eB2B Procurement Platform — Bidders’ manual
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1. Introduction

This manual is intended for bidders participating in awarding procedures on eB2B Platform available at https://platforma.eb2b.com.pl.

eB2B Procurement Platform provides communication between the sponsor and the bidder, enabling:

»  Downloading and attaching awarding procedure documentation

»  Application for participation in proceedings

« Sending inquiries to the sponsor of the awarding procedure, receiving sponsor’s information

»  Submission of offers/bids in the awarding procedure

*  Supplementing the offer, responding sponsor’s information
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1.1. Technical requirements

Participating in electronic bidding requires having access to a computer with the following minimum parameters:

* access to the Internet,

* JavaScript enabled,

» recommended internet connection speed over 500 KB/s,
» Acrobat Reader installed,

* Internet Explorer, Opera, FireFox, Chrome browser installed — we recommend the latest versions of browsers.

2. Public area

The system is available to users via a web browser. The eB2B procurement platform is available at https://platforma.eb2b.com.pl
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Figure 1 Public area of the system

13
i eB28 Procurement Platform . :
F - e Business, Benefits, Contacts, Profit You are not logged in 4t
"<

Awarding procedures Welcome to eB2B Procurement Platform ~
ogi v
Forgotten password v It allows safe and simple registration of vendors contracts, annexes, acceptance and settlement of all purchase documents and their exchange with vendors. The eB2B Platform provides an opportunity to pericdically evaluate the deliveries and
contracts completion using customer defined criteria. One can easily classify vendors and simplify documents flow.
eB2B Team wishes effective negotiations to both our customers and vendors. Please login.

The medern eB2B Procurement Platform supports the management of the purchasing cycle on Procure to Pay basis, starting from purchase requisitions, their acceptance, organization of RFI, offer inquiries, electronic tenders including many
possible awarding procedures and Publications Office of the European Unicn requirements.

HIDE MENU #

The menu interface has been designed in a clear and intuitive way, making it easy to navigate through the application. Moving to the appropriate
o]
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tabs of the menu, individual links allow users to view open awarding procedures, view published results of awarding procedures, log in to the
system, self-reset of the passwords, registration in the supplier database and obtainment of the contact details of the platform administrator.

Figure 2 System public area — user’s menu overview

1}
-;L‘ A eB2B Procurement Platform 7 :
> e Business, Benefits, Contacts, Profit B L
I

<« Awarding procedures a Welcome to eB2B Procurement Platform ~
2

= List of open awarding procedures > N N — N _ B - N . -

4 The medern eB2B Procurement Platform supports the management of the purchasing cycle on Procure to Pay basis, starting from purchase requisitions, their acceptance, organization of RFI, offer inquiries, electronic tenders including many

= Awarding procedure results possible awarding procedures and Publications Office of the European Union requirements.

H publication > It allows safe and simple registration of vendors contracts, annexes, acceptance and settlement of all purchase documents and their exchange with vendors. The eB2B Platform provides an opportunity to pericdically evaluate the deliveries and

3 contracts completion using customer defined criteria. One can easily classify vendors and simplify documents flow.
Awarding procedure notices >

Offers opening notices > eB2B Team wishes effective negotiations to both our customers and vendors. Please login.

Planned procedures »

I

Login

Login »

Forgotten password

I

Forgotten password >

I

Registration

Registration >

Contact

I

Contact »
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2.1. Awarding procedures

In the "Awarding procedures" tab, the user can go to: "open awarding procedures” and "awarding procedure notices".

Figure 3 View of the Awarding procedures tab

' Awarding procedures A |

List of open awarding procedures »

Awarding procedure results
publication =

Awarding procedure notices »
Offers opening notices »

Planned procedures =

In the "open awarding procedures” each, individual commands of the toolbar allow: "go to awarding procedure” - preview of the indicated
procedure, "Apply for participation in awarding procedure™ - registration of participation in the proceedings (activates access to questions, offer
and in a specific configuration of attachments tabs) " Download awarding procedure settings - generates a pdf document with a summary of the

configuration of the contract awarding procedure.
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Figure 4 Preview of the ""Open awarding procedures™ screen in the ""Awarding procedures’ menu - an overview of the commands
available on the toolbar

| Listof open awarding procedures

[ ] Go to awarding procedure = Apply for participation in awarding procedure E] Download awarding procedure settings (PDF) V7 Date filter <) Introduction 0 How de 1 find respective procedure?

d Record number Awarding procedure no Name Assortment group Sponsor's company Ordering party Province Sponsor Test Public (Proc La Type Awarding procedure statu:
2 w v v

2.2. Login

Logging into the system requires having user account. User accounts are created by eB2B Clients or by self-registration in the Suppliers database
by filling the registration form available in the "Registration” menu. In the login panel, enter your e-mail address and password.
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Figure 5 Login panel on the eB2B platform

eB2B Procurement Platform

Business, Benefits, Contacts, Profit You are not logged in Login

e-mail: = ‘kuntahentl@ebzh.com.pl ‘

Password: *

HIDE MENU &

sessassssarnnniseasend \

Remember my e-mail

Forgot your password? Register Login
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2.3. Password recovery

In case of forgetting the password, please use the "forgotten password" form before logging into the system. After entering the e-mail address in
the required field, click the "send" button.

Figure 6 Location of the password recovery form

\

-V eB2B Procurement Platform , :

> e Business, Benefits, Contacts, Profit PR ~—ie L
AR

Awarding procedures 1 forgot my password PS

Login Your e-mail [ |
address: *

HIDE MENU #

Forgotten password

Forgotten password

Registration

Contact

II
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2.4. Registration

In the event that the Bidder does not have an account on the platform, registration is required by completing the registration form. The

registration form consists of 4 elements:
1. Form with basic data. Required fields have been marked with a "*" sign.

2. Indication of the industry specifying the type of activity
3. Getting acquainted with the regulations and acceptance of the regulations.

eB2B procurement platform manual
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Figure 7 Registration form

b

User's details

Name:*
Surname:*

e-mail:*

Language: ™ English (United Kingdom)
Time zone: ™ Europe/Warsaw

I would like to receive notifications of new open awarding procedures

Company data

Abbreviated company name: =

Full company name:*

Country: = Niue

Tax ID number: = 123413242
KRS:

A

Street:*

Building number: = 1.
Postal code:™

City: ™

County:

Province: * MNA
Stationary telephone: =

Mobhile: =

Fax:

WAWW address:

Bank account number: @

Describe your company:

Key words:

Industries

= B Industries
[ () building industry
=[] [ Banking, finance, insurance
@[] () Health & safety
#[] [ Parts for railway rolling stock
[] [ Water dispensers, Vending machines
#[] ) Industrial electrenics
=[] (£ Electronics
#[] [] Power enginearing
#[7] () Thermal snergy
#[] L] Power enginesring devices
4[] [ Power engineering services
#[] [] Hospaality catering events
[ [ Gas industry
#[7] [ Gecdesy cartography
@[] [ Mining
[] (L] Trade and other
#[7] (L) Computer equipment
#7717 services

#[] [ vantilation sir
=[] (£ Coupons , packages
#[] [] Leborataries - equipment services
[ [ lotnichwo
#[] [ boats. ships
@[] () Office machines
@[] () Gther machineny

Search

11 dedlare that I have become acquainted with "Terms and conditiens” and accepted it and have become acquainted with the "Information obligation”
*Required ficlds 3.

Save
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The last step is to save the form using the "Save" button. By saving, the form will be sent to the Platform's Administrator. After receiving the
form and verifying the data, the application is accepted or rejected (in case of incorrectly entered data). After accepting, the bidder will be able to

log into the platform by receiving a previously generated e-mail from the system. The e-mail contains basic data about the system.

Figure 8 Content of the e-mail

[ | Mew user's account in the eB2B Procurement Platform i 4

WEICD‘mE FERR R R R

r

Please be informed that an account has been created for your company in the eB2B Procurement Platform.
Your access password is XXXXX

Far security reasons, the password should be changed after logging into the system.
The eB2B Procurement Platform is available at

https://platforma.eb2b.com.pl

i | If this message is not meant for you, please be aware that any disclosure, copying, distribution or use of this message and any
attachments is prohibited. If you have received this message in error, please immediately notify and send it back to the sender
and delete it from your system along with all the attachments. & message is automatically sent from the eB2B Procurement
Platform. Please to not response. If you response the message will not be delivered.
https://platforma.eb2b.com.pl
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2.5. Communication

Platform users are provided with eB2B support from 08:00 to 16:00 (UTC +1: 00) on working days. If you have any questions about the eB2B

Purchase Platform or to report any errors in translation or operation, please contact us by phone at

+48 22 378 39 70, +48 222584861, +48 537333338, +48 695347328 or by writing to the following address: admin@eb2b.com.pl

For support in English, please call: +48 600 390 036, support@eb2b.com.pl

For substantive issues concerning the organization of awarding procedures, contact the relevant sponsor using the Inquiries / Information tab in the

details of the awarding procedures.

3. User’s interface

After logging in, the user sees the interface available to him, which consists of three elements: the header (see 1 figure 9), the user menu (see 2 fig.

9) and the work area (see 3 fig. 9).

15
eB2B procurement platform manual



eB2B Sp. z 0. 0. ig'/

Figure 9 View of interface elements

L
~ V4 eB2B Procurement Platform -
o ‘ e Business, Benefits, Contacts, Profit 13:02:28 (Europe/Warsaw, UTC+02:00) Notifications Log out

Welcome: KONTRAHENT MARCIN

Awarding procedures v Notifications

ot i 3
‘ e Last modification
Vendor's panel v 3

HIDE MENU &

4 4 |Page 0 |ofo| b B | No data to display Entries onpage: |25 ||
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In the header area there are:

- Name of the logged in user
- Notification function

- Log out function

Figure 10 Private system zone - an overview of the header elements

\
oz B2B Procurement Platform -
(> e Business, Benefits, Contacts, Profit 14:11:15 (Europe/Warsaw, UTC+02:00) Notifications Log out
4 -~

Welcome: KONTRAHENT MARCIN

While working in the system, the user uses the menu tabs available to him. Each of the menu tabs links to specific system functions. The number
of tabs and links of the user's menu depends on the rights assigned to him by the administrator.

17
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Figure 11 Private system zone — user’s menu overview

I

Awarding procedures

List of open awarding procedures *
My awarding procedures *
Planned procedures *

Awarding procadure results
publication *

Awarding procedure notices *

Offers opening notices *

Cuestionnaires

Vendor's panel

Settings

In the work area, the system screens of individual menu links are displayed. The work area can be enlarged by rolling the user menu (see 2 Fig.

12).
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Figure 12 Private system zone - work area

- Y e eB2B Procurement Platform .
y - e Business, Benefits, Contacts, Profit 7:23:40 (Europe/Warsaw, UTC+02:00) Notifications Log out

Welcome: KONTRAHENT MARCIN

List of open awarding procedures > & Mark all as read. 43 Display unresd 4% Display all
| U2 | Last modification

My awarding procedures >
Planned procedures >

Awarding procedure results
publication >

Awarding procedure notices >

Offers opening notices »

Vendor's panel v

{
=>

4 4 | Page |0 of0 | b M | Mo data to display  Entries on page: |25 ~
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3.1. Awarding procedures

After logging in the system, in the menu tab in "My awarding procedures” there are all the contract awarding procedures to which the Bidder
received the invitation / access. Individual commands of the toolbar allow: "go to proceedings” - preview of the indicated procedure, "download
procedure settings" - generate a pdf document with a summary of the procedure configuration, “resignation from participation™ - removal from
the proceedings, "report another participant of your company" - sharing access to the awarding procedure with another user.

20
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Figure 13 View of the "My awarding procedures’ menu tab

Awarding procedures

I

List of open awarding procedures >
My awarding procedures
Planned procedures >

Awarding procedure results
publication >

Awarding procedure notices >

Offers opening notices »

Questionnaires

‘Vendor's panel

Settings

List of awarding procedures

[] Go to awarding procedure | Download awarding procedure settings (PDF) == Resignation from participation { Invit= another participant of your company

Tame Teserment grous Toenzars company

numbsr awarding procedure ng

qing procecurs satus

R | |

[] 123525  AUTEST-000462 1234562019 Test skladania ofert FIRMA TESTOWA T
[] 123515  AUTEST-D00461 1234562019 Test skladania ofert FIRMA TESTOWA T
[ 122785 AU-000043 TEST - WNP-000022 ZAKUP Ushugi konsultingovee i PKP IC TEST
doradcze
[7 122744 AU-000232 654321/2019 Postspowanis testowe MOSTOSTAL KRAKGW S.A.
[ 122217  AU-008447 WNZ-023669 wykonanie w 3 Ustugi wyceny wartosci ~ PKP 5.,
i 3ci— zhycie
operatéw szacunkowych
wraz z wersja
elektroniczna,
okreglajacych wartosé
ryni 9
samodzielnych lokali
[] 122134 AU-000736 ZPT/13/2015-UM dostawa czedci zamiennych KOMENDA WOJEWGDZKA
do pojazdaw POLICI W OLSZTYNIE
[] 122125  AU-000735 Z4-p/13/13 Sukcesywne dostawy czeéd KOMENDA WOJEWGDZKA
zamiennych do pojazddw POLICI W OLSZTYNIE
samachcdovych dia
Komendy Wojewddzkiej
Policji w Dlsztynie (14
zadan czstciaveych)
[] 122090  AU-000229 Podpery Anod i Katod - Inne MOSTOSTAL KRAKGI S.A.
Polisulfon (PSU) - ZGH
Balestaw
[ 121890 AU-012723 Analiza rynku - Zabezpieczenie opieki  Opieka medyczna 10-06-  MPWIK W M. ST.
Zabezpieczenie opieki medycznej w trakcie o1 WARSZAWIE 5.A
medycznej wr trakcie Piknikuz  Pikniku z okazji Dnia
okazji Dnia Driecka Driecka
[] 121758  AUTEST-000460 4321/2019 Nazwa postepowania - bast FIRMA TESTOWA T

PKP 5.A. Oddzial

rowania
Hieruchomosciami w
Krakowie

LUBELSKIE

SEKCIA ZAMGWIEN
PUBLICZNYCH I FUNDUSZY
POMOCOWYCH KWP

MOSTOSTAL KRAKGW

MALOPOLS...

Wydziat Realizacji
Zaméwier Ogélnych

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Purchass

Purchass

Purchase

Purchase

Purchase

Purchase

Purchase

Purchass

Purchase

Purchass

Closed

Finished stage: Skisdanis ofert
Finished stags: Skisdani whicskivr
Resolved

Finished stage: bidding

Exclusion/Resignation

Finished stage: SKEADANIE OFERT

Finished stage: skladanie ofert

Finished stage: submitting offers
(RFQ)

Exclusion/Resignation

Finished stage: Skisdanis ofert

2013-06-13 13:50 -

2019-06-13 13:50

2019-06-10 14:05

2019-06-10 13:58

2013-06-06 11:25

2019-06-06 11:27

2013-06-06 13:50

~
>

PagaElnf?S F H|2

Displaying 1 - 25 of 1854 Entries on page:

25 v
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The user can decide what columns to display, in what order. By clicking on the table heading (for example, the Name field), click on the small
triangle, then select the Columns menu and select / deselect selected columns. The browser will remember the settings on your computer.

In “My awarding procedures” submenu, press Introduction to watch a video showing how you can navigate in the eB2B Procurement system. The
film is available in Polish and English.

., Introduction” button — displays video presentation panel

V7 Date fiter l <) Introduction |0 How do I find respective procedure?
d Awarding procedureno | Record number Name Sponsor's company Ordering party Sponsor Test Pubiic
= v

53909 AU-000009 test japanese TEST BSH SUBSIDIARY TEST SPONSOR CHINA No

53890 AU-000008 test japoriska réine strefy czasowe. TEST BSH SUBSIDIARY ADMIN BSH No

53840 123 Test AUTEST-000012 Postepowanie testowe - test procedure TEST BSH SUBSIDIARY TEST BSH SUBSIDIARY ADMIN BSH Yes

53523 123 Test JG AUTEST-000011 Test aukcja japoriska - Test Japanese auction TEST BSH SUBSIDIARY TEST BSH SUBSIDIARY ADMIN BSH Yes

53521 AU-000005 test TEST BSH SUBSIDIARY ADMIN BSH No

53516 123 Test JG AUTEST-000010 Test aukcja japoriska - Test Japanese auction TEST BSH SUBSIDIARY TEST BSH SUBSIDIARY ADMIN BSH Yes

53479 123 Test AUTEST-000009 Test aukcja japoriska - Test Japanese auction TEST BSH SUBSIDIARY TEST BSH SUBSIDIARY ADMIN BSH Yes

53207 123 Test AUTEST-000008 Postepowanie testowe - test procedure TEST BSH SUBSIDIARY TEST BSH SUBSIDIARY ADMIN BSH Yes

52116 AU-000003 test ch2 TEST BSH SUBSIDIARY TEST SPONSOR ENGLAND No

Sponsor’s view — display of selected columns

22
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Awarding procedure status

T
)
<« Awarding procedures S 1w
2 : — . 7 1
= List of open awarding procedures > o= New [ | Go to awarding procedure Create similar Edit '« Bidders' evaluation J\-| Download awarding procedu — ttothefile ‘7 Date filter »
i 3 - = - [¥]  Record number
E List of awarding procedures id ~ Record number Name BA'.vardir.g procedure @ Nome Ordering party
T A = 1
Awarding procedures for bidders > b4 2 sor Ascending Fl -
52303 AU-000214 ELEMENTY GUMOWE-USZCZELKI = W1 Awarding procedure no STWA BSH Sprzat Gospc 4
Drafts and templates > %! sort Descending o : Domowizgo Sp. 2
) I¥]  sponsor's company
Approval of applications for T ——
participation > [ 52116  AU-000003 test ch2 Assortment group =
Awarding procedure results Ordering party
publication > =
¥ province
Managing the publication of 51844  AU-000242 8001094989-PRODUCT INFORMATION LABEL
awardi ,«j procedures results > BGB2UA330 8001094935-PRODUCT INFORMATION ] Sponsor
= LABEL BGB2UA310
Offers opening announcements > [¥]  Related purchase requisition
=z [ 51808 AU-000003 Kamnik Test procedure 123 test Kamnik .
Inquiries to an expert > 7 Approved
Actions sent for approval > [¥]  Hidden awarding procedure
Action approval > 51807 AU-000002 Mohor's test procedures 123 test Mohor @ | purchase orders
Archive of action approvals > M Test
Reports » [ 51806  AU-000001 Gregory's test procedure ...... 123 test Gregory (V|  public (Proc Law)
[¥]
| Vendors | = [{Type
[ 51713 AUTEST-000075 Media online TEST test 123 ] Open/Closed \RSTWA Oddzial Rzeszo
| Settings | = -
v

By clicking on the table header (e.g. the Name field) and holding down the left mouse button you can move the column to another place (drag and

drop), the user can also define the width of the columns by catching the edge of the column and holding the left mouse button move the column

edge to the right or left . You can also sort and filter the displayed data.

Sponsor’s view — moving the column to the left

eB2B procurement platform manual
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Awarding procedures A

List of open awarding
procedures >

My awarding procedures

Awarding procedure results
publication >

Offers opening announcements >

Settings |

Help |

1d

<>

53523

53521

53516

53479

53207

52116

51623

47606

45865

Record number

AUTEST-000011

AU-000005

AUTEST-000010

AUTEST-00000%

AUTEST-000008

AU-000003

AUTEST-000002

AUTEST 1

_Name
<

o,

l Awarding procedure no I Sponsor's company

Test aukcja japoriska - Test Jap

test @ Awarding procedure no

Test aukcja japonska - Test Japanese auction
Test aukcja japoriska - Test Japanese auction
Postepowanie testowe - test procedure

test ch2

TEST CH

AU-000001

Sample inquiry

auction

123 Test JG

@ Awarding procedure no
123 Test JG

123 Test

123 Test

123 e-Rfx

123 eRfx

TEST BSH SUBSIDIARY

TEST BSH SUBSIDIARY

TEST BSH SUBSIDIARY

TEST BSH SUBSIDIARY

TEST BSH SUBSIDIARY

TEST BSH SUBSIDIARY

TEST BSH SUBSIDIARY

TEST BSH SUBSIDIARY

TEST BSH SUBSIDIARY

Ordering party

TEST BSH SUBSIDIARY

TEST BSH SUBSIDIARY

TEST BSH SUBSIDIARY

TEST BSH SUBSIDIARY

Sponsor

ADMIN B¢

ADMIN BSH

ADMIN BSF

ADMIN BSk

ADMIN BSk

TEST SPO

TEST SPOM

TEST SPO

GERMAN
TEST SPOM

Certain columns can be hidden / invisible to the user in the default view.

To search for specific awarding procedure, knowing its name, type in the Name column for the appropriate phrase, e.g. "test" The system will

display the procedure containing the word "test" in the Column Name.

Filters can be combined - by typing in another column awarding procedure number, e.g. 123. the system will display procedures containing the

word "test" in the column name and 123 in the column number.
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Bidder’s view — filtering in columns

Awarding procedures N |

List of open awarding |

Go to awarding procedure  /~| Download awarding procedure settings (PDF) == Resignation from participation (’, Invite another participant of your company

procedures > Id Awarding procedure no Record number Name Sponsor's company Ordering party Sponsor
My awarding procedures @ C |123 I Itest l

[ 53523 123 Test 1G AUTEST-000011 Test aukcja japoriska - Test Jap auction TEST BSH SUBSIDIARY TEST BSH SUBSIDIARY ADMIN B¢
Awarding procedure results
publication > - 3

| 53516 123 Test 1G AUTEST-000010 Test aukcja japoniska - Test Japanese auction TEST BSH SUBSIDIARY TEST BSH SUBSIDIARY ADMIN BSH
Offers opening announcements >

[ 53479 123 Test AUTEST-000009 Test aukcja japoriska - Test Japanese auction TEST BSH SUBSIDIARY TEST BSH SUBSIDIARY ADMIN BSH
Settings | : ;

| 53207 123 Test AUTEST-000008 Postepowanie testowe - test procedure TEST BSH SUBSIDIARY TEST BSH SUBSIDIARY ADMIN BSH

Help |

To remove the selected filter, hover the mouse over the filter field and click on the cross (the field with active filter is displayed in green italic)

Name

test

To remove all filters at the same time, click on the icon €?
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Removal of all filters from the list of procedures
s New S0 to awarding procedurs reats similz Bidders' evaluatic [ swarding procedure s=ttings (POF) @) ESPD B | Printto the file Y7 Date filter »
id Record number & Name Awarding procedure no Sponsor's company QOrdering party
@ | = test 123

3.2. Settings module

There are 4 links in the "Settings" tab. In the "my settings"”, the system allows user to edit personal data, "My companies" - allows user to view the
company data to which he/she is assigned, "Users" - allows editing and adding company users, "Digital signature test" enables electronic signature
test.

26
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Figure 14 View of the ""Settings" tab

My settings »

My companies »
My attachments =
Users »

VIP employess »

Digital signature test =

3.2.1. My Settings

In the "My Settings" tab, the user has the ability to edit his/her data, change the password, time zone, configure a replacement, and change the
font and contrast of an application that is useful to people with disabilities. The user can also specify whether he/she wants to receive new
information about new open awarding procedures.

27
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Settings/My settings

Awarding procedures

Questionnaires

Vendor's panel

Settings

My settings

My companies *
My attachments >
Users >

VIP employees >

Digital signature test >

35t Reset column settings ||, Activate one-time codes

Active sessions

Current password: *
Name and surname: *
e-mail: *

Telephone:

Mobile phone:
Deputy:

Time zone: *

—[7] Password change

‘ KONTRAHENT MARCIN

‘ kontrachent1@eb2b.com.pl

+48 111111112

| &

‘ Europe/Warsaw

d

Send notifications of new open awarding procedures

change font and contrast

Save

== (lose the session

IP address
148.81.172.190
83.144.64.158

Logged as
directly
directly

Browser
Chrome

Chrome

Log in date
2019-06-18 12:52:35
2019-06-18 13:14:18

» Notification history

The user can choose the option of additional authorization i.e. activation of the login code. Then, when you log in, you will have to enter your
password and additionally the code from the application.
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Additional verification is included in the Settings / My Settings menu. Click on the "Activate code logging" button, then click Activate code and
follow the instructions on the screen. Activation requires the installation of the Free OTP application on your mobile phone. From now on, the
login will require additional authentication by the code displayed by the application on your phone.

Activation of login with additional safety code

A
- Y Ay eB2B Procurement Platform —
{ - e Business, Benefits, Contacts, Profit 13:46:33 (Europe/Warsaw, UTC+02:00) Notifications Log out

Welcome: KONTRAHENT MARCIN

Awarding procedures

Questionnaires 341 Reset column settings |5\ Activate one-time codes | Active

== (lose the session
Current password: * |

Vendor's panel

1P address Logged as Browser Log in date
Name and sumame: | KONTRAHENT MARCIN |
148.81.172.190 directly Chrome 2019-06-18 12:52:35
e-mail: * | kontrachent1@eb2b.com.pl | 83.144.64.158 directly Chrome 2019-06-18 13:14:18
My settings Telephone: [+48 111111112 |
My companies » Mobile phone: | |
My attachments » Daputy: | ‘ v ‘ 6
Users > Time zone: ¥ | Europe/Warsaw “’ |
VIP employees > Send notifications of new open awarding procedures
Digital signature test > change font and contrast
—[[7] Password change
Save
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Activation of authentication using one-time codes

Authentication using one-time codes is a convenient and secure way of
authorization in the eB2B platform. However, before you activate this
function, make sure that you have an iOS (Apple iPhone) or Android. The
eB2B platform uses the FreeOTP application available on the AppStore and
Google Play for generating one-time codes.

L Download on the ANDROID APF ON

& AppStore S Google Play

After correctly installing the application on your phone or tablet, click the
Activate code button to start authentication using one-time codes

CANCEL ACTIVATE CODE
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To deactivate code logging, select "Deactivate logging with a code" in the Settings / My Settings menu. If you have any problems, please contact

the administrator.

Login panel with a safety code

e-mail: * grzegorz@eb2b.com.pl
Password: ™ escssessssscacensnee

V] Remember my e-mail

Application code: ™

Your account is enabled for two-steps authentication. Enter the code
from the authentication application in the box above.

Forgot your password? Register Login

3.2.2. My companies

The "My companies" tab provides the ability to view and edit company data and assign your company to one of the 250 industries. Select your

own company and click the Edit button, than either change your company data or assign it to the relevant industry. Save changes when ready.
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Editing company data.

Awarding procedures

My settings >

My companies
My attachments >
Users >

Digital signature test >

Help

. Edit 8 List of dients

<

Name

1 Testbidder 1

Full nar

Test bit

_ Test bidder 1
Company data Industries

/' Checkall “” Uncheckall
[1(2] Gas appliances

[1 (2] naprawa gazociagéw

=[]43 Geodesy cartography
[7]1Z0 Maps, cartography

[7] 2] Geodetic service, measurements

[ 2] Appraisal, valuation

[7]12 Development plans
= [7]3 Mining

[] (2 Mining industry - machinery, equipment

D &0 Mining - mining equipment, parts
[ 2 Mining - emergency equipment
[] (2] Maintenance and restoration of mining equipment

[] (2] Trade and other
=[] =3 Computer equipment

| comput]

-

| found: 6

L)

Save

Building number = Postal

13 01-00

»

Additional details
Contact details:

Test bidder 1

Test Street 13

01-001 Test City

Tax ID number: 1234567890
KRS: null

AX: null

Stationary telephone:
Mobile:

Fax:

WWW:

Annual turnover in PLN:
Financial year:

Assigned industries:

Concrete

»
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3.2.3. My attachments

A tab allowing vendors to add attachments to vendor's profile.

3.2.4. Users

"Users" tab provides the ability to view your own company users and edit their data, as well as to add a new user. It also allows you to check the

login history of the given user. To do so, select from the list the user you are interested in and click the "Login history" button.

View of Users tab

Awarding procedures

o New | Edit == Delete 1 MarkasVIP employes () Login history 1~ Agprove/Delete

Questionnaires

Name and surname e-mail Job position Assigned company Telephone Mabile phone Fax ‘Qwer of digital signaty Serial no of digital signi  Active ~ Administratol

Vendor's panel tes - -

JAN TESTOWY jantestowy123@eb2b.com.pl KONTRAHENT PUBLICZNY 1 w w

My settings >

My companies >
My attachments >
Users

WIP employees >

Digital signature test >
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4. Help module

In the "Help" tab, there are links to: the system administrator’s helpdesk and user manuals, where you can find the latest version of posted

manual.

Figure 15 View of the ""Help™ tab

Contact

Instructions =
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5. Submitting an offer in the contract awarding procedure

In "My awarding procedures™” menu tab you can find all the proceedings to which the Bidder received the invitation / access. To access the details
of the contract awarding procedure, double click on its name or mark it and use the command "go to awarding procedure”. After displaying the
details, individual tabs "Awarding procedure settings", "Attachments”, "Questionnaire"” (optional if defined by the sponsor) "Bidding", "Detailed

offer” (optional if defined by the sponsor), "Inquiries / information. "
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Figure 16 View of the details of the awarding procedure

@ Awarding procedure settings | [[J] Attachments || % Participants | ® Bidding ? Inguiries/Information || 4 Notifications

5.1. Awarding procedure setting

The awarding procedure settings tab presents procedure details, dates, stages, terms of bid submission, awarding procedure items and their

evaluation criteria. All this information may be printed in pdf file. Information in this tab is divided into sections:
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Figure 17 View of the ""Awarding procedure settings' tab

Contract awarding procedure - aukcja japonska PS

@ Download awarding procedure settings (PDF)

Finished stage: bidding

eB2B procurement platform

manual

Automatic bidding mode:

Japanese auction

‘@ Awarding procedure settings b ” 6 F ” 12 Bidding ” ? Inguiries/Information
~Eenera i .I —Istanes and datesI
Sponsor's company: SZKOLENIA Awzrding procedure notification date: 2019-05-24 09:52
Awarding procedure no: . . . .
Name: aukga japoriskz Deadline for displaying apen contract awarding procedure:
Description of awarding procedure: Stage type Round Commencement date | Completion date
Assortment group: 1 Submitting offers (RFQ) 1 2018-05-24 09:52 2018-05-24 09:53
Test mode of awarding procedure: Yes v
Awarding procedure type: Closed 2 Bidding 1 2019-05-24 09:56 2019-05-24 10:15
Legal type: Mon-public
—Eerrns of offer and bids suhmissionl —F-aua On setngs ﬂpflnn-’.l
Bids submitted in: Unit price Requirement to outbid the leading bid: No
Price type: Met price Bidder sees values of the leading offer: No
Offer requirements: All items Bidder sees points of the leading bid: Mo
Offer valid: not defined Bidder sees the ranking of the item: No
Form of placing bids: electronic Bidder sees the ranking of the evaluation criteria: No
Bidder seas the number of points: No Bidder sees the overall position: No
Default currency: PLN Bidder sees the number of competitors: No
Copy bidder's offer to the bidding stage: Yes

— Bidding extra time

Launch bidding extra time: Yes
Length of extra time (in seconds): 180
After the n-th extra time, the length of extra time is changed: No
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The "General information" section contains information on:

* The sponsor of the proceedings - company and personal data

« Awarding procedure number - internal number of proceedings assigned by the Sponsor

» Name - defines the subject of the proceedings (purchase / delivery / sale / service)

* Description of awarding procedure - a brief description of the proceedings

» Assortment group - defined by the Sponsor

eB2B procurement platform manual
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Figure 18 View of the ""General information section

General information

Sponsor's company:

Awarding procedure no:

Mame:

Description of awarding procedure:
Assortment group:

Test mode of awarding procedure:
Awarding procedure type:

Legal type:

""Stages and dates" section contains information on the defined stages in the awarding procedure and their dates.

eB2B procurement platform manual
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test sekcje
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Closed
Mon-public
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y |
Figure 19 View of the "Stages and dates™ section

Stages and dates
Awarding procedure notification date: 2019-06-19 10:20
Deadling for displaving open contract awarding procedure:
Deadline for adding attachments: 2019-06-21 12:00
Deadline for sending inguiries: 2015-06-21 12:00

Stage type Round Commencement date | Completion date
1 Submitting offers (RFQ) 1 2019-06-19 10:20 2019-06-19 11:00

« Commencement date - specifies the date when the bidder will be able to submit an offer in the awarding procedure.
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» Completion date - defines the date on which the system will block the possibility of submitting offers in the awarding procedure.

The system allows you to configure the procedure containing the following stages:

RFI/submission of applications, submitting offers stage (RFQ), bidding stage, offline negotiations/final negotiations stage.

Section " Terms of offer and bids submission™ contains information determining the requirement to submit an offer in the awarding procedure.

Figure 20 Section ""Terms of offer and bids submission™*
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Termms of offer and bids submission

Bids submitted in: Unit price
Price type: MNet price
Offer requirements: All items
Offer valid: not defined
Form of placing bids: electronic
Bidder sees the number of points: Mo

Bidders determine the guantity of items:  Yes
Default currency: PLMN

* Bids submitted in - determines whether bids are submitted in unit prices or in relation to the value of the subject of the awarding procedure.

* Price type - determines whether offers will be submitted in net or gross prices.

» Offer requirements - determines whether it is possible to submit an offer for selected items (partial offers) or all in the awarding procedure.
 Multicurrency - multi-currency included, determines in which currencies the Sponsor allows submitting bids in the proceedings. Reference rates
are determined by the Sponsor or collected from the National Bank of Poland.

* Default currency - defines the default currency used in the proceedings.

In the "e-auction settings options™ section, you can see the settings regarding the view during the bidding stage, while in the "Bidding extra time"

section, you can see information about the time and number of extra times in the course of the bidding.
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Figure 21 View of the "e-auction setting options’ and "'Bidding extra time'" sections

e-auction settings options

Requirement to outbid the leading bid: No
Bidder sees values of the leading offer: Yes
Bidder sees points of the leading bid: Yes
Bidder sees the ranking of the item: Yes
Bidder sees the ranking of the evaluation criteria: Yes
Bidder sees the overall position: Mo
Bidder sees the number of competitors: Yes
Copy bidder's offer to the bidding stage: Yes
Automatic bidding mode: none

Bidding extra time

Launch bidding extra time: Yes
Number of seconds between last bid and dosing of an awarding

procedure: 120
Length of extra time (in seconds): 120
Number of extra times: 099
After the n-th extra time, the length of extra time is changed: Yes
Mumber of extra time after which its duration changes: 3
Length of extra time after the change (in seconds): 60

In the " Awarding procedure item " section, there are items that can be submitted in the awarding procedure and defined parameters to be

assessed by the Sponsor. For each item and parameter, depending on the method chosen, points or percentages may be assigned.
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Figure 22 View of the section **Subject matter of the proceedings"

Awarding procedure item

Description of an awarding procedure item and evaluation criteria Initial value It is require It is require Minimum bid change Maximum bid change Unit Trend

= Przedmiot 1: 1 szt.

H Met price hidden Yes No 20.00 not defined PLN/szt. AN
= Przedmiot 2: 1 szt.

2 Met price hidden No No 10.00 not defined PLM/szt. %
2 Warranty hidden No No 1.00 not defined miesigce ra

5.2. “Attachments” tab

In the "Attachments" tab, Sponsor's attachments attached to the awarding procedure are available to download. The attachment is downloaded
after clicking on the selected attachment and pressing the "Download" button. In order to download all attachments at the same time, click on the
command "Download all sponsor's attachments”. They are downloaded in the form of a zipped file. To start the process of adding attachments to
the awarding procedure, click "Add attachment”. A window will appear, where you can choose between two tabs: "Upload a new attachment to
the contract awarding procedure” (upload the attachment from the computer) and "Upload attachment from your vendor’s profile” (upload the

44
eB2B procurement platform manual



document in Settings -> My attachments), describe it by entering the name, select the target file to be uploaded, and choose whether the

attachment is a business secret or contains personal data.

Then click "Save". The system allows you to add files up to 50 MB in the formats: .doc, .docx, .txt, .xls, .xIsx, .ppt, .pptXx, .csv, .pdf, .jpg, .gif,
.png, .tif , .dwg, .ath, .kst, .zip, .rar.

Electronic signature settings for offers submitted on the platform
In the case of users using applications delivered in sets or downloaded from qualified certification centres’ websites, it is recommended to update
the software to the latest versions. From July 1, 2018, the use of SHA-2 hash function is recommended for submitting advanced electronic

signatures or advanced electronic seals.

Below we present how to properly set the SHA-256 hash function on the example of the most frequently used applications of qualified signature

issuers.
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© proCertum SmartSign - Ustawienia -0x

03

Weryfikon

Ogoine Podplis Weryfikacja Znacznik czasu
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Konfiguracja

_\:

Nazwa | <Konfiguracja domydina>

skladanie podpisu

weryfikacja znakowanie czasem

Certyfikat dia podpisu

szyfrowanie

komponent
techniczny

ustawienia sieciowe

eArchiwum

Dowoiny certyfikat

Parametry podpisu  Polityka Zrodia / wyniki podpisu

Format: Parametry podpisu
O CAGES (PKCS#7) Wariant | PAJES-B
O xadES Funkcja skrgtu: SHA-256
(®) PAJES /dia plkéw POF/ Rodzaj 20bowh
() asic-s
[[] Dodaj graficzny symbol podpisu
Pomoc

Przywrd¢ ustawienia fabryczne

Zapisz

Szczegbly

Anulj
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Figure 23 View of the ""Attachments™ tab - the process of adding a file

Contract awarding procedure 123456/2019 - Test skiadania ofert

,@ Download awarding procedure settings (PDF) _‘_ Sponsor's terms and conditions === Resignation from participation

Finished stage: Sktadanie wnioskow

| = Awarding procedure settings Attachments || & participants || ° Inquiries/Information || 4 Notifications |

=fs Add attachment | £ Add attachments - Edition of attachment data == Delete | % Download & Download files - ' Comments | 5} Refresh list
i
Type of file Name Size Contains busint Zawiera dane ¢ Comments
M M
ol add attachment e (%]

J Sponsor's attachments:

3409583_000147427582 (1) I+ Select a file I
Eﬁ Name:

4. tlal:hment is a business secret @
s, | [Bsttachment contains personal data @

ATTENTION: YOU SUBMIT A DECODED ATTACHMENT. SAVED ATTACHMENT WILL BE UNABLE TO READ UNTIL IT
GETS DECODED BY THE SPONSOR.
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After saving the file is visible in the system as encrypted (the possibility of opening the file will be available only after the sponsor decrypts the

offers). By selecting the file and clicking on the "Delete” command, the file will be deleted. By clicking "Add comment", you can add a comment
to the individual attachment.

Figure 24 View of the ""Attachments' tab - adding a comment to the file
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Contract awarding procedure 123456/2019 - Test skiadania ofert

,@ Download awarding procedure settings (PDF) - Sponsor's terms and conditions == Resignation from participation

Stage of submitting offers (RFQ) will finish in: 17 minutes 35 seconds

| = Awarding procedure settings I Attach l & || 2 Bidding ” ? Inguiries/ Information || ik Notifications |
=f= Add attachment  ** Add attachments L+ Edition of attachment data == Delete | # Download 2 Download files ‘I 47 Comments I €4} Refresh list
Type of file Name Eis Size Contains busint Zawiera dane ¢ Comments ~ Type of file Stage of
v v
4" Comments (=[] |— |—
@ Sponsor's attachments:
Content of a comment
3409583_000147427582 (1) KB
E
= Bidder's attachments:
Origir Date of addition
- test KB No Yes submitting offers (RFQ)
_ 5 (round 1}
&
2.
In addition to adding attachments the bidder should enter the value of his bid. Ready vailzble ignore this message.
Please check if the sponsor expects you to submit your offer in the unit prices o orar voraeror reor e yror oo

VAT. All parameters of the contract awarding procedure are available in the Settings tab.

Note — if the Add attachment button is not active it means the sponsor defined a deadline by which bidders can upload their file and it already
expired.
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5.3. “Questionnaire” tab

In the "Questionnaire™ tab, the qualification forms defined by the Sponsor are available. The various toolbar commands allow you to: "fill in the
form™ - fill in the indicated form, "show" - preview the form, "download as PDF" - generate a form for a pdf document, "refresh list" - refresh the

list of available forms. In order to complete the form:
1. Go to the tab " Questionnaire "

2. Select a specific form

3. Click "fill form"

4. Complete the form

5. Save the form

5.4. “Participants” tab

In the Participants tab the bidder may see other employees form bidder’s own company who were invited to the contract awarding procedure by
the sponsor. Every invited bidder has the same rights e.g. each bidder may place an offer during the procedure. To avoid duplication of work it is

recommended to contact your colleague before the bidding stage starts.
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J~| Download awarding procedure settings (PDF) == Resignation from participation

Stage of submitting offers (RFQ) will finish in: 1 minute 51 seconds

= Awarding procedure settings [L_lﬂ) Attachments 2%, Participants /:" Bidding ? Inquiries/Information

\’{, Invite another participant of your company %) Refresh list

Name and surname e-mail Job position Telephone Mobile phone Attachments downloaded? Attachments download date = Exdusion date Justification of exdusion
1 JOHN SMITH john@eb2b.com.pl Mkt manager 123123123 234234234 @
2 XIAN XEN testbidder 1@eb2b.com.pl @

5.5. “Bidding” tab

In the awarding procedure, the offer may be submitted in the default or other currency by selecting the currency from the drop-down list, if the
Sponsor has enabled such an option. The value of the offer is converted according to the exchange rate set by the Sponsor or the NBP exchange

rate. Failure to submit an offer, if it is due, may result in exclusion from the further process. Depending on the settings, the system may require an
offer to be submitted for all or selected items.
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Figure 25 “Bidding” tab view - submission of the offer

/~ Download awarding procedure settings (PDF) *= Resignation from participation
Stage of submitting offers (RFQ) will finish in: 1 minute 20 seconds

= Awarding procedure settings @] Attachments G Participants *+ Bidding ? Ingquiries/Information

J~| Download bids history @ Delete entire bid & Help

Submit a bid

Form columns v

Name Number of points Your bid Criterion trend Bidding Unit

Produkt 1 (1 szt.)

D Awarding procedure description

Net price a0 950.00 A\ 950.00 C & EUR/szt.

Warranty 10 12 7 12 2| @ miesace

Produkt 2 (1 szt.)

Net price 100 990.00 Y 990.00 2 @ EUR/szt.

Offer value 1,940.00 EUR
@I Attachments Display bid history
In addition to 5ubnwn:fmg an of‘f' please make sure Tfhe sponsor reqiur u to add any attachmeﬁts to‘the au‘ua!dmg procedure. :I:cw adé an atta f \ achments tab, arxdmt n fhe + add icon. beadlir -r:m' submission o:"attad‘u‘ner:ts and inquiries to ';:he ocH Ture may hé
1er your bid should exclude/include VAT. All parameters of the contract awarding procedure are available in the Settings tab.

or total value for particular product quantity and

limited by the sponsor. Please check if the sponsor expects you to sub: ur offer in the unit pric

During the offer submitting stage you can enter as many values (offers) as you want. The last properly validated offer is the binding one.

Note — if your offer is incomplete of incorrect the system will display an error message.
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Figure 26 View of the ""Bidding'* tab - submission of the offer including the detailed offer

- Contract awarding procedure UM/2019.05.17 - test - OFERTA SZCZEGOLOWA ~
ures > @ Download awarding procedure settings (PDF) -~ Sponsor’s terms and conditions == Resignation from participation

Stage of submitting offers (RFQ) (round 2) will finish in: 14 minutes 1 second

| = warding procedure sttngs | @ | & rarscponsy [ g ] 5 octased ot | » 1t o [ Wotiican
- | Download bids history & Delete entire bid  ( Help

ATTENTION: YOU SUBMIT A DECODED OFFER. SAVED OFFER WILL NOT BE VISIBLE IN THE SYSTEM UNTIL IT GETS DECODED BY THE SPONSOR.

Submit a bid

@ Form columns ~

| MName Your bid Trend Bidding
PRZEDMIOT 1 (1 szt.)

Unit

[[] Comment to an offer for the contract i item
Net price - W ‘ b I@I@ PLNfszt.
[7] vendor's
'+ Enter the bid unit prices. Total value of your bid will be moved to the section Bid =
PLN
@ Generate an xls file @ Upload from an xds file
Mo. «  Line item detailed offer ~ Manufacturer Additional description ~ Quantity UOM Price Value Currency ‘Comment @ Attachments Display bid history 5 IA Save your bid I
1 Pozycja oferty 1 , 1,000.0000 1,000.0000 PLM ,
szezegitowej 1 b, and then the + add icon. Deadline for submission of attachments and inquiries to the procedure may be limited by
= Pozycja oferty a P 1,500.0000 1,500.0000 e P a2 VAT. All parameters of the contract awarding procedure are available in the Settings tab.
szezegdlowej 2
3 Pozycia oferty 1 , 300.0000 300.0000 PLM ,
szczegdlowej 3
4 Pozycia oferty 1 00.0000 500.0000 PLN y
szczegdlowe) 4 3
5 Pozycia oferty 1 0.0000 0.0000 PLM
szzegdlowe] 5 , ,
I3 Pozycia oferty 1 7 0.0000 0.0000 PLN 7
szezegdlowe] 6
7 Pozycja oferty 1 0.0000 0.0000 PLN
szczegdlowe)j 7 ’ f
3,300.00 PLN

Item line data can be changed after dicking on an adeguate table cell.
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After entering the value of the offer, click "Save offer” and confirm the submission by clicking "Yes" or cancel by clicking "No".

Depending on the server load (number of items), the offer can be loaded for several seconds. The time of submitting the offer is determined by
the time of full transaction processing.

Figure 27 View of the ""Bidding' tab - confirmation of making a bid

Contract awarding procedure UM/2019.05.17 - test - OFERTA SZCZEGOLOWA ~
,@ Download awarding procedure settings (PDF) - Sponser's terms and conditions == Resignation from participation
Stage of submitting offers (RFQ) (round 2) will finish in: 6 minutes 6 seconds

| = Awanting proced

| @ || & Participants || 2 Biddi
~| Download bids history @) Delete entire bid & Help

| Detatled offer ||

[ &

ATTENTION: YOU SUBMIT A DECODED OFFER. SAVED OFFER WILL NOT BE VISIBLE IN THE SYSTEM UNTIL IT GETS DECODED BY THE SPONSOR.
Submit a bid

B Form columns +

| Name

Your bid
PRZEDMIOT 1 (1 szt.)

Bidding

Unit
— . :
[F] Comment to an offer for the contract g p item Conf e @
Net price -
Vendor's

\ ") Do you confirm the correctness of all bid criteria and wish to ¢ ? |

5450.00/@)| @ Lzt

Yes Mo

ue

5,450.00 PLN

Display bid history A Save your bid
the sponsor. Please check if the sponsor expects you to submit your offer in the unit prices or total value for particular product guantity and whether your bid should exdude/indude VAT. All parameters of the contract awarding procedure are available in the Settings tab.

[ attachments
In addition to submitting an offer, please make sure if the sponsor requires you to add any attachments to the awarding procedure. To add an attachment, dick the Attachments tab, and then the + add icon. Deadline for submission of attachments and inguiries to the procedure may be limited by
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Confirmation of a correctly submitted offer is the system message "The offer has been saved". The value of submitted offers is not visible in the
column "Your offer" because the offers are saved immediately encrypted and access to them will be possible only after decrypting the offers by
the sponsor. The submitted offer can be freely overwritten (increased or decreased) during the bid submission stage. The last correctly submitted

offer will be taken into consideration.

5.5.1. “Detailed offer” tab

If the Sponsor has defined a detailed offer, after the bidding stage the Bidder is obliged to update the detailed offer form. Complete the unit price
fields so that the value of all items corresponds to the value of the last bid from the auction. Sometimes it is difficult to write down unit prices so

that the value agrees with the auctioned value. In such case, the "Adjustment of offer value" function is helpful.

The correction of the offer value is the difference between the offer placed during the bidding phase and the actual value of the detailed offer. For
example: the user in the bidding phase placed an offer on a basket of items in the amount of PLN 10,000. After completing the stage, it
completes the detailed offer form, giving the exact value of its offer, which is PLN 9,993.12. In this case, the value adjustment will amount to
PLN 6.88.

Note: The system will not accept a detailed offer if its value is worse than the value placed during the bidding stage.
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Figure 28 View of the Detailed offer tab after the bidding stage.

Contract awarding procedure - test licytacja oferta szczegotowa A

@ Download awarding procedure settings (PDF) - Sponsor's terms and conditions

Finished stage: bidding

| = Avaring procedure sctngs | § Atachments |

| [ miminy | [T TREEEER | @ e v ||

Preview of bidder's detailed offer for: PRZEDMIOT 1 |

kel Save offer data (= | Generate an xds file [ | Upload from an xs file  #45 Load data in the table
No. ~  Name
Pozycia oferty szczegotowej 1
Pozycja oferty szczegotows] 2
Pozycja oferty szczegotows] 3
Pozycja oferty szczegdtowej 4
Pozycja oferty szczegotowej 5
Pozycja oferty szczegotowej 6
Pozycja oferty szczegotowej 7

I 5 er value: 600.00 PLN I

E R T, T A R

Offer balancing figure:

5 (2

Manufacturer

Additional description = Quantity UOM

R

Price

/" 100.0000
/" 100.0000
l# 100.0000
l#* 100.0000
l#* 100.0000
l# 100.0000
¥ 100.0000

Value

100.0000
100.0000
100.0000
100.0000
100.0000
100.0000
100.0000

Currency
PLN
PLN
PLM
PLMN
PLN
PLN

g
:

AR T T N N

Ttem line data can be changed after clicking on an adequate table cell.
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5.5.2. Offer to be submitted as an attachment

The Sponsor has the option of setting the "Offer to be submitted as an attachment™, which means that the "Bidding" tab is invisible and
the Bidder can add only attachments.

Figure 29 View of the price offer submitted only in the form of an attachment in the Attachments tab

(i ‘Contract awarding procedure - powiadomienia o otwarciu ofert do wyproszonego wykonawcy

,h, Download awarding procedure settings (PDF) === Resignation from participation

Finished stage: submitting offers (RFQ)

[ = i d — I ] & rortica || . opening offer ion || 2

General information Stages and dates

Sponsor's company: SZKOLENIA Awarding procedure notification date: 2019-05-21 10:10

Awarding procedure no: Deadline for displaying open contract awarding procedure:

Name: powiadomienia o otwarciu ofert do wyproszonego wykonawcy :

Description of awarding procedure: Submitted offers opening date: 2019-05-24 12:00

Assortment group: Stage type Round Commencement date | Completion date
Test made of awarding procedure: Yes —

awarding procedure type: Closed 1 Submitting offers (RFQ) 1 2019-05-23 10:00 2019-05-24 10:00
Legal type: Non-public

Terms of offer and bids submission

Bids submitted in: Unit price

Price type: MNet price

Offer requirements: All items
ffer to be submitted as an attachment:  Yes

Bidder sees the number of points: No

Public offer opening: Yes

Default currency: PLN
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Confirmation of submission of an offer in the form of an attachment is its appearance on the list of attachments under the Sponsor's attachments. It
is possible to download an additional confirmation by clicking the "Download awarding procedure settings (PDF)" which includes a list of added

attachments:

Contract awarding procedure - powiadomienia o otwarciu ofert do wyproszonego wykonawcy

@ Download awarding procedure settings (PDF) | == Resignation from participation

Finished stage: submitting offers (RFQ)

- .1 . .
J e @ r information || *  Inquiries/Information

? ; Do you want to download the document with an awarding procedure summarny?

No
Inykonawcy
Description of awarding procedure:
Assortment group:
Test mode of awarding procedure: Yes
Awarding procedure type: Closed
Legal type: MNon-public
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5.6. “Inquiries” tab

In the "Inquiries™ tab, you can ask a question to the Sponsor or answer the question.

Figure 30 View of the "Inquiries™ tab

22I Awrarding procedure settings @ Attachments a Participants ‘& Bidding & Detailed offT I ?  Imnguiries/Information I 4k MNotifications
I -

4 Mew fSent I s Recenved
I'-l_!- Aadd inquiry [/ comment I == Download all attachments
3. Attac Originator Topic

--l_i_- Add inguiry f comment [=] =

4.
Topic of inguiry: *I inquirye I
Content of an inguiry: =
Drear Mr X,
=

I Attach Tiles I

o.

7 - cancel

eB2B procurement platform manual

61



eB2B Sp. z 0. 0. \Ve

The question / answer sent to the Sponsor is not available to other bidders. The Sponsor is notified about the question by e-mail sent from the
system. You can attach an attachment to the question / answer provided. The process of adding a file is analogous to uploading attachments in the

"attachments™ tab. To send a question / answer, click the "Save" button.

Attention!!! In PPL proceedings, if the Contracting Party calls for supplementing the offer after opening offers, attachments should be added to

the answer given by checking the "Attach files" checkbox instead of adding them in the attachments tab!

The Sponsor may provide answers to all invited bidders or only to the asking bidder. The bidder is notified about the reply by e-mail sent from

the system.

Figure 31 View of the ""Inquiries™ tab - Sponsor's answer
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[ Contract awarding procedure - test licytacja oferta szczegofowa

-] Download awarding procedurs settings (PDF)

| Sponsor's terms and conditions
Finished stage: bidding

|| @ I &

" - icipants || % Bidding | . Detatied offer || - 3naumn ton || 4
& MNew [Sent | . Received £ Refresh list )| Download as document
«f= Add inquiry / commen t #% Download all attachments [ ] Preview >
Attac Onginator Topic Respons( Date sent ~ Date of updating inquiry
KONTRAHENT.. inquiry 1 2019-06-27 13:55:22  2019-06-27 13:55:22 8;'3;"5‘3:;: ;ﬁ:{)‘;z‘gﬁggg :"'2“2‘:["'
Dear Mr X,
2000
Responses

Criginator: ADMINISTRATOR, Date sent: 2019-06-27 14:03:55

answer

5.7. “Opening offer information” tab

In the "Opening offer information™ tab, the user can see information about submitted offers in the awarding procedure in accordance with the
Sponsor's settings. If the vendor's attachments are set as non-business secrets, they may be visible in the "Information from the opening of offers"

tab (if the sponsor sets this option). Attachments constituting business secrets will never be shown in the "Information from the opening of offers"
tab.

63
eB2B procurement platform manual



eB2B Sp. z 0. o.

»

Figure 32 View of the attachments tab - contains business secrets

Contract awarding procedure - test zalacznika pzp A

- Spenser's terms and conditions

e mes | @ | & partcipns | -

[ 4

o Add attachment ¢ Add attachments £ Download g Download files + | ) Refresh list

As of "2019-01-17 12:00' the deadline for adding attachments expired.

a "

Type of file Name Size Contains business secrets Contains personal data Comments  Type of file Stage of Date sent
l 1 h

@ Bidder's attachments:

- OFERTA 2 11.6 KB No No submitting offers (RFQ) 2019-01-17 11:00:01
{ } (round 4)

.

= QOFERTA 2 11.6 KB No No submitting offers (RFQ) 2019-01-15 1+:15:14
{ } (round 3)

.

= Lista pytan 8.3 KB No No submitting offers (RFQ) 2018-12-31 08:53:11

D (round 2)
s
11.6 KB No No

submitting offers (RFQ)
(round 1)

2018-12-19 11:02:23

In the "Opening offer information™ tab, attachments that do not contain a company secret are visible for download.
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Figure 33 View of the Information tab from the opening of offers

Contract awarding procedure - elektroniczne otarcie ofert - zalaczniki zawierajace dane osobowe

,@ Download awarding procedure settings (PDF) === Resignation from participation

Finished stage: submitting offers (RFQ)

| = Awarding precedure settings ” Attach
,@ Download as document

|| 2 Bidding || 7, Opening offer inf

|| » nquiries/Information |

Attachments that do not constitute confidential business information

The ordering Party reserves that the information from the opening bids does not constitute a notice of the most favorable offer. The ordering party shall communicate the results of the proceedings/stage upon completion of the test and evaluation bids.
Name of bidder
TEST1

KONTRAHENT PUBLICZNY 2 SP. Z 0. O., KONTRAHENCKA 2, 22-222 WARSZAWA
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6. Electronic auction

The stage of the auction may be an independent stage or be the next stage in an ongoing procedure. The method of conducting the auction is

defined by the Sponsor. The eB2B system enables conducting electronic bidding in the following formulas:

1. English Auction - Bidding rule means that the Bidder, wanting to submit an offer, must pass the currently leading offer. The auction
may start with the starting value defined by the Sponsor or the best offer submitted during the bid submission stage. Bidding can be multi-
objective and multi-criteria. The Bidding Rule can be up (sale) or down (purchase). The auction ends with the expiry of the base time or

the time / number of extra time.

2. Dynamic Auction - Bidding rule is that the Bidder places further bids in relation to his previous offer during the Auction. The auction
may start with the starting value defined by the Sponsor or bids submitted during the offer submission stage. Bidding can be multi-
objective and multi-criteria. The Bidding Rule can be up (sale) or down (purchase). The auction ends with the expiry of the base time or
the time / number of extra time. During the Auction, the offers are ranked in terms of the value of the offers and the date of their

submission.
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3. Japanese Auction - Bidding rule is that the Bidder accepts the offer proposed by the system during the Auction. The Bidder participates
in the Bidding until he accepts offers proposed by the system. Non-acceptance of the offer results in the termination of the Auction for a
specific Bidder. The auction ends when none of the bidders accept the offer proposed by the system. The auction may start with the starting
value defined by the Sponsor or bids submitted during the offer submission stage. Bidding can be multi-objective and multi-criteria. The
Bidding Rule can be up (sale) or down (purchase).

The Bid Form formula defines the settings defined by the Sponsor in the "Bidding stage options™ section available in the "General settings"

tab. The English Auction configuration is defined by the following options, value is defined as “YES”:
e Requirement to outbid the leading bid - "yes™" means that the system will accept the offer, which will be better at least the value of
the minimum bid change from the currently best offer in the system.
e Bidder sees values of the leading offer - "yes™ means that the value of the leading offer will be visible.
The dynamic bidding configuration is defined by combinations of the following options, whose value is defined as "YES":

e Bidder sees the ranking of the item — “yes” means that the place of the item of the proceedings will be visible in the ranking.
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e Bidder sees the ranking of the evaluation criteria - "yes" means that the parameter's ranking will be visible (price, payment date, warranty,
etc.). The place of each parameter will be automatically refreshed during the bidding phase.

e Bidder sees the overall position - "yes" means that there is going to be displayed the overall place for all items.

e The bidder can see the number of competitors in the proceedings - "yes" means that the number of participants invited to the awarding

procedure will be visible.

Other possible options:

e Bidder sees the initial value - "yes" means that the starting values will be visible.

e Itisrequired to outbid the initial value during bidding stage —“yes” means that during the bidding stage the system will make it impossible

to submit an offer worse than the starting value.

e Bidder sees the number of points - "yes" means that the number of scored points will be visible.

In each of the auction formulas, there is a different combination of specific options that the Sponsor may define.
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6.1. English and Dynamic Auctions

The bidding panel is available in the "Bidding" tab. The bidding panel consists of the following elements:

1. Time remaining until the commencement / end of the stage - when the extra time is activated, the system automatically recalculates the
moment of ending the auction, taking into account the length of the extra time.

2. "general information™ section - contains information on the number of bidders, your position in the proceedings, the total value, total points.

3. "submit a bid" - contains information about the subject name and evaluation criteria, initial value, minimum bid change, maximum bid change,
your offer from the previous stage, item position and evaluation criterion, trend - determines the direction of the offer value change, offer - place
for entering the value of the offer, unit.

4. Commands "display bids history" and "submit a bid"

5. "The best bid" section - contains information on the current best offer.
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Figure 34 View of the ""Bidding" tab - bidding panel (English and Dynamic auction)

/~ Download awardng procedure settings (POF)

Stage of bidding will finish in: 21 hours 57 minutes 30 seconds

/-~ Download bids history &9 Help

General information

Number of bidders: 3

Submit a bid
& Form columns

Wuh 1 (1 szt.)

| Awarding procedure description

Net price 90
Warranty 10
Produkt 2 (1 szt.)

Net price 100

= Awarding procedure settings = [ Attachments

& Participants

I Your overal ranking: 2 |

Name Number of points Minimum bid change

50.00
not defined

9.00

Your bid

610.00

24

869.00

2 Bidds

,-,'; Detailed offer

Total value: 1,479.00 EUR

Ranking

* Inquiries/Information

Total number of points: 194.348

Criterion trend Bidding Unk

% 610.00 < | @ EUR/szt.
7 24 5| @ miesace
% 860.00 < | @ EUR/szt.

Offer value 1,479.00 EUR

Tl T
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The bidding is based on entering the offer value in each parameter field for the given item. Depending on the settings, the Sponsor may require
bidding on all or selected items of the awarding procedure. In the case of English and Dynamic auction, the manner of submitting the offer looks
the same and consists in entering the value for each parameter field for the given item. Steps to be taken:

1. Go to the "Bidding" tab

2. Enter values of the offers into the active fields of the form

3. Save the offer with the "Save your bid" command

4. Confirmation of the correctness of all parameters of the bid

Sending a bid to the server takes place after confirming the submission of the offer by clicking the "Yes" command in the dialog. In case
of a validation error, the system will promptly return a message informing about errors. Information about the error is displayed below with
the items affected by the error.

6.2. Japanese auction

The bidding panel is available in the "Bidding" tab. The bidding panel consists of the following elements:
1. Time remaining until the commencement / termination of the stage - when the extra time is activated, the system automatically recalculates the
moment of ending the auction, taking into account the length of the extra time.

2. "general information” section - contains information on the number of bidders, total value, currency.

71
eB2B procurement platform manual



eB2B Sp. z 0. 0. -wf.,

3. "submit a bid" section - contains information about the subject name and evaluation criteria, your offer from the previous stage, item position
and evaluation criterion, trend - defines the direction of the offer value change, trend, unit, proposed offer, accept the bid - fields " checkbox
"allowing to check / uncheck the price acceptance for a given criterion.

4. Commands " display bids history " and " I accept proposed bid”.

Figure 35 View of the "'Bidding'" tab - submission of an offer (Japanese auction)

|

Stage of bidding Initial cycle will finish in: 22 minutes 23 seconds

settings | @ Attachments | @ Participants Inquiries/Information
2 Dowrdoad bids histor
>
General information
Settings l Number of bidders: 3 Total value: -
Confirmation of making a bid x
Help
Bidding 3 :
\‘{/ Do you confirm the correctness of all bid criteria and wish to continue?
Name Criterion trend Proposed bid Approve 3 bid
Produkt 1 (1 szt.) Yes No
V| Awarding procedure description
Miejsce n2 opis przedmiotu postepowania
Net price 1,000.00 - EUR/szt. % 1,000.00
Warranty hidden - miesgce Y 12
Produkt 2 (1 szt.)
Net price hidden - EUR/szt. A 500.00
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If the offer for all or selected items is accepted before the base time expires, the system will automatically start extra time. Non-acceptance of the
proposed offer for the selected item will prevent the Bidder from changing the offer at a later stage of the proceedings. During extra time, the
system offers another offer that is better than the previous one by the amount of the minimum bid change, the Bidder wanting to move on must

accept the offer at least for one item. The auction ends for the Bidder if within the specified time he does not accept the proposed price for any of

the items.
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