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Telematic Offer Presentation 

 
Purpose 
The purpose of this document is to describe how the e-procurement named Appalti&Contratti e-
procurement for offers presentations works. 

 

Definitions - acronyms – glossary 
Telematic Platform The computer system (software and hardware) through which 

it is possible to carry out procurement procedures entirely 
managed in digital mode in compliance with the provisions of 
the "Procurement Code". 

E-procurement Appalti e contratti The name of the Authority’s telematic platform 
E-procurement platform Synonym for telematic platform 
Telematic system Synonym for telematic platform 
Portale Appalti Telematic platform component that offers specific 

functionalities for economic operators 
Economic operator It refers to the definition of the "Procurement Code" 
Telematic procedures Procedures managed through the telematic platform 
User Means the economic operator "user" of the telematic 

platform 
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1 Access to the telematics platform 
For technical details, registration and access to the Appalti&Contratti eprocurement telematic platform, 
please refer to document "1. Technical modalities for the use of the telematic platform access to the 
Reserved Area of the Procurement Portal". 

Appalti&Contratti e-procurement is the name of the telematic platform for award procedures in 
electronic mode.  In particular, this document focuses on the component dedicated to economic 
operators, the Procurement Portal. 

It is shown below the home page of the telematic platform, or the web portal access. 

 

 

 

For the purposes of this Guide, the following terms are considered synonymous with "Appalti&Contratti 
e-procurement": telematic platform, e-procurement platform, telematic system. 
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1.1 Optimal use for platform navigation 
For a correct and optimal use of the Procurement Portal it is essential to use the suggested indications 

from the platform to navigate and move between the various sections and topics of interest. 

 

 

It is also recommended that you NEVER USE the navigation arrows available from various browsers: 
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If you should attempt to move between sections using navigation arrows, the platform 

may return the invalidation message. 

In this case it is sufficient only to click on "Go to the home page" and then on the platform area of 

interest and navigate again between sections and tabs. 

 

It is also recommended that you NEVER duplicate or open multiple browser tabs at the same time and 

operate always and only on a single navigation page, especially after you have already logged in. 
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2 Procedure Types 
Award procedures can be classified into public evidence procedures and confidential procedures. 

The public evidence procedures are carried out through the publication of a invitation notice, freely 
accessible for consultation. 

Any interested operator who meets the notice requirements may submit an offer. 

Confidential procedures, on the other hand, are those with no public evidence, therefore the Contracting 
Authority presents the offer notice to a limited number of economic operators. 
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2.1 How to participate to Public evidence procedures  
The list of public evidence procedures is freely available on the Procurement Portal of the platform as 
shown below. 

 

The portal presents a section “Atti delle amministrazioni aggiudicatrici e degli enti aggiudicatori 
distintamente per ogni procedura" (Acts of contracting authorities and contracting entities separately for 
each procedure", where all the invitation notices can be consulted. 

 

From the list of tender notice by clicking on "Visualizza scheda" (View tab) (2) you can access the tab details 
as shown below. One of the most significant element is “Documentazione di gara” (Tender 
documentation), as shown below. 
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Once the the "Documentazione di gara” (Tender documentation) as been consulted, the economic 
operator may participate in the procedure  by accessing to the reserved area of the portal (see instructions 
document 1 "Modalities  techniques for the use of the telematic platform and access to the Reserved Area 
of the Procurement Portal"). 

 

 

 

Depending on the procedure type, it is possible to consult the “Tabella informativa d’indicizzazione” 
(Indexation information table) with the proper button. 
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2.2 Confidential procedure: invitation to tender 
In case of confidential procedures, the Contracting Station will communicate the request for an offer, or 
the invitation to tender to the economic operator directly, in a no-public form. 

The platform communicates the invitation through mail/PEC. However the economic operator will be 
invited to only use the Procurement Portal of the telematic platform for all communications concerning 
the award procedure (clarification requests, sending documents, presentation of the offer, etc. ). 

The economic operator must, therefore, access the Reserved Area of the portal (see instructions in  
document 1 “Modalità tecniche per l’utilizzo della piattaforma telematica e accesso all’Area Riservata del 
Portale Appalti" (Technical procedures for the use of the telematic platform and access to the Reserved 
Area of the Procurement Portal) in order to know the useful functionalities for the presentation of the 
offer, as described to the successive one paragraph 4. 

Please note that after logging in to the reserved area, in the Personal Area section that appears after 
access, the economic operator will find in "Comunicazione” (Communications) among the "Comunicazioni 
ricevute" (Communications received) the invitation letter received already by mail/PEC, as shown in the 
following example. 



9 
 

 

By clicking on the link "comunicazioni ricevute” (received communications) you will be directed to the list, 
as illustrated 

 

 

 

By clicking on the title of the communication, you’ll see the details , including the attachments, as 
illustrated in the example below. 
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Clicking on the button "Vai alla procedura” (Go to procedure) you’ll se  the procedure detail tab. Please note 
that you can reach this tab quickly from the Personal Area, by clicking on the link "Richieste di offerta” 
(Requests for offers). 
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3 Clarifications request 
If the economic operator needs to ask questions to the Contracting Station concerning the award 
procedure, the communication funcionalities of the  Procurement Portal  must be used, as described 
below. Requests for clarification or questions must be made within time limits set by the contract 
notice/specification or the letter of invitation and in any case within the time limits laid down from Italian 
dlgs 50/2016. 

 

1. Access the reserved area of the Procurement Portal. 
2. Identify the award procedure of interest: 

 if it is a public evidence procedure, from "Bandi di gara” (Tender notices), scroll the page 
until you find the one of your interest, then click on "Visualizza dettaglio” (View detail), as 
described in previous paragraph 2.1 

 if it is a confidential procedure, on "Personal Area" click on "Richieste di offerta” (Offer 
request), scroll the page until you find the procedure of interest, then "Visualizza dettaglio” 
(View detail) to get to the "Dettaglio procedura” (Procedure detail) tab described at the end 
of paragraph 2.2 above 

3. Scroll down the procedure detail page; at the bottom of the page there is the section 
"Comunicazioni riservate al concorrente” (Communications reserved for the competitor) 
illustrated below; then click on "Invia una nuova comunicazione” (Send a new communication). 

 

 

 

4. Fill in the data by entering in the Subject "Richiesta di chiarimenti” (Request for clarification), then 
insert the subject of the request in the body of the message (or refer to a possible annex - see 
next step) 
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5. Proceeding with "Avanti” (Next) you arrive at the tab "Allegati” (Attachments) that allows you to 
attach to the message one or several files, indicating for each a description; to attach a file, please 
refer to instructions as in the following picture 

 

 

 

6. Proceeding with "Avanti” (Next) you come to the tab "Riepilogo” (Summary) that allows you to 
check again the message text and attachments inserted before proceeding with the submission 
to the Contractiong Station; then complete by clicking on "Invia Comunicazione” (Send 
communication). 
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7. The process ends with the notification of the sent communication, with tracking of the sending 
date and time (and if applicable, also with reference to the assigned protocol number from the 
Contracting station). The transmission notification shall also be sent to the economic operator via 
mail/PEC. 
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3.1 Answer to Clarifications request 
The answers to requests for clarification and questions are published on the Procurement Portal and are 
visible on the details of the procedure in the dedicated section, under the offer documentation. 

Particularly,  they are inserted in the section "Comunicazioni dell’amminisrazione” (Communications of 
the administration) - see example in the image below. They are are visible in case of public evidence 
procedures. They are visible to economic operators ivited only in case of confidential procedures. 
Notifications concerning replies to clarifications shall be published within the time limits set by notice for 
tender/ disciplinary or invitation letter and in any case within the deadlines provided for by Italian dlgs 
50/2016. 
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16 
 

4 How to present an offer 
In order to submit an offer in response to a contract notice or a letter of invitation, the economic operator  

must: 

1. Access to the Reserve Area of the Procurement Portal  

2. Identify the procedure of interest: 

 if public evidence procedure, on "Atti delle amministrazioni aggiudicatrici e degli enti aggiudicatori 
distintamente per ogni procedura” (Acts of contracting authorities and entities  adjudicators 
separately for each procedure), scroll down the page until identifying the procedure of interest, 
then click on "Visualizza scheda” (View tab) as described in the previous paragraph 2.1; 

 if confidential procedure, on "Area personale” (Personal Area), click on "Richiesta offerta” (Offer 
requests), scroll the page until you find the procedure of interest, then "Visualizza scheda” (View 
tab)  to get to the tab "Dettaglio procedure” (Procedure detail) described at the end of paragraph 
2.2 

3. Scroll down the procedure detail page; at the bottom of the page you’ll find the button "Presenta 
offerta” (Submit offer) shown below; click on the button "Presenta offerta” (Submit offe) to proceed. 
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4.1 Start Offer Compilation 

 
After clicking on the "Presenta Offerta” (Submit offer) button above, you’ll seed the page "Invio buste 
telematiche offerta” (Sending electronic envelopes offer" illustrated below, showing all the steps you will 
need to submit the offer, initially disabled, except for the first step which is "Inizia compilazione offera” 
(Start compiling offer). 
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1.  Proceed by clicking on "Inizia compilazione offerta” (Start offer compilation); you’ll see the personal 
data of the economic operator to verify that they are up to date; clicking on the "Modifica” (Edit)  button 
you can view and/or update all personal data. 

(for further details on the update of personal data please refer to the specific document: 1"Techniques for 
the use of the telematic platform and access to the Reserved Area of the Procurement Portal"). 
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2.  Proceeding with "Avanti” (Next) you’ll reach the step to indicate the "participation form" to the 
procedure which may be as "single economic operator" or as " temporary group of economic operators"; 
in the case of participation as a grouping see the instructions to paragraph 4.1.1 below. 

At the moment consider the case of participation as an individual economic operator only, thus leaving  

 "No" on the answer to the question, as shown below 

 

 

 

 

 

3.  Proceeding with "Avanti” (Forward) you’ll reach the step "Riepilogo” (Summary) where it is possible to 
confirm the personal data and the participation form.  

Click on "Conferma” (Confirm) to complete the operations and return to the start page entitled "Invio buste 
telematiche offerta” (Sending electronic envelopes offer). 

 

 

 

 

 



21 
 

 

 

Then proceed with the preparation of the administrative envelope as described in paragraph 4.2 
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4.1.1 Offer submission as a temporary group of operators 
When the economic operator intends to submit the offer not individually but as a temporary group of 
economic operators, it will be necessary that the operations within the platform are carried out by the 
head operator of the group or "authorized representative" of the group. 

The head operator shall follow the same steps as described in paragraph 4.1 above up to point 2, reaching 
the screen illustrated below "Participation form", where you must indicate "Yes" to the question "The 
company participates as representative of a temporary grouping?". 

You must then specify a name in the field "Denominazione raggruppamento temporaneo” (Temporary 
grouping name) conventional attributed to the grouping (which will be used by the Contract Station to 
identify the group at the offer stage, without prejudice to its composition and obligations representative 
taken by the Authority). 

 

 

 

Continuing with the button "Avanti” (Next), it will display the page "Composizione del raggruppamento” 
(Composition of the grouping)  where personal data and rating of each member of the group are specified. 
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To enter the data of the principal economic operators you must fill in the section entitled "Nuova 
mandante” (New principal) and click on the "Aggiungi” (Add) button as shown in the figure below 
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Once the insertion of the principals of the group is done, please proceed with "Avanti” (Next) and conclude  

insertion by clicking on the "Conferma" (Confirm) button. 

Then proceed with the preparation of the administrative envelope as described in paragraph 4.2 

 

 

 

 

 

 

 

 

 

 

 



26 
 

4.1.2 How to change the form of participation  
If you decide to change form of participation, from single operator to group of economic operators or vice 
versa, simply return to the step "Inizia compilazione offerta” (Start compiling offer) and repeat the 
operations. 

WARNING: in this case all data and documents previously uploaded will be deleted by the system and it 
will not be possible to recover them! 

Before doing so, make sure you have a copy of the files on your PC! 

 

4.2 How to prepare the administrative envelope 
Once the preliminary operations described above are done,  you can proceed with the compilation of the 
"Busta amministrativa” (Administrative envelope) by clicking on the homonymous item. 

 

 

The administrative envelope may include a predefined list of documents requested by the Contracting 
Station, in this case please refer to the following paragraph 4.2.1 which explains how to upload files for 
each specific entry. 
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If there are no predefined entries in the list, you will find a page like the one here below. From this page 
you can attach all the required documentation in the offer/specification or invitation letter, as explained 
below. 

 

 

 

1. Prepare the document to be loaded starting from any format published by the Contracting Station 
and listed in the "Documentazione di gara” (Tender documentation) section (see paragraph 2.1) or 
in the Annex invitation letter (see paragraph 2.2). If required by the contract notice/specification 
or the letter of invitation, produce the file in PDF format (or in the required format) and sign it 
digitally. 

2. Enter in the mandatory field the title "Description"  of the document you are about to attach; then 
click on "Browse..." to select the file to upload. 



28 
 

 

 

3. The document is loaded automatically. Wait for the task to complete. 

WARNING: do not exceed the maximum size for each file and set of the files provided for the envelope 
highlighted in the page! 

4. After the upload, you’ll see the name of the file attached, the size and an icon useful to  

delete the file in case of mistakes in order to repeat the upload operation. 

You can also download the file by clicking on the file name (for example to make sure you have  

loaded the correct file, check that it is not corrupt, etc. ). 
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5. Repeat the above steps to upload all files related to all documents required for the administrative 
envelope. 

 

4.2.1 Upload files to the document list 
The Contracting Station can predefine the list of documents to be uploaded by the operator within the 

administrative envelope. 
WARNING: the default list of required documentation can be partial! 

For example, it may contain only valid documents for all operators regardless of the form of participation, 
or certain documents for which the Contracting Station wants to arrange a specific fac-simile or check the 
format of the uploaded file, etc. etc. 

The competitor must always refers to the specifications of the notice or to the invitation letter and attach 
all the required documentation! 

If the Contracting Station has predefined the list of required documents, you’ll see a page similar to the 
one below. 
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In the following image you’ll see the list of all required documents by the Contracting Station. 

 

 

To load a document into the administrative envelope, please referer to the instructions provided below. 
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1. If available, download the facsimile prepared by the Contracting Station (see image) 

 

 

2. Compile the facsimile or prepare the document with your own word processor tools. If required by 
the system, or by the notice/specification or invitation letter, please produce the file in PDF format 
(or in the required format) and sign it digitally. Then click on the "Sfoglia…” (Browse...) button to 
select the file to load. 

 

 

3. The file will be loaded automatically by the system. After the upload is visible the name of the file 
you are attaching, the size and an icon useful to delete the file in case of. You can also download 
the file by clicking on the file name (for example to make sure you have loaded the correct file, 
check that it is not corrupt, etc.) 

 

 

4. Do the same with the other attachments. 
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5. To upload a document that is not on the list, but required by the tender notice/specification or the 
invitation letter, scroll through the list (with the scroll-bar if applicable) to the bottom, enter the 
document description, press "Sfoglia” (Browse)." to select the file and wait for the loading. 
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4.3 How to prepare the technical envelope 
If provided by the award procedure, on the page "Invio buste telematiche offerta” (Sending electronic 
envelopes offer)  will also be present the item "Technical envelope" illustrated below. The envelope will 
be accessible only after passing the "Inizia compilazione offerta”  step described in paragraph 4.1 above. 

 

 

By clicking on the button "Busta tecnica” (Technical envelope) the telematic platform will present the page 
"Documenti della busta tecnica” (Documents of the Technical Envelope) similar to the one shown below 
where you can upload the documentation required by the tender notice/specification or invitation letter. 
The page works in a manner completely similar to that described and illustrated in previous paragraphs 
4.2 and 4.2.1, concerning the preparation of the "Busta amministrativa” (Administrative envelope) to 
which reference is made for any details and particularities;  
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4.3.1 How to fill the technical envelope by entering values and 
uploading documents 

 

In case it is required by the procedure, the Economic Operator can enter the technical offer independently 
enhancing each evaluation criterion required. 

 

 

 

 

The Economic Operator will enter values or, possibly, select the choices suggested by a drop-down menu. 
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Once the Economic Operator has entered in the respective fields its values can access the next phase of 
the procedure by clicking on the "AVANTI” (NEXT) button. In this screen you can proceed to the automatic 
generation by the system of the TECHNICAL OFFER in PDF format. 

 

 

 

By clicking on "GENERA PDF OFFERTA TECNICA” (GENERATE PDF TECHNICAL OFFER) you will be asked 
to download the offer in PDF format, with a summary of the values entered in the fields required. 
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Then you will have to click on "AVANTI" (NEXT) again to be able to insert and attach the document of the 
technical offer through the button "SFOGLIA” (BROWSE). 

 

 

 

WARNING: if you want to modify the technical values already expressed, you will need to repeat the entry 
of the values from the beginning, generate a new PDE of the technical offer, sign it digitally and then redo 
the file upload. 
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4.3.2 How to fill the technical envelope by uploading 
documents 

 

 

 

Prepare the required documents using any facsimiles made available on the "Documentazione di gara” 
(Tender documentation) (see paragraphs 2.1 and 2.2) or directly available in the list of required documents 
on the page " Documenti della Busta Tecnica” (Documents of the Technical Envelope) illustrated above. If 
required, save documents in PDF format (or in the required format) and digitally sign them. Upload 
documents matching the predefined entries in the list (in the example below there is only the "Offerta 
tecnica” (Technical offer) with "Sfoglia…” (Browse) and wait for the document to load. 
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Attach the other required documents adding the additional entries indicating the "Descrizione” 
(Description), then "Sfoglia” (Browse...) to upload each additional document. 
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Please pay attention to the limits imposed on the size of each file and for all files attached to the Technical 
Envelope, displayed in the page 

 

4.4 The economic envelope 
The "Economic Envelope" will be accessible only after passing the "Inizia compilazione offerta” (Start Offer 
Compilation) step described in paragraph 4.1 above 

 

To access the economic envelope simply click on the homonymous item highlighted in the following figure. 

 

 

The telematic platform includes two ways of compiling the economic offer: 

1. Insertion of offered values and upload of documents: it previews the insertion of the decrease, or of the 
amount or the unit prices in the telematic system; the automatic generation and the download of the file 
PDF of the offer; the signature and the upload of the same and of eventual ulterior documents 



40 
 

2. Only upload of documents: provides for the preparation of the offer file by the economic operator and 
subsequent upload of the same and any additional documents 

The choice is exclusively up to the Contracting Station, therefore the economic operator will be 
automatically guided by the telematic platform to the compilation of the offer according to the preferences 
expressed by the Contracting Station. Both modes are described below 

 

4.4.1 Filling in the offer by entering offered values and 
uploading documents 

The compilation of the offer in interactive mode, depending on what is provided for the award procedure, 
provides alternatively for the inclusion in the telematic system: 

1. of the discount offered on the amount of the invitation to tender or on the price list based on the 
invitation to tender 

2. of the amount offered 

3. unit prices and any detailed information on the offered items. 

After entering these values, the telematic platform is responsible for the automatic generation of the 
document "Offerta economica” (Economic offer) a standardized PDF file containing the values listed. 

The economic operator will then have to download the PDF file of the Economic Offer, sign it digitally and 
upload it to the system adding any additional documents required. The steps summarised so far are 
described in detail in the following paragraphs. 

 

4.4.1.1 Offer expressed by discount offered on the amount of the 
tender or on the price list based on the tender 

In case the procedure requires to express the bid by means of the discount on the auction basis will be 
presented a page similar to the one illustrated below where the economic operator can insert: 

 • the percentage of discount offered  

• the costs of company safety (in €, not as a percentage) concerning the fulfilment of health and safety 
provisions in the workplace 

 • labour costs (in €, not percentage) 
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Then proceed with "Avanti” (Next), select the signer of the offer and click on "Genra PDF Offerta” (Generate 
PDF offer). Attention, the generation of the PDF is mandatory and you can not proceed further without 
having it first downloaded through the dedicated button (as suggested by the alert below). In case of 
grouping see section 4.4.1.1.1 
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The download of the offer will be generated and requested in PDF format similar to the one shown below. 

 

Check that all data in the PDF file is correct, in case of errors or need to change: 

 for the "Competitor’s personal data" it will be necessary to return to the step "Start offer 
compilation" referred to in paragraph 4.1 above  

 for the data related to the "Offer" simply go back "Back" and repeat the operations described 
above 

Digitally sign the document. The signature must be that of the name indicated as the signatory selected 
in the page "Download offer" illustrated above and shown in the PDF file under "Offerta sottoscritta da” 
(Offer subscribed by). 

Proceed with "Next" and upload the digitally signed PDF file on the "Documents" page; attach any 
additional files required by the tender notice/specification or invitation letter. 
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4.4.1.1.1 Signatories and PDF bid generation in case of grouping 
In case of participation in the procedure in the form of grouping of economic operators (see paragraph 
4.1.1 above) the page "Scarica Offerta” (Download offer) will present the list of members of the grouping 
as in the example below. 
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The economic operator submitting the tender (which must be the representative/group leader of the 
grouping) must indicate for each member of the grouping its signatory. 

Click on the edit icon in the column "Azioni” (Actions) in correspondence of the name of the authorized 
operator/ parent group of the grouping (see image below). You will be asked to select the name of the 
signatory among those present in the registry. Conclude the operation by pressing the button "Aggiorna” 
(Update). 

 

 

Then proceed for each of the members of the group by filling in the signatory’s personal details. Click on 
the edit icon in the column "Actions" in correspondence of the name of the sending operator of the 
grouping (see the following image). You will be asked to fill in the subject’s personal data and to indicate 
the task. Complete the operation by pressing the "Update" button. 
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After entering the data, save to bring up the button "Generate PDF offer". Click on the button to proceed 
with the download of the PDF that must be signed by all the names of the signatories previously entered. 
Finally, continue, as in the case of single operator, with "Next" and upload the digitally signed PDF file on 
the page "Documents"; attach any additional files required by the tender notice/ specification or the letter 
of dispatch. Complete the compilation of the Economic Envelope with "Salva” (Save). 
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4.4.1.2 Offer expressed by total amount 
 

In case the procedure requires to express the offer with total amount will be presented a page similar to 
the one below illustrated where the economic operator can insert: 

 • the amount offered  

• the costs of company safety (in €, not as a percentage) concerning the fulfilment of health and safety 
provisions in the workplace  

• labour costs (in €, not as a percentage) 

 

 

Then proceed with "Next", select the signer of the offer and click on "Generate PDF offer". In case of 
grouping see section 4.4.1.1.1. 
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The download of the offer will be generated and requested in PDF format similar to the one shown below. 

 

 

Check that all data in the PDF file is correct, in case of errors or need to change: 

 for the "Dati anagrafici del concorrente” (Competitor’s personal data) it will be necessary to return 
to the step "Inizia compilazione offerta” (Start offer compilation) referred to in paragraph 4.1 
above  

 for the data related to the "Offer" simply go back "Back" and repeat the operations described 
above 
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Digitally sign the document. The signature must be that of the name indicated as the signatory selected 
in the page "Download offer" illustrated above and shown in the PDF file under "Offer subscribed by". 

Proceed with "Next" and upload the digitally signed PDF file on the "Documents" page; attach any 
additional files required by the tender notice/specification or invitation letter. 
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4.4.1.3 Offer expressed by unit prices 
In case the procedure requires to express the offer through the offer unit prices, will be presented a page 
similar to the one shown below where the operator can view the items subject to the offer. 

 

To enter the offer, the economic operator must click on the "Modifica” (Edit) button. The mask for the 
insertion of the unit prices under represented will be opened. The mask shall show in real time the amount 
of each item obtained from the product of the offered unit price for the expected quantity and the total 
amount of the tender obtained from the sum of the products of each row. 

Entered unit prices conclude by clicking on the button "Salva” (Save). 
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Once the insertion of the unit prices is completed (and any further information), you can proceed by clicking 
on "Next" and reach the page "Offer" where it will be automatically reported the amount offered (obtained 
from the sum of the products of the various items). 

The value of the company’s safety costs (in €, not as a percentage) relating to the fulfilment of health and 
safety provisions in the workplace should therefore be included. 

The value of labour costs must also be entered (in €, not as a percentage) 
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Then proceed with "Next", select the signer of the offer and click on "Generate PDF offer". In case of 
grouping see section 4.4.1.1.1. 

 

 

 

It will be generated and requested the download of the offer in PDF format similar to the one shown below 
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Check that all the data of the PDF file are correct, in case of errors or need to change:  for the "Competitor’s 
personal data" you will need to return to the step "Start offer compilation" referred to in paragraph 4.1 
above  

 

 For the data related to the "Offer" simply go back "Back" and repeat the operations described above. 

 

Digitally sign the document. The signature must be that of the name indicated as the signatory selected 
in the page "Download offer" illustrated above and shown in the PDF file under "Offer subscribed by". 
Proceed with "Next" and upload the digitally signed PDF file on the "Documents" page; attach any 
additional files required by the tender notice/specification or invitation letter 
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4.4.2 Filling in the offer by uploading documents 
 

The compilation of the offer in upload mode of documents provides for the preparation of the file of the 
offer by the economic operator, based on the indications or any fac-similar present in the tender 
documentation and subsequent upload of the same and any additional documents attached. 

From the "Invio buste telematiche offerta” (Send electronic envelopes offer) page below, click on "Busta 
economica” (Economic envelope). 
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The page for uploading the offer file will be presented directly. If a facsimile is available, download it and 
use the facsimile to compile the offer file. Then attach the file using the "Sfoglia” (Browse...) button and 
wait for the document to load. 
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4.5 Offer summary and corrections 
From the page "Invio buste telematiche gara” (Send electronic envelopes race), after completing the 
insertion of the administrative envelope, the eventual technical envelope and the economic envelope, 
before proceeding with the sending to the Contracting Station, you can access "Riepologo” (Summary) to 
carry out a quick check of all attached documentation. 
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4.6 Confirmation and sending of the offer 
Once completed the insertion of all the documentation in the various envelopes you can confirm 
everything and send the offer to the Contracting Station by clicking on "Conferma e invia offerta” (Confirm 
and send offer). 



57 
 

 

The telematic platform will request confirmation for sending. 

 

 

 

Confirming will be transmitted to the Contracting Station as "telematic package" containing the data and 
documents of administrative, technical and economic envelopes. The operation can also take a few 
minutes to process depending on the size of the files contained in the various envelopes. The process ends 
with the notification of the outcome of the operation of "Offerta inviata” (Send offer) with evidence of the 
date and time recorded at the time of confirmation (and in the case it is foreseen, also with reference to 
the protocol number assigned to the "plico telematico” (telematic package) by the Contracting Station. The 
notification of transmission shall also be sent to the economic operator by mail/PEC. 
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WARNING: the telematic platform does not allow the sending of the offer after the expected deadline 

 

5  Verification of documents transmitted 
 

After submitting the offer to the Contracting Station (see section 4.6 above), if necessary, you can access 
the procedure tab to check the list of transmitted files. Proceed by following the following instructions: 

1. Access the Restricted Area of the Procurement Portal 

2. Identify the procedure of award of interest: 

• if the deadline for submitting the offer is exceeded, from "Personal Area", click on "Award procedures or 
concluded", scroll through the page until you identify the procedure of interest, then "Show detail" to get 
to the tab "Procedure detail", otherwise if the terms are still ongoing: 

o In case of public evidence procedure, from "Tenders", scroll through the page until you locate the 
procedure of interest, then click on "View detail", as described in paragraph 2.1 above 

o In case of reserved procedure, by "Personal Area", click on "Requests for offer", scroll through the 
page until you locate the procedure of interest, then "View Detail" to get to the tab "Procedure 
Detail" described at the end of the previous paragraph 2.2 3. From "Procedure Detail" scroll down 
the page; at the bottom of the page is the "Offer summary" button shown below; then click on the 
"Offer summary" button to proceed. 
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You will see the summary of the offer sent, that is the list of the attached documentation for each 
envelope from which you can see: 

• description or title of the document 

• file name attached 
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Please note that in the screen of the offer summary you can view and check the name of the uploaded 
files, but it will no longer be possible to download or open their contents 

 

6 Cancel and re-submit the offer (after sending) 
 

If the offer has been sent to the Contracting Station (see paragraph 4.6 above), but the deadline for 
submitting the offer is not yet exceeded, the telematic platform allows to cancel and resubmit the entire 
offer. It should be noted that by proceeding with this operation the previous offer sent will be deleted from 
the system, so it will not be possible to recover any data.  

Therefore, if the economic operator does not resubmit another one within the time limits, it will not be 
able to participate in the award procedure. To cancel the offer already sent: 

1. Access the Restricted Area of the Procurement Portal 

2. Identify the procedure of award of interest: 

• if public evidence procedure from "Tenders", scroll the page until you identify the procedure of interest, 
then click on "View detail", as described in the previous paragraph 2.1 
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 • if procedure reserved by "Personal Area", click on "Offer requests", scroll through the page until you 
locate the procedure of interest, then "View detail" to get to the "Procedure detail" tab described at the 
end of the previous paragraph 2.2 

3. From "Procedure detail" scroll down the page; at the bottom of the page there is the "Offer summary" 
button shown below; click on the button "Offer summary" to proceed 

 

 

4. At the bottom of the "Offer Summary" page is the "Cancel and re-submit offer" button shown below; 
click on the "Cancel and re-submit offer" button to cancel the offer sent 
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5. The system will ask for confirmation of the operation: by confirming with "YES" the previously 
transmitted offer will be deleted and it will be necessary to repeat the operations described in paragraph 

4 within the deadlines foreseen by the tender notice/specification or the invitation letter. 

 

 

 

7 Procedures divided into lots 
In the case of award procedures divided into lots, it is possible to view the lots as well as the 
documentation also from the detail sheet of the procedure: 
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1. Access to the reserved area of the Procurement Portal 

2. Identify the award procedure of interest: 

• if public procedure from "Tenders", scroll down the page until you locate the procedure of interest, then 
click on "View detail", as described in paragraph 2.1 

• if procedure reserved by "Personal Area", click on "Offer requests", scroll through the page until you 
locate the procedure of interest, then "View detail" to get to the tab "Procedure detail" described at the 
end of the previous paragraph 2.2 3. From "Procedure detail" scroll down the page; at the bottom of the 
page is the "Submit offer" button shown below; then click on the "Submit offer" button. 

 

 

 

In the case of award procedures divided into lots in the tender/specification or in the invitation letter: - 
the requirements for participation in each lot are indicated - it is indicated whether it is possible to 
participate in only one, all or just some lots The economic operator can choose which lots to participate in 
and then submit all the required documentation for each lot through the telematic platform. It may also 
decide whether to tender for one or more lots in a single and/or associated form as authorised 
representative of an RTI (Temporary Grouping). 
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The particularities of the submission of the tender for a batch procedure as described in paragraph 4 are 
set out below. 

 

7.1 List of offers 
The economic operator having access to the platform may complete the offer as a "impresa singola” 
(single undertaking) or as a group leader/authorised representative on behalf of a temporary grouping of 
undertakings "RTI". In lot races it is also possible to compete in different forms in different lots. It is 
possible to submit only one bid, as a single bid or on behalf of the same RTI, for one or more lots. For 
example, it is possible to bid as a single enterprise on one lot/s and as an RTI on another lot/s. It is also 
possible to participate as another RTI on another lot/s. After clicking on the "Submit offer" button shown 
on the previous screen, the economic operator will display the page "Offer list" shown in the image below, 
containing the list of "packages" being compiled or already sent. 

 

 

 

7.2 Tender submission: selection of lots 
In the phase of "Start compilation offer" (already described in the previous paragraph 4.1), there is a step 
where you can choose which lots you want to participate. The following figure highlights this step. 
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WARNING: In contrast to paragraph 4.1, in the case of a batch competition, if a single tender is submitted, 
under the "Form of participation" tab it is not possible to indicate the form of participation in the procedure 
as this choice has already been made earlier by clicking on "Add offer as single"; only by clicking on "Add 
offer in RTI" it will be possible to define in detail the name and composition of the Grouping.

 

 

Once you have chosen the lots for which you intend to participate, in the Technical Envelope (when 
provided for each lot) and in the Economic Envelope it will be possible to enter data and upload documents 
only for the selected lots (as shown in paragraph 7.3 below). 



66 
 

WARNING: after choosing the lots, if you have loaded documents in administrative, technical or economic 
envelopes, in case you want to change the lots to participate you will need to repeat the step "Inizio 
compilazione offerta” (Start filling offer). In this case all the data and documents loaded in the various 
envelopes will be deleted and you will have to re-enter for the new lots chosen 

 

7.3 Envelopes for various lots 
In the case of batch procedures, after choosing which lots you want to participate in, we proceed with the 
preparation of administrative, technical (when at least one lot provides) and economic envelopes. The 
administrative envelope is unique for the entire race, therefore all the required documentation must be 
attached in a single solution, just as in the case of the single lot described in paragraph 4.2. 

With regard to the Technical Envelope and the Economic Envelope, instead, the platform will present the 
list of the selected lots and the Economic Operator will have to carry out the operations referred to in 
paragraphs 4.3 for each lot among those chosen that provides for the Technical Envelope and the 
operations referred to in for each lot selected. For example, the compilation of the economic offer in lots 
is illustrated below, highlighting the different steps compared to the single lot. 

By accessing the "Economic envelope" (see section 4.4) the platform will present the list of selected lots 
as described in paragraph 7.1 above. In the "Ready to send" column of the lot list you will see a check after 
completing the offer of each lot, so as to easily keep in evidence in which lots you entered data and 
documents and in which still not. 

 

 

Clicking on the title of the lot will continue with the insertion of the offer for this lot (see the following 
figure), in an identical way to what described in paragraph 4.4.1 above. 
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Once the offer has been entered, you will return to the list of lots and you will then see the check in the 
"Pronto per l’invio” (Ready to send) column. 

 

 

7.4 Summary documents by lot 
The summary page (see previous section 4.5) to support the control of the documentation prepared in 
total will be displayed all attached documents grouped by lot. 
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7.5 Submission of tenders in different forms in the tender 
divided into lots 

As indicated in the last paragraph of paragraph 7.1, on the page "List of tenders" it is possible to indicate 
the willingness to submit tenders in different forms, therefore for one or more lots to tender individually, 
for the remaining lots, submit an associated tender as authorised representative of an RTI. 

Depending on whether you have already submitted an offer in a single or associated form, the "List of 
offers" page will display the offers already sent or being completed, as in the example screens shown 
below. 
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To submit an offer with a different mode of participation, click on the button "Add offer as single" (present 
in case the offer has already been submitted in associated form) or on the button "Add offer in RTI" 
(present in case the offer has already been submitted in single form, or if you want to submit again in 
associated form, but with a different RTI). 
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Offers that have "In compilation" status can be deleted by clicking on the icon in the "Actions" column. 

Offers in "Submitted" status may be cancelled before the deadline for submission of the offer, by clicking 
on the description of the competitor who sent the offer; the economic operator will thus be redirected to 
the retail of the offer submitted, where at the bottom of the page there is the button "Cancel and resubmit 
offer", as shown below. 

 

WARNING: It will not be possible to submit tenders for the same lots, either individually or in an associated 
form; if, for example, If you try to submit a tender in a single form for a tender lot for which you have 
already submitted an offer as agent for an RTI, you will see the notice shown on the screen below. 
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8 Communications between Contracting Station and Economic 
Operator 

 

All communications between the Contracting Station and the Economic Operator take place electronically 
through the Procurement Portal and with the help of mail/PEC notifications. Communications are all 
communications made during the award procedure such as: 

• notice of the public opening session offers 

• request for clarification or documents for the rescue instructor 

• notice of the exclusion of competitors 

• notice of the draw of competitors and the request for documents to prove requirements 

• notification of the final award and release of the provisional security to the companies not awarded 

• notice of the date of conclusion of the contract 
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• etc. From the Procurement Portal, the Economic Operator may consult the communications of the 
Contracting Station, reply directly or send their own communications concerning the procedure. 

From the procedure detail page (see paragraphs 2.1 and 2.2), in the section "Communications reserved 
for the competitor" you can view the received communications (read or unread), view the communications 
already sent to the Contracting Station and send new ones. There is also the list of stored communications 
(the telematic platform moves communications from received to automatically stored after a predefined 
period, default 30 days) 

 

 

 

By clicking on "comunicazioni rivcevute” (received communications) you access the list where those not 
yet read are highlighted. By clicking on the subject of the communication, you can access the details of the 
communication to read it in its entirety. 
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In the detail tab, in addition to the text of the message, there are also any attachments (see image below). 
In addition, if it is provided (depending on the type of communication), in the detail tab there is also the 
"Rispondi” (Reply) button that allows the Operator to respond directly to any requests from the 
Contracting Station. 

 

 

In case of a response, the communication object is predefined. You can then enter the message body in 
the "Text" field (see image below) 
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In the page "Attachments" can be inserted one or more attachments always paying attention to the limits 
placed for single file and overall highlighted on the page itself. 
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Finally you can preview the message with the list of attachments and then complete the operation by 
clicking on the "Send communication" button. 

 

 

The process ends with the notification of the sending of the communication with tracking of the date and 
time of sending (and if it is expected, also with reference to the protocol number assigned to the 
communication by the Contracting Station). The notification of transmission shall also be sent to the 
economic operator by mail/PEC. 

 

 

9 Completion of the tender (telematics) 
It is possible to follow the activities of carrying out the telematic procedures directly from the platform, 
phase by phase. In the case of telematic procedure, in the detailed form of the procedure (see paragraph 
2) is available the section "Espletamento della gara” (Completion of the race) and its link "Visualizza le fasi 
della gara” (View the stages of the race), as shown below. 
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By clicking on the link "View the stages of the race" you can access the stages of completion of the 
procedure, from the opening of administrative envelopes to the ranking. 
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or each phase is available the list of competitors, the state of opening of the envelope, the possible 
admission/ exclusion of the competitor in the phase and other specifics of the phase (for example, the 
score, the amount offered, etc.). 

 

 

 



79 
 

You can also view the list of attached files and the contents of the envelope (you can’t download the files, 
but only view if the presented files are adequate to those required). 

 

 

The last phase shows the ranking of the offers. 
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10 Outcome of the procedure 
The progress and outcome of the procedure shall be notified to the Economic Operator by means of the 
communications referred to in paragraph 8 above. In the public area of the Procurement Portal the 
outcome of the procedure is also published as provided for in dlgs 50/2016 
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11 Security of information 
In order to ensure high standards of information security, the telematic system is equipped with a series 
of measures at the infrastructure and application level. Some significant elements are listed below. To 
ensure the secrecy of the offers, data (discounts and amounts) and digital documents uploaded (uploaded) 
through the "Procurement Portal" are encrypted (through an asymmetric key system with session key) 
and stored only within the system database. The encryption operations are carried out in a "transparent" 
way to the user directly from the software without the request of particular hardware/software devices.  

The software does not allow the decryption of data and documents before the expiration of the deadline 
for the submission of bids or the opening of packages, adopting as system date and time the official 
national service, by NTP protocol. Upon sending the offer, the system registers the official date and time 
(hh:mm:ss) and shows on screen and automatically sends the competitor a PEC notification containing 
the quotation references and the date and time of sending (in case of integration with the protocol system 
of the Administration is also sent the protocol officer number). The competitor, after transmitting the 
offer, always has the possibility to view the "Summary" of the same which shows the list of attached 
documents with evidence, for each of these, of the hash code that can compare with that of its files to 
ensure the correct and integral upload of documents. All critical operations (in particular login/logout, 
envelope submission, decryption key release, envelope opening, etc.) are tracked and stored on system 
logs. Control systems are adopted to ensure that the offer is loaded (upload) in PDF format generated by 
the system (when provided), consistent with the data of ribass 

 

12  Technical assistance 
In case of technical problems or malfunctions of the telematic platform it is possible to obtain technical 
support by going to the "Technical assistance" section of the Procurement Portal, or from the personal 
area "Assistance requests". For the methods of providing the service and other available channels, please 
refer to document 1 "Technical methods for using the telematic platform and access to the Reserved Area 
of the Procurement Portal". For requests for clarification and support 

 

 


