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Acronyms / Abbreviations

Acronym / .
Abbrevi)f/:\tion B
PDF Portable Document File
XML eXtended Markup Language
CA Contracting Authority
EO Economic Operator (supplier)
CAPC Contracting Authority Procurement Coordinator
CAPCA Contracting Authority Procurement Coordinator Assistant
CAPO Contracting Authority Procurement Officer
PO/ TC Procurement Officer Tender Coordinator
PO/OS Procurement Officer Opening Staff
PO/ES Procurement Officer Evaluating Staff
PO/ESR Procurement Officer Evaluating Staff Responsible
CfT Call for Tender
FA Framework Agreement
MEAT Most Economically A dvantageous Tender
SA System Administrator
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1. ARMEPSworkflow and terms

The current section aims at presenting a high-level depiction of the workflow of t he
ARMEPS platform ( Figure 1) so as for the user to gain an insight on the different
steps of the procurement procedure and understand the exact points were his/her
involvement may be required . In addition the main terms that are mainly used

throughout the application are being summarised.
. e-Auctions
Prepare & publish
Notice :>

Provide [

Clarification Evaluate
Responses Tenders Award
Contract

e-Notification e-Tendering

—

Contracting
Authority Users

Prepare & Upload
Tender

Submit:
Clarification >

Question s Bid in the e -Auction
event

Users

Economic Operator

Accept
Award

v

Time

Figure 1 Workflow of Contracting Authority and Economic Operat  or users

The following terms are widely used within the ARMEPS platform:
1 CfT stands for Call for Tenders, forming a public procurement competition

1 Captcha is a type of challenge-responsetest used tolimit the possibilities that
responseare generated by a computer.

1 Archived CfT List is a list of completed CfTs which have been archived by
the user

1 Tender Packagei s t h e ssrespopsk (i.e. ofter) in a Call for Tender
(CfT)

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

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

‘ 26/0 7/2010 ‘ ARMEPS - Economic Operator User Manual.doc Page8 of 96



http://en.wikipedia.org/wiki/Challenge-response_authentication

Development or Customization of Off -the-shelf Software for the Government

W& Electronic Procurement System (ETendering)

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

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

The following deadlines are widely used within the system:

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

1 Deadline for dispatching invita tions (optional): The deadline for
dispatching invitations to participate for specific CfTs

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

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

1 Tenders Opening Date (optional): The date for unlocking the received
tenders. This date is set by default to be after the timelimit for receipt of
tenders.
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2. General Functionality

2.1 General usage guidelines

The ARMEPS platform  provides the following common navigation
behaviour/functionality:

I Tabular display. Any large-sized data displayed in tabular format will have
the following header wh ich helps the user to navigate:

CfT Title: D Type: D User roles: D Status: D Copy:

Figure 2 Example of a table header

1 The arrows H are used for sorting the results in ascending or descending

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

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

d First Page
d Last Page

A Previous Page

A Next Page

The following buttons are also widely used within ARMEPS:

Calendar Button . Selectingthis button opens a calendar enabling the
== user to select a date

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

Clear Button . This button clears the selection of the user
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2.2.The CfT Menu functionality

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

CFT: Procurement of Pharmaceutical supplies Show CIT Menu

Figure 3 The CfT Menu ( collapsed)

If the user selects thedShow CfT Menu 6 b u,tthe &ffi menu will be expanded to
show all available functionalit ies. The usea can select any of the provided
functionalities:

Hide CfT Menu
Yiewy CIT
CfT documents
Clarifications
Tenders
e-Auctions

Feedback

Automated notifications

Specify Alerts
Figure 4 The CfT Menu ( expanded)

The CfT Menu will collapse by selecting o n Hide CfT Menu 6 b u (Figuver3).
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Username:
Password:

» Register as a Supplier

Log in =) | ¢

Welcome to ARMEPS

The State Procurement Agency has introduced electronic
tendering to its procurement procedures.

ARMEPS is & secure weh-hased application which constitutes a
total solution for the implementation of electronic procedures in

conducting public procurement competitions.

The system is implemented by European Dynamics SA4.

Information =

» News

» Public procurement legislation
# Electronic public procurement
¥ Statistics

» Relevart links

» FAQ

Calendar =

May v 2010 v

v e s

0 1
17 12
24 25

31

—Y

Benefits General Information

Fuppliers

Tender documents are easily accessed and downloaded from the
eTendering site

The online submission process is simple to use, the upload is guick
and & confirmation of receipt will be issued

History log - keeps supplier up to date with the process

Mo need to rely on third party delivery of documents

More time to prepare a response. By submiting documents
electronically, & bidder will have extra time to complete responses.

General Infarmation

Al suppliers wishing to bid should be registered on the ARMEPS
system.

This system provides & secure method of completing and submitting
hids electronically.

> Register as a Supplier

Important - Please Note; Supplier's do not need to 'express an interest'
in order to view documents relating to Open Tenders, however,
please be aware that in order to receive communication in relation to
open procurements the Supplier MUST express an interest in order to
be included on the distribution list. Should the Supplier fail to express
an interest in the tender, the buyer accepts no responsibility for the
Supplier  being  excluded from the distribution of tender
communications.

Latest news

Wiew all

Statistics

Wiew all

‘ News & Statistics Section |

Figure 5Main ARMEPS page

The main page of the ARMEPS platform consists of the following elements:

1 Left column , which contains the Login panel, General Information Panel, and

Calendar Panel.

1 Central column , which contains general information regarding the system,
the Economic Operators and the users of contracting authority. Furthermore,
it lists any uploaded news and also statistical information about the system

usage

i Static header of the main page which provides functionalities accessible from
all pages ofthe ARMEPS platform .

‘ 26/0 7/2010 \
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9 Static footer of the main page which provides functionalit ies accessible from
all pages ofthe ARMEPS platform .

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

2.3.1. Login Section

Login

Login l -

Username:

Password:

» Register as a Supplier

!

Register as Supplier

Figure 6 Login panel

In this section, the system provides a functionality to enable all users (Contracting
Authority, Economic Operators and Administrators) to login in the system |,
providing that they use the correct credentials (username and password).
Additionally , functionality for the registration of Economic Operators within the

systemis provided .

2.3.2. Search Section

4

Search &
eare +/ Advanced search

Figure 7 Search panel

The users canaccessthis section to search for Call for Tenders, Organisations and
users. Advanced searching functionality , (by selecting the button ) is also
provided (Figure 7).
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2.4l 0gin in the platform

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

' : Armenian | Homepage Skout | FAQ | Hep | Contact

Search: EE[ed v

Log in =) ¢ Welcome to ARMEPS

Username:; The State Procuremert Agency has introduced electronic
{ tendering to its procurement procedures.

BARMEPS is a secure web-based application which constitutes a
total solution for the implementation of electronic procedures in
m conducting public procurement competitions.

X " The system is implemented by European Dynamics SA&.
» Register as a Supplier

Benefits Suppliers

Information =)
Tender documents are easiy accessed and downloaded from the A SuPpliers wishing to bid should be registered on the ARMEPS
» News eTendering ste system.
The online submission process is simple to use, the upload is guick . X . -
3 Public procurement legislation and & confirmation of receipt wil be issued T_h's system -prowdes & secure method of completing and submitting
History log - keeps supplier up to date with the process bids electronically.
% Electronic public procuremert Mo need to rely on third party delivery of documents y .
More time to prepare a response. By subming documents ¥ Register as a Supplier
3 Statistics electronically, a bidder will have extra time to complete responses.

Figure 8 User login

If the user provides incorrect credentials (either user name or password) an error
message will be displayed:

’ & Armenian Homepage | @kowt | FAG | Hep | Cortact

Log in =] ¢ Welcome to ARMEPS

Username:

; ; An error has occurred:

= Unsuccessful login, you have & maximum of 10 tries

» Register as a Supplier The State Procurement Agency has introduced electronic
tendering to its procurement procedures.

ARMEPS is a secure weh-based application which constitutes a
total solution for the implementation of electronic procedures in
conducting public procurement competitions.

Information =l

» News
The system is implemented by European Dynamics SA.

Figure 9 Wrong credentials
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If the user provides an incorrect password for a username more than 10 times, the
user accountwill automatically get de-activated. In this case the user should contact
the System Administrator to re-activate the account:

Search: Search

’ Account de-activated |
o

Log in =] ¢ Welcome to ARMEPS
Username:
An error has occurred:
Password:
= Your accourt is locked. Please cortact the system's administrator
l.l’l.ll..
» Redister as a Supplier The State Procurement Agency has introduced electronic

tendering to its procurement procedures.

. ARMEPS is a secure weh-based application which constitutes a
Information = total solution for the implementation of electronic procedures in
conducting public procurement competitions.

» News
The system is implemented by European Dynamics SA&.

Figure 10 De-activated account

2.5Login to the platform for the first time
The following steps are available, when the user login to access theARMEPS services
for the first time:

1. As afirst step, the user will have to provide the transaction number (which is
received by email after his successful registration on the platform):
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Welcome to the ARMEPS Platform.

The Registration process has been successfully completed.

To complete your registration please follow this link and login the system:
http://anweproc-dev.eurodyn. con/epps/ home. do

Tour ;é&;ggfgtion Efénsaction nuber is: 1685704771

Submit your transaction nuwber when recquested by the ARMEPS Platform to verify your registration.

DO NOT DELETE THIS

o o o o o o o o o o o o o o o o o o o o o o

IMPORTANT: All actions within the e-Tendering Platform will be recorded for auditing purposes.
This email and any files transmitted with it are confidential and intended solely for the use

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

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

is strictly prohibited.

Please do not reply to this mail.
i o ol ol e ol ol o o ol ol i o o o o o o

Figure 11 Confirmation email received during re gistration. The email contains the
username and the transaction number

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

Log in =] ¢ Transaction Number

Logged in as:

Dan'Merino(E0/Adnin). An error has occurred:

Supplier Source
= Your application is currently being processed by the ARMEPS Procurement Team. You will receive an email informing you when

your application has been approved.

» Log out

Information -
Identification Humber

B Please, enter the transaction number you 1685704771

received by e-mail

» Public procurement legislation

» Electronic public procurement M
» Statistics

» Relevant links

» FAGQ

Figure 12 The user logins using appropriate username and password and provides the
transaction number

3. Finally, the user is prompted to read and accept the following System User
Agreement:
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Log in = 2 Accept agreement

Logged in as:
Dan Marino (EO Admin) -
Supplier Source

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

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

% Cogiod criminal and civil proceedings.
It is strictly forbidden to attempt to access this application using any third party's logon identity. All Authorised Users must accept and
Inf comply with defined policies and procedures. Anyone using this application consents to active monitoring by the ED System Administrators.
nformation =
» News

» Public procurement legislation
» Electronic public procurement
» Statistics

» Relevant links

» FAQ
Calendar = e Risas
Figure 13 Confirmation of the user agreement
2.6.Logout from the platform
The user can exitthe ARMEPS servicesby selectingt h éogauté f uncti onal i ty:

Log in —

Logged in as:

Dan Marino (EO Admin) -
Supplier Source

Last login on :

18052010 - 18:27.57

s Egtpy  LOgOUL

¥ User Homep

» Log out

Figure 14 Logout functionality

2.7Maintenanceof user &és profile

After successful authentication the user can edit his profile by selectingt h eEdito

Profle 6 f u n c t (acoessiblein theyleft column menu). The user can update the

information fields and the n , select Baedé bot tsanor e t he per f
modifications.
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Edit Account

Username:

* Accourt Role:
* First Name:

* Last Name:
Password:

Re-enter Password:

*Email:

Address:

Postal Code:

City:

Country:

Phone Number:
Mobile Phone Number:
Fax:

* Preferred Language

Status:

* Fields with asterisk are mandatory

I Dan

IMarino
|

Ieo1 al@delos.eurodyn.com

|
I
|

I Armenia v
|
|
|
[ English v
[ Active v

Figure 1I5Edi t User ds Prof

e
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3. Registration of Supplier

All Economic Operators are able to self-register to use the ARMEPS platform. In
order for an Economic Operator to register in the system, the user should selectthe
option ORegister asSupplier6 f r o rhoginRamel® of t he (Fyarei6). page

Login

Log in z -

Username:

Password:

» Register as a Supplier

!

Register as Supplier

Figure 16 Register Supplier

In the fir st phase of the registration procedure the user registers his organisation by
providing the following mandatory information (Figure 17):

I Organisation Name
Taxation ID

Issuer of Taxation ID
Taxation ID Issuer ID

= =4 —a -

Country

Furthermore, the user can provide the following optional information:
T Company Registration Number

Address

Postal Code

City

Email

Phone Number

Fax

Website

Employer's Registration Number

Unique ID

= =4 4 4 -4 - - -

=
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1 Company Activities: Maximum Characters
1 Industry Reference Number

12:14:00 EEST Search

Log in = ¢ Register Supplier

U=ername:
Step 1: Organisation Details

Password * Organisation Mame:

Company Registration Mumber:

|
|
* Taxation 1T I
|

> [zt e & SR * lzsuer of Taxation 107
* Taxation 1D lzsuer Country: I Select ﬂ
Information = Adoress: |
Postal Cocle: I
¥ News
City: I
¥ Public procurement legislation
* Courtry, | seinct M|
# Electrani bl it
IECTFONIC pURIC procuremel Erai I
» Statistics Phane hiumber |
» Relevart links Feox: I
v FAG Wiishsite: I
Emplover's Registration Mumber: I
Unicgue [T I
Calendar = |

* Please type the code shown belowy,

June b 2010 'I

Wirimg <=

T8 4@ A0 A1 4E 43 Company Activities:
14 15 16 17 18 189 20

21 2z 23 24 25 26 27
28 29 30

Maximum Characters: 512

Industry Reference humber:

*Figlds with asterisk are mandstory

Last update: 9 June 2010 ©2009 Eurapean Dynamics

Figure 17 Registration of organisation

In order to proceed to the next phase, the user should have also typel, in the
provided text field, the visual CAPTCHA code displayed by the system on the
screen Selecting the 0ORefreshé button updates the code (Figure 17). Finally, the user

should sel ect t h\@lidabeuand Gomtnué 6 t o continue the
process.

The next step (optional) is the association of CPV codes of interest with the
organisation (Figure 18). The user can associate CPV codes by the use of th

button. The button == is used to delete a selected CPV code.
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For more information about how to use the CPV codes see section15.1 Inserting
Common Procurement Vocabulary Codes (CPV) .

Register CPV Codes

Step 2: Register CPV Codes

CPYV Codes of interest:

09000000-Petroleum products, fuel, electricity and other sources o @
14000000-Mining, basic metals and related products

Figure 18 Registration of CPV codes

In order to continue, the user should s el ec Nextbh éd ud t on. Bdtl® butt on
returns the user to the previous phase (Figure 17).

At the final phase the user registers the administrator of the Economic Operator (EO
Admin) . The following details are mandatory ( Figure 19):

= =4 4 -4 -4 -—Aa -

First Name
Last Name
Username
Password
Email
Country

Preferred language of GUI

Furthermore, the following details are optional (Figure 19):

)l

= =4 4 —a -2

Address

Postal Code
City

Phone number
Mobile number
Fax

26/0 7/2010
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Register Administrator

Step 3: Register Supplier Admin

*First Name:

*Last Name:
*Username:
*Password:
*Re-enter Password:
*Email:

Address:

Postal Code:

City:

*Country:

Phone Number:
Mohile Phone MNumber:
Fax:

*Preferred Language:

*Fields with asterisk are mandatory

In order to finalise the registration process the user selectst h e

| Dan

I Marino

I dmarino

I..-...... Passwords match

I dmarino@websoft.com

, Armenia v

|{Engiish v |

Figure 19 Registration of EO admin

b uFinishadn A

message confirming the successful registration of the Economic Operator will be

displayed:

¢ The Economic Operator's Registration was suceo

Figure 20 Confirmation of successful registration of the

Economic Operator

The system will send an email to the user containing details of how to access the
platform. Section 2.5(Login to the platform for the first time ) contains instructions on
how to access the platform for the first time.

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

after

A the registration . Otherwise, the account will be considered inactive and
automatically deleted by the system.
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The registration of an Economic Operator needs to be validated by the System
Administrator. Until then, the following message appearswhen the Economic
Operator accesses the platform:

An error has occurred:

= Your application is currently being processed hy the ARMEPS Procurement Team. You will receive an email informing you when

your application has been approved.

Figure 21 Pending validation by the System Administration

If this warning message occurs plase contact theSystem Administrator, in order to
activate the organisation account.
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4.

Economic Operator Management

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

T

1
1
1

Edit organisation details

View the users registered within the organisation of the Economic Operator
Add new users in the organisation of the Economic Operator

Edit userds details

This management functionality is provided t h r o u g EEO Mdn agententd option

of

tE® Administration 6 menu:

EO administration —

» EO management
» User management
» My CfTs

» Manual Notification

Figure 22 EO administra tion menu
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Log in

Logged in as:

Robert Smith (SA) -
ROOT_AUTHORITY
Last login on :
02/0672010 - 10:38:24

# Edit Profile
¥ User Homepage

¥ Logout

Administration

» Wiew S4 Users

¥ Redister Supplier

¥ Redister EQ (Offline)

¥ Redister CA

# Pending Registrations

¥ Incomplete Registrations
# Manual Motification

# g-Auctions

» enerate Statistics For
e-Auctions

& Audting Reports
& List of archived CfT

& Digplay System Info

Information

& Manzge Information Area

Calendar

= ¢ View Organisation

et Crgeniston” W €6 6oV Coves” lf View Users” [l e s

Organisation Mame:
Company Registration Mumber:
Taxation IC:

Izzuer of Taxation ID:
Taxation I lssuer Country:
Address:

Poztal Coce:

City:

Country:

Etmiil:

Phione Mumkber:

Fax:

Whighsite:

Employer's Redistration Mumber:

Uniijue [Cr

Company Activities:
Registration Motes:
Attachmenit:

Status:

IJune hd z010 =
1 2 3 4 5 8

T g8 a AU & I -
14 15 168 17 18 19 2
21 22 23 24 26 28 2
2 28 30

Last updste: 9 June 2010

4.1 Edit organisation details
Selecting the option OEdit Organisation 6

details:

2

{1

£

Zuykpka | Home out | FAQ | Help | Cortac

Apallo S8

1154
Inkand Revenue
Armenis

3, Ketlits str

Armenis

Active

22008 Europesn Dynamics

Figure 23 EO Management functionality
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Figure 24 Editing Economic Operators details

Sel ecting Sae® Wwiult lthegetfomre@d modifications, while the button
OResetdt wi | | perdosmed modifications .
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