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Guidelines for Operator List 
subscription 

 
 
Purpose  
The aim of this document is to describe the modalities for the registration of an economic operator to the 
operators list through the platform of e-procurement Appalti&Contratti e-procurement. 
 
 
 

Definitions - acronyms – glossary 
 

Telematic Platform The computer system (software and hardware) 
through which it is possible to carry out 
procurement procedures fully managed in digital 
mode according with the provisions of the 
Procurement Code 
 

Appalti&Contratti e-Procurement  The exact name of the Authority’s telematic 
platform 
 

E-procurement platform Synonym for telematic platform 
 

Telematics system Synonym for telematic platform 
 

Portale Appalti  Telematic platform component aimed to offer 
specific functionalities for economic operators 

  
Telematic procedures Procedures managed through the telematic 

platform 
 

User Means the economic operator "user" of the 
telematic platform 
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1 Prerequisites  

In order to access to the functionalities of the Appalti&Contratti e-procurement telematic platform, the 
economic operator must have registered to obtain the login credentials to access to the Reserved Area of 
the Procurement Portal.  

For technical requirements, registration and access to the economic operator, please refer to the 
document "Technical methods for the use of the platform and access to the Reserved Area of the 
Procurement Portal" downloadable from the "Documents" section, "Access to reserved area" as the 
following image. 
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1. BEST USE FOR PLATFORM NAVIGATION 

For the correct and best use of Procurement Portal it is essential to use the indications suggested by the 
platform to navigate and move between the various sections and topics of interest. 

 

 

 

 

It is also recommended to NEVER USE the navigation arrows provided by the various browsers: 
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If you attempt to move between sections using navigation arrows, the platform may return the 
following invalidation message: 
 

 
 
 

In this case, just click on the area of the platform 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 
always operate only on a single browsing page, especially after you have already logged in. 
 
 

 
 

Operation or navigation application unauthorized 
  
For security reasons some operation cannot be performed, in particular: 
 

 the use of the "Back" button of the browser: navigation must take place exclusively 
using the application links  

 the use of the command "Update"/"Reload current page" (or F5) of the browser: a 
request already sent will be discarded if it is redirected  

 the double click on the button (save, send, etc.): similar to the previous case  
 Opening of new "Tabs of navigation (or Tab)" on the platform: navigation must take 

place within the only open page on the platform 
 

Please, see further details on the user manuals. 
 
In the case this page shows, the navigation must start from the homepage 
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2 Apply for a list 
 
2.1 Access to the reserved area 

 
To be able to interact with a Contracting Station, economic operators must access the Reserved Area of 
the Appalti&Contratti e-procurement telematic platform (see chapter "1. Prerequisites"). 
 
Access the Reserved Area by entering your credentials, that is the "username" and "password" entered in 
the registration process and click on "OK". 
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2.2 Notices and "open” notice 
 
Once you have logged in to the reserved area, click on the link "Notices and registration notices" as shown 
below. It is possible to submit the application for the inclusion in the operators list only if it results in 
"State: Open registration". 
 
Click on "View profile" to access the details of the call/registration notice. 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Then, it will be visible the detail page of the notice or notice of registration, in which are available 
the file of the notice or notice with any attachments and any notices of the administration, as in 
the example shown below. 
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Please note that the sections “Comunicazioni riservate al concorrente” (Communications for 
competitor) and “Le tue richieste inviate” (Your send requests), as well as the button “Richiesta 
iscrizione” (Richiesta iscrizione) are displayed only if the economic operator has accessed to the 
Reserved Area. 
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2.3 Registration Request 
 

From the application form or registration notice illustrated above, please proceed by clicking on 
the button at the bottom of the page " Richiesta di iscrizione” (Richiesta di iscrizione). 
 

 
 

A guided procedure will be started in order to fill the required information step by step. 

 
 

2.3.1 Personal Data Confirmation 
 

The first step summarizes the personal data of the economic operator entered during the 
registration. In case you need to modify or update the data, please click on the "Modifica” (Modify) 
button and refer to the instructions in the manual for "Technical methods for using the telematic 
platform and access to the Reserved Area of the Procurement Portal" for any clarification. 
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If the personal data are correct, proceed by clicking on the "Next” (Avanti) button. 
 
 

2.3.2 Form of participation 
 

The step "Forma di partecipazione” (Participation form) is available only if the notice or 
registration notice provides the possibility for economic operators to register individually or as a 
temporary group of companies. 
Please refer to the call or notice for any modalities or limitations on the participation form. 
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WARNING: at this stage reference is made to the possibility of registering in the operators list as 
a temporary group. In this case you will be invited to participate in the procedures of commitment. 
Otherwise, a company may subscribe to the list as an individual and, once the offer is send,  
constitute a group at the bidding stage, if necessary. 
 

 
 
 
 
 
  
 
 
 

2.3.3 Participation as a temporary group 
 

If participation form in group is allowed and you wish to use this option, once you have selected 
the option you will need to indicate a title name of the group (typically consisting of the names of 
participants, as in the example below). 
 

 
 

 
 

2.3.4 Group components 
 
In case of registration as a group, a ‘Componenti del gruppo’ (Group component) mask shows in 
order to let the guide-company specify the other companies. 
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2.3.5 Categories selection 

 

This step shows the selection of categories and rankings for which it is possible to subscribe to 
the list.  
Mark each category of interest and specify the ranking. 
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Clicking on "Avanti” (Next), you can see the summary of the categories/ rankings chosen 
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2.3.6 Application form download 
 
 

After categories selection, the following step allows you to specify the signatories of the 
application. In case of companies group, please insert them as shown below 
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By clicking on the button “Genera PDF domanda” (Create pdf application) the PDF will be 
downloaded the PDF with the all data and the list of categories chosen. 
 

  
 
 

Please, proceed by applying the digital signature to the PDF file in the format provided by the 
registration notice (e.g.: P7M format). 
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In case of group, the file must be signed by all the holders of each component of the group. 
 
 
2.3.7 Documentation required 
 
In the “Documentazione richiesta” (Documentation request) step, it is possible to upload all the 
documents required for the application form, including the PDF produced with digital signature 
in the previous step. 
 
For each uploaded file, click on the “Sfoglia” (Browse) button, then select the file (the name will 
be displayed in the “Allegato” (Attachment) column; for example, 
“Application_Request.pdf.P7M)” and then click on “Allega” (Allega). 
 
Please attach all the documents requested from the notice or application form. The list may not 
be accurate. In this case, you can add additional documents using the free space as shown in the 
notes below. 
 

 
 

 

Please pay attention to the size limit of the attachments. In the example above, the limits are 
2MB for each single file and 4.7MB for all the files attached (the limits may vary depending on 
the platform). 
 
After having copied all the documents, proceed with “Avanti” (Next). 
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2.3.8 Submit your application 
 

 

From the last step you can:  
 print the entered data for further control  
 save the draft to continue later  
 send the application form, or complete the procedure by sending data and uploaded files, 

in the form of a "digital envelope", to the Contracting Station 

 

 
 

 

By clicking on “Invia domanda” (Send Request) the system will transmit the data to the 
Contracting Station turning back the date and time of transmission. 
 

 
 

 

The system will also send a Certified email (PEC) confirming the request transmission that the 
economic operator can keep as a receipt. 
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Depending on the modalities chosen by the Contracting Station, the operator will be later 
informed about the outcome of the registration by email/PEC notification and through the 
"comunicazioni riservate all’operatore” (communications reserved to the operator) section of the 
telematic platform. 
 
 
 

3 Request for clarification 
 

If the economic operator needs to ask questions to the Contracting Station regarding the 
registration procedure, he must do it using the communication functionalities provided by the 
Procurement Portal as described below. 
Requests for clarification or questions must be made within the deadlines set by the notice or 
registration notice and in any case within the deadlines provided by Italian Legislative Decree 
36/2023. 
 
To make clarification request, click on the link "Send a new communication" from the notice sheet 
or notice referred to in the previous paragraph "2.2 Notices and "open" registration and again 
reported below. 
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3.1 New comunicazione 
 

Fill in the data by entering in the Subject “Richiesta di chiarimenti” (Clarification request), then in 
the body of the message fill in the subject of the request (or refer to a possible attachment - 
see next step)  
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Proceeding with “Next” (Avanti) you reach the tab “Allegati” (Attachments) that allows you to 
attach to the message one or more files, indicating for each a description; for the insertion of an 
attachment refer to the instructions in the following image. 
 
 

 
Proceeding with “Avanti” (Next), the tab “Riepilogo” (Summary) allows you to check again the text 
of the message and the attachments inserted before proceeding with sending to the Contracting 
Station; complete then by clicking on “Invia comunicazione” (Send communication). 
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The process ends with the notification of communication send 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 transmission notification shall also be sent to 
the economic operator by mail/PEC. 
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3.2 Answer to clarification requests 
 

The answers to clarifications request and questions are published on the Procurement Portal and 
are visible on the detail sheet of the notice of registration (as shown below) in the section "Notices 
of the administration". 
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4 Communications between Contracting Station and Economic Operator 
 

All communications between the Contracting Station and the Economic Operator take place 
electronically through the Procurement Portal together with PEC email notifications. 
 
Communications are all communications made during the registration process such as:  

 request for clarifications or documents for preliminary support  
 authorisation or exclusion notification of the applicant  
 notification of the draw of the initial order number  
 invitation to submit the offer  
 etc. 

 
In the Procurement Portal, the Economic Operator can consult the communications of the 
Contracting Station, respond or send their communications regarding the registration procedure. 
From the detail page of the notice or notification (see section “2.2 Bandi e Avvisi di iscrizione 
aperti ("2.2 Notices and "open" notices), in the section “Comunicazioni riservate al concorrente” 
("Communications 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 a list of stored communications (the telematic platform moves communications 
from received to automatically stored after a period, default 30 days). 
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By clicking on "received communications" you access the list of not yet read communication.  
By clicking on the subject of the communication you can access the detail tab of the 
communication to read it in its entirety. 
 
In the detail tab, in addition to the text of the message, there are also further attachments (see 
image below). In addition, if 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. 
 

 
 
 

5 Registration renewal 
 

According with the Contracting Station regulation, the economic operator must, close to the 
deadline of registration, renew the Register of Suppliers.  
By entering the detailed tab of the list, at the bottom of the page, you can access the renewal 
section, using the specific button.  
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Later, it will be necessary to confirm that no changes have been made to the personal data. 
Otherwise it is possible to make them through the “Modifica” (Edit) button, and continue the 
subscription request for renewal via the “Avanti” (Next) button. 
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Once you have reached the “Scarica domanda di rinnovo” (Download renewal application) tab, 
you will need to generate the PDF of the application (as already explained in the previous chapters 
under inclusion). 
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Once you have digitally signed the document generated by the system, you need to attach it to 
the platform, as illustrated, in addition to any documents required by the Contracting Station. 
Finally click on “Avanti” (Next). 
 

 
 

In the last tab you will have to send the renewal, using the specific button. 
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