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1 OBJECT 

This User Guide is a practical manual aimed at leading economic operators to: 

- Register, 

- Manage the pre-qualification operations, 

- Participate in tenders. 

on the e-procurement platform TuttoGare PA (hereinafter referred to as Platform or System), which 

hosts the public procurement process. 

The use of e-procurement platforms, pursuant to articles 22 and 25 of D. Lgs.36/2023, ensures the 

full digitization of the entire life cycle of public contracts. 

 

2 SUBJECTS 

The Subjects using the Platform for conducting their tenders operate through a back office equipped 

with the necessary powers to make their Administrations accountable of the acts conducted on the 

Platform. 

The provider of the platform is the System Manager, appointed by the contracting authorities for 

managing the IT applications necessary to the functioning of the Platform. The System Manager 

verifies the main operating parameters of the Platform, reports any technical faults, is responsible 

for the computer, logical and physical security and is the Security Manager and System Administrator 

within the meaning of the related legislation. The System Manager is also responsible for taking all 

the measures laid down by D. Lgs.36/2023 and by Regulation (EU) 2016/679 regarding personal data 

processing. 
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3 USE OF THE SYSTEM. EQUIPMENT 

In order to use the Platform, you must have the necessary technical equipment, in particular: 

▪ A stable Internet connection 

▪ An updated web browser. Google Chrome e Mozilla Firefox are recommended. High 

performance is not guaranteed on Internet Explorer 

▪ An ordinary and a certified e-mail address 

Note: if you are not Italian and do not have a certified e-mail address you can enter an ordinary 

e-mail address while registering. In all other respects, please refer to contracting authorities 

▪ SPID (Sistema Pubblico di Identità Digitale): it is not mandatory, except for the cases provided 

for by the law. In these respects, please refer to the law and to contracting authorities 

▪ A qualified electronic signature certificate complying with the provisions laid down in 

Regulation EU 2014/910 – eIDAS. CAdES (.p7m) and PAdES (.pdf) formats are accepted. 

Note: the use of a qualified electronic signature may not be mandatory in a single tender. In 

these respects, please refer to the contracting authorities. The System indicates whether the 

qualified electronic signature is mandatory for each required document. 

Note: As regards design contests, please refer to paragraph 15. 

 

Technical remarks on the use of the applications: 

1. Please use open-source software such as 

ZIP e 7-ZIP to compress files, 

2. Please pay attention to file names: you 

cannot use any ellipses and special characters. 
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4 REGISTRATION OF THE ECONOMIC OPERATORS 

You must click on Register on the home page and fill in the form. The mandatory fields have an 

asterisk.  

 

Note: The product categories are set up following the single classification system for public 

procurement, or CPV (Common Procurement Vocabulary), under Regulation EC No 213/2008. 

Note: If you are not Italian and you do not have a certified e-mail address, you can enter an ordinary 

e-mail address in the PEC field. In all other respects, please refer to contracting authorities. 

Once the all the mandatory fields are filled in and the data are saved, a confirmation link is sent to 

your e-mail address. After clicking on the link, you can log in for the first time using your credentials 

within the following 48 hours. If this deadline expires and you have not logged in, you will need a new 

confirmation link to access the platform. 

The registration for the platform neither implies nor is equivalent to the registration on official lists 

of approved economic operators or any other pre-qualification processes. Please refer to the 

following paragraphs for information on those operations. 

The registration for, access on and use of the Platform imply the full acceptance of all the terms and 

conditions referred to in this User Guide as well as all the documents governing procurement, and 
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more generally, everything which will be brought to your attention through the issue of notices on 

the System and/or personal communications sent to your certified or non-certified e-mail address. 

Note: The registration for one contracting authority will be valid for all the other contracting 

authorities which use the Platform for managing their tenders. You can use the credentials you 

already own in order to log into the chosen contracting authority’s Platform. 

The password must be at least eight characters long and must contain at least: 

• An upper-case letter, 

• A lower-case letter, 

• A number, 

• A special character (e.g. !?-*). 

If you do not use your account for more than six months, it will be automatically deactivated. You can 

reactivate your profile by clicking on the Unlock button which appears when you log in. After clicking 

on the button, a link is sent to the e-mail address you entered during the registration. After clicking 

on the link, you can unlock your profile within the following 48 hours. If this deadline expires and you 

have not logged in, you will need a new link to unlock your profile. 

You can try logging in for five times – after five unsuccessful attempts, your profile will be blocked. 

You can reactivate your profile by clicking on the Unlock button which appears when you log in. After 

clicking on the button, a link is sent to the e-mail address you entered during the registration. After 

clicking on the link, you can unlock your profile within the following 48 hours. If this deadline expires 

and you have not logged in, you will need a new link to unlock your profile. 

For safety reasons, the System requires you to change your password every three months. 

Where it is provided for by the contracting authority, you can also log in using your SPID (Sistema 

Pubblico di Identità Digitale). This tool is not mandatory, except for the cases provided for by the law. 

In these respects, please refer to the law and to contracting authorities. 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

8 

5 PROFILE COMPLETION 

After registering and logging in, you can complete your profile by entering your company or 

professional information. In order to do that, you can click on your name or company name in the 

left column and fill in the forms. 

 

 

 

You can choose to save only some of the data and fill in the forms at multiple steps. 

ATTENTION: You may be required to complete your profile before starting a pre-qualification process, 

so you are strongly advised to complete it once you have registered.  

The data entered can be updated at any time. The new data will be seen by the contracting authority, 

so they do not have to be communicated to it. 

By way of example, if you change your certified e-mail address you do not have to communicate it to 

the contracting authority, but you only need to update it in your profile on the Platform. 

Note: In order to communicate with the contracting authority, you elect both the “Messages” section 

on your profile and your certified e-mail address as your domicilio digitale (“digital domicile”) 

pursuant to D. Lgs. 36/2023. 
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6 USE OF CREDENTIALS AND ASSUMPTION OF RESPONSIBILITY 

 

The credentials for logging into the System (user ID and password) are personal. You must keep them 

with the utmost care, not disclose or transfer them to third Parties and use them under their exclusive 

responsibility, in accordance with the principles of fairness and good faith, without prejudice to the 

System, the Users and third Parties. 

To this end, you must adopt all the technical and organizational measures to guarantee the correct 

use of the credentials and undertake to communicate their theft, loss abuse or misuse to the System 

Manager immediately. 

Please note that where third Parties know your credentials, they can access the System and conduct 

operations and legally binding acts which are directly attributable to you. 

The contracting authorities and the System Manager are exempt from any responsibility, and you will 

assume all responsibility for: 

• Claims for compensation and direct or indirect damages to the contracting authorities, the 

System Manager or third Parties as a consequence of any abuse, misuse or detrimental use 

of your credentials. 

• Damages to you as a consequence of any misuse of your credentials. 

You must reimburse the contracting authority and the System Manager for any damages they should 

suffer as a consequence of such events. In particular, you must bear the costs of legal proceedings in 

case of legal actions involving the contracting authorities or the System Manager.  

Please note that the abuse, misuse, or detrimental use of your Account will lead to the immediate 

withdrawal of your registration. 

 

 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

10 

In any case of suspected disclosure or communication of your credentials to other Parties as well as 

in any case of suspected loss of confidentiality of your Account, you must immediately change your 

password as indicated on the Platform, provided that in any case all the acts carried out by using your 

credentials will be considered as legally binding and directly attributable to you. 

In any case of suspected disclosure, theft, or loss of your Account you must communicate that to the 

System Manager immediately through the Help Desk service indicated on the Platform, which will 

conduct the appropriate verifications in order to identify you and suspend your Account. You must 

send the System Manager a copy of the police report you have filed within the following 48 hours. 

The contracting authority and the System Manager reserve the right to modify your Account at any 

time, and in this event, they will communicate your new credentials to you. 

The use of your Account credentials will unquestionably attribute to you all the expressions of will, 

and more generally all the actions, acts and facts implemented through the System, including the 

operations carried out within tender procedures, which are intended to have been carried out at the 

time and date resulting from the System logs, pursuant to point (u-ter) of the first paragraph of Article 

1 of D. Lgs 82/2005 (Digital Administration Code). 

The use of your Account does not exempt you from using a Digital Signature. Acts and documents for 

which a Digital Signature is required cannot be considered as valid and effective if they are not signed 

as requested. 

You must comply with the legislative, regulatory, and contractual rules with regard to the 

conservation and use of your Digital Signature, and specifically with Article 28 of D.P.R. 445/2000 and 

Article 24 of D. Lgs. 82/2005 and any other regulations given by the Certification Body which has 

issued the Signature. The contracting authority and the System Manager are expressly exempt from 

any responsibility for detrimental consequences of any nature and for direct and indirect damages 

caused to you or to third Parties by reason of or in consequence of the use of your Digital Signature. 

For further details on the use of your Digital Signature please refer to paragraph 3 of this User Guide. 
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7 PRE-QUALIFICATION PROCESS: APPLICATION SUBMISSIONS FOR 

REGISTERS OF SUPPLIERS AND PROFESSIONALS, ELECTRONIC 

MARKETPLACE AND D.P.S. (DYNAMIC PURCHASING SYSTEM) 

If you want to submit your application you must register on the System first (and if the contracting 

authority has made that mandatory, complete your profile as indicated in paragraph 5).  

The System will propose you the following choice: 

 

Click on the Registers and qualifications of suppliers button on the home page and choose one of 

the options on the drop-down menu: 

▪ Register of suppliers, 

▪ Register of professionals, 

▪ D.P.S., 

▪ Electronic marketplace. 
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You can submit your application for every register for which you meet the requirements. Enter the 

register and inspect the downloadable documentation in the register panel to learn if you meet the 

requirements for a given register. 

 

Click on the details (the magnifying glass symbol  ) to view the relevant information. 

You must log in to submit your application and fill in your European Single Procurement Document (if 

requested). 

Note: for further information on filling in the ESPD please refer to paragraph 17 of this User Guide. 
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After clicking on Participate, you may find: 

➢ Requested questionnaires: you can fill in the possible forms and upload the possible 

documents. 

You will be notified of any “validation errors” if you have not filled in any mandatory 

fields. On the Panel page you can enter the form again and complete it. 

➢ Requested documents: you can upload the documentation requested by the 

contracting authority in order to submit your application for the register. 

 

Once you have completed the possible compilation and the upload of the requested documents, click 

on the Submit button and your application will be submitted. 

You will see the Application not yet submitted alert until you complete the procedure. 
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If you need to upload multiple files to a single slot, follow these steps:  

• Sign the single files (if requested), 

• Create a compressed file, 

• Sign the compressed file (if requested), 

• Upload the compressed file to the slot. 

A status bar will show you the upload progress. After uploading the file, click on the Upload button. 

The System: 

• Checks the file integrity. 

• Checks the formal validity of the digital signature if it is mandatory. 

• Saves the file. 

You can also simply save the file(s) and submit your application at a later time. 

The System will verify that all the mandatory documents are present and send a confirmation of your 

submission to your email address as well as the Messages section in the Platform menu. 

 

The System shows you the Hash code for every document you have uploaded to the Platform. 
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Therefore, the operation is successfully completed when you can see the confirmation of your 

submission in the aforementioned sections. 

 

If you do not see any confirmation of your submission, please verify if your session has expired and, 

if so, conduct the operations again. 

 

Note: The System automatically suspends the session expiry time while uploading the documents. 

 

The submission of your application is your acceptance of the conditions laid down by this User Guide 

and the documents attached by the contracting authority. 

 

After submitting your application and within its time limits you can click on the Modify button to: 

▪ download the documents you have submitted, 

▪ replace the documents you have submitted. 
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You can click on the Cancel participation button to withdraw your application. Again, the System will 

send you a confirmation of your withdrawal. Your submission will be therefore cancelled. 

 

 

 

The outcome of the evaluation will be communicated to you through the Messages section as well 

as your email inbox. If your application is rejected, the message will indicate the reasons for the 

rejection. You can submit another application within the time limits of the application. 

 

If your application has been granted, you will receive some reminders for confirming or updating 

your data and documents starting from a month before your application expires.  

 

It is your responsibility to periodically check that the information you have declared are still valid and 

update them if necessary. 
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7.1 REQUESTS FOR CLARIFICATION 

 

Click on the Request clarification button in the lower part of the Panel page if you need to ask any 

questions to the contracting authority. You can also attach documents to your request.  

 

  

 

Note: The contracting authority may or may not activate the Clarification section at its own discretion. 

If it chooses not to, you will not be shown the button. 

 

When the contracting authority replies to your request for clarification, a message will be sent to 

your Messages section as well as to your email inbox. The contracting authority may also publish your 

request and the related reply in the public area if it is considered to be of public interest. 
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7.2 REQUESTS AND INTEGRATIONS 

 

The contracting authority can request any supplementary information to you through the Requests 

and supplements section of the menu. If so, you will see a numerical alert in that section. An email 

will be sent to your address as well as the alert on the Platform. 

 

Click on the Requests and supplements section to reply and send the requested documents. 

 

 

 

Click on the details (the magnifying glass symbol  ) to view the request and click on Choose file to 

upload the document(s). 

 

Note: if you have been requested for multiple files, you can upload a compressed file. 
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You can also include an additional text note to provide any further explanations. 

 

 

The System will send you a confirmation of your supplement to your email inbox as well as the 

Messages section in the Platform menu. 

 

7.3 NOTICES 

 

Any messages and notices are published in the Notices section in the lower part of the Panel page. 

 

Additional notes 
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8 EXPRESSIONS OF INTEREST BEFORE 12/31/2023 

Click on Tender procedures in the home page to view the list of the expressions of interest published 

before 31.12.2023. 

 

Click on Tender procedures > Active Notices and Tenders in the home page to view the expressions 

of interest published after 01.01.2024. 

 

You must be registered and logged in to participate in expressions of interest. 
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9 STAGES FOLLOWING PRE-QUALIFICATION 

 

The qualified economic operators in the phases referred to in the previous paragraphs are enabled 

to participate in the following phases as referred to in the following paragraphs, if they are invited to 

participate by the contracting authority in accordance with the sectorial legislation and what has 

been laid down by the contracting authority itself. 

 

It should be noted that contracting authorities can resort to drawing of lots among the qualified 

economic operators in case of invitation-to-tender procedures (negotiated procedure, request of 

offer, direct award, etc.), applying a rotation system where necessary, in accordance with the 

sectorial legislation and what has been laid down by the contracting authority itself. 

In any event, economic operators will be selected among those active and positively evaluated by the 

contracting authority. 

 

It should be specified that the completion of your company or professional profile and the 

qualifications to registers may be decisive in order to receive an invitation. Conversely, the 

contracting authority can directly select economic operators not yet registered on the Platform at its 

own discretion, regardless of registers or expressions of interest or any other types of pre-

qualification on the Platform. 

 

If you are invited to a tender, you will receive a notification in the Messages section as well as in your 

email inbox. 

If you are not registered on the Platform yet, you will only receive a notification in your email inbox. 
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10 PARTICIPATION IN OPEN MARKET CONSULTATIONS 

You can see the list of active OMCs on your homepage or by clicking on «Innovation» (1) and then on 

«Open Market Consultations» (2). 

 

After logging in and clicking on an Open Market Consultation, you can view the Detail page of the 

consultation with all the information on the consultation, including the scheduled events and the 

companies that have authorized the publication of their data. You can also move along the Detail 

page through the dedicated «Quick Menu» (1). 
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Within the Detail page, you can also view information about all the companies that are available to 

matchmaking/networking activities. In particular, you can have access to the companies’ Area of 

interest, contact person, and contact information. Note: you will not view all the companies that are 

participating in the OMC, but only the ones that have authorized the publication of their data. 

Within the Detail page, you can also ask questions to the Contracting Authority and view the 

questions that have been publicly answered. To ask a question, you can click on «New question» (1), 

then enter your question into the appropriate field and click on «Send question» (2). The Contracting 

Authority can either respond to your request in the Public Area or to you privately. In the latter case, 

you will view the response in the «Messages» section within the Economic Operator Menu (3). 

 

 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

24 

Within the Detail page, you can also view the 

scheduled events (e.g. workshops, panels, 

etc.) of the consultation. For each event, the 

System displays its date and whether it is on 

site or remote (1). You can view more event 

information by clicking on «Show details» 

(2). In the individual event page, you can 

view the agenda with the speakers involved (3), the accreditation deadline (4) and the event venue. 

If the event is on site, the System displays the address and the maximum number of accreditations 

per Economic Operator (5). You can get accreditation for the event by clicking on «Register» (6). 
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You can enter the OMC Panel by clicking on one of the «Participate» buttons within the Detail page 

of the consultation (2). 

 

 

Within the Participation panel page of the Open Market Consultation, you can: 

• register for the scheduled events 

• submit your active participation (Surveys or Attachment that could be useful for the 

Procurers). 
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When you click on «Register» (1), you can enter the personal data of the person for whom you 

want to get accreditation and click on «Register» (2) to send your request. Once you have 

submitted your request, you can change your accreditation or get a new one by clicking on 

«Manage» (3): the System will display the requests already submitted (4) and the number of people 

for whom you can still get accreditation (5). You can delete your previous requests by clicking on 

the  icon and you can request a new one. 

 

 

 

 

 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

27 

Within the Participation panel page of the Open Market Consultation, you can submit your active 

participation by writing a brief description of your area of interest and other meaningful information 

that you want to share (1), entering your business information (2) and decide whether to authorize 

the publication of your data within the Detail page of the OMC (3) - Procurers can decide to publish 

or not these information. Finally, you can click on «Submit participation» (4) to finalize your 

participation. After that, the System sends you a notification to the «Messages» section and to the 

e-mail address indicated during your registration on the Platform. 

 

 

 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

28 

 

 

 

After submitting your participation, you can view the survey(s) set up by the Contracting Authority 

(if there are any) (1) and you can upload any document that may be useful for the consultation (if 

you have any) (2). To complete the survey, you can click on «Surveys» (1), then on «Fill in» (3), then 

answer all the mandatory questions in the survey and finally click on «Submit» (4). You can also 

click on «Update participation» (5) to change your description and your data, and you can click on 

«Revoke participation» (6) to delete all the data you have submitted. 
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If the Contracting Authority sends you a request, you will receive it in the «Requests and integrations» 

within the Economic Operator menu (1), where you can also view a numeric notification. In this 

section, the requests which have not been processed yet are «Active» and are marked with a yellow 

dot (2). To respond to the request, you can click on the object of the request or the «magnifying 

glass» icon (3), upload the file in the upload window (4) and click on «Submit» (5). The successful 

transmission of the integration will be confirmed by a message that you receive in the «Messages» 

section of the Economic Operator menu (6). 
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If the scheduled event is remote, or if the Contracting Authority has provided the option to attend 

remotely, on the date and at the time of the event, you can participate by clicking on «Start 

conference call» (1) or «Event link» (2) in the Panel page of the Open Market Consultation. At the 

end of the event, if the Contracting Authority has provided for it, you can watch the video of the 

event (3) in the Panel page of the Open Market Consultation. 
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11 PARTICIPATION IN CALL FOR TENDERS: OPEN PROCEDURE, NEGOTIATED 

PROCEDURE, DIRECT AWARD, PRE-COMMERCIAL PROCUREMENT 

Participation in tender procedures on the TuttoGare Platform is conducted in accordance with this 

User Guide and the tender documents issued by the contracting authority with regard to the specific 

procedure. 

You must register for the Platform following the procedure described in paragraph 4 of this User 

Guide and log in to your member area if you intend to participate in tenders. 

Click on Tender procedures > Active notices and tenders in the home page to view the list of 

procedures organised by the contracting authority. 

Click on Innovation->Pre-commercial in the home page to view the list of Pre-Commercial 

Procurement organised by the contracting authority. 
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Each tender is identified by a unique ID and a “stage” with a coloured dot. Each colour represents a 

different stage of the tender procedure. 

You can participate in tenders identified by a green dot , which means the tender is “published”. 

on the details (the magnifying glass symbol  ) to view the relevant information on the tender, 

which are: 

▪ Tender information 

▪ Product categories 

▪ Lots 

▪ Deadlines 

▪ Attachments 

▪ Notices 

In the lower part of the page, you can view the following sections: 

➢ Clarification: you can send requests for clarification to the contracting authority. Write 

your question and attach any documents if needed, then click on Request clarification and 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

33 

you will be sent a confirmation of your request to the Messages section as well as your 

email inbox. When the contracting authority replies to your request you will receive a 

notification in the Messages section as well as an email in your inbox. The list of replies for 

clarification will be published as FAQs in the detail page of the tender. 

➢ Inspection requests (possible – if set up by the contracting authority): you can send a 

request for inspection, if provided for. Write your question and attach any documents if 

needed, then click on Request an inspection and you will be sent a confirmation of your 

request to the Messages section as well as your email inbox. When the contracting 

authority replies to your request you will receive a notification in the Messages section as 

well as an email in your inbox. 

In the upper part of the page, you can view the following sections: 

➢ Fill in the ESPD (European Single Procurement Document) (possible – if set up by the 

contracting authority). Please read paragraph 17 of this User Guide to learn how to fill in the 

ESPD. 

 

➢ Participate. It should be noted that this button will only be visible until the term limits for 

submitting tender bids laid down by the contracting authority, after which it will no longer be 

possible to submit your bid or complete any operations that have already been started. 
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 The System does not accept requests or bids submitted after the date and time laid down as the 

tender deadline. It should be specified that the deadline is at the first second after the time laid down, 

not at the following minute. For example: if the deadline is set for 12:00 PM, this time should be 

understood as 12:00:00 PM. Therefore, bids submitted after 12:00:01 PM are considered late and 

will not be accepted by the System. 

 

11.1 TENDER PARTICIPATION PROCEDURE 

After filling in the ESPD, if necessary, click on the Participate button to submit your bid. This button 

will be visible until the term limits for submitting tender bids; after this deadline, it will no longer be 

possible to submit your bid or complete any operations that have already been started. 

It is essential, therefore, that the participation procedures are completed before the tender deadline. 

 The System does not accept requests or bids submitted after the date and time laid down as the 

tender deadline. It should be specified that the deadline is at the first second after the time laid down, 

not at the following minute. For example: if the deadline is set for 12:00 PM, this time should be 

understood as 12:00:00 PM. Therefore, bids submitted after 12:00:01 PM are considered late and 

will not be accepted by the System. 

After clicking on the Participate button, you will view the following screen: 
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In multi-lot procedures, before viewing the screen, you will have to select the lot(s) you intend to 

participate in, based on the requirements laid down in the tender documents, and then enter a lot 

of interest as needed. 
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11.2 TEMPORARY ASSOCIATION OF COMMPANIES OR CONSURTIUM PARTICIPATION 

If you intend to participate in a Temporary Association of Companies (RTI) or in a consortium, enter 

the related structure by clicking on: 

+ Add participant to the Group 

and filling in the required fields: 

• Country 

• Corporate Tax Code 

• Business name 

• Role in the group/consortium: member company/consortium member 

 

The System shows the following message: 

In the case of participation as a Group of economic operators, the responsibility for submitting the 

documentation to the Platform rests solely with the Lead Economic Operator, who must add the 

companies that are part of the group into the System before sending the documentation. 

Registration on the Platform is mandatory for the Lead Economic Operator, whereas it is not 

mandatory for the member companies of the group. 

 

In any event, please refer to the requirements laid down in the tender documents. 

Member companies of the group can also fill in the ESPD in the manner laid down in paragraph 17 of 

this User Guide.  

ATTENTION: If you participate as a Group of economic operators you are advised to enter the group 

structure immediately. If you enter or modify it after uploading the Technical or Financial bid, the 

System will automatically cancel those bids and will require you to upload them again. 
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11.3 RELIANCE ON THE CAPACITY OF OTHERS 

In the case of reliance on the capacity of others, pursuant to Article 104 of D. Lgs. 36/2023, the 

responsibility for submitting the documentation to the Platform rests solely with the Lead Economic 

Operator, who must add the auxiliary companies into the System before sending the documentation. 

Registration on the Platform is mandatory for the Lead Economic Operator, whereas it is not 

mandatory for the other companies. 

 

 

 

The economic operator can enter the data related to the possible auxiliary companies. 

 

ATTENTION: In the case of reliance on the capacity of others you are advised to enter the group 

structure immediately. If you enter or modify it after uploading the Technical or Financial bid, the 

System will automatically cancel those bids and will require you to upload them again. 
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Below the Group and Reliance sections, you will see the telematic “Envelops”, where you can enter 

all the required tender documents. There can be two types of telematic “Envelops”, based on the 

award criterion laid down in the specific procedure. 

For tenders with the “lowest price” criterion the Envelops are: 

➢ Administrative Envelope 

➢ Economic Envelope 

For tenders with the “best price-quality ratio” criterion the Envelops are: 

➢ Administrative Envelope 

➢ Technical Envelope 

➢ Economic Envelope 

Note: The contracting authority may not create one or more types of Envelopes (and bids). For 

example, in the case of fixed-price tenders, it may only create Envelops A and B.  

 

11.4 UPLOADING THE TENDER DOCUMENTS 

The methods for uploading the tender documents vary according to the configuration laid down by 

the contracting authority. 

Where the Contracting Authority has provided for automatic access to documents on the platform, 

you can request the redaction of documents, for which please refer to paragraph 21 of this User 

Guide. 

11.4.1 Method 1: uploading the envelopes WITHOUT A SLOT for each document 

In this case you can upload a compressed file containing all the required documents. Therefore, you 

will click on the Upload button and upload a single file (.Zip, .Pdf., etc.) in each Envelope. 
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Attention: please refer to the documents laid down by the contracting authority for information on 

the signature of the single documents and the compressed file. In any event, it should be noted that 

the System indicates if the file is: 

1. Non mandatory 

2. Mandatory with a qualified digital signature 

3. Mandatory without a qualified digital signature 

Note: for further information on the use of the digital signature please refer to paragraph 3 of this 

User Guide. 

 

After clicking on Upload, you will see the section where you can upload the document: 

 

 

Click on Upload document, then click on Choose file and choose it directly from your device. 
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After uploading the document, choose and enter a password, which must be at least twelve 

characters long and must contain at least an uppercase letter, a lowercase letter, a number, and a 

symbol. This password is necessary for the encryption of the Envelope in order to protect its 

confidentiality and inviolability. 

After entering the password, click on Upload. The System will verify: 

• The integrity of the file 

• The formal validity of the digital signature on the file (when required) 

• The encryption of the file 

• The saving of the file 

and will confirm the operation has been successfully completed. 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

41 

 

 

Come back to the tender panel in order to upload the following Envelops. Repeat the operation for 

each Envelope. 

 

11.4.2 Method 2: uploading the envelopes WITH A SLOT for each document 

Differently from the above paragraph, there may be more than one slot in a single Envelope, 

therefore one slot for each document which must be uploaded, as in the picture below. 

 

The System indicates the type of document to be uploaded to each slot and whether each slot is 

mandatory or non-mandatory. 
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For each slot, click on Upload and follow the aforementioned instructions, which are summarized 

below: 

Upload ->  

Upload document ->  

Choose file ->  

Password ->  

Upload ->  

Return to panel to continue the operations 

 

11.5 ONLINE BID GENERATION  

 

Differently from the administrative Envelope, the Technical and Financial Bid may be generated on-

screen. In this case, click on Upload, then click on Generate offer document and fill in the form. 
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This method only applies to “quantitative” criteria which imply an automatic offer evaluation. The 

System applies the formula selected by the contracting authority among the following ones (for any 

further details on the formulas please refer to Linee Guida Anac n. 2 on the most economically 

advantageous tender): 

1. Directly proportional 

2. Inversely proportional 

3. Price list 

4. Quadratic 

5. Bilinear 

6. ON/OFF 

7. Tabular 

The formula applied for the calculation of the score is shown next to the online form you must fill in. 

 

ECONOMIC OFFER 

PRESENTS THE FOLLOWING UNCUNDITIONAL OFFER  
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Please note that the formula is exclusively selected by the contracting authority, and it is indicated in 

the tender documents. 

In all cases where online bid generation is required, click on Generate offer document and fill in the 

form in accordance with the requirements laid down in the tender documents. 

Note: You will always view the Safety costs field and the Labour costs field. Fill them in accordance 

with the requirements laid down by the sectoral regulations and the contracting authority. If the 

latter has not indicated these costs, fill in those fields with a zero (0). 

After uploading the document, choose and enter a password, which must be at least twelve 

characters long and must contain at least an uppercase letter, a lowercase letter, a number, and a 

symbol. This password is necessary for the encryption of the Envelope in order to protect its 

confidentiality and inviolability. 

After entering the password, click on Generate offer and a .pdf/A file will be created with your online-

generated bid. 

 

 

PRESENTS THE FOLLOWING UNCUNDITIONAL OFFER  

Economic Offer 

Scoring formula  

Percentage discount on the tender base amount 
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Then follow the steps below: 

➢ Click on Download offer to download the file.  

➢ Sign the document as required by the contracting authority. 

➢ Click on Upload document to upload the signed file. 

 

 

Then the screen below will be displayed: 
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➢ Regenerate offer document: you can fill in the form again. 

➢ Download offer document: you can download the file again. 

➢ Upload document: you can upload the offer file you have downloaded. 

Note: if you need to upload multiple documents to the Economic Envelope you can create a 

compressed file with all the required documents and sign them in accordance with the requirements 

laid down by the contracting authority. 

 

WARNINGS 

➢ If a slot is mandatory with a digital signature, you cannot upload .doc files. In this case you 

will see this error: 

 

➢ If a slot is mandatory with a digital signature and the uploaded file is not digitally signed or is 

signed with a non-valid signature as referred to in paragraph 3 of this User Guide, you will see 

this error: 

 

Warning! 
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➢ If the uploaded file is different from the file generated on-screen (e.g. it is modified, even 

simply printed and scanned), you will see this error: 

 

You are advised to follow the technical instructions below: 

➢ The file generated on-screen must not be modified in any way. Any type of modification, even 

a simple print and scan, will modify the file’s hash and jeopardise its recognition. 

Please note that other factors may also jeopardise the file’s recognition, e.g. sending 

the file by email and then uploading it from a different device from the one it has 

downloaded it. 

You are strongly advised to upload the file generated by the System from the same 

device to which the file has been downloaded. 

➢ Some types of file compressions may result in an error. The only accepted formats are .Zip, 

.Rar e .7Zip. 

You are strongly advised to compress files in the following manner: 

▪ Right mouse button 

▪ “Send to”  

▪ Compressed folder 

➢ Any further errors may occur if a special character is in the name of the file. 

You are strongly advised to avoid special characters. 

Each time you complete the upload of a file, a positive feedback message is displayed: 
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Repeat the operation for each document required in the individual Envelops and for each telematic 

Envelope. 

Click on the button below and go back to the tender panel. 
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Where the contracting authority has provided for it, you can upload the necessary documents to 

justify labour costs in the appropriate slot, pursuant to Article 41 of D. Lgs 36/2023: 
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11.6 SUBMISSION OF THE BID 

After uploading all the “Envelops” with the required documentation, click on the SEND button. The 

“Bid not yet submitted” alert warns that your bid has not been submitted yet. 

Pursuant to Article 35(5-bis) of Italian Legislative Decree 36/2023, you will be required to declare 

consent to the processing of data through the FVOE, in compliance with the provisions of the Italian 

Code regarding personal data protection, for the purpose of verifying possession of the requirements 

referred to in Article 99 of Italian Legislative Decree 36/2023. 

 

Note: It is mandatory to select the acceptance flag of the declaration in order to proceed with the 

submission of the participation. 

 

Please note that merely uploading the documentation is not sufficient for participation. You will 

complete your submission of the bid only after sending your offer. If you do not click on SEND, your 

bid will not be submitted to the contracting authority. 

 

Pursuant to Article 65(2), the economic operator who participates in the tender, either individually or in association, 

DECLARES 

to be aware of the functioning of the FVOE managed by ANAC and to have already activated the Economic Operator profile necessary to 

access the aforementioned FVOE Service on the Economic Operator side, and if not, to promptly review the User Guide for access to the 

FVOE Service and carry out all the necessary activities to access the aforementioned service. 

GIVES CONSENT 

Pursuant to Article 35(5-bis) of Italian Legislative Decree 36/2023, to the processing of data through the FVOE – “Fascicolo Virtuale 

dell'Operatore Economico”, as per Article 24 of Italian Legislative Decree 36/2023, in compliance with the provisions of the Italian Public 

Contracts Code regarding the protection of personal data (Italian Legislative Decree 196/2003 and subsequent amendments and additions), 

in order for the contracting authority to verify the possession of the requirements referred to in Article 99 of Italian Legislative Decree 

36/2023, as well as for other purposes provided for by the Italian Public Contracts Code. 
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When you click on SEND, the System verifies that all the Envelops have been sent and all the 

mandatory documentation has been uploaded and displays the following message: 

 

 

  

A notification will be sent to the Messages section as well as your email inbox when you have 

successfully submitted your bid. 

You can consider your bid as submitted only after receiving such messages.

 

Administrative Envelope Technical offer 

Technical Project 
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Note: if you need to modify and/or replace an uploaded document, you can do it without completing 

your submission. 

 

 

If you need to modify and/or replace an uploaded document after submitting your bid, within the 

tender deadline, you can conduct this operation, but the System will withdraw your bid, and you will 

need to submit it again. 

 

Within the tender deadline you can: 

▪ View the uploaded documentation, 

▪ Replace the documentation you have already sent. The new files will entirely replace the 

previously sent ones, 

▪ Regenerate the Technical or Financial bid. The new files will entirely replace the previously 

sent ones. ATTENTION: the offer regeneration will result in the automatic withdrawal of your 

submission, 

▪ Modify the structure of the Group or the Reliance. ATTENTION: the modification of the Group 

or Reliance sections will result in the automatic withdrawal of your submission, 

Administrative Envelope Technical offer 

Technical Project 
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▪ withdraw your bid by clicking on the Withdraw bid within the tender deadline. 

 

 

In the case of withdrawal, a notification will be sent to the Messages section as well as your 

email inbox. The withdrawn bid will be deleted by the System and will not be submitted. 

 

 A new submission is compulsorily required each time an offer is regenerated or replaced. 

 The System does not accept requests or bids submitted after the date and time laid down as the 

tender deadline. It should be specified that the deadline is at the first second after the time laid down, 

not at the following minute. For example: if the deadline is set for 12:00 PM, this time should be 

understood as 12:00:00 PM. Therefore, bids submitted after 12:00:01 PM are considered late and 

will not be accepted by the System. 

 

 

 You are advised to submit your bid well in advance so that the contracting authority and/or the 

System Manager can assist you in the case you had any issues with the use of the platform due to 

your little experience of the Platform. 

The bid submitted within the tender deadline is binding for the economic operator participating in 

the tender. 

The submission of your bid is your acceptance of the conditions laid down by this User Guide and the 

documents attached by the contracting authority. 
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12 SPECIFIC CHARACTERISTICS OF PARTICIPATION IN PRE-COMMERCIAL 

PROCUREMENT 

12.1 ONLINE ECONOMIC OFFER COMPILATION 

 

Regarding the online compilation of the economic offer, the economic operator must first generate 

the offer on screen by clicking on the eponymous command Generate offer document and fill in the 

form proposed by the System by filling in the fields: 

A. “Actual price offered" - the all-inclusive price offered for the execution of the services and 

for the completion of the Phase which takes into account the fact that the rights to exploit 

intellectual and/or industrial property, including ownership of R&D results, belong to the 

offering economic operator (which, in case of award, represents the consideration to be 

paid upon verification of the fulfillment of the phase services). The actual price offered 

cannot be an amount greater than the auction base 

 

o of which "Company safety costs" - the company costs incurred in order to reduce the 

specific risks as an economic operator and as measures necessary to reduce risks in the 

work phases 
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B. “Virtual price" - the all-inclusive value determined for the execution of the services and for 

the completion of the Phase, in the different theoretical hypothesis of exclusive 

development, in which the exploitation of intellectual and/or industrial property rights was 

maintained exclusively by the contracting administration.  

 

The System will automatically calculate the amount of "Compensation" (B-A). 

At the end of the compilation, the System will ask for a "Password" composed of 12 characters, 

necessary for the encryption of the file, in order to protect its secrecy and inviolability. The same 

must be kept as, exceptionally, it may be requested by the Entity during the opening of the 

"Envelopes" to access the content of the documentation.  

Once the password has been entered, the economic operator must click on "Generate offer" and the 

System will generate a file, containing the offer itself, which the economic operator must:  

A. download, by clicking on the Download offer button 

B. if requested by the Entity, digitally sign (for more details regarding the use of the Digital 

Signature, please refer to paragraph 11 of these Technical Rules) 

C. reload into the System, by clicking on the Upload document button.  
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N.B. In the event that the Notice provides for the transmission of further documents to be presented 

in support of the offer, the operator can create a compressed archive in which to insert both the file 

generated online and the additional documentation, all duly signed according to the indications 

provided by the Contracting Authority.  

 

 WARNINGS   

➢ If the offer is required with a digital signature and the uploaded file is not digitally signed or 

is not signed with a valid signature as provided in paragraph 3 of these Rules, the system 

issues the following error:  

 

 

➢ If the uploaded file is not exactly the one generated by the system (e.g. it is modified, even 

simply printed and scanned), the following error is issued: 

 

 

 

It is recommended to follow the technical indications reported below:  

➢ The file generated by the System must not be modified in any way. Any type of modification, 

even a simple print and scan of the file, will lead to a change in its digital fingerprint, thus 

compromising its recognition.  
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It is important to keep in mind that further factors could affect the recognition of the file, 

modifying it. By way of example and not exhaustive: sending the document by mail and 

subsequent uploading of the file to a workstation other than the one on which the download 

was carried out.  

It is strongly recommended to upload the offer file generated by the System from the same 

workstation on which the download was carried out.  

 

12.2 SHARING DELIVERABLES AND/OR DOCUMENTATION WITH THE CONTRACTING AUTHORITY WITHIN 

THE EXECUTION PHASES OF THE PRE-COMMERCIAL PROCUREMENT 

Any requests for deliverables and/or project documentation related to the Execution phases of the 

Pre-Commercial Procurement are forwarded to the economic operator via email and, 

simultaneously, via a specific notice that the operator will receive in the Communications section of 

their reserved area. 

For the management of requests for the production of deliverables and/or documentation requested 

by the Contracting Authority in the Execution phases of the Pre-commercial Procurement, please 

refer to Paragraph 7.2.  

In addition, the Economic Operator can view the requests for deliverables received from the 

Contracting Authority also through the "Execution Panel" button within the Call For Tender detail 

page.  

 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

58 

13 OFFER AMENDMENT SYSTEM 

You can request the correction of a material error in the Technical or Financial bid, which was 

discovered after the tender deadline, using the same procedure as for submitting your bid, up to the 

day set for the opening of the envelopes, pursuant to Article 101, paragraph 4 of the Italian Legislative 

Decree 36/2023. 

The correction must not result in the submission of a new bid or in any way its substantial 

modification. 

You can upload your correction in the tender Panel, if that has been provided for by the contracting 

authority: 
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If it is not possible to correct the document under the Law, the System will not allow you to do that: 

 

 

14 ELECTRONIC AUCTION 

In the event that the contracting authority has provided to carry out an auction in the phase following 

the evaluation of offers and the preparation of the ranking, the competition is reopened among the 

remaining economic operators. 

The auction only takes place after the identification of the best offer, once the Contracting Authority 

has finished verifying the documentation, evaluating the offers and related activities (such as 

requests for supplements, requests for justification for abnormal bids, requests for clarifications, 

etc.), and preparing the ranking. 

The resulting best offer is the basis for conducting the following competition. 

Each remaining operator receives the following information with regard to the auction in the 

Messages section as well as your email inbox: 

▪ Date and time of the beginning of the Auction,  

▪ Date and time of the end of the Auction, 

▪ Base time: the period after which, if there is only one higher bid with no subsequent higher bids, the 

auction will close before its scheduled date and time. The base time only starts if there is at least one 
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higher bid, beginning from the date and time that bid is submitted. If there are not any higher bids 

within the base time, the auction will close at the scheduled date and time. 

Note: the setting of the time base is at the absolute discretion of the contracting authority, 

which lays down whether the economic operators will have to submit their higher bids within 

a certain deadline for each auction. 

Practical example: 

Auction starts on 1.5.2022 at 15:00 

Auction ends on 1.5.2022 at ore 17:00 

Base time: 15 minutes.  

The operator ALPHA COMPANY submits a higher bid at 15:30 and a 15-minute countdown 

(time base) starts at that time. If no other companies submit higher bids until 15:45, ALPHA 

COMPANY will win the auction. 

Therefore, the auction closes: 

▪ At the end of its natural deadline (17:00) if higher bids have been submitted during 

base time 

▪ At the end of base time if no higher bids have been submitted during base time. 

▪ Minimum bid increase: the minimum raise in percentage which each operator must make 

with respect to the best bid submitted during the tender. 

Practical example: the operator ALPHA COMPANY is the best tenderer with a 10% reduction. 

The contracting authority will provide that each operator must make a 1% minimum bid 

increase during the auction. This means that each operator (including the best tenderer) must 

make at least a 1% bid reduction on the starting bid amount. 

▪ Ranking visibility: the real-time visibility of the bids submitted by each tenderer. If it is not 

shown, each tenderer will only view the best bid (not the operator who submitted it) and their 

position in the ranking. 

Note: ranking visibility is at the absolute discretion of the contracting authority, which lays 

down whether the ranking must be visible or non-visible to the operators for each auction. 
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14.1 METHODS FOR PARTICIPATING IN THE AUCTION 

The auction only opens after all the tender operations referred to in paragraph 11 have been 

completed. 

After the ranking and the best bid have been determined, the aforementioned information on the 

auction process is sent to each operator’s Messages section as well as their email inbox. 

If you intend to participate in the auction, log in and click on Tender manager -> Archive and then 

click on the details (the magnifying glass ) of the tender procedure. 

 

Click on Tenderer panel and begin the operations for participating in the auction. 
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In the Tenderer panel you will see the bids submitted in the previous stage of the tender and the 

Participate in the auction button. 

 

Click on Participate in the auction and you will see the screen above, which contains the following 

information: 

- + Make a higher bid: you can place your counterbid here. 

- Deadline: the countdown shows you the remaining time before the auction closes. 

Participate in the auction 
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- Base Time: this button is optional. It is only shown if laid down in the tender documents. 

 

If provided for by the contracting authority, you will also see: 

- the ranking  

- the best bid 

- the operator who submitted the best bid 

 

If not provided for by the contracting authority, you will only see your position in the ranking, as in 

the following screen. 

 

Make a higher bid 

Base time 

Minutes 

Deadline 

Hours Minutes Seconds 

Minimum bid increment 
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Click on Make a higher bid to start the auction. You can be shown different screens, depending on 

the set up chosen by the contracting authority. There are two alternatives, as described below: 

A. Counterbid without a digital signature: in this event, you will only have to fill in the 

counterbid form and click on Make a higher bid to send it.  

 

 

B. Counterbid with a digital signature: in this event, after filling in the counterbid form 

and clicking on Make a higher bid to send it, you will have to: 

➢ Click on Download bid to download a .Pdf version of your counterbid, 

Make a higher bid 

Base time Deadline 

Hours Minutes Seconds 

Minimum bid increment 

Days Minutes 

Make a higher bid 

Percentage discount 

 

 

Percentage reduction on the base auction price 

 

Overbid 

Percentage reduction on the base auction price 

Percentage discount 

 

Scoring formula 

Best offer: 24 – Minimun bid 2.00% 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

65 

 

 

➢ Digitally sign the downloaded file, 

➢ Click on Return to the panel to continue the operations, 

➢ Click on Upload the signed overbid to send the .Pdf file. 

 

Attention: in the event of a counterbid with a digital signature, you can upload the file and confirm 

your bid within 1 hour of the auction closure. 

 

14.2 TECHNICAL SPECIFICATIONS FOR THE COUNTERBID STAGE  

If you make a lower bid than the minimum threshold laid down by the contracting authority 

(minimum higher bid), the System automatically blocks you and shows you the following alert: 

Not confirmed 

 
Download overbid document Upload signed overbid 

Deadline Wednesday 25 may 2025; 14:44 

Monday 3 june 2025; 15:00 
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You can return to the panel and make a new counterbid with an accepted value within the auction 

deadline.  

If you make a higher bid than the minimum one, you will be shown the following screen: 

 

 

Attention: the minimum higher bid is the best bid at the time when you make your counterbid. 

Practical example:  

The provisional ranking is as follow: 

- ALPHA company is first with a 30% reduction, 

- BETA company is first with a 20% reduction, 

- GAMMA company is first with a 10% reduction. 

Error saving the offer - #008 

Return to the panel to continue operations 

Percentage discount - does not exceed the minimum required bid increase 
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A 2% minimum higher bid is provided within a 30-minute Time Base. During the auction, BETA 

company makes a 3% higher bid with a 33% reduction (30% best bid + 3% counterbid). GAMMA 

company makes its bid after BETA’s company counterbid. In this event, GAMMA company must make 

at least a 2% higher bid than BETA’s, therefore it must make at least a 35% reduction (33% best bid 

+ 2% counterbid). 

 

Auction closure 

The auction closes when its natural deadline arrives, or at the end of Base Time without a new 

counterbid. From that time on, the System no longer allows any new counterbids. 

 

 

 

 

 

 

 

 

 

Auction clousure 
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15 DESIGN CONTESTS 

If you intend to participate in a design contest, log in to the Platform with your credentials (user ID 

and password) and click on Tender procedures > Design contests in the home page to view the list of 

design contests organised by the contracting authority.  

 

Each contest is identified by a unique ID and a “stage” with a coloured dot. Each colour represents a 

different stage of the contest. 

You can participate in contests identified by a green dot , which means the contest is “published”. 
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Click on the details (the magnifying glass symbol  ) to view the relevant information on the 

contest, which are: 

▪ Contest information 

▪ Stage information 

▪ Product categories 

▪ Lots 

▪ Deadlines  

▪ Attachments  

▪ Notices  

 

In the lower part of the page, you can view the following sections: 
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- Clarification: you can send requests for clarification to the contracting authority. Write your 

question and attach any documents if needed, then click on Request clarification. Your 

request will be anonymously sent to the contracting authority; therefore, it is your 

responsibility to verify whether your request has been replied. The list of replies to requests 

for clarification is published on the panel by the contracting authority. 

- Inspection requests (possible – if set up by the contracting authority): you can send a request 

for inspection, if provided for. Your request will be anonymously sent to the contracting 

authority; therefore, it is your responsibility to verify whether your request has been replied. 

In the upper part of the page, you can view the following sections: 

- Fill in the ESPD (European Single Procurement Document) (possible – if set up by the 

contracting authority). Please read paragraph 17 of this User Guide to learn how to fill in your 

ESPD. 

- Participate. It should be noted that this button will only be visible until the term limits for 

submitting tender bids laid down by the contracting authority, after which it will no longer be 

possible to submit your bid or complete any operations that have already been started. 

 

Contest participation 

After filling in the ESPD, if necessary, click on the Participate button to submit your bid. This button 

will be visible until the term limits for submitting tender bids; after this deadline, it will no longer be 

possible to submit your bid or complete any operations that have already been started. 

It is essential, therefore, that the participation procedures are completed well in advance of the 

contest deadline. 

After clicking on the Participate button, you will view the following screen: 
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If you intend to participate in a Group of economic operators, enter the related structure by clicking 

on: 

 

The System shows the following message: 

In the case of participation as a Group of economic operators, the responsibility for submitting the 

documentation to the Platform rests solely with the Lead Economic Operator, who must add the 

companies that are part of the group into the System before sending the documentation. 

Registration on the Platform is mandatory for the Lead Economic Operator, whereas it is not 

mandatory for the member companies of the group. 

 

Below the Group section, you will see the telematic “Envelops”, where you can enter all the required 

contest documents.  

 

Two Envelops will be displayed: 
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➢ Technical Envelope 

➢ Administrative Envelope  

 

15.1 UPLOADING THE TECHNICAL ENVELOPE 

As for the previous procedures already described in this User Guide, the methods for uploading the 

tender documents vary according to the configuration laid down by the contracting authority. 

Note: differently from other procedures, in Design contests, the Technical bid must not be signed by 

economic operators.  

Note: differently from other procedures, in Design contests, the Technical bid must not be signed by 

economic operators.  

15.1.1 Method 1: uploading the envelopes WITHOUT A SLOT for each document 

In this case you can only upload a single file containing all the required documents, but it must not 

be a compressed file. Therefore, you cannot upload .Zip, .7Zip, .Rar files etc. 

 

Click on Upload document, then click on Choose file and choose it directly from your device. 

Click on Upload document, then click on Choose file and choose it directly from your device. 
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   ATTENTION: In order to protect the confidentiality of participation, you cannot upload digitally 

signed files (CAdES format - .p7m extension, and PAdES format - .pdf extension). You are advised to 

pay close attention to any identifying marks or potentially identifying information about the 

contestant(s). 

Note: In the event of an expired signature certificate, you will not be allowed to upload .p7m files, 

but you can upload .pdf files. Therefore, you are advised to pay close attention. 

If you upload a valid digitally signed file, the following error will be displayed:  
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Therefore, you must return to the panel and upload the correct document. 

After uploading the document, choose and enter a password, which must be at least twelve 

characters long and must contain at least an uppercase letter, a lowercase letter, a number, and a 

symbol. This password is necessary for the encryption of the Envelope in order to protect its 

confidentiality and inviolability. 

After uploading the document, choose and enter a password, which must be at least twelve 

characters long and must contain at least an uppercase letter, a lowercase letter, a number, and a 

symbol. This password is necessary for the encryption of the Envelope in order to protect its 

confidentiality and inviolability. 

After entering the password, click on Upload. The System will verify: 

• The integrity of the file 

• The encryption of the file 

• The saving of the file 

and will confirm the operation has been successfully completed. 

You cannot upload digitally signed files 
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Come back to the tender panel in order to upload the Administrative Envelop.  

 

15.1.2 Method 2: uploading the envelopes WITH A SLOT for each document 

Differently from the above paragraph, there may be more than one slot in each Envelope, therefore 

one slot for each document which must be uploaded, as in the picture below. 

 

The System indicates the type of document to be uploaded to each slot. In the Administrative 

Envelope, the System indicates whether each slot is mandatory or non-mandatory and whether it 

must be signed or not. In the Technical Envelope, the System only indicates whether each slot is 

mandatory or non-mandatory. 

For each slot, click on Upload and follow the aforementioned instructions, which are summarized 

below: 

Upload ->  

Upload document ->  
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Choose file ->  

Password ->  

Upload ->  

Return to panel to continue the operations 

 

15.2 ONLINE TECHNICAL BID GENERATION  

Differently from the administrative Envelope, the Technical Bid may be generated on-screen. In this 

case, click on Upload, then click on Generate offer document and fill in the form. 

 

This method only applies to “quantitative” criteria which imply an automatic offer evaluation. The 

System applies the formula selected by the contracting authority. 

Please note that the formula is exclusively selected by the contracting authority, and it is indicated in 

the contest documents. 

In all cases where online offer generation is required, click on Generate offer document and fill in the 

form in accordance with the requirements laid down in the contest documents. 

After uploading the document, choose and enter a password, which must be at least twelve 

characters long and must contain at least an uppercase letter, a lowercase letter, a number, and a 

symbol. This password is necessary for the encryption of the Envelope in order to protect its 

confidentiality and inviolability. 
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After entering the password, click on Generate offer and a .pdf/A file will be created with your online-

generated bid. 

 

 

Then follow the steps below: 

➢ Click on Download offer to download the file, 

➢ Click on Upload document to upload the signed file. 

 

 

 

Then the screen below will be displayed: 
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➢ Regenerate offer document: you can fill in the form again. 

➢ Download offer document: you can download the file again. 

➢ Upload document: you can upload the offer file you have downloaded. 

 ATTENTION: If the uploaded file is different from the file generated on-screen (e.g. it is modified, 

even simply printed and scanned), you will see this error: 

 

 

 

You are advised to follow the technical instructions below: 

➢ The file generated on-screen must not be modified in any way. Any type of modification, even 

a simple print and scan, will modify the file hash and jeopardise its recognition. 

Please note that other factors may also jeopardise the file’s recognition, e.g. sending 

the file by email and then uploading it from a different device from the one it has 

downloaded it. 

You are strongly advised to upload the file generated by the System from the same 

device to which the file has been downloaded. 
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➢ Any further errors may occur if a special character is in the name of the file. 

You are strongly advised to avoid special characters. 

Each time you complete the upload of a file, a positive feedback message is displayed: 

 

 

 

15.3 UPLOADING THE ADMINISTRATIVE ENVELOPE 

In order to upload the Administrative Envelope, please refer to the provisions for the Technical bid, 

except for the differences detailed below. 

Differently from the Technical bid, administrative documents do not have to be anonymous. 

Therefore, it is specified that: 

o If there is only a single slot, you can upload a compressed file containing all the 

required documents. Click on the Upload button and upload a single file (.Zip, .Pdf., 

etc.). 

o You can also upload digitally signed files. Please refer to the contest documents to find 

information on the methods for signing the documents. 
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15.4 SUBMISSION OF THE BID 

After uploading all the “Envelops” with the required documentation, click on the SEND button. The 

“Bid not yet submitted” alert warns that your bid has not been submitted yet. 

Pursuant to Article 35(5-bis) of Italian Legislative Decree 36/2023, you will be required to declare 

consent to the processing of data through the FVOE, in compliance with the provisions of the Italian 

Code regarding personal data protection, for the purpose of verifying possession of the requirements 

referred to in Article 99 of Italian Legislative Decree 36/2023. 

 

Note: It is mandatory to select the acceptance flag of the declaration in order to proceed with the 

submission of the participation. 

 

Please note that merely uploading the documentation is not sufficient for participation. You will 

complete your submission of the bid only after sending your offer. If you do not click on SEND, your 

bid will not be submitted to the contracting authority. 

 

Pursuant to Article 65(2), the economic operator who participates in the tender, either individually or in association, 

DECLARES 

to be aware of the functioning of the FVOE managed by ANAC and to have already activated the Economic Operator profile necessary to 

access the aforementioned FVOE Service on the Economic Operator side, and if not, to promptly review the User Guide for access to the 

FVOE Service and carry out all the necessary activities to access the aforementioned service. 

GIVES CONSENT 

Pursuant to Article 35(5-bis) of Italian Legislative Decree 36/2023, to the processing of data through the FVOE – “Fascicolo Virtuale 

dell'Operatore Economico”, as per Article 24 of Italian Legislative Decree 36/2023, in compliance with the provisions of the Italian Public 

Contracts Code regarding the protection of personal data (Italian Legislative Decree 196/2003 and subsequent amendments and additions), 

in order for the contracting authority to verify the possession of the requirements referred to in Article 99 of Italian Legislative Decree 

36/2023, as well as for other purposes provided for by the Italian Public Contracts Code. 
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When you click on SEND, the System verifies that all the Envelops have been sent and all the 

mandatory documentation has been uploaded, and it displays the following message: 

 

 

 

As Design contests protect the anonymity of operators, no notification will be sent after you have 

submitted your bid. 

For this reason, a message will be displayed to remind you that you need to download your 

participation receipt, as shown in the following picture: 
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You can consider your bid as submitted only after viewing such a message. 

Within the contest deadline you can: 

▪ View the uploaded documentation, 

▪ Replace the documentation you have already sent. The new files will entirely replace the 

previously sent ones. ATTENTION: the replacement of the documents will result in the 

automatic withdrawal of your submission, 

▪ Regenerate the Technical or Financial bid. The new files will entirely replace the previously 

sent ones. ATTENTION: the offer regeneration will result in the automatic withdrawal of your 

submission, 

▪ Modify the structure of the Group or the Reliance. ATTENTION: the modification of the Group 

or Reliance sections will result in the automatic withdrawal of your submission, 

▪ withdraw your bid by clicking on the Withdraw bid within the contest deadline. 

 

 

 

The withdrawn bid will be deleted by the System and will not be submitted. 

 A new submission is compulsorily required each time an offer is regenerated or replaced. 

 The System does not accept requests or bids submitted after the date and time laid down as the 

contest deadline. It should be specified that the deadline is at the first second after the time laid 

down, not at the following minute. For example: if the deadline is set for 12:00 PM, this time should 
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be understood as 12:00:00 PM. Therefore, bids submitted after 12:00:01 PM are considered late and 

will not be accepted by the System. 

 You are advised to submit your bid well in advance so that the contracting authority and/or the 

System Manager can assist you in the case you had any issues with the use of the platform due to 

your little experience of the Platform. 

The bid submitted within the contest deadline is binding for the economic operator participating in 

the contest. 

The submission of your bid is your acceptance of the conditions laid down by this User Guide and the 

documents attached by the contracting authority. 

 

15.5 UPLOADING DOCUMENTS – TWO-STAGE CONTEST 

If the contest documents make provisions for a two-stage process, you must first ensure that you 

have been admitted to the second stage of the process. 

You are strongly advised to monitor the contest panel daily in order to verify the possible notices 

and/or attachments published by the contracting authority. 

Once you have been admitted, enter the panel again and click on Participate. 

 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

84 

Note: the button is only available to admitted economic operators after the second stage has been 

initiated by the contracting authority. 

In order to learn the methods for filling in, uploading and sending your bids please refer to the 

paragraph above. 

 

15.6 REQUESTS AND INTEGRATIONS 

The contracting authority can request any supplementary information to you through the Requests 

and integrations section of the menu. If so, you will see a numerical alert in that section. 

Click on the Requests and integrations section to reply and send the requested documents. 

 

 The System does not accept supplements submitted after the date and time laid down as the 

supplement deadline. It should be specified that the deadline is at the first second after the time laid 

down, not at the following minute. For example: if the deadline is set for 12:00 PM, this time should 

be understood as 12:00:00 PM. Therefore, bids submitted after 12:00:01 PM are considered late and 

will not be accepted by the System. 

Click on the details (the magnifying glass symbol  ) to view the request and click on Choose file to 

upload the document(s). 
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You can also include an additional text note to provide any further explanations. 

 

 

After you complete the upload of a file, a positive feedback message is displayed: 

Additional notes 
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You can consider your documentation as sent only after receiving such feedback message. 

Within the deadline for the request, you can: 

▪ view the uploaded documentation, 

▪ replace the documentation already sent by clicking on Replace. The new files entirely replace 

the previously sent ones. 

 

15.7 OUTCOME OF THE CONTEST. RANKING  

After completing the operations for participating in the contest as referred to in the contest 

documents, you can view all information (contestants, provisional ranking, final award, etc.) on the 

contest panel. 

Note: It should be noted that the information on the contest panel are only those ones published by 

the contracting authority. If you need more information, please refer to the contracting authority. 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

87 

16 MULTI-LOT PROCEDURES 

The method of participation in multi-lot procedures is determined exclusively by the contracting 

authority, which lays down whether you: 

1. can freely participate in one or more lots, 

2. can only participate in one lot, 

3. must participate in all the lots. 

In the case referred to in point one you will be shown the following screen in the panel: 

 

In the case referred to in point two you will be shown the following screen in the panel: 
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In the case referred to in point three you will be shown the following screen in the panel: 

 

 

17 COMPILATION OF THE ESPD – EUROPEAN SINGLE PROCUREMENT 

DOCUMENT 

The system is integrated with an online compiler for the European Single Procurement Document. 

The compiler is not always visible, as it is at the discretion of the contracting authority whether to 

activate it or not. If activated, you will see the ESPD button in the related tender panel, after logging 

in to your member area. 

 



 

 

STUDIO AMICA s.r.l.u. – P.IVA 01850570746 

Via Giordano, 56 - 72025 San Donaci (BR) – Italy 

Via Vittoria Colonna, 29 - 20149 Milano (MI) – Italy 

 

89 

After clicking on Fill in the ESPD, you will be shown three options: 

A.  New compilation: you can enter the online compile as set up by the contracting authority, 

B.  Import XML: you can import an ESPD in .XML format previously used for other tenders and 

duly modified for the related tender, 

C.  Import from list: you can import an ESPD previously used for other tenders organised by 

the same contracting authority. 

 

17.1 NEW COMPILATION 

Click on the New compilation button and fill in the Document in accordance with the requirements 

laid down in the tender documents by the contracting authority. 
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You can save the information at any time and then complete the compilation at a later time. 

 

 

 

As indicated on the Platform, the System does not verify whether the declarations you have made 

are complete or not. Therefore, please make sure that all fields have been completed in accordance 

with the instructions laid down by the contracting authority. 

 

After completing the compilation, you can download your ESPD in PDF or XML. Then you must: 

1. download it in the format required by the contracting authority, 

2. sign it in accordance with the requirements laid down by the contracting authority, 

3. upload it to the Administrative Envelope. 

 

If you participate in the form of a Group of economic operators or Consortium, the member 

companies can also use the compiler on the Platform. 
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In the case of open procedures, member companies or consortium members can log in and enter the 

compiler. In the case of tenders by invitation, the Lead economic operator can share the ESPD link 

with the member companies by clicking on the button . 

 

 

 

 

 

It should be specified that the member companies or consortium members must be registered for 

the Platform in order to fill in the ESPD and the lead economic operator must also upload the member 

companies’ ESPDs. 
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18 REQUESTS FOR SUPPLEMENTS AND JUSTIFICATIONS FOR ABNORMAL 

BIDS 

Any requests for supplements, clarifications, and justification for abnormal bids will be sent to the 

Messages section as well as your email inbox. 

 

Any supplementary requests will also be sent to the Requests and supplements section of your menu. 

Therefore, each request must be replied to through such section, where you will see: 

▪ The “object” of the request  

▪ The date of the request  

▪ the deadline for the request  

 

Click on the details (the magnifying glass button ) to reply and send the documentation. 
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You can also include an additional text note to provide any further explanations. 

 

Then click on Choose file, select the document from your device and then click on Send. A positive 

feedback alert will be displayed: 

 

Note: the contracting authority may request more than one document or file. In this case, upload the 

documentation through a compressed file. Therefore, you must upload a single file (.Zip, .P7m, .Rar). 

After sending your reply, a confirmation message will be sent to your Messages section as well as to 

your email inbox. 

You can consider your documentation as sent only after receiving such messages. 

Within the deadline for the request, you can: 

▪ view the uploaded documentation, 

▪ replace the documentation already sent by clicking on Replace. The new files entirely replace 

the previously sent ones. 

Additional notes 
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19 PUBLIC ONLINE SESSION 

In order to access the public online session at the date and time indicated by the contracting 

authority, you must: 

➢ log in with your credentials, 

➢ click on Tender manager or Tender procedures in the home page and choose the tender 

of interest, 

➢ click on Tenderer panel. 

Here you can view: 

➢ the list of tenderers, 

➢ the progress of the envelope opening, 

➢ the date and time of opening of each envelope. In any event, a message will be sent 

to the Messages section as well as your email inbox, 

➢ the Technical and Financial scores, if published by the contracting authority: it is at 

the discretion of each contracting authority to set up the tender procedure and 

choose what to publish, 

➢ possible excluded economic operators. 
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The possible following public sessions are communicated to the economic operators by certified 

email (or non-certified email, if you do not have a certified one). 

Note: You will view the information exclusively after the contracting authority opens the public 

session. 

 

19.1 PUBLIC SESSION VIA STREAMING 

The Platform is integrated with Zoom Meetings in order to allow the management of virtual public 

sessions via streaming. 

The management of the public session via streaming is at the exclusive discretion of the contracting 

authority, which lays down whether, when and how to open a public session for each individual 

procedure, in accordance with the sectorial regulations and the requirements laid down in the tender 

documents. 

If the contracting authority has provided for participation via streaming, you will see the Start 

streaming button in your Tenderer panel. 
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After clicking on Start streaming, Zoom Meetings will open. The contracting authority’s host user will 

manage the participation of the economic operators and all the related settings, such as: 

- audio/video recording, 

- screen sharing, 

- chat activation, 

- webcam activation/deactivation, 

- microphone activation/deactivation. 

It is your responsibility to equip yourself with the necessary technical tools for participating in the 

streaming session. 

 

20 OUTCOME OF THE TENDER PROCEDURE 

At the time scheduled for the opening of the bids, the contracting authority verifies that all the 

tenderers have submitted all the documents requested in the tender documentation (declarations, 

provisional guarantee, TBG certificate of incorporation, etc.) and evaluate the bids. 

If provided for by the contracting authority, you can click on Tenderer panel in order to view the 

tender scores. 

On the basis of the scores achieved by each economic operator, the contracting authority drafts the 

proposal for award and publishes the provisional ranking as a tender attachment. 

After verifying requirements provided for by the law and the tender documents, the contracting 

authority sends the outcome to the tenderers by email. 
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21 ACCESS TO DOCUMENTS AND REDACTION OF DOCUMENTS 

If access to documents through the Platform has been provided for by the contracting authority, each 

time you upload a document you must answer the following question: 

“Pursuant to articles 35, paragraph 4, letter a) and 36 of Legislative Decree 36/2023, does the 

document you intend to attach contain personal and/or sensitive data, technical or commercial 

secrets, including those resulting from discoveries, innovations, projects protected by industrial 

property rights, as well as highly technological content for which you request redaction?” 
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If you select “Yes”, you must: 

- upload a copy of the redacted document 

- specify in detail the reasons for which redaction has been requested. 

 

 

 

 

The contracting authority will evaluate your request for redaction during the envelope opening, and 

it will accept or reject your request. 

You cannot upload digitally signed files 
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Once the procedure is completed, you can have access to the tender documents by following the 

steps below: 

• log in with your credentials, 

• click on Tender manager or Tender procedures in the home page to view the tender, 

• click on Tenderer panel.  

 

You can download and view the documents provided by the contracting authority. If you have ranked 

among the first five tenderers, you can also download and view the documents submitted by the 

other tenderers. If you have not ranked among the first five tenderers, you can only download and 

view the documents submitted by the successful tenderer.  

 

 

 

Lot documents 

Documents of the participants 
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22 TERMS AND CONDITIONS OF USE OF THE SYSTEM 

The access to and participation through the System implies acceptance of all the terms and conditions 

of use and the warnings in this User Guide and the information published on the website of the 

contracting authority. 

 

The contracting authority reserves the right to modify, at its sole and unquestionable discretion, the 

aforementioned terms, conditions and warnings at any time and without prior notice. It is your sole 

responsibility to constantly verify said terms, conditions and warnings. 

 

The recording and storage of log files is provided for 12 months, pursuant to Order No. 300 of 

November 27, 2008, by the Data Protection Authority and subsequent amendments, in order to 

ensure security, data protection, and service continuity. 

 

23 RULES OF CONDUCT 

You must use the System in good faith and exclusively for the purposes admitted by this User Guide. 


