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1 Presentation of the user guide

1.1 Introduction

This guide is for Users from companies that wish to use the Local Trust MPE e-procurement
solution for a range of functions:

. Search for calls for tenders,

. Download the files relating to calls for tenders (DCE)
. Submit a question relating to a call for tenders,

. Submit an electronic response for a call for tenders,
. etc.

1.2 Home page: general presentation
describing access to the platform

The platform home page comprises two sections: a banner menu and a home screen with the
welcome message, as shown below.

1.2.1 Welcome message and authentication

Authentication takes places on the home page. Simply click on the “Se connecter” (Connect)
button on the right of the header to enter your “Identifiant” (login) and “Mot de passe”
(password).

LOCAL TRU ST MPE .' Marchés publics électroniques

Identifiant

Mot de passe

Bienvenue sur ce site des MARCHES PUBLICS DEMATEI

Mise en place d'une nouvelle solution de signature électronique
Pour remplacer la technologie ‘Applet Java), une nouvelle solution de signature électronique est désormais proposée.

Les prérequis techniques de la plate-forme ont été mis a jour en conséquence, ainsi que la page de test de
configuration du poste.

lamiida 3inne act & i ihla dane 2 ruhricis Aide

1.2.2 Header appearance before authentication

At the top of the screen, the header shows the sections to which the User Company has
direct access before logging in:

-t User Guide for Companies
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Seco

Annonces v Signature v Se préparer arépondre v

Consultations en cours Autres annonces Données essentielles des marchés conclus
Recherche rapide ... n » Toutes les annonces d'information > Recherche avancée
Sioliss eserraiatans > Toutes les annonces d'attribution Enchéres

. > Recherche avancée
> Recherche avancée g
> Participation

> Recherche d'une procédure restreinte

Mes alertes et recherches sauvega rdées £ Gérer mes alertes et recherches sauvegardées

The “Annonce” (Announcements) section gives you access to:

Procurement notices published on the platform,

Information and announcements of contract awards published on the platform,
Essential data relating to the contracts signed by local government member entities,
The “Enchéres” (Bidding) module.

Annonces v Signature v Aide v Se préparer arépondre v

> Signer un document

» Verifier la signature

The “Signature” section provides access to:
. The electronic signature function,
. The electronic signature verification function.

Annonces v Signature v Aide v Se préparer a répondre v

> Premiére visite
» Guides d'utilisation
» Assistance

» Outils informatiques

The “Aide” (Help) section provides access to:

t User Guide for Companies
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e User guides and the traffic index for the hotline service,
e The various IT tools required to use the platform correctly.

Se préparer arépondre v

The section “Se préparer a répondre” (Preparing my response) provides access to:

e The workstation configuration test: “Télécharger mon assistant marchés publics”
(Download my public procurement assistant),
e Calls for testing purposes: to make a test submission.

1.2.3 Header appearance after authentication

After authentication, the banner still shows the sections described above: before
authentication. However, two new sections have been added, as shown below:

enue sur ce site des MARCHES PUBLICS DEM

ignature électronique
a, une nouvelle solution de signature électronique est désormais proposée.

2 ont été mis a jour en conséquence, ainsi que la page de test de

isponible dans la rubrigue Aide.
ntici,

The section “Mon panier” (My basket) provides access to:

e All the calls for tenders with which the company has interacted or simply added
to its basket, whether in progress or closed.
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Varlet Pierre v

Mes dossiers volumineux envoyés (upload)

Mes dossiers volumineux envoyés (upload)

Vous n'avez aucun dossier volumineux.

The “Dossier volumineux” (Large file) section provides access to:

e A function that can be used by companies to add large files to their bids: this
module must first be activated by the public entity.

When the company has logged in, it can change the settings for “Gestion de mes
alertes et recherches sauvegardées” (Manage my alerts and saved searches) in the
“Annonces” section

1.2.4 Login and registration

The platform home page can be accessed simply with a browser. No special equipment is
required. If an account has already been created, the user enters the login and password
selected on registration in the top right-hand corner of the home page, for authentication.

LOCAL TRUST MPE®

If the company does not have an account, the user clicks on “M’inscrire” (Register).

The registration fields will differ, depending on whether the company to be registered is
French or foreign. French companies will enter their Siret (business registration number),
while foreign companies will select their country and enter an identifier:

User Guide for Companies
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NOUVEL UTILISATEUR ?

Inscrivez-vous !

Entreprise établie en France

SIREN SIREN
entreprise/SIRET
entreprise

Entreprise non établie en France @

Pays Sélectionnez v

Identifiant Identifiant Nationa

1.3 Workstation configuration and preliminary

technical requirements

1.3.1 General recommendations for the workstation

A
&To use the platform, you will require a recent workstation, with:

e Software (OS and browsers) maintained by their original publishers,
e The latest software updates, including security patches issued by the publishers.
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LOCAL TR U ST M PE -. Marchés publics électronigues

A

Bienvenue sur ce site des MARCHES PUBLICS DEMATERIALISES

o In s plasec i o ‘urvs mousedle solubon de slgrustur e slec tromgus
Pour reirplacer L techreologs Appiel Fvs. une nouvsile sciulion de sgnaln e ehed tromagues o1 Ger sy [ ogaomie

Ly prrdrenyuly tec hnlgues de Ls plate- forms omt 808 mis b jour an iorsdquess, Sl s L pags o tesl O
canfiguralion du poste

L uibde ut |l ateur & jour e egalerent diyponibie darms G rubrique Aide

Liwy e o mirplod wad disponible am clkquani

Pewir d spwgin ], 1L el Fon Emivwertl pecamrenande de leiber L cenlfigur e o som pomie querkguey o

i’ iire offre. || el Bgalerer posailis de el be il of umes Do w . Swia i ko e el | Kog il
CErl e plgtefior e e errgles usis ot chin miar (i pulsio 4 v feesreet ds

a Redhercher et comisiter e amonces Sinformaton, &= reaftabon. o sttrften

s Télécharger les Dosssers de Consultation des Ertreprioes (DHCE

+ Répondre sous farme électronioue am appeds o affres

The platform implements an advanced cryptographic process (electronic signature) on
User workstations.

This programme requires a specific workstation configuration.

The preliminary technical requirements are set out on each page of the platform (see section
marked “Pré-requis techniques” (Preliminary technical requirements) at the bottom of the
page).

It is essential to refer to this section and to comply fully with requirements in order to
be able to use all the functions included in the application.

1.3.2 Workstation diagnostics

In order to prepare your electronic response to a call for tenders, you need to ensure
beforehand that your workstation is correctly configured, by carrying out a configuration
diagnostic accessible from the banner menu “> Se préparer a répondre > Tester la
configuration de mon poste” (Preparing my response> Testing my workstation

configuration).
Se préparer arépondre v
User Guide for Companies
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The function “Lancer le test de configuration de mon poste” (Run the configuration test on
my workstation) checks the following:

e Operating system,

e “Mon Assistant Marchés Publics”,
e Access to the certificate store,

e Web browser version,

e Communication with the remote server.

This version requires Mon Assistant Marchés Publics to be installed and running on the user
workstation in order to use the following functions:

e Electronic signature
e Adding documents to the ENVOL module

e User configuration test

On each page including a function requiring Mon Assistant Marchés Publics, a status indicator tells the

user whether the Assistant is running on the user workstation.

If Mon Assistant Marchés Publics is not installed or running on the user's computer, the status is
“Hors ligne” (Offline):

Cette fonctionnalité nécessite Ninstallation et lexécution sur votre poste de Fappiication Mon Assistant Marchés Publics.
Afficher plus dnformations

‘ e Et.\tdlﬂona\ulsuntmr:hisl?uhllc::m

it Click on “Afficher plus d’informations” (View more information) to download the executable for installing

Mon Assistant Marchés Publics.

Administrator rights are not required to install Mon Assistant Marchés Publics.

Informations - Mon Assistant Marchés Publics

Cette fonctionnalité né
Selon votre cas, veulllez

e Nnstallation el Mexécution sur volre poste de rapplication Mon Assistant Marchés Publics
vre les indications ci-dessous afin de 1élécharger, instalier, et exécuter Fapplication sur votre poste

© Cas 1: vous n"avez pas encore téléchargé I'application Mon Assistant Marchés Publics
L'appilication Mon Assistant Marchés Publics doit étre iéléchargée et instaliée sur volre poste utiisateur
m Télécharger Fapplication Mon Asststant Marchés P r Window
e Téicharger Fappication Mon Assistant Marchés Publics pour macOS
A Técharger Fapplication Mon Assistant Marchés Publics pour Linux

Une fols Ninstallation de Iz &, cefle demicre 51 automatique:

nt exécutée et préte A rutilisation. Sur ia page Web

sur laquelie vous vous tro de Mon Assistant Marchés Publics doit désomais étre

© Cas 2: vous avez déja téléchargé et installé I'application Mon Assistant Marchés Publics

t User Guide for Companies
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When Mon Assistant Marchés Publics is installed and running on the user's computer, the status is
“En ligne” (Online):

Etat de Mon Assistant Marchés Publics : ((eiQUTe(]
L'application Mon Assistant Marchés Publics est lancée sur volre poste, el es! préte a l'utilisation

Please note that once installed. Mon Assistant Marchés Publics launches automatically when the user

starts up the workstation.

You can conduct this diagnosis while browsing the platform. If the test is inconclusive, please
refer to the section on preliminary technical requirements at the bottom of the page.

It is essential for all tests relating to preliminary technical requirements to be validated for
it to be possible to submit an electronic response to a call for tender on the platform. If this is not the

A case, the electronic response function will not be operational. If the test results are conclusive, the User

Company is asked to submit an electronic response to a test calls for tenders.

1.3.3 Test calls for tenders

Test calls are fictitious calls that allow you to practise submitting an electronic response to
a call for tender. The process for responding to a test call is the same as for a real call. It
lets you test the electronic certificate, the encryption process and the transfer required for
your electronic response.

Test calls for tenders can be accessed from the banner menu “> Se préparer a répondre >
Tester la configuration de mon poste”.

Se préparer arépondre v

The platform gives Companies the opportunity to practise responding to two types of test
calls for tenders:
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e A test call for tenders with an electronic signature; -ﬂ

all
. . . i lj
e A test call for tenders without an electronic signature. —
MAPA 2023Q058 | TRAVAUX DE REHABILITATION DE LANCIENNE ECOLE PRIMAIRE LOUIS BLANC A SAINT-TROPEZ
Travaux .
Objet : TRAVAUX DE REHABILITATION DE LANCIENNE ECOLE PRIMAIRE LOUIS BLANC A SAINT-TROPEZ EN COMMERCES ET 25
12 Juin 2023 LOGEMENTS D'HABITAT INCLUSIF ET REAMENAGEMENT DES ESPACES EXTEIREURS CONTIGUS. Jull. 2023
Organisme : Ville de Saint-Tropez (83990 - Saint-Tropez) ©12:00
9(83) Var 5 *
E
AOO BDX_MMO_GYMN_BRAZZA TX RELANCE |
Travaux Marché travaux Construction du Gymnase Brazza a Bordeaux-Relance certains lots 10
9 Juin 2023 Objet : La présente consultation concerne les marchés de travaux pour la construction du Gymnase Brazza & Bordeaux. Dans le cadre de Jull. 2023
la consultation initiale, les lots 01-05-06-08-17-18 ont €té déclarés infructueux. Pour les lots 01, 05,08, 17 et 18, la consultation est
relancée selon une procédure formalisée (avec négociations possibles). Le lot 06 - Clos couvert (Charpente bois - V&tures - Etanchéité - ©12:00
Murs rideaux - Menuiseries extérieures bois — Occultations) de la consultation initiale est finalement divisé en 2 lots distincts : Z Lot 06 - .

Charpente - Couverture (Charpente bois - VEture - Etanchéité) I Lot 19 - Menuiseries extérisures (Murs rideaux - Menuiseries
extérieures bois - Occultations) Pour ces lots 06 et 19, la consultation est relancée selon une procédure formalisée (sans négociation).

Organisme : Setec Organisation (-)

@(33) Gironde

To test the electronic response, you need to have a User Company account and to be
authenticated. A certificate is also needed in cases where an electronic signature is required.

1.4 Using online assistance - UTAH

An online support service has been set up for companies wishing to bid on public
procurement contracts.

To access this service, click on the icon on the right of the screen. A new tab is then
displayed in the browser, giving access to the FAQ from a selection list. This will then provide
access to the following:

e A banner showing the follow-up for a request (“ticket”),

e A space displaying the data associated with the application, business and technical
contexts of the user making the request,

e The process for creating a support ticket.

1.4.1 Requests for online assistance
Requests for assistance are submitted from the FAQ.

1.4.1.1 Answers in the FAQ

A selection list in the space “Ma demande” (My request) lets you target the subject of your
support request by displaying a list of the most frequent questions along with the associated
answers.

-t User Guide for Companies
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Ma demande * Consultations ¥

Préciser ma demande / voir FAQ

» Comment recherche ton une procédure restreinte 7

» Comment savoir qui est le Titulaire d'un marché pour lequel f'ai répondu 'an passé 7

= Pourquoi je ne retrouve pas une consuliation publigue sur le portail 7
Veuillez verifier si la date limite de remise des plis n'est pas déja passée.Si ce n'est pas le cas, verifiez voire requéte ou assurez-
vous que la consultation n'a pas été retirée par le Pouvoir adjudicateur. Pour vérifier votre requéte - Assurez-vous de disposer des
éléments indispensables a la recherche de la consultation - e nom de 'entité publique concemeée par le marché - 1a référence de la
consultation- 1a date et heure de cléture- l'objet de la consultation. Positionnez-vous sur la page d'Annonces/Consultations en cours!
Recherche avanceée, et renseignez la date de cldture ainsi gue guelgues termes de l'objet de Ia consultation, puis validez.

» Que faire si je ne refrouve pas une consultation restreinte 2

@ La FAQ m'a permis de résoudre mon probléme

() Je m'ai pas trouvé de réponse satisfaisante, je poursuis ma demande

If you find the answer to your question in the FAQ, select the radio button “La FAQ m’a
permis de résoudre mon probléme” (the FAQ solved my problem) and click send.

If this is not the case, click on the radio button “Je n’ai pas trouvé de réponse satisfaisante,
je poursuis ma demande” (I haven't found a satisfactory answer, | would like to continue with
my request) to create a support ticket.

1.4.1.2 Creating a ticket

Requests for assistance are made by creating a ticket. This provides the support team with
the information necessary to address and solve the problem.
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A ticket comprises two parts: The first concerns the description of the problem. The user is
required to:

e assess the severity of the problem (Minor, Major, Blocking, Suggested improvement)

e provide information on the recurrence of the problem (once only, several times
(randomly), systematically (reaction to a series of specific actions))

e describe the request/problem in the “Message” section. We strongly recommend that
you include screenshots to help us solve the problem.

-t User Guide for Companies
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The second part is for the user's contact details. This information is automatically transferred
from the account used. Only the mandatory telephone number needs to be provided.

Note: you can enter additional email addresses by clicking on the [] button.

When you click on “Envoyer” (Send), a page is displayed with a message confirming that
the request has been submitted and providing a follow-up number:

Pour tout eéchange avec 'assistance téléphonique, appeler le 01 53 43 05 44 en précisant ce numeéro de demande.

o Demande enregisiree

Votre demande a bien été enregistrée.
Votre n° de demande est : azOuchie

Un email de confirmation vous a été envoyée a : azert@atexo.com

At the same time, a confirmation email is sent to the user.

Finally, a hotline number is provided for users to contact the support desk in the event of an
urgent request.

Under no circumstances is this support service intended to provide company training in standard office

automation functions.

A Users are strongly encouraged to test the configuration of their workstation and to submit test responses
using the test calls for tenders available on the platform. If users run into difficulty, the Online support

service is available to help them configure their workstations correctly and ensure that they can submit

their response easily.

NB: the Rules of the Call for Tenders are considered as binding for the requirements of the
Public Entity concerning the electronic signature of response files (see articles 2.5 and
3.7.2.2.4). This platform is a tool, not an instruction manual on how to submit a bid.
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1.4.1.3 Request follow-up
Users can access ticket follow-up in two ways:

e By clicking on the link received by e-mail when the ticket was submitted
e By entering the follow-up number given at the top of the ticket creation page.

LOCALTRUSTMPE®  HM

When you click on “Suivre ma demande” (Follow up my request), the page displays:
e Information relating to the creation of the ticket: request message, request
timestamp, follow-up emails,
e A log of exchanges with the support desk,
e The current status of the request (with timestamp),
e A response space where you can talk to the support team.

Each time the support team changes the status of a request, an email notification is sent to
the user.
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2 Functions available to a User Company
with anonymous status (non-
authenticated) or authenticated status

The functions below remain the same, regardless of whether the User Company is in
anonymous (non-authenticated) or authenticated mode.

NB: On accessing the platform, the User Company is in anonymous mode by default.

2.1 Searches for public calls for tenders by a
User Company

The search modes accessible from the menu are:

e Display of all current calls for tenders,
e Quick searches using keywords or references,

e Advanced searches: multi-criteria, by keyword and restricted procedure search (e.g.
for the submission phases of a Restricted Call for Tenders).

Following a search, a results table provides a description of the corresponding calls for
tenders.
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Nombre de résultats : 2

Procédure Actions

MAPA ZABBIX 2019 | NEPASUTILISER - CONSULTATION TECHNIQUE
Services . . . i . - o 23
Objet : Cette consultation sert 3 mesurer des temps de réponse de la plateforme. Merci de ne pas I'utiliser pour des dépbts de test.
G il 2029 Qrganisme : Organisme de Formation (- Janv. 2099
Q(75) Paris @17:30
AQQ Consultation Test | Consultation Test
Services i
' Objet : Consultation_Test 30
2 Qrganisme : Organisme de Formation ( -) Avril 2026
@ (92) Hauts-de-Seine ®17:30
&
:

Using this results table, an anonymous (or unidentified) user can access the:

e Details of the call for tenders using the “Accéder a la consultation” (Access call for
tenders) button B, and then the functions/actions, but only on downloading the call
for tenders documents.

e Details of the work packages <,

e Workstation configuration test n,

e Function “Ajouter la consultation au Panier Entreprise” (Add call for tenders to
Company Basket) ﬂ,

e Downloading of the rules of the call for tenders, via the dashboard

2.2 Searches for restricted calls for tenders by
a User Company

For multi-phase procurement contracts (e.g. Framework Agreements: selection of
successful tenderers then subsequent contracts; Restricted Calls for Tenders: applications
then proposals; Negotiated contracts, etc.), the Public Entity is required to restrict access to
the tender following the first public phase.

The new phase in the call for tenders is said to be restricted, meaning that it can neither be
seen nor accessed by companies that were not selected to take part in this new phase.
To access this new phase of the call for tenders, you need the following information:
e the name of the Public Entity and the Directorate/Department (Purchasing Entity)
organising the call for tenders,
e the call for tenders reference,
e the Restricted Access Code, given to the company by the Public Entity.

Restricted calls for tenders are accessed from:
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e the home page of the platform, by clicking on the link “Rechercher une procédure
restreinte” (Search for a restricted procedure),

e the “Recherche d'une procédure restreinte” section, which can be found in the
“Annonces” menu.

Recherche multicritéres Recherche d'une procédure restreinte
Le symbole  indique les champs obligatoires

Entité publique * -— Sélectionnez une entité publique -— i
Référence *

Code d'accés *

Effacer les critéres de recherche Lancer la recherche

2.3 Downloading of DCEs by a User Company

To download the tender documents, click on the button “Accéder a la consultation” (Access
the tender) 3.
The User Company may:
e Download the announcement by clicking on the link in the “Avis de publicité”
(Announcement) box,

e Download the Rules of the Call for Tenders by clicking on the link in the box “Pieces
de la consultation” (Call for Tender documents),

Téléchargement

AN @ Dosssor de
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e Download the DCE by clicking on the link in the box “Dossier de consultation” (Call
for tenders file).

The Rules of the Call for Tenders and announcement can be downloaded without
authentication.

The User Company can also download Annexes / Large files submitted by representatives (see
§ 6.1.1) from this page.

2.3.1 Anonymous downloading of the DCE

The Tender File can be downloaded anonymously or after identification. By default,
identification is required.

Téléchargement du Dossier de Consultation des Entreprises
En cas de modification de la consultation, nous devons étre en mesure de vous contacter pour vous transmettre les éléments actualisés
®) Je souhaite compléter le formulaire de demande de renseignements ci-dessous et ainsi &tre informé en cas de modification de la consultation,

_} Je souhaite télécharger anonymement le Dossier de Consultation des Entreprises et je ne serai donc pas informé en cas de modification de la consultation.

After having read and understood the terms and conditions of use of the platform (tick box
at the bottom of the form), the User Company approves the content and accesses the screen
for downloading the DCE.

In anonymous downloading mode, the user does not need to fill in the identification fields
beforehand.

NOTE: If a DCE is downloaded anonymously, the User Company explicitly waives the
right to receive information (alerts) on changes to the call for tender

2.3.2 ldentification prior to downloading the DCE

If the User Company enters their identity (in the same way as for the physical delivery of the
DCE), they will be informed by email of any additional information that may be provided
before the date of closure (questions and answers sent to the various companies, extension
of the deadline, etc.)
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Attention : les informations saisies vous permettront, tout au long de la procédure, de recevoir les mises 3 jour relatives aux modifications de dates, rectificatifs/compléments du
dossier de consultation des entreprises, etc.

D Je reconnais aveir pris connaissance des conditions générales d'utilisation de la plateforme de dématérialisation et je les accepte.

Mes coordonnées

NOM*:
Prénom * :
Adresse électronique * :

Raison sociale ;

. Entreprise établie en France

SIREN /SIRET :

(:‘. Entreprise non établie en France ou ne disposant pas d'un SIREN/SIRET

Adresse Code postal :
Adresse [sulte]: Ville :
Téléphone : hif 30 3 pace. Ex i +3314 070 ou 01 Fax:

NB: When the User Company is authenticated, the form for downloading the DCE is pre-
completed with the account details. Pre-completed data can be modified as required.

When the form has been completed, click on “Valider” (Validate) to go to the DCE download
screen.

2.3.3 Downloading the DCE

The User Company may:
e Download the complete call for tender File,

Téléchargement complet

Cliguez sur le bouton suivant pour télécharger le Dossier de consultation dans son intégralité : & Thidcharger le Dosster de consiltation

e Select the documents in the file to be downloaded.
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Téléchargement partiel

Veuillez choisir les piéces du Dossier de cansultation que vous désirez télécharger avant de cliquer sur le bouton ci-dessous
. |:| AE Modele.doc (13 Ko)

. |:| Bordereau des prix Modele.xls (3 Ko)
« [1 ccappdf (48 Ko)
« [1 ccTrpdf (48 ko)
. |:| Docl
[ Questions-reponses.pdf (24 Ko )
. |:| Doc 2
o [ Repdf(73Ko)
. |:| Doc3
o [ ccTppdf(48Ko)
. |:| Doc5
o [] ccarpdr(48Ko)
« [] Repdf (73Ko)

The User Company must Save (not Open) the DCE on their workstation, so that they can

work on it later without being connected to the platform.

Company Guide

& Télécharger les piéces sélectionnées

2.3.4 Delivering additional documents by post

If the call for tender files are too big to be posted online (e.g. plans for a works contract), the

Public Entity may send additional documents by post.

When this option is available, the company may submit a request for postal delivery of the
additional documents on the same screen as for the DCE download.

The User Company enters the format in which they wish to receive the additional call for

tender documents — paper or CD-ROM - and specifies the documents concerned.

The request is confirmed using the “Demander” (Request) button. The Public Entity is

informed of this request.

Gestion des envois postaux complémentaires
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However, some entities have chosen to use the ENVOL module, which enables the direct
downloading of large files at the same time as the DCE.

2.4 Asking a question

You can ask a question about a call for tender by clicking on the link “Poser une question”
(Ask a question) in the question tab:

L Publicité/ Téléchargement © Question & Dépét = Messagerie sécurisée

Liste des questions posées ES—"r—u=4

After entering and validating your contact details, enter the question in the space provided
and click on the “Valider” button. The question field is limited to 250 characters. The aim is
to encourage users to submit questions in the form of documents, to be added as
attachments.

Poser une question Le symbole  indique les champs obligatoires

Question (250
caractéres max.) 1

Joindre un fichier: Parcourir... | Aucun fichier sélectionné.

Anriler m

A confirmation message indicates that the question has been registered.

Consultations  Confirmation de dépot d'une question

Rtour

This question is then sent to the Public Entity, which will process it according to the
established procedure.

2.5 Electronic sighature

2.5.1 Description of the different signature format s

2.5.1.1 XAdES signature format

The signature takes the form of a signature file (token), which is generated and saved on
the workstation, in the same directory as the signed file. This signature file has the same
name as the signed file and ends with “DateTime-Signaturel.xml”.
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@Qq | b Bihlibthiques s Doctments & TEST

Fichier Edition Affichage Outils ?

Organiser = Partager avec = Graver Mouveau dossier
¥ Favoris Bibliotheque Documents
TEST
- Bibliotheques ot - e
‘M Ordinateur 0} Al doc Docurment Micros,
|| Document a signer.docy - 20070913171000 - Signature Lxml Document AML
i Reseau Jeton Xades

2.5.1.2 PAJES signature format

The signed file takes the form of a new PDF file incorporating the signature. This file is
generated and saved on the workstation, in the same directory as the signed file. This PDF
file has the same name as the signed file and ends with “DateTime-Signaturel.pdf”.

qu‘ ¢ Bibliotheques » Documents » TEST

Fichier Edition Affichage Outils 7

Organiser w Partager avec v Graver Mouveau dossier
b Favoris Bibliothégue Documents
TEST
4 Bibliotheques K ’ Type
b | £ Documents '
= (€| Document 3 signer.pdf Document PDF
I = Images e
J‘ . i€ Document a signer.pdf - 20170913171804 - Signature 1.pdf Document PDF
I gt Musique
o B Vidéos

Document signé

2.5.1.3 CadES signature format

The signature takes the form of a signature file (token), which is generated and saved on
the workstation, in the same directory as the signed file. This signature file has the same
name as the signed file and ends with “DateTime-Signaturel.p7s”.
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@u?| .. » Biblictheques » Documents » TEST

Fichier Edition Affichage Outils 7

Organiser = Partager avec = Graver Mouveau dossier
¢ Favoris Bibliothéque Documents
TEST
- Bibliotheques Kiisris . Tyipe

1] Document a signer.docx Document Micros,..

Signature PKCS =7

= Document 2 signer.docx - 20170013171422 - Signature 2.p7s

& Ordinateur

€ Réseau Jeton Cades

2.5.2 Individual electronic signature

The “Signature” function in the banner menu lets the User Company sign files electronically
and individually.

To use this function, the User Company must have an RGS and elIDAS-compliant electronic
certificate as well as the “Mon assistant marchés public” app.

This action creates a “signature token” associated with the file to be signed. If the write
access settings on the User Company’s workstation enables this, the signature token will be
written on the hard disk next to the location of the file to be signed.

Accueil = Outils de signature = Signer un document

Etat de Mon Assistant Marchés Publics :
L'application Mon Assistant Marchés Publics esi lancée sur votre poste, et est préte a 'uiilisation

Avant d'utiliser I'outil de signature, nous vous invitons & verifier que votre cerfificat de signature est bien accessible.
Désignez ensuite le fichier a signer.

# L'applicafion s'ouvre dans ur_le_!enétre dans laquelle vous pouvez sélectionner el signer vos fichiers. )
¥ Les jefons de signature générés sont automatiqguement enregistrés dans le méme dossier que le fichier signé
& Avant d'utilizer I'outil de signature, mous vous invitons a vérifier que volre certificat de signature est bien accessible

Lancer l'outil de signature

The button “Lancer l'outil de signature” (Launch signature tool) opens the application Mon
Assistant Marchés Publics , which guides users through the steps involved in signing their
documents:
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Step 1: Check that the electronic signature certificate is present on the workstation:

Mon Assistant Marchés Publics
ATEXO - Version 1.4.8

® Accueil

aQ Options avancées
Applications
Applications et outils locaux

3 Signature électronique

Traitements distants
Traitements lancés par le profil acheteur

Aucun traifement distant n'est actuellement en cours
d'exécution.

Signature électronique
Signer électroniquement un document au format PAJES, CAdES, ou XAdES.

Informations préalables

Avant d'utiliser I'outil de signature, nous vous invitons a veérifier que votre certificat de
signature est bien accessible.

Les jetons de signature générés sont automatiquement enregistrés dans le méme dossier que
le fichier signé.

ETAPE SUIVANTE >

Step 2: Select and add files:

Signature électronique

Signer électroniguement un document

Fichier(s) & signer
[§ AE_Dissocie.pdf (11.38kB)
[ Bordereau des prix.xis (14 kB)
B CCAPpdl (49.51 kB)

B Memoire technique.pdf (43.15 kB)

B AJOUTER UN FICHIER 1

< ETAPE PRECEDENTE

atexo

© ATEXO - All rights reserved

au format PAJES, C8

AJES, ou XADES

Fichiers a signer

Veulllez sélectionner e ou les fichiers a signer élecironiquement

©

Format de signature Actions
PAdES - [ ]
XAJES -2 B
PAJES - [ ]
PAdES - [ |

& e e
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The user can choose the signature format before moving on to the next step.

Step 3: Select the signature certificate:

Signature électronique

e dlectrormquement un document au formal PAJES, CADES

© © o o o

Sélection du certificat électronique

Veuillez sélectionner le certificat élecironique a utiliser pour signer les fichiers sélectionnés.
Certificat{s} disponible(s) Conformite
Charles CIVETE
Emetteur : ATEXO AC DEMO - Entreprises @ Adapte pour les marches publics
Date d'expiration : 14/06/2022
Christian CARLET

O Emetteur : ATEXO AC DEMO - Entreprises 0 Adapté pour les marchés publics
Date d'expiration : 14/06/2022

< ETAPE PRECEDENTE J ETAPE SUIVANTE »
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Step 4: Sign the file:

Company Guide

Signature électronique

Signature des fichiers

SIGNATURE ELECTRONIQUE DU FICHIER 2 SUR 4

A progress bar shows the signature status of all files.
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Step 5: Confirm file signature:

Signature électronique

@ 9 9 o o

Confirmation

La signature électronique des fichiers sélectionnés s'est terminée avec succes.
v » Nombre de fichiers a signer : 4

« Nombre de fichiers signés avec succes : 4

Fichier(s) géneré(s)

& Fichier source : AE_Dissocie.pdf

Ly, Format de signature : PAJES —
Ly Fichier généré : AE_Dissocie - 20210412113628 - Signature 1.pdf o
L, Répertoire de destination : C:\Users\phr-atx\Desktop\Formation\Dossiers Formation MPE\Entreprises - Fichiers de
reponse\Offre

@ Fichier source : Bordereau des prix.xls
L, Format de signature : XAJES s
Ly Fichier généré : Bordereau des prix.xls - 20210412113735 - Signature 1.xml| O

Ly Répertoire de destination : C:\Users\phr-atx\Desktop\Formation\Dossiers Formation MPE\Entreprises - Fichiers de
reponse\Offre

@ Fichier source : CCAP.pdf

v TERMINER ET FERMER

Each signed source file is followed by the following information:

e Signature format
e Files generated by the application
e Destination directory of the file generated. Users can access the file directly by
(o)
clicking on the ./ button.

3 Additional functions available to the
User Company in authenticated mode

3.1 Authenticated User registration

If you use the platform regularly, we recommend that you create a Personal account (User
Company account) in order to automate certain tasks.

A personal account will also give you access to specific functions (alerts, electronic
response).
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NOUVEL UTILISATEUR ?

Inscrivez-vous !

Entreprise établie en France

SIREN
entreprise/SIRET
entreprise

Entreprise non établie en France
Pays Sélectionnez v

Identifiant

Using your SIRET number, the platform automatically retrieves the information declared by
your company to INSEE (national institute of statistics). If this information is no longer valid,
you will need to rectify it directly with INSEE. The e-procurement platform will then be
updated automatically.

3.1.1 Registering an establishment

On the registration form, User Companies are asked to select their establishment from those
already registered on the platform.
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Mon compte entreprise

Entreprise
Raison sociale: ATEXOD SAS SIREM: 440909542
Code APE/MAF / MACE : 70222 Lieu d'établissement : FR
Forme juridique : SAS PME: Mon

Etablissement

Mombre de résultats: 3 10w

résultats / page R |
Mon établissement - - " "
00033 ] 17 boulevard des capucines 75002 Paris
Q0025 [E7) 17 boulevard des capucines 75002 Paris
® Q0041 [E7] £3 BD HAUSSMANN 75008 PARIS 8

If the establishment is not registered, you can add it using the button “Ajouter un
établissement” (Add an establishment).

A window appears, allowing you to enter the establishment code.

Ajouter un établissement

Code établissement " ©

Anruler

3.1.2 Creating a personal account

After selecting or registering the establishment code, users then fill in their personal account
details:
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MON COMPTE PERSONNEL

Mes informations personnelles

Nom *; MNom Téléphone " : 0102030405
Prénom " : Prénom Fax:
Adresse électronique * prenom.nom@societe.com

Mes informations d'identification

Identifiant * : p.nom
© Motdepasse®: sssssass
Confirmation mot de passe.* : LLCEE T

The person creating the first user account becomes the Company “Administrateur”
(Administrator).

The user will receive an email confirming the creation of an account at the address given
on the registration form.

3.2 Company account management functions
(Administrator profile)

3.2.1 Managing Company characteristics

From the home page, the Administrator of the Company Account can log in and access the
following functions:

Mon panier v Annonces v Recherche de collaboration Entités d'Achat Qutils de signature v Aide v Se préparer 3 répondre

Bienvenue PRENOM NOM

Vous étes Administrateur de 'entreprise SOCIETE
Vous étes rattaché a 'établissement 00033, 231 RUE DU MARCHE ST HONORE, 75001 PARIS 1.

Si vous n'étes plus rattaché a cet établissement, rendez-vous dans la rubrique "Mes coordonnées”.

Sl sibits _

& Mon compte personnel L Messervices
> Mes coordonnées 2> Mesrecherches et alertes
2 Supprimer mon compte personnel ? Mesréponses
> FluxRSS
B Compte de mon entreprise > Mon panier
> Identification du siége social (@] Bourse alacotraitance

2> Description d'activité

> Espace documentaire - Coffre-fort Entreprise 2 Recherche de collaboration

4 Utilisateurs de mon entreprise & Sepréparer arépondre

> Tester la configuration de mon poste

> Listedes utilisateurs 2 Consultation de test

> Liste des événements utilisateurs
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3.2.1.1 ldentification of head office

The Administrator can enter and change information relating to their company's registered
office. This information is made available to purchasing entities. Only the SIREN number
cannot be changed.

3.2.1.2 Description of business activity

The Administrator can add information to describe the activities of their company and edit
key information for the most recent financial years (turnover, workforce, etc.).

3.2.1.3 Managing the company’s electronic safe

The Administrator can upload the administrative information required for their application or
for when contracts are awarded (tax and social security certificates, insurance certificates,
etc.).

This information can be accessed by the Public Entities under specific conditions (contract
awarded, consent of the company, etc.).

Accueil  Espace documentaire

Documents rattachés a votre entreprise

Documen it Taille Date de fin de validité Modifher Visualiser Supprimer

Certificats sociaux 7 1138 Ko 09/11/2020 u n n
Certificat.pdf

K-BIS 8 50,18 Ko 06/01/2023 n n
KBIS SOCIETE. pdf

3.2.2 Managing Users within a company

The application enables an Administrator or User Company account to carry out
management operations on User Company accounts.

From the home screen, the Administrator accesses the account using the link “Liste des
utilisateurs” (User list) in the section “Utilisateurs de mon entreprise” (Users in my company).

A Company Administrator can change the contact details of an account, delete an account
(e.g. if the company pulls out), grant or remove administrator rights, etc.
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Accueil ~ Moncompte ~ Utilisateurs inscrits de mon entreprise

Liste des utilisateurs inscrits de mon entreprise

Company Guide

Actions

PASSET Marc

m.passet@societe.com 00033 ]

POSTIER Maxime

m.postier@societe.fr 00033 (]
Retour

Administrateur Entreprise

Administrateur Entreprise

- [
Ba

Ajouter un utilisateur

They can also access the list of user events for their company by clicking on the button

“Liste des événements utilisateurs” (List of user events).

Liste des événements utilisateurs

Date/Heure ~ Action effectuée ~

Utilisateur Profil ~

MarcPASSET, Administrateur 17/05/2018 09:58 Modification de compte
m.passet@societe.com

Mare PASSEY. Administrateur 07/12/201708:31 Modification de compte
mpasset@societe.com
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3.3 Management functions of the User
Company account

3.3.1 Managing favourite searches and alerts

Using the section “Mes recherches et alertes” (My searches and alerts) in the “Mes services”
(My services) list or from the “Annonces” banner menu, a registered User Company is able
to define preferences for:

e [Faster routine searches,
e An automated alert for new call for tenders.

With this function, users no longer need to conduct frequent manual searches for calls for
tenders that meet specific criteria (category, keywords, etc.).

Alerts are sent out by email, at the frequency specified.
Alerts are created by entering advanced search criteria.

Vous #ies Admindsirateur de Fentreprise LOCAL TRUST.

Vious #e3 rattache & ['établissament 600319, 231 BUE DU MARCHE 5T HOMORE, FE001 PARIS 1
51 wous nétes plus rattachd §oet étshllpmemant, rerdervious dam 1s rubrgue
l: Mon compte personne e Mt services
. Compte de man entreprise
& Sepréparer § répondre

W Utilisateurs de mon entreprise

Annonces v Recherche de collaboration Entités d'Achat Outils de signature v Aide v~ Se préparer arépondre v

Consultations en cours Autres annonces Données essentielles des marchés conclus
n > Toutes les annonces d'information » Recherche avancée
» Toutes les annonces d'attribution Enchéres

Toutes les consultations =
¥ » Recherche avancée

. o e
» Recherche avancée ¥ Participation

e

" » Recherche d'une procédure restreinte

b Mes alertes et recherches sauvegardées | Gérer mes alertes et recherches sauvegardées |
" » Marchés de travaux a Paris
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Accueil  Consultations  Recherche avancée

I
Recherche avancée
Recherche multicritéres Recherche d'une procédure restreinte
Recherche par mots clés AT ace t " 2t o

Entité publigue Recharche par autocomplétion  Recherche dans una liste

Référence
Typo d'annonce Annonce de consultation
Type de procédure Tous les types de procédure w
Catégorie principale — Toutes les catégories — bt

B consigérationsts) Lo g ©
sociale(s)
Le marché public ost réservéddes: @)
ESAT/EA au structures ncfférent =
équivalentes
SIAE ou structures indiifférent -
équivalentes
EESS ou structures Inciftérent 5
équivalentes
Dont le commerce équitable Indlifférent v o
Dont considération Indifférent v @
dinsertion par lactivité
économique
B Considérationsis) Indifférent v| @
environnementalels)
B Harchi pobiic simplifi Indifférent &= ©
Lieu d'exécution Détails @
Code CPV : s} ck § = = 7]
Recherche par date
Date limite de remise des plis Entre le 28/09/2018 ] etle 28/03/2019 i
Date de mise en ligne Entrele 28/03/2018 atie 28/09/2018 ()
Effacer bes critbres de recherche Sauvegarder la recherche

Authenticated users can save a search in order to access its results at a later date. The
button “Sauvegarder la recherche” (Save search) is used to save the search criteria.

For each search saved, the user is able to:

e Change the name or criteria of the saved search,
e Delete the saved search.
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Accueil - Mesrecherches  Gestion de mes alertes et recherches sauvegardées

Mes alertes et recherches sauvegardées

Alerte f Recherche Modifier Supprimer Recherche

Marchés de travaux a Paris Q n ﬂ

3.3.2 Following up responses submitted

From the “Service” list, the User Company can click on the link “Mes réponses” (My
responses) to access all the time-stamped responses submitted from the platform.

Catégorie v Intitulé v o
Référence ~ Objet Datg Ilm.tede_ Ma réponse v
Procédure Organisme ~ remise des plis ~
AQOQ . . . . 3 : . ,
s Consultation de test AVEC signature électronigue Consultation de test AVEC signature électronigque 7 23
Appel d'offres ouvert Objet : Cette consultation de test AVEC SIGMNATURE ELECTRONIQUE permet 2 une entreprise de s'assurer de la bonne configuration
de son poste de travail (version de la machine Java, téléchargement correct Aalit 2047 Avril 2020
Organisme : Orzanisme de test pour les entreprises / TEST ®©17:30 ©07:28
AQQ . : . : y e o
e Consultation de test AVEC signature électronique Consultation de test AVEC signature électronique 7 23
Appel d'offres ouvert Objet : Cette consultation de test AVEC SIGMATURE ELECTROMNIQUE permet 2 une entreprise de s'assurer de la bonne configuration - .
de son poste de travail (version de |a machine Java, téléchargement correct Aalit 2047 Avril 2020
Organisme : Organisme de test pour les entreprises / TEST ©17:30 @07:26

3.4 Company basket

This function lets authenticated User Companies add calls for tenders to a working space in
order to track them at a later date.

3.4.1 Accessing the basket

This function can be accessed only by registered and authenticated platform users. The
basket is accessible:
e via the menu in the “Mon panier” (My basket) strip,
e or from the home page in “Mon compte” (My account), in the section
“Dématérialisation des marchés publics” (Electronic government procurement):
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Marc PASSET

Mon panier w ANnonces. « Drtils de signature « Abde w Se préparer 3 répondre v

Gestion des comptes

Options

& Mon compte personnel J Messervices
2 Mescoordonnées >
2 Supprimer mon compte personnel > B
>
B Compte de monentreprise 2
|
> Identification du sidge socia £} Se préparer arrépondre
2 D y

Tester |a configuration de mon poste

>
» Espace documentalre - Coffre-fort Entreprise » Consultation de test

& Utilisateurs de mon entreprise

? Liste

» Liste des évé

tilisateurs

nements utllissteurs

3.4.2 *“Mon panier” (Basket) menu functions

e “Toutes les consultations en cours” (All calls for tenders in progress): displays all
current calls for tenders (not closed) in the basket.

e “Avec retrait” (With downloading): displays all current calls for tenders (not closed)
for which at least one DCE has been downloaded in non-anonymous mode.

e “Avec question posée” (With question asked): displays all current calls for tenders for
which at least one question has been asked.

e “Avec dépbt” (With submission): displays all current (not closed) calls for tenders in
the registered user’s basket for which at least one bid has been submitted.

e “Avec message échangé” (With message exchanged): displays all current calls for
tenders (not closed) in the registered user’s basket, for which at least one electronic
exchange of messages has taken place via the platform.

e “Consultations cléturées” (Closed calls for tenders): displays all calls for tenders in
the basket that are now closed (no longer online).

Consultations en cours

> Toutes les consultations

> Avec/ sansretrait

> Avec/ sans question posée
> Avec/ sansdépot

| > Avec/ sans message échangé
> Consultations cléturées

> Recherche avancée
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3.4.3 Manually adding a call for tender to the bask et

You can manually add a call for tender to the basket from the calls for tender search
results table.

When searching for a call for tender, the “Panier” button n in the "Actions" column of
the results table can be used to add the call for tender to the basket.

3.4.4 Automatically adding a call for tender to the
basket

The call for tender is automatically added to the basket when a user performs one of the
following:

e Asks a question about the consultation,
e Respond to the call for tender,
e Downloads a DCE in authenticated mode.

3.4.5 Accessing “Mon Panier”

The contents of the basket are displayed in the form of a table of results:

Référence ~ Intitulé ~ Diate fimite de

O

MAPA ATOM_CONS 0004 | Lot D21 - Génie civil, Charpentes métalliques, VRD
Travaus

Ob]El : Réallsatlon de la zone d'accks au bitiment des manutentions de la Centrale PHENIX (CEA, Centre de Marcoule),

28 Aot 2018 L " 5 x v
= ; Organisme : Ministera 0 de démonstration - (75007 - Paris) Ao 2072

Q(75) Paris furs ©01:01

For each call for tender in the basket, a summary is displayed to show the actions already
taken:
e Downloading of the DCE (number and link to the sheet with details of the call for
tender)
Question asked (number and link to the sheet with details of the call for tender)
Submission of electronic responses (humber and link to the sheet with details of the

call for tender)
e Secure message (number and link to the sheet with details of the call for tender)

A call for tender in the basket can be removed by clicking on the I button.
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3.4.5.1 Possible actions via the basket
Using the results table, the following actions can be taken for calls for tenders in the basket:

e Access the sheet with details of the call for tender by clicking on one of the following
icons:

Retraits
Questions
Réponses

Messages

e ‘Retraits” (Downloading): lets you access the sheet with details of the call for tender
and go directly to the tab “Publicité / Téléchargement” (Announcement / Download)
tab;

e Question: lets you access the sheet with details of the call for tender and go directly
to the “Question” tab;

e “Réponses” (Response) lets you access the sheet with details of the call for tender
and go directly to the “Dépo6t” (Submit) tab;

e Messages: lets you access the sheet with details of the call for tender and go
directly to the "Secure message” tab.

3.5 Supplying administrative and supporting
documents

3.5.1 Safe

Authenticated User Companies can use the electronic safe to:

e Store documents that will be accessible to buyers when responding to a call for
tender;
e Store private documents.

To access their electronic safe, users go to the “Mon compte” page:

-t User Guide for Companies
aexo Page 42 of 88
o Document updated: 23 June 2023



a t e XO Company Guide

SOLUTIONS MUMERIGUES POUR ACTEURS PUSLICS

#ies Admindstrateur de lentreprise LGCAL TRLUST.

aus 843 rattache & [établissement 00019, 231 RUE DU MARCHE 5T HONORE, 750041 PARIS 1

& ncomple pErson - &
B pe de m i

Q Sepréparer § répondre
|
¥ Utilisateurs de ar pils

From their safe, users have access to:
e The list of documents concerning their company, with the following information:
o Name
o Size
o Date of expiry, if the document is concerned.
e When you slide the mouse over the eye, a tooltip appears to indicate whether or not
the document is accessible to buyers. If this is not the case, the eye is greyed out.

The user can also carry out the following actions:

Edit a document
View a document
Delete a document
Add a document

Accueil  Espace documentaire

Documents rattachés i votre entreprise

Document Taille Date de fin de validite Modifer Visualiser Supprimer

Certificats sociaux ) 11,38 Ko 09112020 n n n
Certificat.pdf

K-BIS - 50,18 Ko 06/01/2023 n n
KEBIS SOCIETE.pdf

If the user decides to make a document accessible, the public buyer will be able to access
this document during the opening and analysis phases of the calls for tenders to which the
company has responded. These documents do not have to be included in the calls for
tender: they will be accessible, providing that the means of accessing the safe is specified

in the call for tender.
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3.5.2 Tax and social security certificates

The Local Trust MPE application enables the automated retrieval of certificates by
companies that have applied for calls for tenders. These certificates are as follows:

e Tax certificate

Public procurement certificate

Certificate of tax regularity

Qualibat certificate

CNETP / Contribution certificate

FNTP / Business card

PROBTP / Pension contribution certificates
OPQIBI certificate

3.6 RSS feed

This function lets the user subscribe to the RSS feeds published by the platform from the
“Mon compte” page.

& Mon compte personnel L Mes services
¥ Mes coordonnédes ch
» Supprimer mon compte personnel Mes vy
B Compte de mon entreprise > Mon panier
> Identificatior ocial (@ Bourse a la cotraitance

> Desc

> Recherche de collaboration
» Espace documentaire - Coffre-fort Entreprise

£ Sepréparer i répondre
& Utilisateurs de mon entreprise

uration de mon poste

> Liste des utilisateurs
> Liste des événements utilisateurs

The platform offers the following feeds:
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Flux R55

Flux R5S

Retour
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3.7 Submitting an electronic response /
electronic signatures

NB: User companies are advised to refer to the call for tender documents to see whether
electronic signatures are required and, if so, which documents need to be signed.

If a User Company wishes to sign its bid electronically, it must first acquire an electronic
certificate. Obtaining an electronic certificate takes several days, or even weeks. If the
User Company does not have an electronic certificate that is valid for responding to an
e-procurement contract, it is essential to apply for one in advance.

The User Company is also advised to take steps to ensure that their electronic response
is submitted before the deadline. A workstation configuration test and test calls for
tenders are available on the platform (see § 1.3.2 and § 1.3.3)

Authenticated User Companies can respond to a call for tender from the call for tender
Dashboard (Search results), by clicking on the button “Accéder a la consultation” (Go to
call for tender) 3.

Réfdrence ~ | Intitulé ~ Date limite de
Catég Objet ~ 3
Publié le ~ 5

ADOD ADO-1709-2 | Acquisition et pose de compactus
) Objet : Acquisition, pose et ma o de rayonnages modulaires mobiles (compactus) et de rayonnages fixes dans le magasin de | 31
T il Organisme : Ministere 0 de démonstration - Direction de eau (75001 - Parls) Oct. 2018 n
Jlots  9(63) Puy-de-Déme, (75) Paris. M. ©17:30 ﬂ

3.7.1 Preparing a response

The page “Détail de la consultation” (Details of call for tender) lets you view detailed
information for the call for tender and manage the steps involved in preparing your response,
which will depend on the characteristics of the call for tender:
Selection of work packages in cases where they are included in the call for tender,
Choice of application method (DUME [ESPD], MPS [simplified public procurement]
or standard) if the tender requires an application,
e Access to the response submission page.
The page “Détail de la consultation” is divided into several spaces, described below.
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3.7.1.1 Call for tender reminder space

The content of this reminder widget includes:

e the time remaining before the deadline for submission of bids, in green if the date
has not been reached and in red if it has,
the reference and title of the call for tender,
the logos of the online application methods available for the call for tender.

Accueil  Consultations . Répondre

Détail de la consultation Lt
Date et heure limite de remise des plis : 31/10/2018 17:30 (heure de Paris) #J* @=
Référence : ADO-1709-2
Intitulé : Acquisition et pose de compactus
Objet : Acquisition, pose et maintenance de rayonnages modulaires mobiles (compactus) et de
rayonnages fixes dans le magasin de la bibliothéque du site de la direction générale de I'Insee
a Montrouge.

3.7.1.2 Practical reminder space

The content of this widget provides a reminder of the time remaining to reply and the time
necessary to deliver your submission.

Temps restant pour répondre (délai d'acheminement inclus) : Dans 73 jours 16 heures 2% minutes

Temps d'acheminement avec un débit de 128 kbs, il faut 1 minute par Mo de réponse (estimation donnée 2 titre indicatif)

3.7.1.3 Response preparation space

The content of this widget lets users access the following pages in order to test the
workstation before submitting their response:

e Test your workstation configuration,
e Access test calls for tenders.

SE PREPARER A LAVANCE A REPONDRE - NATTENDEZ PAS LEDERNIER JOUR

3.7.1.4 Co-contracting exchange space

This widget is visible only if the Public Entity has chosen to activate it. You can register for
the co-contracting exchange and view the companies already registered.

Bourse a la cotraitance @

Aucune entreprise inscrite 4 la bourse & la cotraitance pour cette consultation.

All the functionalities are detailed in 84 Co-contracting exchange.
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3.7.1.5 Action selection space

Select the “Dépbt” tab. Step 1 will retrieve your company account information, as only
authenticated User Companies can submit bids. It is up to the user to check that their
account details are correct, as this is how they will be identified for their submission.

Etape 1: Vérification des informations de votre compte entreprise
T Mon entreprise
SIREN: 444074563
Raison sociale: LOCAL TRUST

B Mon établissement

SIRET: 444914563 00019
Adresse: 231 RUE DU MARCHE ST HONCRE
Code postal - Ville: 75001-PARIS 1

3.7.1.6 Work package selection space
If the call for tender is made up of work packages, the second step for the User Company is
to select the work packages they wish to bid for.

Etape 2 : Sélection des lots

Cette consultation comporte plusieurs lots. Veuillez sélecticnner les lots pour lesquels vous spuhaitez déposer votre réponse

This is done by clicking on the button “Sélectionner les lots” (Select work packages). A semi-
automatic window showing the work packages is displayed. You can select all the work
packages, search for them by number or title, or select them from the list displayed.

Sélection des lots

Sélectionnez les lots pour lesquels vous souhaitez déposer votre réponse

Sélection des lots Lot 1| Régie X

Tous les lots

Lot 2 | Matériel de réparation
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The work packages selected will be saved until the response is validated. You can log out
or browse the platform without losing the information entered.

3.7.1.7 Space for selecting the application method
Depending on the options chosen by the buyer, several application methods may be
available.

Etape 2 : Sélection du mode de candidature

®  Candidature avec un DUME (Document Unique de Marché Européen) =

Ce mode de candidature est proposé suite 2 une initiative de la Commission Européenne visant & réduire les lourdeurs administratives. Le DUME remplace les
documents de candidature de type DC1, DC2... et peut &tre réutilisé pour candidater  d'autres procédures,
Le formulaire DUME est 3 compléter en ligne avant de joindre son offre.

€D |l est possible d'enregistrer le DUME en brouillon avant de le valider au moment du dépét de la réponse
++ Le DUME proposé dans le cadre de cette consultation a été pré-rempli par I'acheteur.
Je souhaite :

@ Renseigner mon DUME enligne £9

# Compléter et valider mon DUME

(") Fournir mon DUME en piéce libre (au format XML}

() | Candidature standard

Ce mode de candidature permet de déposer un pli de maniére standard : les documents de candidature (exemples : DC1, DC2..) sont 3 déposer en piéces libres & 'Etape
suivante de réponse a la consultation.

Only one application method can be selected.

3.7.1.7.1 Applying with an ESPD

The European Single Procurement Document is an application procedure designed to cut
through red tape. It replaces DC1 or DC2 type documents, for example.

When this application method is selected, two choices may be available depending on the
settings entered by the buyer for the call for tender:

e “Renseigner mon DUME en ligne” (Complete my ESPD online)

e “Fournir mon DUME en piéce libre (au format XML)” (Submit my ESPD as a separate
document [in XML format])

Note: if you are a foreign company or do not have a SIRET, you need to enter your intra-Community
VAT number in the field for your registered establishment (“Mes cooordonnées”) in order to be able to
complete your DUME online. If the VAT number is not entered, the option “Renseigner mon DUME en

ligne” will not be available.
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3.7.1.7.1.1 Completing my ESPD online
If the company selects this option, it is asked to complete and validate its ESPD.

®  Candidature avec un DUME (Document Unigue de Marché Européen) =

Ce mode de candidature est proposé suite a une initiative de la Commission Européenne visant a réduire les lourdeurs administratives. Le DUME remplace les
documents de candidature de type DC1, DC2... et peut étre réutilisé pour candidater a d'autres procédures.
Le formulaire DUME est 4 compléter en ligne avant de joindre son offre.

) ! est possible d'enregistrer le DUME en brouillon avant de le valider au moment du dépot de la réponse
.. Le DUME proposé dans le cadre de cette consultation a &té pré-rempli par I'acheteur.
Je souhaite :

® Renseigner mon DUME enligne £3

# Compléter et valider mon DUME

Clicking on the button “Compléter et valider mon DUME” (Complete and validate my ESPD)
opens a new page displaying the ESPD form for the call for tender.
This form includes the four tabs below:

e Information on the procedure
e Grounds for exclusion

e Application selection criteria
e Finalisation

The ESPD form includes three functions:

e Back: return to the previous page without saving changes
e Save: save changes and remain on the page
e Save and continue my response: save changes and return to the previous page

0 5l e pe
secth

I Retour i Enregistrer et poursulvie ma réponse e

If the ESPD is completed and saved without being validated, it remains in draft form:
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| @ Candidature avec un DUME (Document Unique de Marché Européen) =

Ce mode de candidature est proposé suite a une initiative de la Commission Européenne visant a réduire les lourdeurs administratives. Le DUME remplace les
documents de candidature de type DC1, DC2... et peut étre réutilisé pour candidater 3 d'autres procédures.
Le formulaire DUME est 3 compléter en ligne avant de joindre son offre.

0 !l est possible denregistrer le DUME en brouillon avant de le valider au moment du dépdt de la réponse
;. Le DUME proposé dans le cadre de cette consultation a été pré-rempli par I'acheteur.
Je souhaite:

@ Renseigner mon DUME enligne €}

# Compléter et valider mon DUME

When the form is complete, it has to be validated by clicking on the button below:

] Les informations renseignées dans ce DUME sont exactes, et peuvent étre utilisées dans le cadre de ma réponse

Référence de votre DUME : -4

A |

Référence du modéle de DUME défini par I'acheteur : BIgHatif

The ESPD is then validated and will automatically be included in the documents making up
the response.

& Vous avez confirmé ce DUME : celul-ci sera automatiquement intés

ns votre néponse.

[ Les informations renseignées dans ce DUME sont exactes, et peuvent étre utilisées dans le cadre de ma réponse

Référence de votre DUME : §751Y
Référence du modéle de DUME défini par |'acheteur :

Advanced options for completing your ESPD online:

DUME a renseigner = Options avancées ~

Q, Rechercher et repartir du DUME d'une réponse précédente

[ATélécharger mon DUME au format PDF
[ Télécharger mon DUME au format XML

@ Vous aver confirmé ce DUME : calul-ci sera sutomatiquement intégré dans votre réponss

i Lesinformations renseignées dans ce DUME sont exactes, et peuvent étre utilisées dans le cadre de ma réponse

e Run a search and use the ESPD from a previous response
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This option lets you search for an ESPD already completed by the company using its
number.

Recherche d'un DUME existant dans le service DUME national

Rechercher un DUME existant Le symbole * indique les champs obligatoires
Référence du DUME *: @ s2pssbis
Lancer la recherche
Nombre de résultats : 1
10 |~ | résultats par page
DUME Référence consultation Actions
s2pssbts DUMEOEDepotReponseSansDume n

Fermer

When you click on the green arrow, the following warning message is displayed:

Note importante

Attention : les informations saisies jusqu'a présent dans le DUME actuel seront remplacées par les
informations contenues dans le DUME N°s2pssbts
Souhaitez-vous continuer ?

Annuler Continuer

On validation, the data from the ESPD retrieved are used to pre-complete the current
ESPD form.

In the same way as for an ESPD completed without a preliminary search, the company
must then confirm that “Les informations renseignées dans ce DUME sont exactes, et
peuvent étre utilisées dans le cadre de ma réponse” (The information provided in this
ESPD is accurate and can be used in my response) and then save the ESPD.
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The user then clicks on the “Retour” (Back) button to return to the response preparation
page.

The ESPD remains accessible until the response is validated. You can log out or browse
the platform without losing the information entered.

You can also edit an ESPD already validated by clicking on the “Modifier” (Edit) button.

@ Renseigner mon DUME en ligne o

@ Le formulaire DUME est bien confirmé & Modifier mon DUME

e ‘“Télécharger mon DUME au format PDF” (Download my ESPD in PDF format)
This option lets you download a copy of the ESPD in PDF format.
e ‘“Télécharger mon DUME au format XML” (Download my ESPD in XML format)
This option lets you download a copy of the ESPD in XML format.

3.7.1.7.1.2 Making an ESPD application as part of
a consortium

Here, we describe the procedure to be followed if the representative of a consortium, its co-
contractors and any sub-contractors wish to apply in ESPD mode:

1. Each co-contractor and sub-contractor logs on to the platform and accesses the call
for tender in question using their own account.

2. If the call for tender is divided into work packages, each member of the consortium
selects the work packages for which they wish to bid.

3. Each member of the consortium completes and confirms their ESPD application
(see section 3.7.1.7 Completing my ESPD online)

4. Each member of the consortium retrieves their ESPD reference, as displayed on

the form
o Vi

1 Les informations renseignées dans ce DUME sont exactes, et peuvent étre utilisées dans le cadre de ma réponse

Référence de votre DUME :E

Référence du modéle de DUME défini par I'acheteur : JIGTLGER
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5. Each member of the consortium must then provide the representative with their ESPD
reference so that it can be entered when the consortium is declared.

C Until the ESPD reference is completed by the representative declaring the consortium, the members

must not submit a response.

3.7.1.7.1.3 Supplying my ESPD as a separate
document (in XML format)

® Fournir mon DUME en piéce libre {(au format XML)

O Sivous avez généré un DUME en dehors de la plateforme, veuillez I'ajouter comme pigce libre 3 I'étape suivante, lors de la constitution du dossier de réponse.

If the company has an ESPD generated outside the platform, it can add it as a separate
document at the next step when compiling their response.

3.7.1.7.2 Standard application

If the company selects the “Candidature standard” (Standard application) option, it must
provide the documents required for its application in its response, on the response form.

3.7.1.8 Consortium declaration space

This space is for the User Company to describe, if they so wish, the form of their consortium
and to indicate, if they so wish, the co-contractor(s) and any sub-contractor(s).

Etape 2 : Déclaration du groupement

© Sivous répondez a cette consultation sous forme de groupement, vous pouvez renseigner ici vos co-traitants et les éventuels sous-traitants du groupement

B Vous avez la possibilité de renseigner les références DUME de vos cotraitants et sous-traitants afin de joindre leur candidature DUME a votre réponse. Cette
référence est affichée sur le formulaire de candidature DUME dés sa création. La référence DUME est une suite de 8 caractéres alphanumérigues. Exemple de référence :

SdtmsTex

Souhaltez-vous décrire un groupement ? * ) Oui @ Non

If the User Company wishes to describe a consortium, they can then indicate its form:
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Souhaitez-vous décrire un groupement ? * ® Oui O Non
Type de groupement ® Solidaire (2 Conjoint - mandataire non solidaire O Conjoint - mandataire solidaire
Renseigner le groupement: O Cui ® Non

If the User Company wishes to enter information for the consortium, they can enter the
SIRET of their co-contractors and any sub-contractors in the consortium:

Souhaitez-vous décrire un groupement ? * ® Oui O Nen
Type de groupement @ Solidaire O Conjoint - mandataire non solidaire () Conjoint - mandataire solidaire
Renseigner le groupement: ® Oui O Non

Ajouter un co-traitant : 4

If the representative is responding online with an ESPD application, they can enter the ESPD
references validated and emailed by the co-contractors and sub-contractors (see section
3.7.1.7.1.2 Making an ESPD application as part of a consortium):

Souhaitez-vous décrire un groupement ? * ® Oui O Non
Type de groupement @ Solidaire (O Conjoint - mandataire non solidaire ) Conjoint - mandataire solidaire
Renseigner le groupement: @ Oui O Non
Ajouter un co-traitant : f
&%  Groupement : Solidaire Actions
&  Mandataire: SOCIETE 1-75001 PARIS 1 [ & |

&  Co-traitant: SOCIETE 2 - 13005 MARSEILLE 5 v

> Renseigner la réf. DUME un

When the representative clicks on “Renseigner la réf. DUME” (Complete the ESPD
reference), a window opens, allowing them to enter the ESPD reference for each company:

r a

Renseigner la référence de DUME

Référence DUME lgnznSbba

They must then enter the 8-character reference. If this reference corresponds to a draft
ESPD confirmed and recognised by the platform, then it will be associated with the member
of the consortium and remain available for editing:
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Souhaitez-vous décrire un groupement ? * ® Oui O Non

Type de groupement ® Solidaire ) Conjeint - mandataire non solidaire () Conjoint - mandataire solidaire

Renseigner le groupement: ® Oui O Non

Ajouter un co-traitant : R E

&3 Groupement: Solidaire Actions

&  Mandataire: SOCIETE 1-75001 PARIS 1 v [ & |
&  Co-traltant: SOCIETE 2 - 13005 MARSEILLE 5 + gnznSbba n u B

3.7.1.9 Call for tender response space

The button “Répondre a la consultation” gives users access to the response form after
selecting the work packages and method of application.

Etape 3: Répondre a la consultation

Accéder au service de dépat d'un pli Répondre 3 la consultation

The functions of the response form are described below.

3.7.2 Response form

The Response Form is divided into several spaces:

3.7.2.1 Call for tender reminder space

This space allows Candidates (who do not have to complete the outer envelope of their
response as they would if using paper) to make sure that there is no confusion concerning
the call for tender to which they are responding.

This widget provides a reminder of the time remaining before the deadline for submitting
bids.

Accueil Consultations Répondre
Détail de la consultation o
Date et heure limite de remise des plis : 31/10/2018 17:30 (heure de Paris) #1* () =
Référence: ADO-1709-2
Intitulé : Acquisition et pose de compactus
Objet: Acquisition, pose et maintenance de rayonnages modulaires mobiles (compactus) et de
rayonnages fixes dans le magasin de la bibliothéque du site de la direction générale de I'Insee
3 Montrouge.

Temps restant pour répondre (délal d'acheminement inclus) : Dans 33 jours 7 heures 37 minutes

Temps d'acheminement avec un débit de 128 kbs, il faut 1 minute par Mo de réponse (estimation donnée a titre indicatif) ¥ En savoir plus
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Reminder space with contact details of the signatory

This space includes:

e The contact details of the authenticated User Company,
e The authenticated User's email address, this being the address to which the email
of acknowledgement should be sent.
o NB: This address can be changed on screen if you would like to receive the
acknowledgement of receipt at a different email address.

Mes coordonnées -
Entreprise: ATEXO

Nom : PASSET

Prénom: Marc

Adresse électronique : p.nom@societe.com

Adresse d'Accusé de réception: p.-nom@societe.com

3.7.2.2 Response space

In this space, the User Company is able to append and send the documents making up
their response.

Depending on the settings defined by the Buyer, the content of the “Ma réponse” (My reply)
widget may vary and include the items described in the following sections.

3.7.2.2.1 ESPD validation

When an ESPD is completed and validated online, it is automatically included in the
response.

If the ESPD references for members of the consortium have been entered, they will also be
displayed.

Piéces de la réponse

Document Unique de Marché Européen (D UMEI=

o1 Leformulaire DUME validé en phase précédente est bien joint aux pidces de votre réponse.
@ ATEXO - DUME cc%bnwtn - format XML (via Service Mational DUME)

i'_:.j ATEXO - DUME cc?bnwtn - format POF (via Service Mational DUME)

@ PERRIER SAS - DUME Suoefed - format XML [via Service National DUME)
[F PERRIER SAS - DUME Ruoeted] - format PDF {wia Service Mational DUME)

3.7.2.2.2 File type
Application file

Call for tender file (one per work package in the case of a call for tender with work
packages)
e Anonymity file
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Below is an example of a form comprising an application file and a call for tender file for
each work package making up the call for tender:

Ma réponse

an savoir plus surles g signature

Cette liste est non modifiable. Elle correspond aux lots sélectionnés 2 ['étape de sélection des lots. Si elle est incompléte, veuillez revenir 3 I'étape précédente pour
modifier votre sélection.

Sélection des lots Lot 1:LOTA Lot2-LOTB

Piéces de laréponse

Dossier de candidature

Deéposer les fichiers id pour ajouter une ou plusieurs pigces libres ou Sélectionner les fichiers

Lot 1- Dossier d'offre : LOT A

o Actediengagement n

Déposer les fichiers ic pour ajouter une ou plusieurs pigces libres ou Sélectionner les fichiers

Lot 2 - Dossier d'offre :LOT B

o Acted'engagement 4 n

Déposer les fichiers id pour ajouter une ou plusieurs pigces libres ou Sélectionner les fichiers

Lot 2 - Dossier d'offre: LOTC

oc Acted'engagement | 4 n

Déposer les fichiers ic pour ajouter une ou plusieurs pigces libresou Sélectionner les fichiers

The function “Sélectionner les fichiers” (Select files) lets users add one or more separate
documents to each of the files making up the User Company's response.
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|+ Ouvrir [t
Rechercher dans : Lot 2 Y. % 2 [E-
<
Recent Items -
BTCCTP Lot 2 pd
L Memoire technique-Lot*2.pdf
Desktop
»
My Documents
Computer
= Y _
(E Nom du fichier : Quir |
Network : e
bt TIype de fichier : | Tous les fichiers (*.) v | Annuer |

You can select several documents simultaneously by holding down the “Ctrl” key on the
keyboard.

Use the shortcut “Ctrl + A” to select all the documents in a directory. Clicking on the
“Ouvrir” (Open) button adds the selected documents to the file.

For each type of file, you can use the “Copier - gl  isser” (Copy and Drag) function in the
area marked out by the dotted lines.

Ci pour ajouter une ou plusieurs pieces hbres ou Selectionner les fichiers

3.7.2.2.3 Line entitled “Acte d'engagement” (Act of
commitment)

Located in the “Dossier d'offre” (call for tender File) field, this line lets the User Company
ensure that the act of commitment is appended and signed (where applicable) individually.

Acted'engagement 4

When this line exists, the act of commitment is added by clicking on the corresponding action

3.7.2.2.4 Adding a signature token

If a signature is authorised or required for the call for tender, the button is
displayed for each file added.

Clicking on the button “Ajouter le jeton de signature” (Add signature token) opens the file
explorer. The User Company can then select the signature token generated earlier when
they submitted their response.
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© Dossier doffre Signature Actions
% Acte d'engagement :  AE_Lot1.pdf .85 KB m
“‘.&nuter le jeton de signature
@ Envoi du fichier *
r= v 4 > CePC » Bureau > Dossier offre AOO v O Rechercher dans : Dossier offr.. ©
Organiser Mouveau dossier =« [
9 . o Actions
My # # Nom Modifié le Type Taille
I Bu# = AE Lotl.pdf 12/11/20141450  Adobe Acrobat D... 12Ko
& Go# || AE Lotl.pdf - 20170109180720 - Signatur... |09/01/2017 1807  Document XML 9Ke
2-CA =V AE_Lot2.pdf 24/03/2009 14:45 Adobe Acrobat D... 12 Ko
4-GU O AE_Lot2.pdf - 20170109180720 - Signatur...  09/01/2017 12:07 Documnent XML 9Ko
Entrep (& Candidature.zip 24/03/2009 14:45 zip Archive 1T0Ke pe)
Fichie | J Candidature.zip - 20170109180720 - Sign...  09/01/2017 1&:07 Document XML 9Ko
chern
@ Offre_Lotl.zip 241 009 14:45 zip Archive 198 Ko
@& OneDriv [ ] Offre_Lot1.zip - 20170109180721 - Signat... 9/01/2017 18:07 Decument XML 9Ke
@ Offre_Lot2.zip 24/03/2009 14:45 zip Archive 198 Ko
Qsync o=
|| Offre_Lot2.zip - 20170109180721 - Signat...  09/01/2017 18:07 Document XML 9Ko |
[ CePC
I Bureat
By N RS 2
Norm du fichier: | AE_Lot1.pdf - 2017010910720 - Signature 4 ~ |  Tous les fichiers (*") v
-

Once the signature token has been added, the validity status of the signature is checked and
displayed to the User Company.

@ Dossier doffre Signature Actions

P Acte dengagement : AE_Lot1 pdf B
Jeton AE_Lot1.pdf - 20170109180720 - Sign.. R ® @ cN: Charles CIVETE (AC : CN=... B

Signature verification statuses are specified in the key. This key can be accessed via the
button: (2]

Lézende

Diétail signature

# - & Veérification OK: Un jeton de signature 2 €té associé au fichier joint et |2 signature est
valide.

#® - @ Vérification KO: Un jeton de signature 3 été associé au fichier joint et la signature est
invalide. (Exemple : certificat expiré, jeton inzpproprié...).

#® - @ Vérification incertaine: Un jeton de signature a &t associé au fichier joint mais la
validité de |a signature ou du certificat est incertaine.
Aucun jeton associé: Aucun jeton de signature n'a €€ associé au fichier joint
Actions

Ajouter la pigce attendue Dans le cas d'une pidgce typée, permet d'sjouter |2 pigce
typée attendue au formulaire.

Lj :  Retirer une pigce jointe du formulaire. Dans le cas d'une pigce de type "Pigce libre”, 2
ligne entiére est supprimée. Cette action ne supprime jamais le fichier correspendant
se trouvant sur votre poste.

Fermer
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Details of the signature can be accessed by clicking on “Voir le détail de la signature (See
signature details):

Piéces de la réponse
© Dossier de candidature Signature Actions
] Pigce libre : Candidature.zip ﬂ
Jeton Candidature.zip - 20160614092744 - S05KB } ¥ PCN . Charles CIVETE ( AC : CN= I ﬂ
Déposer les fichiers ici pour ajouter une ou plusieurs piéces libres ou Selectionner les !|ch|fJ Voir le détail de la ﬂgfft'f'.r_e__
The following window appears:
Détail de la signature
!
'-u', Tous les contrdies G¢ vakdté de Celle sgnature ort é0é Dassds Bved succes
Jeton de signature : Canddature 7ip - 201608 14092744 - Sgnature 1 xmi
7]
Certificat emis & Certficat emis par Date de valdite :
DC 2 e
44 A
o s «© 08 G0 Mdiorts (7}
L] Yo D17 1053 - Aoy e &
e & @
L
L
Fermer

The individual results of the following checks are displayed:

Validity period: ensures that the certificate used for signing has not expired.

Certification chain: ensures that the Certification Authority that issued the certificate
is recognised and approved.

e No revocation: ensures that the certificate used for signing has not been revoked by
the Certification Authority that issued it.
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e Non-repudiation: ensures that the signature token corresponds “technically” to the
signed file (and by extension, that the file attached to the form has not been modified
after signing).

3.7.2.3 Space with information on security
functions

At the end of the form, the platform indicates the cryptographic operations undertaken:

Signature electronique des plis : Oui (avec loutil de la plateforme, sur mon poste de travail avec mon certificat electronique
Chiffrement des plis : Qui (serveur

Transmission sécurisée des plis : Oui

e Signing of bids: if “Oui” (Yes) is displayed, the electronic signature of bids is
required for this call for tender;

e Encryption of bids: cryptographic operation carried out on a cryptographic server;

e Secure data transfer: encrypted flow for routing on the platform.

3.7.2.4 Validation and dispatch space

To finalise their submission, the authenticated User Company must accept the platform’'s
terms of use and then click on the “Valider” button to start the response process.

Conditions d'utilisation

@ & reconnais avoir pris connaissance des conditions ge."e-’aifs dutiksation de la plate-forme de demateriaisation et e les acceple

< Annuler Valider >

Once the response has been validated, a “Veuillez patienter” (Please wait) loader may be
displayed.

suter une ou plusieurs pié

No action can be taken on the page while the response files are sending.
Once the upload is complete, a summary confirmation window appears:
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€ Informations sur le dépat

Déposé le: 19/0%/2018 14:08:32
Par: NOM Prénom (p.nom@societe.com)
Entreprise: SOCIETE

Document Unique de Marché Européen (DUME) '-

[B ATEXO - DUME ccPbrwtn - format XML (via Service National DUME)

[@ ATEXO - DUME cc¥bnwtn - format PDF (via Service National DUME)

£ PERRIER SAS - DUME Fuocefec] - format XML (via Service Mational DUME)

[@ PERRIER SAS - DUME 9uoefec] - format PDF (via Service National DUME)

Dossier de candidature Signature Actions
1# pigce libre : Candidature.zip

Jeton : Candidature.zip - 20180927145010 - Signature 2.xml 53: @ @ .CN: Charles CIVETE ( AC : CN=ATEXO AC DEMO - Entreprises, OU=ATEXO AC DEMO, O=ATEXO, L=PARIS, &

Lot 1 - Dossier d'offre : LOT A Signature Actions
B DC3 - Acte d'engagement : AE_Lot1.pdf

Jeton: AE_Lotl.pdf- 20180905161123 - Signature 1.xml _ﬂl: & @ CN : Charles CIVETE ( AC : CN=ATEXO AC DEMO - Entreprises, OU=ATEXNO AC DEMO, O=ATEXO, L=PARIS,
[ piéce libre : Offre_Lot1.zlp

Jeton: Offre_Lot1.zip - 20160614092747 - Signature 1.omi )@ @ CN: Charles CIVETE ( AC: CN=ATEXO AC DEMO - Entreprises, OU=ATEXO AC DEMO, O=ATEXD, L=PARIS, [ & ]

This page summarises the following information:

e Information on the call for tender,

e Timestamp of submission,

e Content of the response,

e Electronic signature(s) sent by the User Company, in the form of signature tokens,

Each signature token can be downloaded using the @B button.
e Access to the PDF acknowledging receipt of the response.

3.7.2.5 Timestamped receipt of submission
After each successful submission, the application:

e Immediately displays a message on the platform certifying that the bid has been

submitted, with the timestamp.
e Immediately sends an acknowledgement of receipt by email, signed by the platform,
indicating that the bid has been received. This acknowledgement of receipt includes:
o the main characteristics of the call for tender (Public Entity, Reference and
Subject of the call for tender, closing date and time, date and time of receipt,

etc.);
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o an attachment in PDF format giving the characteristics of the list of each file
sent, its weight, and the name of any associated signature token with its
weight.

Accusé de réception de réponse électronique

Une réponse électronique a bien été recue pour la consultation ci-dessous

2uillez uver les caractéristiques du dépoét et le contenu de 1a réponse dans le
F en | [ le ce mai
Entité publique @™ = FORM sme de Forma
Service FOR S me F
Reéferences | Intitulé A002017 | Appel d'offre ouvert 2017

Objet de la consultation
Type de procédure Appel d'offres ouvert
Date de mise en ligne 12/12/2016 14:10

Date et heure limite de 271272017 1
remise des plis

e an attachment in PDF format including:
o0 areminder of the main characteristics of the call for tender;

o the characteristics of the bid submitted (company details, date and time of
submission);

o the list of each file sent (acts of commitment, separate documents, ESPD), its
weight and the name of any associated signature token with its weight.

This acknowledgement of receipt by email serves as proof of submission and can be
enforceable for the Candidate.

Chaque soumissionnaire est invité a réaliser a I'avance un dépdt électronique sur la
Consultation de test de la plate-forme. Ainsi, il est :

e Certain que le Poste de travail prévu pour la réponse électronique fonctionne
bien,

e Au courant des processus cryptographiques mis en ceuvre,
e (Conscient des jetons de signature créés.
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3.8 Secure messaging

3.8.1 Receipt of a message with acknowledgement
of receipt

The platform includes a secure messaging function with enforceable acknowledgement of
receipt. This allows each Public Entity to exchange secure emails with Candidates on the
same principle as registered letters with acknowledgement of receipt.

Whether the purpose is to request additional information or clarification, or to notify
Candidates of a decision made by the organisation, this function ensures continuity in
paperless exchanges between the Public Entity and the Companies.

In the same way as for a registered letter with acknowledgement of receipt, the recipient
sends back a timestamped acknowledgement of receipt for each email.
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Informations

Emetiewn Crganisme de Formation
Destnalare pTialenn com
Cibjet Demande de complément
Echanges
Enwoi du courrier
1802020 - 16:31:50
Eonjour

Company Guide

Hous vous remarcions & avorr repondu 4 La consulialion cies &n refsrance.

Aprés analyss, il vous esl demands da foumir les aflestations de regulards fiscale & da Vigilance URSSAF

Marg de volre inléré] pour calte consullation

La plate-forme de dématénalsation des marchés publics

@ 19082020 - 163232

AR

Réponse du destinataire

Corps de ka réponse

Pigces joines

To acknowledge receipt of the message sent by the P
“Accéder au contenu du message” (Access message con

Déposer bas fichiers s pouwr les joindre
au

Selechonner un fichier

% Réporcdne

ublic Entity, click on the button
tent) or on the link received

by e-mail to directly access the content of the message on the platform.
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Information de modification de la consultation

Bonjour,
Un message vous est envoyé concernant la consultation présentée ci-dessous.

Le contenu du message gui vous esi desting est accessible en ligne;

Accéder au contenu du message

Si ke lien ne fonctionne pas, merci de copier colier le lien suivant dans volre navigaleur.

hitps¥marchespublics local-trust comf comyapp. php/messagens-entreprisa/visualization’
VmaHempl R EwelE2WGEKIRWE b WisUTO9 ?codelien=
ScfyXOMrb Sgbfiv2 ZJgEwCAN geOX2K 0S5 7 VPdmGIEMAMIBE e UcRIWS 3Vk
BZVEVIFSTCr koshbe=G2IUA

Merci de votre intérét pour cette consultation

Megalis Bretagne Syndicat mixte de coopération territoriale

Consultation concernée par cet échange

W Réference | Intitulé : PRO20200806-1 | Formation Dématérialisation des
marches publics

&k Objet : Formation Dématérialisation des marchés publics

Date et heure limite de remise des plis : 20/08/2020 17:30

ili Organisme | Entité d'achat : Organisme de Formation |

[ Lien direct : hitps:/imarchespublics local-trust com/?page=entraprise.
EntrepriseDetailConsuitation&id=17 4298 &orgAcronyme=e3r
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If the message sent by the Public Entity has been configured to enable a reply, the screen
includes a space for the reply, with the option of adding attachments.

NB: To be able to respond via the platform, you need to have a company account and be
authenticated on the platform.

3.9 History of actions on a given call for tender

When an authenticated User Company accesses the details of a call for tender, each tab
shows:

e Possible actions at the top,
e An overview with the history of past actions in the lower section.

TEléchargement

Avis de publicité Piéces de la consultation

Liste des piéces t€léchargées

3.9.1 “Publicité / Téléchargement” (Announcement /
Downloading) tab
The “Téléchargement” (Download) section contains:
e Notices relating to the announcement with any amendments,
e The call for tender documents made available by the buyer for downloading.
The section “Liste des pieces téléchargées” (List of downloaded documents) shows the
history of downloads made for the call for tender in non-anonymous mode:

e Date and time of download,
e List of downloaded files.
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& Publicité / Téléchargement © Question & Dépot » Messagerie sécurisée
Téléchargement
Awvis de publicité Piéces de la consultation
@ Fichier joint - Avis complémentaire en ligne @y Réglement de consultation - 399,94 Ko
@ Voir l'avis BOAMP Wy Dossier de consultation - 2 64 Mo

Liste des piéces téléchargées

Nombre de résultats: 2

Fichier téléchargé -

Date / Heure =
28/09/2018 12:22:55 DCE intégral
28/09/2018 12:22:55 Doc 5/CCAP.pdf

3.9.2 “Question” tab

The “Question” section lets you ask questions about the call for tender directly from the
platform.

The section “Liste des questions posées” (List of questions asked) shows the history of
questions asked by the User Company in non-anonymous mode concerning the call for
tender. For each question asked, the history shows:

The date and time at which the question was submitted,
The content of the question (text and attachments),
The date and time of the answer to the question if the buyer answered the question

directly.
X Publicité / Téléchargement ® Question & Dépit o Messagerie sécurisée
Liste des questions posées € Poser une question

Nombre de résultats: 1

Date / Heure Date / Heure
Question = Question « Réponse «
28/09/2018 Les variantes sont-elles acceptées ?

16:24:41

3.9.3 “Dépbt” tab

The “Dépo6t” (Submit) section lets you submit an electronic bid directly from the platform.

The section “Contenu transmis” (Content submitted) shows the history of the responses
submitted. For each bid submitted, the history shows:
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The date and time of submission (submission timestamp),

The surname and first name of the registered user with the email address of the
registered account,

The name of the Company to which the registered user belongs,
The list of documents submitted (type and file name). For each document
submitted, the user can download the associated signature token.

Contenus transmis =

o Informations sur le dépot

Déposé le: 10/09/2018 12:08:28 Récapitulatif des signatures : Eono Gleao oo @0 -0
Par: PASSET Marc (m.passet@societe.com)

Entreprise: ATEXO

Accusé de m

réception:

Document Unique de Marché Européen (DUM E!=

@ ATEXO - DUME bhkt9ckp - format XML (via Service National DUME) @ Télécharger

[ ATEXO - DUME bhkt9ckp - format PDF (via Service National DUME) G Télécharger

Dossler de candidature Actions
3 piace libre : AE lotlécranpdf

Dossier d'offre Actions
' Pice libre : Offre.pdf

oC [HC3 - Acte d'engagement : AE.pdf

3.9.4 Secure messaging tab

The section “Liste des messages” (List of messages) displays the list of messages
exchanged for this call for tender between the public buyer and the registered user via the
platform.

For each message, the history displays:

e The list of timestamped events relating to the exchange: “Envoyé le” (Sent on),
“Accusé de réception” (Acknowledged on), “Répondu le” (Answered on)
e Message status “En attente de lecture” (Not yet read)
e Subject of the message
e Recipient of the message
e Sender of the message
e Start of message
e Action button used to:
o Display the exchange in the form of a thread.
o0 Reply to the message, where applicable
& Fublicite f Tekéchargement @ Question X Oépit | MaMes

Liste des messages

Mombre de résultats: 1 Afficher 10 % résultats/ page pr b Ll
Dates et événenents Objet Actlons
rence 3 €16 modifiéeles &léments modifigs sont - [A préciser au cas par ..
Mornbre de résultats = 1 Afficher 10 %  rdsultats f page 14 g ® L o »
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4 Co-contracting exchange

The co-contracting exchange enables the User Company to contact other User Companies
in order to form a temporary consortium (or GME in French).

GMEs fall into two categories:

- Resource-based GMEs, through which a company whose turnover is too low is able
to join forces with a company in the same sector.

- Skills-based GMEs, through which a company is able to join forces with other
companies in different sectors on a co-contracting basis rather than sub-contracting. For
example, a plumbing company could set up a GME with companies from other trades rather
than sub-contracting to a general contractor.

NB: The search for co-contractors concerns a specific ¢ all for tender_and is not general.

4.1 Accessing the co-contracting exchange for
a given call for tender

In the list of search results, an icon shows whether the co-contracting exchange is
accessible.

o

P

Drg

AOQOD ADC20180928 | Appel d'offre ouvert 2015

Services N
Objet : Consultation de test AOO 2015 8 n
Sept. 20 . o
28 set. g Organisme : Ministere O de démonstration - Direction de I'eau (75001 - Paris) Hov, - 2015 n
lots 9 (63) Puy-de-Déme, (75) Paris . D e m o ®©17:30 n

The appearance of the icon is different depending on whether the company is registered on
the co-contracting exchange:

L'utilisateur est authentifié : 4 cas possibles :

1- : L'entreprise de |'utilisateur authentifié n'est pas inscrite et aucune autre entreprise n'est inscrite a la bourse
a la cotraitance pour cette consultation
D “ 1 L'entreprise de l'utilisateur authentifié n'est pas inscrite mais 1 ou plusieurs entreprises sont déja inscrites

a la bourse a la cotraitance pour cette consultation
3- - L'entreprise de l'utilisateur authentifié est inscrite mais aucune autre entreprise n'est inscrite 3 la bourse a
la cotraitance pour cette consultation
q- W L'entreprise de l'utilisateur authentifié est inscrite et 1 ou plusieurs entreprises sont déja inscrites a la
bourse a la cotraitance pour cette consultation

L'utilisateur n'est pas authentifié : 2 cas possibles :

1- : Il n‘est pas possible de savoir si I'entreprise de l'utilisateur est inscrite, et aucune entreprise n'est inscrite
a la bourse a la cotraitance pour cette consultation.
2- 7 : 1l n'est pas possible de savoir si I'entreprise de |'utilisateur est inscrite mais une ou plusieurs entreprises

sont déja inscrites a |la bourse 3 la cotraitance pour cette consultation.
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When a registered user clicks on the icon, it opens a pop-up window indicating whether
other companies are registered on the co-contracting exchange for this call for tender.

4 entreprises inscrites,dont
SOCIETE

The details of the call for tender also include a link allowing users to register with the co-
contracting exchange:

Détail de la consultation L
Date et heura limite de remise des plis : 08/11/2018 17:30 #¢* furs) =
Référence: ADO20180928
Intitulé : Appel d'offre ouvert 2018
Objet: Consultation de test AOO 2018
SE PREPARER A L'AVANCE A REPONDRE - N'ATTENDEZ PAS LE DERNIER JOUR  En savoir plus
Bourse a la cotraitance ©

Aucune entreprise inscrite 3 la bourse 3 la cotraitance pour cette consultation.

In the Co-contracting exchange section, users can see whether other companies are already
registered and to join up using the “S’inscrire” (Register) button.

4.2 Regqistration

The registration screen lets User Companies select the conditions of their participation in
the Co-contracting exchange.
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Inscription 2 la bourse 3 la cotraitance

Annuler

Jesouhaite &tre* © [0 Mandataire de groupement Statut particulier ] Considération(s) sodiale(s)
[ Cotraitant solidaire [ Etablissement ou Service d'Aide par le Travail / Entreprises
[ Cotraitant conjoint Adaptées

Ce que je recherche comme type de cotraitant(s) *

Personne a contacter en vue d'un groupement

Ce que je peux apporter dcemarché® ©

NOM " : PASSET Adresse” : 231 RUE DUMARCHE 5T HONORE
Prénom *: Marc Adresse (suite) -
Fonction *: Code postal *: 75001
E-mail *: mzud fortier@ateno com Ville*: PARIS1
Téléphone : 0102030405 Pays/Territoires ™ France

First, the User Company specifies whether they want to be a consortium
Representative or to be part of a consortium with joint or joint-and-several liability.
Second, the User Company can specify whether it satisfies any social clauses or
whether it is a sheltered company (ESAT).

The fields “Ce que je recherche” (what I'm looking for) and “Ce que je peux apporter”
(what | can contribute) are limited to 360 characters and enable the User Company
to give their reasons for registering with the Co-contracting exchange.

Contact details are taken by default from the User Company file. These data are used
to locate the company on the map of France (see below).

The “Enregistrer” (Save) button validates data entry, while the “Annuler” (Cancel)
button cancels it.

4.3 Data access and editing

Once the User Company has registered, they can access and edit the data they entered
from the call for tender dashboard, by selecting the “Bourse a la cotraitance” (Co-contracting
exchange) button.

In the call for tender file, the Co-contracting Exchange section now allows them to edit their
registration data, leave the exchange or look for other registered companies in order to form
a consortium:
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Bourse 3 la cotraitance ©

&3 4 entreprises inscrites 3 la bourse 3 la cotraitance pour cette consultation, dont SOCIETE
# Modifier mes informations d'inscription
Q, Rechercher des entreprises

The data editing screen shows the information previously entered and allows updating.

If the user wishes to leave the Co-contracting exchange, they can use the “Se désinscrire”
(Unsubscribe) button in the call for tender details, in the Co-contracting exchange section.
A validation pop-up then appears.

Etes-vous certain de vouloir vous désinscrire?

The button “Rechercher des entreprises” (Search for companies) in the “Bourse a la
consultation” (call for tender exchange) section gives users access to the list of registered
companies.

Following the details of the call for tender, to enable the User Company to identify the call
for tender they are looking at, a Multicriteria Search widget lets them search and sort the
type of consortium required or its location.

Recherche multicritéres

Motsclés: ©

Typede groupement © ¥ Mandataire de groupement ¥ Cotraitant solidaire Coftraitant conjoint
] Sous-traitant
Considérations(s) sociale(s): © Indifférent ~ ESAT/EA: © Indifférent v
Retour Effacer les critéres derecherche | Lancer la recherche

These filters will display the list of companies that have already registered for this call for
tender. A brief summary also includes contact details.
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Liste des entreprises disposées a former ou rejoindre un groupement
NE . Les prizez de contact e font hors plate-forme, soug la responzabilite exclusive des entreprises. Les

entitéz publiques n'ont pas acceés aux informations de prise de contact
Nombre de résultats : 5 Afficher 10 + résultais/page 171

SOCIETE 1 PM1CS
NOM Prénom - Directeur général
prénom.nom@societel.com
CP - Ville

Lorem ipsum

SOCIETE 2 CS
NOM Prénom - Directeur général

prénom.nom@societe2.com
CP - Ville

Lorem psum

Clicking on the name of a company brings up a detailed information sheet:

Détail de I'entreprise

Identification de l'entreprise

Raison sociale : SOCIETE Fax: 0146447340

Adresse : 78 RUE OLIVIER DE SERRES SIREM /SIRET du sidge : 380129866 46850

Adresse (suite) : Forme juridigue : SA conseil d'administration (s.a..)

Code postal : 75015 PME: Mon

Ville : PARIS 15 Code APE / MAF / NACE 6110Z - Télécommunications filaires

Pays/Territoires : France

Téléphone : 0146467410
Collaboration souhaitée +
Activité +

Fermer la fenétre Imprimer

To the right of the list is a map showing the geographical location of the companies listed:
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5 Taking part in a bidding session

5.1 Bidder access — Authentication

In the “Annonces” module accessible from the banner menu, users can access bidding by
clicking on the “Participation” link.

Se col
Annonces v Entités d'Achat Outils de signature v Aide v Se préparer a répondre v '

Consultations en cours Autres annonces Données essentielles des marchés conclus

Recherche rapide n > Toutes les annonces d'information > Recherche avancée

> Toutes les annonces d'attribution Enchéres

> Toutes les consultations % Racherche avancée

» Recherche avancée > Participation

» Recherche d’'une procédure restreinte

5.2 Access to bidding

Users access the bidding room by selecting the Public Entity managing the bidding session.
The User Company enters the bidding reference and the password previously provided by
the Purchasing Entity. The email sent ahead of the bidding includes a link to redirect the
User Company directly to this page with the choice “Entité publique présélectionné” (Pre-
selected public entity).

Accueil  Annonces | Enchéres  Participation

Participation

Enchére inversée

Veuillez entrer la référence de la consultation et le mot de passe fournis dans le courrier d'invitation & la participation de I'enchére

Entité publique * — Entité publigue — W

Référence enchére * Mot de passe *

The first screen shows:

e The summary of bidding settings,

e A button allowing users to accept the bidding rules before starting. Acceptance does
not require a signature, but can be traced for the information of the buyer. The rules
must be sent in advance by the buyer.

This screen is accessible before the bidding starts. A countdown shows the time remaining
before bidding starts.
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Accuell  Annonces  Enchéres Participation

Référence : 20180928
Objet: Enchére pour L3 sélection finale de Fattributaire
Entité d'Achat : Direction de I'eau

Date de début : 2018-09-28 13:30:00 Date de fin prévisionnelle : 2018-09-28 19:30:00
Statut: Temps restant : 5 heure(s) 21 min 28 sec
M Jacceptele réglement de l'enchére

Once accepted, the User Company accesses the screen on which the bidding will take place.
This screen is accessible before bidding starts.

5.3 Bidding screen

The bidding screen is divided into three sections:
e The first section shows the bidding characteristics; this area can be hidden using
the function “Ouvrir/cacher” (Open/Hide);
e The second section is for entering bids; nothing can be entered before bidding
starts;
e A dynamic summary showing the result of the current bid (rank, for example).
The time remaining is displayed next to the message area so that it remains visible when the
space “Détail de la consultation” is closed.
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© Référence: TDE_LUCENE_1
Objet : MISE A 2x2 VOIES DE L'AXE BRETY ANJOL) SECTION LE THEIL DE BRETAGNE - RETIERS Ré =5 de

rétal ment les travaux de te > nissement et chaussées en vue de la réal
rétablissement pour la mise & 2x2 voies de l'axe Bretagne-Anjou entre Le Theil de Bretagne et Retiers

Date de debut : g 07:30 Statut En cours

Date de fin prévisionnelle Temps restant - 8 heure(s) 27 min 54 sec

© Mon offre

Message achetewr

Réalisation des
pour la mise & 2x2 voies de 'axe Bretagne-Anjou entre Le Theil de Bretagne et Retiers

de retablissement les travaux de terrassements, assainissement et chaussées en vue de la realisation des voles de rétablissement

Nom Clavier (Euros)
Mon offre |
Simuler ma note »  Envoyer mon offre

° Suivi de I'enchere

Nom Rang « Clavier (Euros)
Medleur offre 1 10
Mon offre (Auchan) - 50

+ Retow

5.3.1 Bidding status display

The title describing the bidding “Participation a I'enchere” (Participation in bidding) is
modified according to bidding status:
[
e “Enchere en cours” (Bidding in progress);
[
e “Enchere cl6turée” (Bidding closed)

5.3.2 Dynamic display of rankings

The table remains fixed, only the content is updated dynamically. The table takes up the
entire width of the screen.

5.3.2.1 Content of lines

The Public Entity has a choice between two types of dynamic display, determining the
format of the table:

e Presentation of the best bid and the bid made by the bidder:
0 Best bid shown in the first line, labelled “Meilleure offre” (Best bid),
o Bid made by the bidder, labelled “Mon offre” (My bid).
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e Presentation of each bidder:
o Bidders are anonymous,
o0 The bids are ranked according to their position,
o The bid made by the bidder is labelled “Mon offre”.

5.3.2.2 Content of columns

The first column repeats the wording described above. The following columns show the
different references. The last column shows the rankings of the various bidders.

5.3.2.3 Examples of displays

Depending on the type of line content selected by the Public Entity, the display will take one
of two formats:

° Suivi de I'enchere

Nom Rang Clavier (Euros)

or

@ suivi de l'enchére

hom Rang Clavier (Euros)

Ent

10
Mon offre [ SOCETE 1) 2 50

Entreprize 4 3 100

5.3.3 *“Simuler ma note” (Simulate my score) functio n

You can simulate your score using the “Simuler ma note” button. Once bidding is closed, the
button is no longer accessible.

5.3.4 Entering bids

When bidding begins, bidders have access to a data entry space with two functions:

e “Simuler ma note ”: displays the score associated with the value entered without
sending the bid (“Note Globale Candidat” [Candidate’s Overall Score]).

e “Envoyer mon enchére ” (Send my bid) : a window lets you confirm your bid before
sending it. No electronic signature is required.
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5.3.5 Display showing remaining time

A countdown shows the time remaining before the scheduled end of bidding. This
countdown is updated if bidding is extended.

5.3.6 Information sent to bidders

A display area above the table shows any messages entered and sent by the buyer. This
message is common to all bidders.

5.3.7 Blocking company bids

In conventional reverse bidding, the procedure is not to consider a company's bid if the final
overall score would be no higher than the current score. Similarly, a bid can be blocked if
the minimum or maximum bidding increment is not applied. These bidding increments are
specified in the Rules of the call for tenders provided by the Public Entity.

5.3.8 Entering a bid

The submission of bids does not require an electronic signature. It therefore takes less time
for the User Company to enter its bid.

5.4 Closing the bidding

5.4.1 Validation screen

Once bidding has closed, the table remains fixed, and will be visible and accessible to the
company for a period of 24 hours after the end of bidding. The link “Imprimer” (Print) lets the
User print out the screen with their last bid.

The company receives a message asking it to confirm its final bid, either on the platform, by
electronic signature, or on paper (screen shot signed and sent to the buyer to confirm the
final bid).
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° Reference : TDE_LUCENE 1

Objet :

Date de débun Cloture

ssrestant - 22 heure(s) 34 min 33 sec

Date de fin previsionnelle

ge sera accessible jusqu'au ; 26/06/2008 09:30

° Mon offre

Message acheteur

Nom Clavier (Euros)

Mon offre |

> Chiier monofre ]
@ Suivi de I'enchére

Nom Rang Clavier (Euros)

Meilleur offre 1 10

Mon offre ( SOCETE 1)

(]

5.4.2 Email for information

The email system included in the tool is used to inform bidders of the results of the bidding
process.

6 Using the ENVOL module

6.1 Downloading Appendices / Large files

To download the Appendices or large files relating to the call for tender, click on the button
“Accéder a la consultation” (Access call for tender) .

In the same way as for downloading the DCE, the User Company clicks on the “Dossier de
consultation” link in the section “Piéces de la consultation” (see section 2.3.3).

The company representative can then download the documents anonymously or with
authentication.

At the bottom of the page, in the widget “Annexes techniques au Dossier de Consultation
des Entreprises” (Technical annexes to the call for tenders), the user then clicks on the link
“Télécharger les annexes techniques au dossier de consultation” (Download the technical

annexes to the call for tender documents) to download the zip file to their local workstation
in .ENVOL format.
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Téléchargement comphat

Cliguag sur ke bowtan jubvant pair tlldcharpes e Dogsler de con MWErp - 177 T i o ey iy

Taltchargement partisl

Veiilinr choiler |88 phbded O Urigell Of oMLt Sram gl w2 Jdarer M g be i o
AL Maodsls.dor [ 13Ka |

Bordaria das i le Mol a8 | 1% |

CCAP D | A1l W )

CCTPd | 48 Ka)

RC | 7IKa )

Annexes technigues i Dossier de Corsttation des Entreprise

Wi TR fu LAC5sel O L0 P A TE o b preees, 1R g 30 DHERE 38 Dot rter o

Cligues sur 18 Bouton subvant pour [Slechargess |85 &

.ENVOL documents are downloaded to the user's local workstation.
An .ENVOL document can be opened in two ways, depending on the version:
- Download the utility for downloading large folders.
This can be found in the banner menu “Aide > Outils informatiques” (Help > IT
tools).

Aide v

Select the utility matching the operating system on the local workstation.

Utlitaire de telschar grment des dessaers ywoldurmissus Tebichargemant
LItk tasra powr Windoes 'r;
{
[F]ES] i l}
o)
Lot oL 1
S,
3
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Right-click on the .ENVOL file, select "Ouvrir avec" (open with — choose utility) and the file
is accessible.

- Download the .ENVOL file, “Mon Assistant Marchés Publics” will then open and
translate the file.

The document is available in the downloads section.

6.2 Sending a large proposal when filing a
submission

User Companies can upload one or more large documents directly from their accounts or
from the banner menu. They can then select these documents when they submit their
proposal.

P parner = hv h—':l.'ll-— gty - P - N ETTITT  rTorEakT v

Pea dostiers volummirewus esayes |ugloas)

Mes dosslers volumineus ervoyes jupload)

‘Wauls mver miclin dossier walumineus

Biervenue VARLET PIERRE

aus #tes Admindstrateur de Pentreprise LOCAL TRUST.
‘Wous #4es rattache & ['étabiissement 00019, 231 RUE DU MARCHE 5T HONORE, 75001 PARIS 1

51 veus n'tes plus rettachd § ot etsblimemaent. rerdez-vous dans 1 nubrlgue " 1

s oo

& Moncompte personnel & Messervices
»
¥ | i . ¥ A
¥
»

B Compte de mon entreprise

B

F bl 1l ey
N e & y & Sapréparer & répandre

¥

» Ti
»
. Utllisateurs de mon entreprise

¥
¥ R )
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The dashboard shows all the large files uploaded.
It contains a range of information:

Name of upload,
Unique identifier of import,
Size of uploaded directory,
Date and time of directory upload,
A number of actions are possible:
o Download the log for this large file,
o Download the large file,
o Activate or deactivate the large file in the list of large files available,

Mes dossiers volumineux envoyes (upload

Mon libelle Icbent dh ant uregue Taslle Date d sjout (upload Action / stastut O

testErvo REP-SCB1E0A [ b | 21/09/2021 0&30:3 Du
|

testbask REP-DAS7241 [ ot | 21/06/2021 170901 Du
=

— REP-FBETETLA o | 2109202117 g nu
(v |

estoebugl REP-270229 [ - | d P2021 18:29:54 un
=3

REP 2 ot | 23/09/2021 08092 Dn
(el

L Apmter o e vobmereg

To add a large file, the User Company clicks on the link “Ajouter un dossier volumineux”
(Add a large file).

A page is displayed when the document is uploaded to show the loading in progress.
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Transfert d'un dossier volumineux

0 Transfert jupload) d'un dossier volumineus

Hom du dossier volurmineun : Oftre ATE0 do 31013019

Rep=rtoire local § transférer jupioad) ; VDCE _pidces technigues

B Avancement

0 Korl44 Mo
Etat du transfert

" Jlournal d'EvEnements

Afficher & Tous s Svdnemenss s Fvertasements Bt BT unagusment
Drate/
Hewre Dipaaier Fithier Type d'érdrement Evénerment
ks jtion du hichier . l;'-aa:l Flchier descripheur phadad Fved supcds
Wrihcatian de R Vesiheation des '-Ln-_-s.ii.:'-ii':o

Pinbigr i des Hichiaers

6.3 Submitting a proposal containing a large
file

User Companies submit bids in the same way, regardless of whether or not their proposals
include large files.

When they submit their proposal, a box is displayed for them to select any large files in the
list of uploaded files.

As well as being able to upload a large file, companies can add one or more separate files
to their proposal, in the same way as they can at present.

User Guide for Companies

atexo Page 87 of 88

Document updated: 23 June 2023

© ATEXO - All rights reserved



a t e XO Company Guide

SOLUTIONS NUMFRIGUES POUR ACTFURS PUSLICS

Pices de la réponse

et page

B Cossier volsmineus o
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