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Acronyms  / Abbreviations  
Acronym / 

Abbreviation  
Explanation  

PDF Portable Document File 

XML  eXtended Markup Language 

CA Contracting Authority  

EO Economic Operator (supplier)  

CAPC Contracting Authority Procurement Coordinator  

CAPCA Contracting Authority Procurement Coordinator Assistant  

CAPO Contracting Authority Procurement Officer  

PO/ TC Procurement Officer Tender Coordinator  

PO/OS  Procurement Officer Opening Staff  

PO/ES Procurement Officer Evaluating Staff  

PO/ESR Procurement Officer Evaluating Staff Responsible 

CfT Call for Tender  

FA Framework Agreement  

MEAT  Most Economically A dvantageous  Tender 

SA System Administrator  
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1. ARMEPS workflow and terms  
 

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

   

 
Figure 1 Workflow of Contracting Authority and Economic Operat or users 

           

The following terms are widely used within the ARMEPS platform:  

¶ CfT  stands for Call for Tenders, forming a public procurement competition  

¶ Captcha is a type of challenge-response test used to limit  the possibilities that 
response are generated by a computer. 

¶ Archived CfT  List  is a list of completed CfTs which have been archived by 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

¶ Tender Package is the supplierõs response (i.e. offer)  in a Call for Tender 
(CfT)  

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

¶ Bid corresponds to an offer submitted during an e -Auction event  
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http://en.wikipedia.org/wiki/Challenge-response_authentication


 

Development or Customization of Off -the-shelf Software for the Government 
Electronic Procurement System (E-Tendering) 

 

26/0 7/2010 ARMEPS - Economic Operator User Manual.doc Page 9 of 96 

 

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

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

 

The following deadlines are widely used within the system:  

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

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

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

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

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

2.1. General usage guidelines 
The ARMEPS platform provides the following common navigation 
behaviour/functionality:  

 

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

 

 
Figure 2 Example of a table header  

 

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

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

 

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

 

 First Page 

 Last Page 

 Previous Page 

 Next Page 

 

The following buttons are also widely used within ARMEPS: 

 

 
Calendar Button .  Selecting this button opens a calendar enabling the 
user to select a date 

 

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

  Clear Button . This button clears the selection of the user 
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2.2. The CfT Menu functionality  
During the creation , editing and uploading of a Call for Tender (CfT), the CfT Menu 
displays all functionalities  available to the user. The CfT Menu is collapsed by 
default:  

 

 
Figure 3 The CfT Menu ( collapsed) 

 

If the user selects the òShow CfT Menu ó button, the CfT menu will be expanded to 
show all available functionalit ies. The user can select any of the provided 
functionalities:  

 

 
Figure 4 The CfT Menu ( expanded) 

 

The CfT Menu will collapse by s electing on òHide CfT Menu ó button (Figure 3). 
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2.3. Main Page 
 

 
Figure 5 Main ARMEPS page 

 

The main page of the ARMEPS platform cons ists of the following  elements: 

¶ Left column , which contains the Login panel, General Information Panel, and 
Calendar Panel.  

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

¶ Static header of the main page which  provides functionalities accessible from 
all pages of the ARMEPS platform .  
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¶ Static footer  of the main page which  provides functionalit ies accessible from 
all pages of the ARMEPS platform . 

 

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

2.3.1. Login Section  

 

 
Figure 6 Login panel  

 

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

  

2.3.2. Search Section 

 
Figure 7 Search panel 

 

The users can access this section to search for Call for Tenders, Organisations and 

users. Advanced searching functionality , (by selecting the button ) is also 
provided  (Figure 7). 
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2.4. Login in the platform  
All users of the ARMEPS module should have an appropriate user name and 
password. In order for a user to login in the system , he must provide his credential s 
in the login section of the main page: 

 

 
Figure 8 User login  

 

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

 

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

 

 

 
Figure 10 De-activated account 

 

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

 

1. As a first step, the user will have to provide the transaction number (which is 
received by email after his successful registration on the platform):  
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Figure 11 Confirmation email received during re gistration. The email  contains the 
username and the transaction number  

 

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

 

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

 

3. Finally, the user is prompted to read and accept the following System User 
Agreement: 
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Figure 13 Confirmation of  the user agreement 

2.6. Logout from the platform  
The user can exit the ARMEPS services by selecting the òLogoutó functionality: 

 

 
Figure 14 Logout functionality  

 

2.7. Maintenance of userõs profile 
After successful authentication the user can edit his profile by selecting the òEdit 

Profileó functionality (accessible in the left column menu).  The user can update the 
information fields and the n, select the button òSaveó to store the performed 
modifications.  
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Figure 15 Edit Userõs Profile 
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3. Registration of Supplier  
 

All Economic Operators are able to self-register to use the ARMEPS platform. In 
order for an Economic Operator to register in the system, the user should select the 
option òRegister as Supplier ó from the òLogin Paneló of the main page (Figure 16). 

 

 
Figure 16 Register Supplier  

 

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

¶ Organisation Name 

¶ Taxation ID 

¶ Issuer of Taxation ID 

¶ Taxation ID Issuer ID 

¶ Country  

 

Furthermore , the user can provide the following  optional information:  

¶ Company Registration Number  

¶ Address 

¶ Postal Code 

¶ City  

¶ Email 

¶ Phone Number 

¶ Fax 

¶ Website 

¶ Employer's Registration Number  

¶ Unique  ID 
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¶ Company Activities: Maximum Characters  

¶ Industry Reference Number  

 

 
Figure 17 Registration of organisation  

 

In order to proceed to the next phase, the user should have also typed, in the 
provided text field, the visual CAPTCHA  code displayed by the system on the 
screen. Selecting the òRefreshó button updates the code (Figure 17). Finally , the user 
should select the button òValidate and Continue ó to continue the registration 
process. 

 

The next step (optional ) is the association of CPV codes of interest with the 

organisation (Figure 18). The user can associate CPV codes by the use of the  

button. The button  is used to delete a selected CPV code.  

 



 

Development or Customization of Off -the-shelf Software for the Government 
Electronic Procurement System (E-Tendering) 

 

26/0 7/2010 ARMEPS - Economic Operator User Manual.doc Page 21 of 96 

 

For more information about how to use the CPV codes see section 15.1 Inserting 
Common Procurement Vocabulary Codes (CPV) .  

  

 
Figure 18 Registration of CPV codes 

 

In order to continue , the user should select the òNextó button. The button òBackó 
returns the user to the previous phase (Figure 17). 

 

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

¶ First Name 

¶ Last Name 

¶ Username 

¶ Password 

¶ Email 

¶ Country  

¶ Preferred language of  GUI 

 

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

¶ Address  

¶ Postal Code 

¶ City  

¶ Phone number 

¶ Mobile number  

¶ Fax 
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Figure 19 Registration of EO admin  

 

In order to finalise the registration process the user selects the button òFinishó. A 
message confirming the successful registration of the Economic Operator will be 
displayed:  

 

 
Figure 20 Confirmation of successful registration of the Economic Operator  

 

 

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

 

 

The EO Administrator must log in for the first time within 30 days after 
the registration . Otherwise, the account will be considered inactive and 
automatically deleted by the system. 
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The registration of an Economic Operator needs to be validated by the System 
Administrator. Until  then, the following message appears when the Economic 
Operator accesses the platform: 

 

 
Figure 21 Pending validation by the System Administration  

 

If this warning message occurs please contact the System Administrator, in order to 
activate the organisation account. 

 



 

Development or Customization of Off -the-shelf Software for the Government 
Electronic Procurement System (E-Tendering) 

 

26/0 7/2010 ARMEPS - Economic Operator User Manual.doc Page 24 of 96 

 

4. Economic Operator Management  
 

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

¶ Edit organisation details  

¶ View the users registered within  the  organisation of the Economic Operator 

¶ Add  new users  in the organisation of the Economic  Operator 

¶ Edit userõs details 

 

This management functionality is provided  through the òEO Man agementó option 
of the òEO Administration ó menu: 

 
Figure 22  EO administra tion menu  
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Figure 23 EO Management functionality  

 

4.1. Edit organisation details  
Selecting the option òEdit Organisation ó allows the user to edit the organisationõs 
details: 
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Figure 24 Editing Economic Operators details  

 

Selecting the button òSaveó will store the performed  modifications, while the button 
òResetó will reset the performed modifications . 

  














































































































































