

Name of Contracting Authority ( Name of the Contracting Authority.
Nombre Organo de contratacién)

NIF Tax identification number.

Language ( ldioma) Main language of the Contracting Authority.

Website Address ( Direccion del Site| | Website of the Contracting Authority
del Organo)

Direct link via hyperlink ( Enlace Direct link to the page of the contracting
directo via hiperenlace) body in the Public Sector Procurement
Platform. The icon allows you to copy the
Internet address of the contractor profile.

Exercise (Actividad) Activities developed by the Contracting
Authority.

Postal Address ( Direccién postal) Postal
address

of the
Contracti
ng
Authority

Contractor Profile Contact ( Contact details of the Contracting Authority.
Contacto del Perfil del Contratante)

Actions in contractor profile

ACTION DESCRIPTION

Return ( Molver) Return to the Contractor Profile search page

3.2.2 Documents ( Documentos)

In the Documents section ( Documentos) there is a list of the documents published by
the contracting authority in its contractor profile. These documents are of a general
nature, and are not associated with a specific tender. Among them you will be able to
find information on framework agreements, internal contracting instructions,
particular specifications for categories of contracts of a similar nature, economic
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proposal models, information on the composition of contracting tables, etc.
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lllustration - General documents of the contractor profile

The description of the data displayed is as follows:

ELEMENT DESCRIPTION

Epigraph (Epigrafe) Describes the type of documentation
associatedwith this section.

Document Name ( Nombre del Name of the document.

document)

Download ( Descargar) Link that allows you to view the document.
Date ( Fecha) Document publication date.
Description ( DESCHPEI6N) Description of the published document.
Time stamp (Sello de tiempo) Time stamp that identifies when the

document has been published on the Public
Sector Procurement Platform.

Actions in the documents of the contractor profile

ACTION DESCRIPTION

Return ( Molver) Link that returns to the Contractor Profile
search page.

Epigraph ( Epfgrafe) Clicking on it alternately collapses or
expands the corresponding section, thus
allowing you to view or hide the list of
documents under that heading.

Download ((Descargar) Link that allows you to view the document.
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Time stamp ( Sello'detiempo) Link to access the document's time stamp.

3.2.3 Tenders( Licitaciones )

The Tenders ( Eicitaciones) tab shows all the tenders published by the Contracting
Authority along with their processing status.

Partl gel Conmrarants | Bocumentms m CHNTA0NS Mennfes
|

Abminatemc] Gn Aapanat

Crgann da Comitatacion Tudum Unrenmsl Mugena, Ktitan Colabaradorn con i Seuedad Becml n® 10

Busqueda de procedimiento

Exparfinein
T1|n 0 OO B | Todas w)
Entodo == Tadoa — ¥ |

i|wto del contrain

Procedimients Tadas |

[ W o]

Enpedents [-] Tiw & (lgates chol cortralo & Estaca & Imgnrte & Fachaa

Mdquisicion de 1690 unidsdes de sacanerss pan lan poscion=n de
AXF MR T Summstros  [despacha madico ante ts nocasdad da ascanaar documantscidn Publicada a0 700, 00 | Pressrr. Ofema  1EMNZTT3
jporiada por sl pacients on lawista madics

roniratacidn de suminiging de 1abletas y sopotes paim ia
Fqalzacion de Incument s Jerados 04 104 rocesns
R 20100975 Summisbos  jadmnistraives, saniaios v de eoepcion medianiz la selucion de Publada OIL G200 | Presert. Oada 1607043
fitma manuscnta diglalizada avanzada ¢ binmetrica mpiantada en
hWidua Lirvarsal

i Comatacion del ssvacio)de AsiEiantiE 180niCE paca Bl Rofde an la .
DALRTIF FIFE LY Hanicos ity s e e g Publicads 51 30060 | Precert Citida 160014
Wdaquisicion de roesas fcencias del prococts NetBackup del
QAR 2010 4R Summistros Fakncants Wertan para la malmacidn de copias da segqundad ds s Publicada L2000 53| Pre=ect. Heda 157072344

Ertided, v &l manianirienio de &sias doarie @l primer affio
Aadnuisiciin de scluckin de-daglizacion en inae pars & walizatiin
e lax copias do negundad en dreco do la enbdad

o i e o B o, it | i e st - i Tl -]

FEUR-TRE RIFITE ] Suminstros

Puslirada T3 00000 | Preseck. Dfeda 157072094

lllustration - Search for tenders in the contractor profile

The page is divided into a search part and a results part. The search part shows the
data of the contracting body (Administration ( AdmiRiStracion) and Contracting Body (
6rgano de contratacion) and the criteria to search for tenders.
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The Search Criteria are as follows:

ELEMENT DESCRIPTION

Dossier ( EXpediente) File number.

(Special Administrative, Collaboration
between the public and private sector,
Concession of public works, Management of
public services, Works, Private, Services,
Supply).

Type of contract ( Tipo de contrato)

_ i The text will be searched for literally (free
Object of the Contract (Objetordel] | text search).

contrato)

Status of the bidding process. You may
search for the following statuses: Prior
Announcement, Published, Prior

Status (([Estado)

Evaluation, Evaluation, Awarded,
Partially Awarded, Awarded
Provisionally, Resolved, Partially

Resolved, Withdrawn, Closed.

Procedure ( Procedimiento)

The actions (Search( Buscar), Clean( Limpiar), Return( Molver), etc.) that can be carried out
and the meaning of the fields in the result are analogous to those already explained in
other sections of this document.

3.2.4 Minor contracts ( Contratos menores)

The Minor Contracts tab shows the minor contracts that have been published by the
Contracting Authority.

By default, all published minor contracts awarded in the last three months and sorted
by awardee are displayed.
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The page is div

ided into a search part and a results

part. The search part shows the
data of the contracting body (Administration ( AdmiRiStracion) and Contracting Body (

6rgano de contratacion) and the criteria to search for minor contracts.
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The Search Criteria are as follows:

ELEMENT DESCRIPTION

Dossier ( EXpediente) File number.

(Special Administrative, Collaboration
between the public and private sector,
Concession of public works, Management of
public services, Works, Private, Services,

Supply).

Type of contract ( Tipo de contrato)

Text will be searched for literally (free text

Object of the Contract ( Objeto del search).

contrato)

Status of the bidding process. You may
search for the following statuses: Prior
Announcement, Published, Prior

Status ( Estado)

Evaluation, Evaluation, Awarded,
Partially Awarded, Awarded
Provisionally, Resolved, Partially

Resolved, Withdrawn, Closed.

Text to look for in the name of the awardee.
The text will be searched for literally.

Awardee (/Adjudicatario)

Date range to search between the award

Award date between ([Fecha announcement publication dates. It will

adjudicacion entre) search by default among the
announcements published in the last three
months.

The actions (Search( Buscar), Clean ( Limpiar), Return( Molver), etc.) that can be carried out
and the meaning of the fields in the results are analogous to those already explained in
other sections of this document.
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4 SERVICES FOR REGISTERED COMPANIES

The Public Sector Procurement Platform permits obtaining information on the bids
published in a transparent regime for any user. For this reason, it is not necessary to
register in it to obtain this information. In other words, it is information accessible to
any user who wishes to consult it.

However, an economic operator can carry out other actions with the help of the
Contracting Platform, such as monitoring tenders, asking questions about a specific
tender, subscribing to receive information of interest or accessing the
communications of the contracting bodies. In other words, the Platform may require a
series of “personalized services”.

To use these additional functionalities, a company must register on the Platform and

must enter its username and password to access it.

The only information required to register as an economic operator is an email address,
so any interested user can access these personalized services for free.
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4.1 Access as a registered user

Companies may access the personalized services offered by the Public Sector
ProcurementPlatform through the page "Companies ( Empresas)"

By entering a username ( ID'deUSuario) and password ( Contrasefid) you will be able to

access the services that are detailed in this section:

- Ask questions to the contracting authority about a published tender

- Receive daily information on tenders of your interest published on any
Public Sector portal or in the Official Journal of the European Union

- Receive notifications about any news regarding your favorite tenders

- Access electronic notifications sent by contracting bodies
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Illustration - Business Access
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How to register
An economic operator can register in the Platform through the page
"Companies (_)" pressing the icon Register (_).
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lllustration - Link to user registration

When the option of Register ( REQiStrarse), a form appears with some minimum data
that must be filled in:
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lllustration - User data when registering
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The fields of the form are detailed below.

ELEMENTS DESCRIPTION

Username ( Usuario) This is the identifier with which the
Platform will be accessed later. It cannot be
modified.

It has a maximum of 32 alphanumeric
characters.

E-mail User's email account. This email address is
used to send an account activation email
and password recovery information. It
must be a valid email address.

Password ( Contrasefa) Password for authentication on the
Platform. It must consist of a minimum of 5
characters.

Reintroduce Password ( Reinserte To ensure that a correct password has been

contrasefa) entered.

Image ( Imagen) The information that appears in the

image must be filled in for the form to
accept therequest.

Actions on Record:

ACTION DESCRIPTION

To accept ( Aceptar) Send the form data to the Portal.

Clean up ( Eimpiar) Clear the form data.

Cancel ( Cancelar) Exits the registry.

Check availability ( Comprobar Check that both the username and the E-
disponibilidad) mail are not already in use.

Generate password (Generar Generates a password that meets the
contrasefia) required complexity.
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Once the requested data has been entered, you must press Accept ( Aéptar) to
request registration. The Platform will display a message informing that the user
account has been created successfully, and that the user will receive an e-mail with a
link to confirm the registration.

This email provides instructions that must be followed in order to activate the user
account on the Public Sector Procurement Platform.

The email contains the selected username and a link to the page of the Public Sector
Procurement Platform, which must be clicked on to activate registration. When selecting

this link, a screen is displayed where "User ( iSUaFi6)" and "Password( Contrasefia) "

must be entered.

fiw— T CONTRATACION

Confirnacion de Hegisirg

Rosan Eaaosien g

ek Bowssgdl Pokiotm iosis  Gslnss Messgeiy 635 Wepawes  Alrmadeied

-1
Illustration - Registration Confirmation

Enter the user ID and password you indicated when registering and press Accept (-)
to activate your account.

The system will inform you that the registration has been completed successfully, and
from that moment you will be able to start a session and access the services offered by
the Platform as a registered user.

If the registration is not successful, due to a problem with the password, you will see a
message like the one shown below.

a‘i““‘ %, CONTRATACION

20 O OO

Confirm Of Hemslr

Conditmazion de registro fallido

Das L gt S

In this case, you must return to the link received in the email and proceed to Cancel

the registration ( Cancelar registro)
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e CONTRATACION

Confirmacion de Repistro
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4.1.1 How to recover the password

In case of forgetting the password, it is possible to indicate a new one by clicking on the
link Forgot password? in the right area of the page "Companies ( Empresas)".

JIN
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User ID
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lllustration - Link to password recovery

The following page will be displayed:
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£0imes e adaisy ne $292000.

wela A Laigut Wooemccllin il daice L L L) RE& Mg wads Accow b dast

lllustration - Password Recovery, Step 1
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Enter the username and / or the email you indicated when registering and press
Accept (-) . Also write the characters that appear in the image.

A message will appear informing you that the user exists and that a message will be
sent to the email with the instructions to obtain a new password:

T

¢ Olvidé contrasefia?

Se ha encontrado un wsoanio con los datos Indicados.
52 le enviara un mensaje con las insrucciones para realizar 2l cambio de contrasefia.

Inicio Aviso Leqgal Proteccion de datos Guia de Navegacicn R55 apa weah Lorcesibilidad

lllustration - Password Recovery, Step 2

Press Accept (-) to confirm that you wish to continue:

[y DEL S=C TR PUSLT

Inicio

¢, Olvidod contrasena?

Coreo cectonico |GG

Se le ha enviado un correo electronico con las instrucciones para resetear su
contrasefia.

Volver

lllustration - Password Recovery, Step 3

The email contains the selected username and a link to the page of the Public Sector

Procurement Platform, which must be clicked to activate the password change. When
selecting this link, a screen is displayed where the new password ( Contrasefia’nueva)
must be entered:
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Olvidd contraseria?
‘-::‘[ﬂgr- -:.I;c tl—.:l:.lll:l;-. —
Conirasefia nueve i}
Gaear CUrniraseia
Repstir contrasefis (&1 Conplajidad e la comtrascifa
|

0 carpctores, 5800 ne admiten Ietras mayinculany
1 nimeros y los simbolos . -+ @E%EN= 22011 B grado de

Ulicedoi de uswsar o,

a conseyuir una seguridad optima, cambie su conlras=na periodicanents.

Loz campos marcades coni’| 5ot obhgstonos

|

lllustration - Password Recovery, Step 2

Actions in Password Recovery:

ACTION DESCRIPTION

Accept (JACEptar) Submit the form.

Cancel ( Cancelar) Returns to the home screen without saving
any changes made.

Return ( Molver) Go back to the home screen, once the
password recovery process is finished.

Clean up ( mimpiar) Clear the form data.

4,1.2 Modification of data and user cancellation

A registered user can edit their profile to incorporate more information or modify the
one they already have, as well as to unsubscribe as a user. The option to edit the
profile is in the upper right part of the Portal screen.
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Illustration - User data access

When the option Edit profile ( Editar perfil) is selected, the following form appears:

lllustration - User data
The data in the form are as follows:
ELEMENTS DESCRIPTION
Username ( Usuario) User identifier to enter the Public Sector

Procurement Platform. Mandatory.

E-mail Email address. Mandatory.
Password ( Contrasefa) Field to change the user's password.
Name ( Noembre) User’s first name.

Surnames ( Apellidos) User’s last name.

Identification number (user)( N°® User's tax identification number.
Identificacion)

E-mail for communication purposes ( | Email address where you will receive the
Email a efectos de comunicaciones) | email messages informing
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that a communication has been made (see
My Communications section) by a
contracting authority.

Identification number (company) (N° Tax identification number of the company.
Identificacion)

Business name ( Razénisocial) The company’s legal name.

Actions that can be performed in this window:

ACTIONS DESCRIPTION

Modify data ( Modificar datos) Takes you to the window that allows you
to modify thedata.

Delete user ( Borrar usuario) Unsubscribe the user from the Platform.

These two actions are explained below:
4.1.2.1 Modify user data

When clicking on Modify data ( Modificar datos) the screen shown below is displayed,
with the unprotected fields (except for the User ( Usuario) field that cannot be
modified) allowing you to make the desired changes. The user's E-mail is mandatory
(it cannot be left empty). If the password ( Contrasefa) is left empty, it will not be
changed.

B o= I pentree S e = e o = e

e = |

e

Siguic stz +& | Finuficar
Cancelor

Illustration - Modification of user data

By pressing Next ( Siguiente), you can access an information and confirmation screen.
In a similar way to the user registration process on the Platform, the change of user
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and the change of e-mail for communication purposes is carried out in two phases, in
each case sending a message to the corresponding e-mail with the instructions to
complete the change. The rest of the modifications will take effect immediately. On
this screen, pressing Finish ( Fifializar) the order is given for the changes to be saved.
Press Cancel (Cancelar) to exit without making any changes.

4.1.2.2 User cancellation
By clicking on Delete user ( BOffarusuarid), the screen below is displayed, where the

user is provided with information about the subscriptions and electronic
communications (read and pending reading):

@ ATERCTON: Ha sulicited o sl hormads Al sy ap1n

Zi woid e roewr sl e =
“ Osjars ca racibr me rursipsiznes | schusirants tass 3L

T He padd anod=ra le= corunboaes Slesrnies Jammiet mie e dimns t peodtentes, B lidsa
Farz ko= uzuerl

B8 CEtraiqus ss mnssten 8 o enidn snn Ios dslusiena ouis cssss e
i o8 ataptascn e lam manhciocoes = procecs,

£l siske—a fmelmam aw ssas 0 samematimments

Db bl oo

B Dotz el wsanilo

Usu=iio
Eimsil

I w2 iean o avees W ACEOAE i35 MOHIFICSn amas.

Illustration - User unsubscribe

By clicking on Finish (-), the order is given that the user cancellation be carried
out, after which you will no longer be able to access the Platform as a registered user
(and therefore you will not be able to access the electronic communications that you
have) nor will you receive information related to your subscriptions. Pressing Cancel (
Cancelar) the delete option is not carried out.

4.2 Home

By correctly introducing your username ( USUarie) and password( Contrasefia) on the
"Companies( Efpresas)” page, the Home page will be displayed showing the
Home( ), Tenders ( Licitaciones), Employer Profile ( ), My
Tenders ( ), My Communications ( ), Subscriptions (
), Information tabs( Infomacién) , Contact ( ) and Search (
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lllustration - Registered User Main Menu

In the upper central part there are icons of direct access to the main services offered
to economic operators.

B

Liciteciones Mia Licitaciones Mis Comunicacionea Susciipciones

d

lllustration.- Shortcut icons

A Welcome message appears below, indicating the date and time of the last time the
user accessed the Platform.

D rery e e
Bienvenido ACME

limao bogle BEHITIR0TE 13 4320 jeapnn Cipeadnr Eoundmcs

lllustration - Welcome message

A list of Notices (/AViSOS) , that the Platform shows when an event has occurred that
you should pay attention to:

- A question has been answered
- You have received a communication from a contracting authority

- There has been a change in one of the tenders you are monitoring

Avisos

08/07/2015

Se ha rectificado un Anuncio de Licitacidn en la licitacidn con expediente Suministros 1/2014 del drgano Direccion General de Patrimonio.

Illustration - Notices
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Information about the Platform that may be of interest to you is displayed in the lower
central part.

Actualidad de la Plataforma
25/06/2015

Se ha habilitado un nuevo de servicio de Suscripciones a anunicios publicados en el Diario Oficial de la Unidn Europea. Acceda al drea Suscripciones

lllustration - Platform Update

4.3 Request additional information about a tender

The Contracting Platform allows you to request information from the contracting body
about the content of the information published in a tender in your contractor profile.

When you access as a registered user, the Detail tab of the tender ( _) (See

section

Contracts minors

Minor contracts allows you to search and filter the minor contracts that have been
published on the Public Sector Procurement Platform based on different criteria.

icilatingee Pitarisda Mhatalle

Formularis de Blusoueda

Cortratas Neneas

= Fecha a2 udcacion wnis 11872918 ™M ¥ M

The search criteria offered by this form are listed in the following table:

Economic Operator Guide v4.3 Page 55 of 90



Tglc ® cOmERNOG MINISTERIO PLATAFORMA DE |

A= OF ESPANA DE HACENDA
4N CONTRATACION
2 A

DEL SECTOR PUBLICO

ELEMENT DESCRIPTION

Dossier ( Expediente) Tender file number

Type of contract ( Tipo de contrato) It refers to the type of contract according to the
classification established by Law according to

the object of the contract (Works, Services,
Supplies, etc.)

Contracting organization ( Link to the route of the contractingbody
Organizacién contratante) within the public sector structure.

It refers to the route of the contracting body
that appears in the detail of the profile of
the contractor or the contracting body.

For example, introducing"Ministry of
Justice” would return a search result
including all tenders published by
contracting bodies in this department.

If the term "Education” were introduced in
this field, it would return bids from the
Ministry of Education,

etc.

Status ( Estado) Status of the tender according to its
processing phase:

- Previous Announcement (CAnuncio
prévio): A prior information notice
has been published but the tender
has not yet been launched

- Posted (Publicada): In deadline
for submissionof offers

- Preliminary evaluation ( Evaluacion
previa): After the deadline for
submitting requests for
participation, they are being
evaluated.

- Evaluation(EVallacion): After the
deadline for submitting offers, they
are being evaluated.

- Awarded( Adjudicada): The award
has been published
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ELEMENT DESCRIPTION

- Partially Awarded ( Parcialmente
adjudicada): The award to some

lots has been published

- Provisional Award( Adjudicacion
provisional): The provisional award

has been published (only for
tenders prior to 2012)

- Resolved ( Resuelta):The tender
has been resolved by formalizing a
contract or declaring the bid
resolved.

- Partially Resolved ( Parcialmente
resuelta). Some sections of the
tender have been resolved.

- Withdrawn(Desistida): The
withdrawal of the tender
procedure has been published.

Canceled( Andlada): The tender has
been canceled.

Awardee (Adjudicatario) _
Name of the successful bidder

Amount ( Importe)
Amount of the award

without taxes.

Country( Fais) Country in which the contract is to be
performed

Place of execution ( Eugar de ) )
o 2 NUTS code of the geographical area, region
jecucion) ) - . ;
or province within a country in which the

contract is to be performed

Presentation ( Presentacion) . o
Deadline for submissionof offers or

requests to participate

Presentation ( Presentacion) Deadline for the presentation of offers, in
case the smaller contracts have
them.

Award date between ( Fecha

adjudicacién entre) Range of publication dates of the award

notice. By default, the start date of the
range is preset to show the minor contracts
awarded during the last three

months.

When you click on "Search ( Buscar)" at the bottom of the screen, the results table is
displayed according to the selected filters.
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From the list of results, you can access the detail of the minor contract by clicking on
the file number, or the detail of the contractor's profile by clicking on the name of the
contracting body.

g PLATAFCRMA DE |
AT O MNETERG
Mo w2, CONTRATACION
CEL SECTOR PUALICO
Inicio Perfil Contratante Empresas Organismos Piblicos Informacion Contacte
Licitaciones Bisqueda Detalle
Licitacionas »
For Estado Por Tipe Contrato
Adjudicada(1897) il Administrativo A
Anulada(267) especial(710)
Anunclo Previo{1202) Colaboracion entre el
Evaluaciom Prsvia(320) sector n:bhce y sector
Fvaluacian(6656) ) privadol L
Parcisimente S _Cum.'esion de Obras
Adjudicacda(144) Publicas(22)
Paiciotinente Qes&hbn de Serviclos
Resusita[243) P"g:m(gz]?) |
g 4 ras!
Publicada{656
stol‘cui::i:l(‘ ) Patrimonial{12)
Ponisinnall 1797\ o Pfi‘l?ldo(dy?) -

Ver todos |os resultados (34526)

Inicio  Aviso Legal Proteccion de datos  Guia de Navegacion  RSS Mapa web  Accesibilidad

Illustration - Guided Search

The guided search allows you to progressively choose the selection criteria of the
tenders you wish to consult.

Each time a criterion is selected, the Platform offers new query criteria that allows the
search to be further narrowed. The number of bids that meet the selection criteria is
shown in parentheses.
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In the upper part, the set of selection criteria that have been selected in each of the
steps is shown by means of a path. The user can return to any of the previous steps by
clicking on the appropriate step in the path.

Licitaciones = Publicada = Obras = Espaiia

Por Tipo Procedimiento Por Importe Por Ubicacidn
Abierto(45) A Entre 10.000 y 25.000{4) A CENTRO (E}10) a
Negociado con publicidad(12) Entre 100.000 y 1.000.000(29) COMUNIDAD DE MADRID(1)
Hegociado sin publicidad{11) Entre 25.000 y 100.000({13) ESTE(1)

Normas Internas{2) Entre 5.000.000 y NORESTE(2)
Restringido{15) - 10.000.000(23) NOROESTE(4) -
Hasta 10.000 €£{15) -

Illustration. Guided search

At any time, you can click on the link "See all the results ( Vértodos'Ios fesultados)”
at the bottom of the page, which will take you to a results screen with a form that
will allow you to further refine your search results.
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Illustration. Search Result

The criteria selected throughout the different steps appear marked in the selection
criteria form, and cannot be modified. From this screen you can return to the guided
search by clicking on the step of the path to which you want to return.

If you click on "Clear ( Lifipiaf)", all the selection criteria indicated in the form will be
eliminated, except those selected through the guided search.
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Minor contracts allows you to search and filter the minor contracts that have been
published on the Public Sector Procurement Platform based on different criteria.

il i Mt Mletatle

= Fecia agudicucion unirs 11072018 M m

The search criteria offered by this form are listed in the following table:
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ELEMENT DESCRIPTION

Dossier ( Expedientes) Tender file number

Type of contract ( Tipo de contrato) It refers to the type of contract according to the
classification established by Law according to

the object of the contract (Works, Services,
Supplies, etc.)

Contracting organization ( Link to the route of the contractingbody
Organizacién contratante) within the public sector structure.

It refers to the route of the contracting body
that appears in the detail of the profile of
the contractor or the contracting body.

For example, introducing"Ministry of
Justice” would return a search result
including all tenders published by
contracting bodies in this department.

If the term "Education” were introduced in
this field, it would return bids from the
Ministry of Education,

etc.

Status ( Estado) Status of the tender according to its
processing phase:

- Previous Announcement (CAnuncio
prévio): A prior information notice
has been published but the tender
has not yet been launched

- Posted (Publicada): In deadline
for submissionof offers

- Preliminary evaluation ( Evaluacion
previa): After the deadline for
submitting requests for
participation, they are being
evaluated.

- Evaluation(EVallacion): After the
deadline for submitting offers, they
are being evaluated.

- Awarded( Adjudicada): The award
has been published
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ELEMENT DESCRIPTION

- Partially Awarded ( Parcialmente
adjudicada): The award to some

lots has been published

- Provisional Award( Adjudicacion
provisional): The provisional award

has been published (only for
tenders prior to 2012)

- Resolved ( Resuelta):The tender
has been resolved by formalizing a
contract or declaring the bid
resolved.

- Partially Resolved ( Parcialmente
resuelta). Some sections of the
tender have been resolved.

- Withdrawn(Desistida): The
withdrawal of the tender
procedure has been published.

Canceled( Andlada): The tender has
been canceled.

Awardee (Adjudicatario) _
Name of the successful bidder

Amount ( Importe)
Amount of the award

without taxes.

Country ({Pafs) Country in which the contract is to be
performed

Place of execution ( Eugar de ) )
o 2 NUTS code of the geographical area,region or
jecucion) . e : .
province within a country in which the

contract is to be performed

Presentation ( Presentacion) . o
Deadline for submissionof offers or

requests to participate

Presentation ( Presentacion) Range of dates for the presentation of
offers, in case the smaller contracts have
them.

Award date between ( Fecha

adjudicacién entre) Range of publication dates of the award

notice. By default, the start date of the
range is preset to show the minor contracts
awarded during the last three

months.

When you press the "Search ( Buscar)" link at the bottom of the screen, the results
table will be displayed according to the established filter.
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From the list of results, you can access the detail of the minor contract by clicking on
the file number, or you can access the detail of the contractor's profile by clicking on
the name of thecontracting body.

Search Guided
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Inicio Licitacionos Perfil Contratante Empresas Organismos Piblicos Informacion Contacte
Licitaciones Bisqueda Detzlle

Licitacionas >

For Estado Por Tipe Contrato
Adjudicada|1897) i Administrativo ol
Anulada({267) especial(710)

Anunclo Provio{1202) Colaboracion entre gl
Evaluaciom Pravia(320) sector n:bhce y sector
Fvaluacian(6656) . privadol2) 3
Parcisimente 3 Concesion de Obras
Adjudicacda(144) Publicas(22)
Paitiobnente Qes{!én de Serviclos
Resusita(243) P”b"m?‘:‘?m A
Publicada{656) = Obfifilﬁ 19)
Resolucion Patrimonial{12)
Prrwisinn all 17971 x Privado{472) -

Ver todos |os resultados (34526)

Inicio  Aviso Legal Proteccion de datos  Guia de Navegacién ~ RSS Mapa web  Accesibilidad

lllustration - Guided Search

The guided search allows you to progressively choose the selection criteria of the
tenders you wish to consult.

Each time a criterion is selected, the Platform offers new query criteria that allows the
search to be further narrowed. The number of bids that meet the selection criteria is
shown in parentheses.
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In the upper part, the set of selection criteria that have been selected in each of the
steps is shown by means of a path. The user can return to any of the previous steps by
clicking on it on the path.

Licitaciones = Publicada = Obras = Espaiia

Por Tipo Procedimiento Par Imparte Paor Ubicacidn

Abierto(45) A Entre 10.000 y 25.000{4) A CENTRO (E}10) a
Negociado con publicidad(12) Entre 100.000 y 1.000.000(29) COMUNIDAD DE MADRID(1)
Hegociado sin publicidad{11) Entre 25.000 y 100.000({13) ESTE(1)

Normas Internas{2) Entre 5.000.000 y NORESTE(2)

Restringido{15) - 10.000.000(23) NOROESTE(4)

Hasta 10.000 €(15)

-

Illustration. Guided search

At any time, you can click on the link "See all the results ( )’
at the bottom of the page, which will take you to a results screen with a form that will
allow you to further refine your search results.
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lllustration. Search Result

The criteria selected throughout the different steps appear marked in the selection
criteria form, and cannot be modified. From this screen you can return to the guided
search by clicking on the step of the path to which you want to return.

If you click on "Clear ( Lifipiaf)", all the selection criteria indicated in the form will be
eliminated, except those selected through the guided search.
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The Request Information ( Solicitar informacion) option allows the economic operator
to see the queries that economic operators have made to the contracting authority
regarding a specific tender, and also allows them to ask more questions about it, thus

complying with the principle of transparency.
Inigin wﬂ-n.'ﬂ Perdl Caniretamie M Licitacmnesy = Comunicaromes Sichipoores Infomrmcion Cortactn Biescadar
Lichaciodee Bosgquada Diedatie
damos. smdane Tualuer novsded que 2 pioduzea sobes ssia hedscdn mediante messtin seecn «hbs Licdacionese  Aladle esta leiacka o =Mis Licitncionss
Do

B Solieitud de informacion adicional al expedients - Preguntas

FANRD CoOmTRTR D

Fetha Fa llmite para NaCed preauinias
Actuzliracitn Praguma Entadn

Nusua preguain

lllustration - Request Information

The Request Information ( Solicitar informacion) tab contains the following elements:

DESCRIPTION

ELEMENTS

Contracting authority ((Ofganeidel | Name of the contracting body.
contratacion)

Dossiers ( EXpedientes) Tender file number.

. 7 Title of the object of the contract.
Title (Titulo)

Deadline to ask questions ((Fecha Date from which questions are no longer
limite para hacer preguntas) accepted.
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Upgrade ((Actualizacion) Date and time of the last time the question
was updated, that is, the question or its
answer was asked.

Question ( Pregunta) Question asked about the dossier.

Status ( Estado) Indicate "Pending" if the question has not
yet been answered by the Contracting
Authority, or "Answered" if it has already
been answered.

Answer ( Respuesta) Response of the contracting authority.

Actions that can be performed from the Request Information ( Seolicitar informacion) tab:

ACTION TAB DESCRIPTION

New Question ( Nueva pregunta) It allows raising a new question to the
contracting authority regarding the tender.

In the event that there are already questions related to a specific tender, these are
displayed in the list of questions that appears at the bottom of the screen along with
their status:

"Pending ( Pendiente)" questions posed by the tenderer that have not yet been
answered by the Contracting authority. The bidder sees the questions made by
himself in Pending status, the questions asked by other bidders are not visible to the
rest of the bidders until they are answered by the Contracting Authority.

"Answered ( Respondida)”, if the question has already been answered.

wRalsihed Ar ardarmacitn adirseasd ol sepedisnts - Sremqurin e
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lllustration - Information request, pending question and question
answered
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The answer is accessible by clicking on the question text (_) link, as shown in the next figure:
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kv o fecia Bioe aare ereancter afeciaa?
T
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lllustration - Request for information, access to response
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To ask a new question, click on the link New question ( Nueva pregunta).

S %ot de rlurmas i silicoe s s opeilients - Fregmse

lllustration - New question

Actions that can be performed in this window:

ACTIONS DESCRIPTION

Send ( Enviar) Submit the question to the platform.

Cancel ( Cancelar) Cancel the creation and submission of a
new question.

When the contracting authority answers your question, you will receive a notice by
email, and also a notice on the Home page.
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4.4 My Bids

By activating the Tenders ( Li€itaciones) tab, you can search and access the details of a
tender in the same way that unregistered users can. (See section)

If the user is registered, a link will appear at the top of this page that allows adding the
tender to a list of tenders of interest (My Tenders ( MisTlicitaciones)). The Public Sector
Procurement Platform will send you any news that occurs about it.

NOTE: Please, bear in mind that this link will not appear if you access the details of the
bids from the "Tenders ( Ei€itaciones)" tab of the "Contractor Profile ( Perfil'del’
contratante)”.
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Ll die Eparne il

PrECEamuenss de: S ommataoan Mixarin

Illustration - Add tender to the list of tenders of interest (My Tenders)

The My Tenders ( Mis'licitaciones) page allows the registered economic operator to
have direct access to a list of tenders of interest.
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The search for My Tenders ( MiSTliCitaciones) is offered in 2 levels, hiding by default the
2nd level (filter criteria used less frequently).

Thus, the first level will be:

- Type of contract (_)
- Form of presentation (_)
- End of presentation date range (_)

The second level will be displayed when clicking on "

WIGStraF A 0P Eiones el filtio Gelbusqueda’ and will include:

= 3 nao 1 N —
FameEEs  CONTRATACION S
™3 o R 20 UE TR S portt | s e Ayt | s sscin |
oe e Fatl Ssirasns m ¥5Corunaiie ST arbei T | boenazids o) ExodE Do sbenss

Miz Lictaciones

-

e Tady s Omemess Cnazcdn £ mmw & Famfnesendbun Uos Nodtoiee &

- Amount (from - to)( [fporte (desdeshasts)
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The data in the My tenders ( Mis licitaciones) tab are as follows:

0 Expedents Titula &

Grgano de Confratacisn

&  Estada & Fechafinde DESE""EG""’"Q Ulima Modificacién~ ©

ELEMENTS DESCRIPTION

Dossiers ( Expediente)

Tender file number and link to the tender
details.

Title ( Titulo)

Title of the object of the contract.

Contracting authority ( Ofganode
contratacion)

Name of the contracting body.

Status ( Estado)

Processing status of the tender (Published,
Evaluation, Awarded, Resolved, Partially
resolved).

End of presentation date ( Fechafin
de presentacién)

Key date of the tender: Submission of
offers.

Last modification ( Ultima
modificacién)

Date on which the file was last modified,
the last event that has happened will be
displayed, showing the name of the event
and its date in the cell.

Update tracking ( Seguimiento de
actualizacion)

For those tenders that have been
downloaded by the user.
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ELEMENTS DESCRIPTION

Actions that can be performed in this window:

ACTIONS DESCRIPTION

Dossiers ( Expedientes) By clicking on the link you will access the
screen that shows the details of the tender.

Multiple selector ( Selector multiple) Multiple selector in the list of tenders

A "Delete" option at the bottom of the list to
allow the user to perform this multiple
elimination.

Remove from My Bids ( Eliminar de This elimination only removes the tracking
mis licitaciones) of those bids by the bidder. The user will be
informed about the action by a message
before proceeding with said elimination

Every time there is any news about any of the tenders included in the list of "My
Tenders ( Mis licitaciones)", the user will be informed by an email message and also a
notice on the Home page when accessing as a registered user

The events that produce these warnings are the following:
- Publication of announcements. ( Publicacion de anuncios)
- Rectifications and corrections of errors ( Rectificaciones y correcciones de errores)

- Publication of documents associated with the tender ( Publicacion de documentos asociados a
la licitacion)
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- Answer to a question ( EGEStacIon & Una pregunt

For those tenders that have been downloaded by the user and the announcement of
the tender or the specifications have been republished after the last download of the
tender, a notice will be displayed in the list in the last column.

When hovering over the icon, a message will be displayed:

"The announcement of the tender or the tender documents have been updated after

you downloaded the tender for the last time."( _
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To remove a tender from the list of tenders of interest "My Tenders ( Mis]
licitaciones)" you can follow one of the following procedures:

1. From the My tenders ( Mis'licitaciones) tab, you can delete one or more bids
using the multiple selector in the list and click on "Delete ( ElifiiRan" at the
bottom of the list to allow the user to perform this elimination.

The following figure shows an example in which the follow-up of the first
tender is to be removed from the list:
Mis Licitaciones
Nomero de expedienta [ ] Nombre O, Contratacién [
Estado == Todos - v
Tipo de Contrsto [Todos vl Forms p 5 Tosos v
Fecha fin de presentacién desde] |3 hesta | | ]
. ‘ ;
[ Acestar |
0 |Sretens, Titglo o Organo de Contratacién ©  Estadge © F'“"""“P"M“o Ultime Modificacién ~ ©
¥ |17112015.001 Reforme edicicio Banco de Espsfa Subdireccién Genersl de Coordinaciin de I8 s nio Previo03/03/2016 2710112018
0 p7ar mﬁma%ezﬁwmhwmss Eto"""‘”“""f:".;‘?.h‘.’;‘if.'?z?‘ - G e E;b%:onaemmm
411 11
0] pozs isicién de material s §h'§.":;;'8°°"‘°'°‘°“"°‘“d‘d“ Eveluacién  31/40/2011 :r::::oionde)\wmoe
25/10/2011
) C idn del servicio de fisi ie en el dmbito Publicacién de Anuncio de
O ﬁ”m—m“mxgzmg:ﬁmﬁdpm Fundacién de apuestss del Estado Evaluacién  04/04/2019 gmw
Tiw'u 1de 1 Total: 4
[ Eliminar de Mis Licitaci
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lllustration - Link to remove Tender from the My interest list
Bids from My Bids
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2. Access the detail of the tender that you want to delete from the My Tenders (

Mis licitaciones) or Search for Tenders ( ) tabs and click
on the link Delete this tender from My Tenders (

mis licitaciones) as indicated in the following figure:

m Perfi Contraiants iz Licitacione= T Comumcaciones Suscnpoones Infermacian Conlmctn Buscador
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lllustration —Remove tender from the list of tenders of interest (Mis

Tenders)

In both cases you must confirm (-) (or cancel (-)) the operation in the dialog box:

Mis Licitaclones
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lllustration - Dialog box for removing a tender from the interest list
of My Tenders

IMPORTANT: PLACSP bids that have been resolved for more than a month and have
no movement during that time, will be eliminated from the MY TENDERS ( Mis!

WEITAGIORES) tab.
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4.5 My Communications ( Mis comunicaciones)

The Public Sector Procurement Platform offers contracting bodies and bidders a
service for sending notifications and communications in the development of an award
process.

Contracting bodies can send invitations, rectification requirements, documentation
requirements, and award notifications to bidders participating in a tender
electronically through the Public Sector Procurement Platform.

In order to be notified through the Platform, the company must give its consent to the
contracting body by providing the email address of the user who has registered in it.

To access communication there are two ways:

1. The economic operator must be registered in the Public Sector Procurement
Platform with the same email address where the notification of the
communication was received, and have a digital certificate of a natural person
accepted by the @firma validation Platform (such as the electronic DNI or the
one issued by the National Currency and Stamp Factory, among others). In
this way, there is a record of who and when the communication is accessed
(the ID of the person who has accessed the communication).

2. From the email you have received, a NOTICE ( AViS0) appears and then a link
that takesyou to the communication. In this case, the email from where the
communication is accessed is reflected.

When a contracting authority sends you a communication, you will be informed of this
circumstance by means of an email message sent to the address that you have
provided to the contracting authority for this purpose.

Para leer ezta comunicacién o5 neccsario sstar registrado como vanario ¢n la Plataforma de Contmaracion del Estado. Para elle. acceda
la dirsce0n web hutpl coatmnmaicndelestasioes v en o soccon "Emipresar™ realice su Rogistro, Rocuerde que parn realizar dicho
Registro debord especificar en la casilla "E-ma:d’ 1a mizina dirsceidn de comreo 2lectrdnco en la gque ha racibido el presente mensase.
Deé lo connano. no podri sccedar al conrenticdo de fz comumencion que efecmimnos por 2f preseni= wensaje

Come nsuario regntrado on la Plaratorma de Contratacion cdel Estacda. podra ecceder o la comunicacion mnfrodhicacade s nombre de
Usvano v su Contrasena on la pagina principgal. Despuss dirigase a o pestana Mis Comunicacionss Para acorder al contenudo de la
cOMIEMCACIOn debera hacer neo de un CERTIFICADOD ELEC TRONICO RECONGQCIDO par Ia Adnumnswasion General del Esrads
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Si desen ponersa an contacto con A Plamaforma da2 Conrratacidn dal Secior Priblico. puede hacerla a3 wavés d= ia direceisn e corrsa
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Avisc: Pucde accodor duectamente ol documicito a traves de Lo sizuicate drcccion hftps: pred-
comtrataciongelsstado es nwps PA LEBxCoanumucacionss servies MostrazDoclicitadorServiet
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lllustration - Notice message about Communication received
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If you access the communication directly from the link in your email, the
communication file in pdf format will be downloaded
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From that moment on, the Contracting body that has sent you the Communication has

an access notice (/A€eso'acomunicacién:tl) (as shown below)

Acieso 4 comumicad lan e '
Lgal reafizade atraves de la l e
a’l"i“:@ E Plataforma de Contratacion del -
aUEEE & Fatalo |r"':
Tipo de Coninicaddn Ad
Mimero de Expedienke £
Identshcador de comumcaonm 07 BT D e =
ERYiLALL
Empresa. PIT ErE D e
CIF/NIF/NLE 0L
Curren del desfinatario gruspoo gor Eal=rminhap.ss
Fecha y Hora B-03-3015 IA-51
LETONG
CIFNIENIE - Lis o m-curren
DM el ceililicaibs EOnTapoion. oo ma@iminhap es
Fechip y Hora F=03-2017 T 52
Imprimir B Cermar

If you access the Platform with your registered user, you will be shown a notice on the
Home page that you have a communication pending reading.
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Illustration. Notice on screen of communication received

To access the content of your communications, you must use the My Communications (

Mis'comunicaciones) page. where you will find all the electronic communications that
have been sent to you through the Platform.
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lllustration. Access to My Communications

When accessing the screen, Recent Communications (less than 30 days) are loaded by
default
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The screen has two parts, an upper one to configure the search criteria ( BUSgueda)
and another to show the result with the communications.
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lllustration - My Communications Tab

The search fields are as follows:

ELEMENTS DESCRIPTION

File No ( N° Expediente)

Tender file number.

Communication Type ( Tipo de
comunicacion)

Type of communication. A registered
economic operator can receive
communications from:

-Everything (-)

- Invitation to the process (_
proceso)

- Provisional admission or exclusion (
Admision o exclusion provisional)

- Definitive admission or exclusion (
Admision o exclusion definitive)

- Provisional award (_
provisional)

Final award ( AEUBIEIEIGNBEAIENS)
- Offer reception ( _)

Economic Operator Guide v4.3

Page 79 of 90




D= =  oumamaon

DE) SECTORBIBIICD

- Award. (positive) ( _
positive

)

- Waiver or withdrawal ( _
desestimiento)

- Documentation requirement (

)
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ELEMENTS DESCRIPTION

- General Documentation

Communication sent date ([Fecha
de envio de la documentacién)

Date range the communication was sent.
Only one of the limits can be indicated

Communication status
Accessed / Not accessed / All (
Estado de la Comunicacion

Accedidas/No accedidas/Todas)

List only the communications that have
already been read (accessed) by the
economic operator, or those that have not,
or both.

Response deadline ( Fechalimite
respuesta)

Range of deadlines to reply

Show only Pending
Communications ( Mostrar solo
comunicaciones pendientes)

Filter to show only those
communications with pending response

Show only recent
communications
( Mostrar solo comunicaciones

recientes)

Filter to show only recent Communications
(less than 30 days)

The data in the list of communications are as follows:

ELEMENTS DESCRIPTION

Dossiers ( Expediente)

Tender file number and link to its details.

Title ( Titulo)

Title of the object of the contract.

Contracting authority ((Ofganode
contratacion)

Name of the contracting body.

Communication Date ( Fecha de
comunicacién)

Date the communication was sent.

Communication ( Comunicacion)

Link to access communication.
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Communication Type ( Tipo'de! Type of communication: invitation to the

) process, provisional admission or exclusion,
definitive admission or exclusion,
provisional adjudication, definitive
adjudication, adjudication, receipt of offer,
resignation or withdrawal, documentation
requirement, general documentation.
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ELEMENTS DESCRIPTION

Access Date ( Fecha de acceso) Date on which the communication was
accessed. If it is not shown, it means that the
communication has not been read.

Response deadline ( Fecha limite de' | Those communications that have a pending
respuesta) response from the bidder will be
highlighted.

Answer ( Respuesta)

Actions that can be performed in this window:

ACTIONS DESCRIPTION

Look for ( Buscar) Performs a search according to the data
set in the filter.

Clear ( Eimpiar) Clear all search filter fields.

Dossier ( Expediente) By clicking on the link you will access the
screen that shows the details of the tender.

Access (Acceso) Access the communication.
Order according to the following criteria

Order ( DECENEK) to. Dossier ( Expediente)

b. Contracting authority (Organo
de Contratacion)

¢. Communication date ( fecha de
comunicacion)

d. Date of access ( fecha de
acceso)

and. Reply deadline( fecha limite

de respuesta)

4.5.1 Access the content of a communication
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To access the content of the communication, from the My Communications ( Mis!

ﬂtab, select the communication you want to consult and click on
Access .

[T Mostrar solo comunicaciones con respuesia pendiente
[J  Mostrar solo comunicaciones recientes (menos de 30 dias)

Expedients

oo W

Titulo Organo Cmstu::iéno Fecha carnur\icem‘éno

o Comunicaciy Tipo de Comunicacidn Facha Acelsoo Fecha fim. respues:so Respuests
Acuerdo = No Aphca -
Subdireccion General de
AM17/12 macco paee Sl o e 17/12/2018:12:18 Acceso  Comunicacién de Invitscidn a Licitar Flara da Plazo
suministro de Contratacién El fii de
servidores REaCin Eleckonion Prasentacidn
Servici ara . T No ica -
la m::r:ge |aSubdireccion General de i Fua'::hde Plazo
2710420161 s Ceordinacion de la 27/04/2018 11:43 Acceso Comunicacién de Invitacidn a Licitar da
,_L'c‘m, 4 C Presentacion
prusba para
comprobar ls Subdireccién General de Mo Aplios -

Fuera de Plazo

[14042018-1  invitacidn en Coordinacidn de la 14/04/2016 11:08 Accesg Comunicacion de Invitacidn a Licitar da
las fici or ion Electrd —
oy Presantacion

lllustration - Access to a communication

At this moment, the user will be required to select a digital certificate:

o= R AN S .
Mensaje de pagina web

\ ? ) A continuacion se le va a solicitar un certificado digital para identificarle. Pulse Aceptar para continuar con el proceso,

I Aceptar ][ Cancelar ]

lllustration - Electronic certificate request notice to continue
Follow the instructions of your browser to access the following screen:

Ha accedido a ia siguiente comunicacion:

Tipo de Notificacion Comunicacién de Adjudicacidén
Organo Contratacién OCco2 B2B

Expediente PRU-maill

Notificacion 2011-NOT-00005514

Pulse en los siguientes enlaces para visualizar los documentos de la Notificacién:

Ver documento XML Ver documento PDFE Ver Seliec de Tiempe

lllustration - Communication information

Communication is provided in both xml and PDF formats. You can access them by

clicking on View XML document ( VérdoctimentoXML) or See PDF document ( Ver
documento PDF)
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respectively. Clicking on See PDF document ( VeFid6ctinmentolPDE) you will be able to
access the information more comfortably.

The link See Time Stamp (Versello'detiempo) will display a window with the basic

information about the time stamp (which guarantees the moment in which the
electronic communication was issued), and you will be able to access the downloaded
document in xml format and the time stamp itself:

Numero de Expediente PRU-maill

Indentificador del Anuncio 2011-NOT-00005514

Tipo de Anuncio Comunicacién de Adjudicacién
Contenido del Anuncio Déscargar Anuncic xmil

Hash del contenido mnssBgbZZW44qbujkfhgSmoSM+g=
Selle de Tiempo Selic de Tiempo

4; C=ES,O=FNMT,CU=FNMT Clase 2

Cr, 0U=Publicos,0U=500070015,CN=DESCRIPCICON
TSAZ2 FNMT CLASE 2 CA - ENTIDAD FNMT RCM - CIF
Q28260042

Fecha de expedicién: 3 de febrero da : 126:25

Sello de Tiempo

Autoridad que expide:

volver

Illustration - See time stamp

4.6 Subscriptions ( Suscripciones)

Registered users can subscribe by indicating search criteria. In this way, they will
receive daily - through the means of communication that they specify (SMS, E-mail or
RSS) - information about the announcements of the tenders published on the Public
Sector Procurement Platform that meet said criteria.

You can access this service through the page Subscriptions (_)

Illustration - Access to subscriptions

AN Seang s S eakin

MO TRAAL X I Wty iy 4 o TR
i e,  CONTRATACION

Edrsr oertl | Gulas de Avuda | Fmakzar sastn |

UtiteCignee Fedl Contrstant= Wiy Lutacntes s Sommnican iy ms Juascnpriones TRTIRAL T sotimto Buscanur

®

Licitaciones Mis Lictaciones Uiis Comunicaciones Suscripciones

By clicking on any of these links you access the user profile data screen, which is
explained in the section 4.1.2 Modification of data and user cancellation
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Click on the Subscriptions ( Suscripciones) tab to view your active subscriptions:

Cotizhinig e L Escicnes ik Cor

lllustration - Subscriptions, subscription list

The details of the list of active subscriptions are as follows:

ELEMENTS DESCRIPTION

Name ( Nombre) Name of the subscription and link to its

data.

Means of communication to be used. It
may be SMS, E-mail or RSS.

Communication means ( [Tipo de
comunicacién)

Action ( Accién) The “trash” icon will allow you to delete the

subscription.

Actions that can be performed in this window:

ACTIONS DESCRIPTION

Name ( Nombre) By clicking on the link, you can access the
screen that shows the subscription
configuration data, and you can modify

them.

Clicking on the "trash" icon will delete the

Action (Accion)
subscription.

Clicking on "New Subscription" will
open the subscription creation page.

New Subscription ( Nueva

suscripcion)

Click on New Subscription ( Nuévasuscripcién) and the screen will open to enter the
selection criteria for the tenders on which you want to obtain information published
on the Platform.
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lllustration - Criteria for configuring a subscription
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ELEMENTS DESCRIPTION

Subscription name ( Nombre de |a
suscripcién)

The name by which you want to identify the
subscription.

Subscription description (
Descripcidn de la suscripcién)

A reminder what thesubscription was created
for.

Communication options ( Opciones
de envio)

Means of communication by which you
wish to receive publications that meet the
specified criteria. Possible values are SMS,
E-Mail, and RSS. In the case of SMS it is
necessary to provide a

phone number.

Contracting organization (
Organizacién contratante)

Location of the contracting body within the
Public Sector.

Name of Contract ( Nombre O.
Contratacién)

Contracting authority that carries out the
tender.

Procedure ( Procedimiento)

Type of procedure (Open, Competitive
dialogue, Negotiated with advertising,
Negotiated without advertising, Restricted,
Internal rules).

Type of contract ([Tipo de
procedimiento)

Type of tender (Special Administrative,
Collaboration between the public and
private sector, Concession of public works,
Management of public services, Works,
Private, Services, Supplies).

Subtype (Subtipo)

Subtype of tender, dependent on the previous
type.

CPV code ( Codigo CPV)

CPV code. Multiple CPVs can be selected to
perform a search.

Selected CPVs (CPV Seleccionados)

Set of CPVs selected for the search.

Innovative Public Procurement (
Compra Plblica Innovadora)

Indicates whether the contract is classified
as an innovative public purchase, in any of
its modalities: Public Purchase of Innovative
Technology or Pre-commercial Public
Purchase.
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ELEMENTS DESCRIPTION

Classification Required (Clasificacion
requerida)

Classification required, multi-select list to
narrow the list of tenders to the minimum
classification required.

Special conditions ( Condiciones
especiales)

It allows selecting one or more special
conditions considered in the tender:
contract reserved for a specific profession,
contracts reserved for special employment
centers or sheltered workshops, contracts
reserved for sheltered employment
programs, preference for companies with
workers with disabilities, preference for
companies dedicated to the promotion and
labor insertion of people in a situation of
social exclusion. Allows selection by multiple
classifications (keep the Control key pressed
while selecting / deselecting each value).

Country ( Pails)

Country where the contract is executed.

Amount ( Importe)

Range of bid amounts.

Actions that can be performed in this window:

ACTIONS DESCRIPTION

Add ( ARadir)

Add a CPV.

CPV selection ( Seleccion CPV)

It shows the complete list of CPVs with their
code and description, and allows their
selection.

Remove ( Quitar)

Removes the selected CPVs from the list.

Accept (Aceptar)

Confirm the creation of the subscription as
defined.

Cancel ( Cancelar)

Cancel the creation of a new subscription.

The selection of the CPV is identical to that explained for the search for tenders

(section 3.1.2 Search for tenders)
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The selection of the contracting organization works in a similar way to that described for

the search for contractor profiles (section 3.2 CONSULTATION OF PROFILES OF THE
CONTRACTOR).

You can modify the configuration criteria of your subscriptions whenever you want by
editing your content.

In the case an RSS type subscription is defined, the URL of the results is available to be
copied in the “RSS” icon as shown in the image below.

- =
\_/ |

st
"o I o
T ——

CONTRATAC'ON o ST

Widls  Asisclogsl  Aumccléndedems  OuedeMavegpesien N33 Vagemed  Accesisibleal b ad |

:) |

IMPORTANT ANNOUNCEMENT

Because the obligation of the PLACSP to guarantee the publicity of the calls for bids,
their results and all the documentation related to public contracts that the contracting
authority deems to make available to third parties does not imply the obligation to
provide that information to potential bidders through a subscription service (which is
nhot contemplated in a compulsory or optional way in the public procurement
regulations), it is considered convenient that the PLACSP have such subscription or

alert services for economic operators.

These services are therefore complementary in nature, and cannot be considered in
any case a substitute for searching PLACSP for contracting procedures. Thus, if the
company wants to guarantee the location of business opportunities, it should
ultimately consult the PLACSP bidding search engine directly. Note, in particular, that

subscription services are
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based on email, which is not a reliable means since the reception and reading of the

message by its recipient cannot be guaranteed.

Likewise, the economic operator user is responsible for correctly defining the
subscription selection criteria. Thus, the need to establish several filter criteria is
recalled in order to reasonably limit the result of the subscription since, otherwise, and
if the 500 daily notices are exceeded, there is a risk that the mail will not be received
due to exceeding the limits allowed by the shared mail service of the Ministry of

Finance.

Economic Operator Guide v4.3 Page 91 of 90



| & COMERND MINISTERIC PLATAFORMA DE

BT s [ CONTRATACION

DEL SECTOR PUBLICO

4.7 Subscriptions DOUE ( Suscripciones DOUE)

Registered users can also subscribe to the announcements of the tenders published in
a supplement to the Official Journal of the European Union (DOUE) on public
procurement. In this type of subscription, the daily reception of the communications is
made through email.

The way to create and modify DOUE subscriptions is very similar to the process
indicated above, accessing the service through the page “Subscriptions (
Suscripciones)"

o g CONTRATACI( N \ e
= PRV
Coitur perfil | Gulus de Avuda | Fioalizar sesiln
Hlatinoms Fedl Cotrstani= xS soane i =0 Comact TR
; , \
\thim
=7
Lictaciones Ml Lichaclones Mie Comunicaclones Suscripclonee

lllustration - Access to Subscriptions

By clicking on any of these links you can access the user profile data screen, which is
explained in the section 4.1.2 Modification of data and user cancellation

Click on the DOUE Subscriptions ( Suscripciones DOUE) tab to view your active subscriptions:

[{w fh.n. CONTRATACION M

Ecter perfil | Guus de Avuda ] Fineslizar sesiln

Ferl Cortrstonie Vs irtmes Mis Lomene sevnes o en Cortarctr \rst e

DalosGererales

lllustration - DOUE subscriptions, subscription list

The details of the list of active DOUE subscriptions are the following:

ELEMENTS DESCRIPTION

Name ( Nombre) Name of the DOUE subscription and link to
its data.

Action ( Accién) The “trash” icon will allow you to delete the
subscription.
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Actions that can be performed in this window:

ACTIONS DESCRIPTION

Name ( Noembre) By clicking on the link, you will access the
screen that shows the configuration data of
the DOUE subscription, and you can modify
them.

Action ( Accion) Clicking on the "trash" icon will delete the
subscription.

New Subscription ( Nueva Clicking on the "New Subscription” link will
sucripcién) open the subscription creation page.

Click on New Subscription ( Nueva suscripcion) and the screen will open to enter the selection
criteria for the announcements of the tenders of your interest published in the Official Journal of
the European Union.

I -ga i aue orpoian DCatgnpotn 0o B SyEarnenin
Beacrwa du Envin
RUIEaTe o TLEVRT INENGON . BETIONS QUE S Sunpan nrcrieros
B e e =
v [
|=
T ¥ -
&
> ) =
N [ Lear
Anifs |
d e
[eumie

sl

lllustration - Configuration criteria for an DOUE subscription
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DESCRIPTION

The name with which you want to identify the
DOUE subscription.

Subscription description (
Descripcién de la suscripcion)

A reminder what thesubscription was created
for.

Communication options ( Opciones
de Envio)

It is not necessary to indicate anything, only
the reception of communications by email is
enabled.

Ad type ([Tipo de anuncio)

It allows the selection of the type of
announcement, the values can be: Prior
information announcement, Tender
announcement, Award announcement,
Amendment / additional information. It is
allowed to select more than one value, by
default "All" are considered selected.

Type of contract ([Tipo de contrato)

Type of contract according to the typologies
admitted in DOUE: Public Works
Concession, Not applicable, Works, Services,
Unspecified, Supplies. It is allowed to select
more than one value, by default "All" are
considered selected.

Procedure ( Procedimiento)

List of contracting procedures admitted in
DOUE: Award of a contract without prior
publication of a tender notice, Direct award,
Competitive dialogue, Negotiated without a
call for tender, Not applicable, Other, Open
procedure, Negotiated procedure,
Accelerated procedure, restricted procedure,
expedited procedure, unspecified. It is
allowed to select more than one value, by
default "All" are considered selected.

CPV code (Codigo CPV)

CPV code. Multiple CPVs can be selected for
subscription.

Selected CPVs (CPV Seleccionados)

Set of CPVs selected for subscription.
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ELEMENTS DESCRIPTION

Country / NUTS3 ( PaisiNUT3) Code of territorial unit of publication /
execution of the contract. Multiple items

can be selected for subscription.

Country / NUTS Selected (Pais/ Set units territorial
NUTS Seleccionados) selected for subscription.

Actions that can be performed in this window:

ACTIONS DESCRIPTION

Add (Anadir) Add a CPV / territorial unit (according to
context) if we know its code. If it is
unknown, you can go to the selection
assistant, CPV selection or Country
selection Country / NUTS.

CPV selection (Seleccion CPV) It shows the complete list of CPVs with their
code and description, and allows their
selection.

Country Selection / NUTS ( Seleccion It shows the complete list of territorial units
with their code and description, and allows

Pais/NUTS) their selection.

Remove (QUitar) Removes the CPVs / territorial units
(depending on context) selected from the list.

Accept (JAcéptar) Con_firm the creation of the subscription as
defined.

Cancel ((Cancelar) Cancel the creation of a new subscription.

The selection of the CPV is identical to that explained for the search for tenders
(section 3.1.2 Search for tenders)

3 Nomenclature of Territorial Units Statistics «<Nomenclature des Unités Territoriales
Statistiques »(NUTS). This classification used by the European Union allows territorial demarcation for statistical
purposes, in the context of contracting it allows to indicate the place of performance of the contract.
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The selection of the country / NUTS is done through a selection tree similar to that of
CPV codes. In this case you can select groupings of countries (European Economic
Area, European Union, etc.), Countries, Regions, Provinces that are accessed by
displaying the different nodes of the tree.

DatosGenerales

RESULTADOS DE LA BUSQUEDA
T Pabses/NUTS
= =+ EEA-Espacic Econamico Europeo
IS - Islandiz

__ILT - Liechtenstsin

._ N - Morusega
= | OTH-Otros
B | = UE-Unién Eurcpea

i AT - GSTERREICH

E

# |__|BE - BELGIQUE-BELGIE
e BG - BULGARIA

B |__|CY - KYNPOE [ KIBRIS

@ | 7 - CESKA REPUBLIKA
i DE - DEUTSCHLAMND

@ DK - DANMARK

i EE - EESTI

B [_JEs - EsPARA

B |__JFI- SUOMI J FINLAND
B =~ FR - FRANCE

@ [JFR1- iLE DE FRANCE
= ,:~FRZ - BASSIN PARISIEN
" |FR21 - Champagne-Ardenns
__|FR22 - Picardis
FR23 - Haute- Normandis
FR24 - Centre

FR2ZS - Basse-Mormandie

PAISHITE SELECCHMADGR

[ At

lllustration - Country Selection / NUTS

The operation is the same as for the CPV code selection tree. Each time an item is
clicked on, it is added to the list of selected items. If you want to delete any of the
selected elements, click on it in the selected box and then on "Remove (Quitar)"

You can modify the configuration criteria of your subscriptions whenever you want by

editing your content.
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5 CONTACT US

Please contact us for more information.

We would also like to know your opinion, receive suggestions and complaints, about
the Public Sector Procurement Platform. This will help us to improve the Platform and
make it more useful for everyone.

To contact us, you can go to the following email:

| contrataciondelestado@minhafp.es

B

Economic Operator Guide v4.3 Page 97 of 90


mailto:contrataciondelestado@minhafp.es

