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2. Workstation requirements

For the sake of efficient and comfortable use of the Purchasing System (also known as the
System), it must be ensured that the computer at your disposal is compliant with the workstation
requirements presented in the table below. Failure to meet one of the requirements may lead to

unforeseen complications while using the Purchasing System.
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2.1 Technical requirements of IT equipment in order to use Purchasing System
in terms of submitting bids in RFX and participating in electronic auctions

without the use of a qualified electronic signature:

1. PC/ Apple computer with Internet access

2. Installed operating system:
- Windows 8.1 / Windows 10 / Windows 11 / MacOs operating system installed in the
version currently supported by the operating system manufacturer

3. Internet browser:
- Mozilla Firefox in current version supported by the manufacturer;
- Google Chrome in current version supported by the manufacturer;
- Microsoft Edge in current version supported by the manufacturer;
- Safariin current version supported by the manufacturer,
allowing the user to accept session cookies and supporting TLS 1.2 or higher
encryption.

4. Internet connection: min. 512 Kbps to PC (broadband internet connection recommended).

5. Mobile phone: it must be possible to install the appropriate application (e.g. Google
Authenticator) and synchronize with it.
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2.2 Technical requirements of IT equipment in order to use Purchasing System
in terms of submitting bids in RFX and taking part in electronic auctions

using a qualified electronic signature:

Minimal hardware and software requirements for using an electronic signature on Purchasing System
are detailed below:
1. A PC/ Apple computer with access to internet

2. |Installed operating system:
. Windows 8.1 / Windows 10 / Windows 11 / MacOS in a version supported by the

manufacturer

3. Web browser:

. Mozilla Firefox in a version supported by the manufacturer;

o Google Chrome in a version supported by the manufacturer;
. Microsoft Edge in a version supported by the manufacturer;
. Safari in a version supported by the manufacturer

that allows to use session cookie files and supports TLS 1.2 or higher encryption.

4. Mobile phone: it must be possible to install the appropriate application (e.g. Google
Authenticator) and synchronize with it.

5. Java runtime environment version 8u202 or newer installed on the computer. For 32 bit
operating system, 32 bit Java Runtime Environment required. For 64 bit operating system, both
32 bit and 64 bit Java Runtime Environment required. Recommended version Java 8u202.
Using both Oracle Java and AdoptOpenlJDK is possible (AdoptOpenlDK preferred).

6. Internet connection: min. 512 Kbps per computer (recommended broadband internet
connection);

7. Essential software and hardware used in signing the electronic signature:
- middleware software that uses PKCS#11 interface (version 2.01 or higher);
- cryptographic card reader compliant with PC/SC specification;
- cryptographic card compatible with any card reader compliant with PC/SC
specification;
- aHardware Security Module device compatible with PKCS#11 interface.
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8.

10.

11.

12.

In the case of electronic signature on a physical medium - A cryptographic card reader
connected or embedded in the computer issued by the issuer of the certificate used by the
Contractor (the card present in the reader when the signature is made), or a Smart Card Reader
/ Omnikey device;

In the case of cloud-based electronic signature — make sure the certificate is authenticated in
the user’s session at the time of signing (e.g. by launching the application supplied by the
signature’s issuer and entering the private key activating the certificate).

Installed on the workstation current drivers for the cryptographic card reader (manufacturer
websites, software installed dedicated to the signature). For cloud-based signature, software
supplied with the signature installed.

A qualified certificate installed on a computer on which the Contractor will log into the account
(for Windows operating system, the certificate must be visible in the Windows Certificate
logical store named "Personal").

For Google Chrome, Microsoft Edge and Mozilla Firefox browsers, installed a dedicated
extension ,,Podpis elektroniczny Szafir SDK” and installed , Szafir Host” application.

Before attempting to place the tender or take part in electronic auction making use of electronic

signatures, it is advice to check the configuration of electronic signature on the device that will be

used to place the tender or take part in electronic auction.

Recommended version of the JAVA runtime environment can be downloaded from here:

https://www.oracle.com/pl/java/technologies/javase/javase8-archive-downloads.html

The current version of the JAVA runtime environment can be downloaded from here:

https://www.java.com/pl/download/

https://adoptium.net/temurin/releases/?version=8

You can check your version in accordance with the instructions available at the link:

https://www.java.com/pl/download/help/version manual.xml

For further relevant information related to electronic signature please refer to the document

Electronic Signature — instruction available at:
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PGE Capital Group Purchasing System

WWW GK PGE

3. Registration and login

Registration and login to Purchasing System are now directly via https://swpp2.gkpge.pl.
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3.1 Registration, step 1: Filling user’s registration form

On GK PGE site (https://www.gkpge.pl/) at the top, please choose ,,PGE Group”. Then move mouse at

,Tenders”, then click tab ,,Purchases”.

B

/-\ For Investors I PGE Group I AA+ © @ language
P GE About Group v Press cemerV| Tenders v I

Image 1 — GK PGE website with ,, Tenders” menu expanded

In tab “Purchases”, click “Purchasing System of the Capital Group”. This action will redirect user to the

System.
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/P-G'E\ About Group v Press center v Tenders v
' \

Purchases

res through the Purchasing System of the PGE Capital Group

Purchasing System of the Capital Group =+ EE‘

@ You do not have an account for the Purchasing System of the PGE Capital Group yet? Documents -

Image 2 —,,Purchases” site with ,,Purchasing System of the Capital Group” button

After clicking button user will be redirected to System, with list of ongoing Purchasing processes. “Log

in” button is in the right top corner.

Contractor, remember to keep your account contact detalls in the PGE Group Procurement System up to date. Click here ta leam more.

= I
~ Contract Notices Qualificati ti
—
e Purchasing process name @) ur ess number @@
Expired
Result information
~ Show advanced m
Legal notices
Supplier qualification Items 1-25 of 1587 show 25 v items
“ Knowledge base
Regulations and Guides and other purchasi IR P — Procedurs  Procedure  Typeof  Procedurs  Concern . Dateof - Deadline for
information (periodic Ing pro< 2P type mode purchase... organizer procedure... X8 publication petition /...
announcem
Questions and answers Elektrownia Gazowa OCGT Postepowanie  Przetarg Raboty Departament  PGEInwest  RBI. Construction and . .
POSI/PGENW2/DZI002202025  ppyy publiczne nieograniczony  budowlane  Zskupéw NSp.roc.  installation sendces | 0o 2020 10-11:20251400
Help Desk
Sukcesywna dostawa Licznikow
2dalnego Odczytu 11 3- fazowych PGE
POST/DYS/OLD/GZ/02449/2025  dlla odblorcéw kaficowych P wale Pty oy DOSEWY  pozal Dystrybuga  ELK.304Energymeters 17072025  16-10-202510:00
przyhaczonych do sieci niskiego G ¥ SA
napigcia w podziale na 3 czgéci
Budowa trodia kogeneracyjnego R
na paliwo gazowe opartego na audcw\ar;m :
ukdadzie silnikéw gazowych dla  Postepowanie  Przetarg Roboty PGE Energia  ELK. Electrical
POST/PECIPEC/UZBI0STTI2025  pee pnergia Ciepla S.A. Ocddzialw  publiczne nieagraniczony  budowlane ‘[::"‘“x‘y:;"" CieplaSA.  materials DeOE2025 B2 D202 | 2002
Szczecinie - Elektrocieplownia 5 gg’; v
Pomarzany g
Budowa magazynu energii
elektrycznej Gryfino wraz z RBI.201 Construction
POST/EQD/EQD. niezbedna i SS:lliu;\:anle :‘:ﬂﬁlmm :fj‘:“ﬂf:hm Biuro Zakupéw and installation 01.08-2025  16-09-2025 120 -

Image 3 —Purchasing System website

After clicking ,Log in” button, user will be redirected to login page, where ,,Register” option is available

to choose.
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Login (email address): *

*
Password:

k2

PASSWORD

*J | LOGIN [c RECOVER ]

You dont have an account?

Register and benefit by the Purchasing Platform PGE Capital Group from today!

(=

Image 4 — Login page

After clicking ,Register”, ,,Contractor registration form” will appear.

Contractor registration form | SAVE AND CONTINUE
Contractor’s data -

Form dedicated to: * €}

v

Company | SAVE AND CONTINUE
A natural person not conducting business activity

Image 5- ,,Contractor registration form”

,Contractor registration form” is divided into two steps.
In the first step user needs to choose form dedicated to user’s business. Form of business will affect
scope of information required to perform registration process. After user chose value in ,,Form
dedicated to” additional required field to fill will appear:

e PESEL/TAX ID (Depend on Business’s form);
e Country of residence of the user registering in the System;
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e Postal code (If user choose country: Poland — dictionary with up-to-date post codes for Poland

is available; for other country than Poland — postal code is inserted as text value). For

dictionary field after entering two symbols, hints will appear with fitting post codes from
System;

e Captcha code field.

Contractor registration form for Company is displayed below:

Contractor registration form | SAVE AND CONTINUE

Contractor’s data -

Form dedicated to: * €}

Company v
TAXID *

PL v

Country: *

Postal code: *

Captcha code: *

C

| SAVE AND CONTINUE

Image 6 - Contractor registration form for Company

User needs to fill all required fields in order to proceed with registration. If one or more required fields
are left blank or filled with incorrect data, System will highlight field red and display proper error

message after user hover cursor over it. Example of error message:

e

‘ This field should not be blank.

Image 7 — Example of error message

After user fill form with correct data and use action ,,save and continue”, will be redirected to second

step of Contractor registration form, which varies depending on the value selected in the field “Form
dedicated to”.
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3.2 Registration, step 2: Completing the registration form of the

entity under which the account is registered

3.2.1 Contractor registration form dedicated for Company

This form is dedicated to users, who register account associated with any type of business activity (e.g.
sole proprietorship, limited liability company, limited partnership, other).

Form was divided into sections, described below.
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Contractor's data

Form dedicated ta:
Corrparty

TR D
PLT76 2455893

REGON:
Cormparty Name: *
Comparmys branch name:

Country:
Paoland

Address (street, building nurnber, apartment number): "

Zip code:
0o0-01

City/Towm: m Emter the: name of the City. |f you want to display the full list of ciies dedicated io a given
z pastal code, enter ™"

Compary Registration No. :

Arrachment {current copy of the Company Registration):
B

Cormpany phone number: *
Cormparry email address:
Comparry website:
Purchasing categories: * £

Comments:

Type of business *
A4

Image 8 — Section ,,Contractor’s data”

Form contains not editable fields (TAX ID, Zip code). In order to edit them, user needs to return to
previous step using ,,Back to step 1” button. Using this action, will erase previously entered data on

form in step 2.
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Some fields have icon,, e ” displayed next to them. When user hover cursor over icon, information
about field will be displayed.
In case, there is another Contractor registered with same TAX ID in System, that user entered in

registration form, System will automatically fill fields with already registered in System data.

User data

Login (email address): *
Confirm Login (email address): *
User first name:

User last name:

User's phone number: *

User language:

W

Image 9 — ,,User data” section

In next section data needs to be provided by user who is registering account. Fields ,Login (email
address)” and ,,Confirm Login (email address)” will not allow pasting values, so they need to be filled
manually. When saving the form, the System will check the correctness and compliance of the data

entered in these fields.

It is assumed that the user's login will be their e-mail address.
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The next section contains consents that the registering user must review and accept. To do so, click
the hyperlink leading to the relevant regulation, review it and select consent.

Main consents
We would like to inform you that in order to register as a Contractor in the PGE Group Purchasing System, it is necessary to read the Regulations of the PGE Group Purchasing System and the Values and

Principles of the PGE Group and then accept them.

Attention! Acceptance of consents is possible only after downloading the documents and reading their content.

Regulations of the PGE Capital Group Purchasing System: * )
I have read and accept the content of the Regulations of the PGE Group Purchasing System

Download Regulations of the PGE Capital Group Purchasing System

Values and Principles of the PGE Capital Group: * (i ]
I'have read and accept the content of the Values and Principles of the PGE Group.

View the Values and Principles of PGE Group

Image 10 - "Main consents" section

Attention! Fields become editable after entering hyperlink, leading to relevant consent.

Additional consents
Its worth staying in touch with us.

Consent to marketing contact:

If you want to be informed about important events for Contractors in the area of purchasing, including: webinars, workshops, Open Day, Suppliers Day, please select the following consents:

phone contact:
Consent to telephone contact (I have read the principles of co-administration of my personal data by PGE Capital Group entities).

Link to the information for entities registering in the PGE Capital Group Purchasing System

e-mail contact:
Consent to e-mail contact (1 have read the principles of co-administration of my personal date by PGE Capital Group entities).

Link to the information for entities registering in the PGE Capital Group Purchasing System

Consent to Newsletter:
| consent to periodically receiving marketing content (announcements about the latest purchase projects) in accordance with the conditions specified in the Newsletter Regulations.

View Newsletter Policy

Image 11 -, Additional consents” section

Last section contains additional consents, that are not required in registration process. Although if user
wants to receive periodic information about ongoing proceedings this consents needs to be checked.
Consents can be checked after registration in ,My profile”, which is described later in document.

After filling form and using action ,send an application”, if additional consents were not checked,

System will display message.
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Are you sure you don’t want to
give additional consent to stay in
touch with us?

Send request Return to editing

Image 12 — Message about not checking additional consents

Using ,Send request” action will send application for verification to Contractors Database

Administrator.
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3.2.2 Contractor registration form dedicated for natural person not

conducting business activity

Below is a form dedicated to users who are registering a user account as individuals, not running a

business. The form is divided into sections, each of which is described in detail below.

Userdata

Form dedicated va:
A natural pessan nol conducting busrness sty

User first name: *
User last narme: ~

PESEL nirmiber:
PLSCL 64121233229

Country:
Paland

Address {street, building number, apartment number]:

Zip code:
D001

City/Town: * €}

Legin [ermail address):
Confirm Login (email addressk
Users phone number:

User language:
v

Purchasing categories: ~ £}
Image 13 - section ,,User data”

Form contains not editable fields (PESEL number, Zip code). In order to edit them, user needs to return
to previous step using ,,Back to step 1” button. Using this action, will erase previously entered data on

form in step 2.
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In first section data needs to be provided by user who is registering account. Fields ,Login (email

address)” and ,,Confirm Login (email address)” will not allow pasting values, so they need to be filled

manually. When saving the form, the System will check the correctness and compliance of the data

entered in these fields.

It is assumed that the user's login will be their e-mail address.

Main consents

We would like to inform you that in order to register as a Contractor in the PGE Group Purchasing System, it is y to read the R

Principles of the PGE Group and then accept them.

Attention! Acceptance of consents is possible only after downloading the documents and reading their content.

Regulations of the PGE Capital Group Purchasing System: * [i]
I have read and accept the content of the Regulations of the PGE Group Purchasing System

Download Regulations of the PGE Capital Group Purchasing System

Values and Principles of the PGE Capital Group: * (i ]
I have read and accept the content of the Values and Principles of the PGE Group.

View the Values and Principles of PGE Group

of the PGE Group Purchasing System and the Values and

Image 14 — ,,Main consents” section

The next section contains consents that the registering user must review and accept. To do so, click

the hyperlink leading to the relevant regulation, review it and select consent.

Attention! Fields become editable after entering hyperlink, leading to relevant consent.

Additional consents
Its worth staying in touch with us.

Consent to marketing contact:

If you want to be informed about important events for Contractors in the area of purchasing, including: webinars, workshops, Open Day, Suppliers Day, please select the following consents:

phone contact:
Consent to telephone contact (1 have read the principles of co-administration of my personal data by PGE Capital Group entities).

Link to the information for entities registering in the PGE Capital Group Purchasing System

e-mail contact:
Consent to e-mail contact (I have read the principles of co-administration of my personal data by PGE Capital Group entities).

Link to the information for entities registering in the PGE Capital Group Purchasing System

Consent to Newsletter:

I consent to periodically receiving marketing content (announcements about the latest purchase projects) in accordance with the conditions specified in the Newsletter Regulations.

View Newsletter Policy

Image 15 — ,Additional consents” section
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Last section contains additional consents, that are not required in registration process. Although if user
wants to receive periodic information about ongoing proceedings this consents needs to be checked.
Consents can be checked after registration in ,,My profile”, which is described later in document.

After filling form and using action ,,send an application”, if additional consents were not checked,

System will display message.

Are you sure you don’t want to
| give additional consent to stay in |
[ touch with us?

Send request Return to editing
Image 16 - Message about not checking additional consents

Using ,Send request” action will send application for verification to Contractor Database

Administrator.

3.3 Registration, step 3: Completing registration

After sending request for verification to Contractor database administrator, message will be displayed.
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Thank you for submitting the
registration application!

Your registration application is awaiting
approval. Check your e-mail.

Image 17 — Message displayed after successfully sending registration form

Registration form can be accepted or denied by administrator. Form will be denied if any information

is incorrect.

3.3.1 Rejection of registration application

If your registration request is rejected, an email will be sent to the email address provided in the "Login
(email address)" field of the registration form, informing you of the reason for the rejection. You may
then re-register, taking into account the comments submitted by the Contractor Database

Administrator who processed the original registration request.

3.3.2  Acceptance of the registration application

If the registration application is accepted in the System, an email will be sent to the user's email address
(provided in the "Login (email address)" field on the registration form). The email will also contain brief

instructions on how to proceed, including a password reset link.

The final step is to set a password for logging into the System. This is done using the "Password Reset"

functionality, described in the next section of this document.
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3.4 Registration, step 4: setting up first password

After accepting application, an e-mail will be send on user’s e-mail address.

Message body X
“rae™ BB SR
Good morning adam,
We would like to inform you that your registration application in the PGE Capital
Group Purchasing System has been accepted.

Login to the PGE Group Purchasing System: adam@firma.com

To complete the registration process, click on the link below and activate the
"Password reset". Then follow the correspondence you receive on an ongoing basis.

Image 18 — E-mail sent to Contractor after application was accepted

After clicking on link ,,Password reset” in e-mail, user will be redirected to Password reset site:
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Password reset

@ If you have problems resetting your password, please contact the Help Desk.

Your e-mail address: *

Your e-mail address

Captcha code: *

Enter image code

7P °

4 | RESET PASSWORD

Image 19 — ,Password reset” site

User needs to fill fields with correct e-mail address and captcha code. After clicking ,, Reset password”
button, e-mail will be send on user’s e-mail address, if address exists in System. E-mail will contain

hyperlink ,,Change password”.

Message body X

.. Polska Grupa
'/P-.GE Energeryczga

Good morning adam,

We have received your request to change the password for the adam@firma.com
account in the PGE Group Purchasing System.

Click on the link below to change your password: Change password
The link will remain valid for 1 hour after sending.
If you suspect that someone else has requested to change your account password

without your knowledge or consent, please ignore this email and continue using
your current password. If you have any doubts, please contact the Help Desk.

Image 20 - E-mail send to Contractor after requesting for ,,Reset password”
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After clicking ,,Change password” user will be redirected to ,Password reset” site, where password can

be changed.

Password reset

*
New password:

New password w

Repeat new password:

Repeat new password Lo

© Show password requirements

Image 21 - Password reset site

User needs to fill both fields with same password. User can see values inserted in fields, by clicking on

) @ icon.

2

Password needs to meet password requirements. User can check password requirements with ,,Show

password requirements” button. Current password requirements are shown on image below:
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Password requirements ©» R

Password change frequency: 90 days.

Unique password: 5 (password must be different than the last 5 passwords entered}?ﬁ>

Minimum length: 4 characters;

Maximum length: 50 characters;

Minimum number of uppercase letters: 0 character (A to Z);

Minimum number of lowercase letters: 0 character (a to z);

Minimum number of special characters: 0 character (e.g. '@#3$%&*);

Minimum number of digits: 0 character (0 to 9);

The password cannot contain diacritics (e.g. a, e);

The password cannot be identical to the login (e-mail address);

The password cannot be the user's name or surname stored in the PGE Group Purchasing
System;

The password cannot contain a repeating sequence of at least three identical digits
consecutively (e.g. abe111, 11112222333).

Image 22 - Password requirements

In case passwords do not match, or password does not meet ,Password requirements”, after clicking
»send” button, System will highlight field. Also if user point cursor at highlighted field, message will be

displayed with error.

Password reset

*
New password:

...... )

[ ...... & l Passwords do not match

@ Show password requirements

Image 23 - Error message during password reset

Successful password change will be announced with message, informing that user can now login with

new credentials. On user’s e-mail address, e-mail will be sent with password reset confirmation.
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In case reset link from e-mail, was used more than once or link expired, System will display error

message. In such case user needs to use ,Reset password” again and generate new link to ,reset

password”.

The link has already been used
once. Please use the "Reset
password"” option again.

Image 24 - Link expired message

After confirming this message, user will be redirect to ,Reset password” site. In such case, user needs

to go through all steps described in chapter 3.6.

3.5 First login to Purchasing System

3.5.1 Setting up 2 factor authentication

When logging in for the first time to System, and during registration all required consents were
checked, user will be redirect to tab ,Security”, located in ,,My profile”. Then user will be asked to set
up 2 factor authentication. This authentication will be needed for future logins to System (unless, user
add this device as trusted device). User will receive message on website, that 2 factor authentication

needs to be set up.
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Set up a second authentication |
factor .

Image 25 - 2 factor authentication message

User can configure 2 factor authentication in ,, Two-factor login” section.

Two-factor login

Important information regarding the second factor:

1. Access to all functionalities of the PGE Group Purchasing System is only possible after configuring the second login component. To do this, download the applications recommended by the PGE Group to your phone,
i.e. Google Authenticator or Microsoft Authenticator, and then start the configuration process in the PGE Group Purchasing System.

2. Each time you log in, the PGE GK Purchasing System will require you to enter the code from the authenticators application. If the device from which you log in is added to the "Trusted devices” list, the System will not
force you to enter the code from the authenticator application for 30 days (from the date of addition to trusted devices).

3. If you lose the device on which the authenticator application was configured, please contact the Help Desk for Contractors.

2FA enable?:

No

CONFIGURE

Image 26 — ,,Two-factor login” section

Field named ,2FA enable?” presents information if user has 2 factor authentication set up. If value in
this field is ,No”, user needs to configure 2 factor authentication with ,,configure” button in bottom
right corner of ,Two-factor login” section. To configure 2 factor authentication, user needs to
download and install on his mobile device (for example mobile phone) and configure one of the
recommended by GK PGE applications:

- Google Authenticator;

- Microsoft Authenticator.
Listed applications are free. Links to download them, are displayed, when user click on “Configure”

button.
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Two-factor authentication (2FA) pos

How to do it?

1. Download the application recommended by the PGE Capital Group:
© Google Authenticator in gle Play or App Store
o Microsoft Authenticator in Google Play or A

2. Launch the app and add an account

3. Select "Scan QR Code” and scan the QR code below:

If you cannot scan the QR code, select "Enter configuration key” in the application and enter the code:

— |

Enter the code generated in the application:

v l CONFIRM
Image 27 - instruction how to set up 2 factor authentication
After downloading and installing authentication application on mobile device, user needs to use it and

scan QR code, displayed after clicking “configure” button. User also can insert configuration key to

application manually.
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If you cannot scan the QR code select "Enter configuration key™ in the application and enter the code:

ser avo vese sess v (N

Enter the code generated in the application:

Image 28 - Example of ,,QR code” and ,,Configuration key”

After user scan QR code or enter “Configuration key” in authentication application manually on mobile
device, new account dedicated to Purchasing System will be added. After selecting this account on the

phone, the application will display a one-time, time-limited, 6-digit code, which should be entered in

the System in the "Verification code" field.

Enter the code generated in the application:

Verification code

v | CONFIRM
Image 29 - Field to enter generated code from application
After entering code, user needs to confirm code by clicking on “confirm” button. If code will be correct

and will not expire, account will be linked to user’s authentication application. Value in “2FA enable?”

will change to “Yes”. Codes in application are generated every 30 seconds.

2FA enable?:

Yes

Image 30 — Value in ,,2FA enable?” field after 2 factor authentication configuration
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When 2 factor authentication is set up, user can now use all available for Contractor feature in System.

3.5.2 Next logins to Purchasing System

Once the second login factor is properly configured, the System will require it upon next logins. Filling
the required fields (marked with a red asterisk) is required each time you authenticate.

After entering your login and password, if the data is correct, the "Enter code from the app" field will
appear, where you must enter a 6-digit, time-limited, one-time password generated by the

authenticator app on your phone.

Login (email address): *

adam@firma.com

Password: *

........ ¥

*

Enter the code from the application:

Add to trusted list: )

PASSWORD

’J | LOGIN [c RECOVER ]

You dont have an account?

Register and benefit by the Purchasing Platform PGE Capital Group from today!

L) | REGISTER

Image 31 - Login screen after 2FA was configured

Strona - 31



5k

Login and password fields will not be editable at this point. Additionally user can check checkbox ,Add
to trusted list”. If this checkbox is checked, device will be added to trusted list, and user will not need
to provide code from application for next 30 day, when logging in from this device. Trusted devices are
listed in ,Security” tab in , Trusted browsers” section, available in ,My Profile”. In this place user also

can add device to trusted list, with ,Add device to the trusted list” button.

Trusted browsers

I ADD DEVICE TO THE TRUSTED LIST I

Image 32 — Section ,, Trusted browsers”

In case, user provides System with wrong credentials for four times, System will display additional field

with captcha code. This field needs to be filled with correct data before next login attempt.
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O Login (email address): *

‘ adacm@firma.com |

An incorrect login or password has been entered. ATTENTION! Five unsuccessful attempts to

enter your data will result in your account being blocked.
© Password: * Y Y g

— @

Captcha: *

~ RECOVER

You dont have an account?

Register and benefit by the Purchasing Platform PGE Capital Group from today!

+») | REGISTER

Image 33 - Login screen with captcha code

Attention: 5-th failed login attempt, will result in 30 minutes or permanent login to account block.

When user hover over highlighted field with login, System will display message with status

information about account and further possible action to take.
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© Login (email address): *

adamd@firma.com

Incorrect login or password entered. Login has been blocked for 30 minutes.

Password: *

L) | LOGIN

>

~ RECOVER
s PASSWORD

You dont have an account?

Register and benefit by the Purchasing Platform PGE Capital Group from today!

-P]l

REGISTER

Image 34 - Login screen with 30 minutes login block

In case of 30 minutes block, user needs to wait for 30 minutes and then login option will be unlock.

When user’s account is block permanently, user needs to use , Recover password” option. If user is

having problem with password recovery, Contractor’s helpdesk is always ready to help with it.

Strona - 34



pcE>

PGE Dystrybucja S.A.

O Login (email address): *

| adam@firma.com ‘

. [ Your account is blocked - use the "password reset” opfion or contact the Help Desk.
© Password:
- F )
~ RECOVER
+* | LOGIN ["-" PASSWORD ]

You dont have an account?

Register and benefit by the Purchasing Platform PGE Capital Group from today!

) | REGISTER

Image 35 - Login screen after account block

3.6 Recover password

Registered user can use ,Recover password” action, available for not logged in users. In order to
recover password, user needs to go on System’s site, click on ,Log in” button in right top corner, and

use ,Recover password” button on login site.
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Login (email address): *

Password: *

¥

PASSWORD

) | LOGIN [c RECOVER ]

You dont have an account?

Register and benefit by the Purchasing Platform PGE Capital Group from today!

» | REGISTER

Image 36 — Log in screen

,Password recovery” can be used when:

— first login after Purchasing System was disconnected from OnePlace platform, if user owns
accounts in both systems;

— first login after acceptance of registry application;

— unlock account after user provides System with wrong credentials several Times;

— unlock account after failed attempt to change password via ,,My profile”;

— unlock account after account’s password expires;

— unlock account after user did not log in to System for more than 90 days.

Clicking ,,Recover password” will redirect user to ,Password reset” site:
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Password reset

@ If you have problems resetting your password, please contact the Help Desk.

- *
‘Your e-mail address:

Your e-mail address

Captcha code: ©

Enier image code
% °

-’I | RESET PASSWORD
Image 37 — ,Password reset” screen

User needs to provide System with correct e-mail address and Captcha code. After clicking on ,,Reset
password” button, e-mail will be send on provided by user e-mail address (if such address exists in
System). E-mail contains hyperlink ,,Change password”. Clicking on it, will redirect user to change

password site.

o

Message body X r

7. Polska Grupa
~GE Energeryczga

Good morning adam,

\We have received your request to change the password for the adam@firma.com
account in the PGE Group Purchasing System.

Click on the link below to change your password: Change password
The link will remain valid for 1 hour after sending.
If you suspect that someone else has requested to change your account password

without your knowledge or consent, please ignore this email and continue using
your current password. If you have any doubts, please contact the Help Desk.

Image 38 - E-mail send to Contractor after requesting for ,,Reset password”
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After clicking on ,,Change password”, user will be redirected to , Password reset” site.

Password reset

New passwaord: =

Mew password &

Repeat new password: *

Repeat new password &

@ Show password requirements

Image 39 — ,Password reset” site

User needs to fill both fields with same password, that will meet password requirements. Entered

values can be display by clicking on ® icon. Current password requirements can be checked with

clicking ,,Show password requirements”. Current password requirements are:

Password requirements

Password change frequency: 90 days.
Unigue password: 5 (password must be different than the last 5 passwords entered);

Minimum length: 4 characters;

Maximum length: 50 characters;

Minimum number of uppercase letters: 0 character (A to Z);

Minimum number of lowercase letters: 0 character (a to z);

Minimum number of special characters: 0 characrer (e.g. /@#5%8&%);

Minimum number of digits: 0 character (0 to 9);

The password cannot contain diacritics (e.g. g, €);

The password cannot be identical to the login (e-mail address);

The password cannot be the user's name or surname stored in the PGE Group Purchasing
System;

The password cannot contain a repeating sequence of at least three identical digits
consecutively (e.g. abe111, 11112222333).

Image 40 — Password requirements
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In case passwords do not match, or password does not meet ,Password requirements”, after clicking
,send” button, System will highlight field. Also if user hover cursor over highlighted field, message will

be displayed with error.

Password reset

*
New password:

...... G

[ ...... > ] Passwords do not match

© Show password requirements

Image 41 - Error message displayed during password change

Successful password change will be announced with message, informing that user can now login with

new credentials. On user’s e-mail address, e-mail will be sent with password reset confirmation.

In case reset link from e-mail was used more than once or link expired, System will display error
message. In such case user needs to use ,Reset password” again and generate new link to ,reset

password”.

The link has already been used
once. Please use the "Reset
password" option again.

Image 42 - Link expired message
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After confirming this message, user will be redirect to ,,Reset password” site. In such case, user needs

to go through all steps described in this chapter.

4. Moving around the Purchasing System and submitting offers and
applications (RFX)

4.1 “My profile”, user’s account management

Granting the consents described above and setting up 2 factor authentication will display the following
view, and will unlock full access to all functionalities of the Purchasing System. Return to the "Consents

and Regulations" tab is possible via the "My profile" button.

I »My profile” button

P Change in the way of submitting offers. Click for more information. HelpDesk  wm B | My Profile @~
= ¢ Tl A
Legal notices Welcome to Purchasing Platform €) Alerts
~ Knowledge Base No newsletters

Regulations and Guides and other Login:

User (user@mail com)

Organisational unit:

I Button that allows user to expand

contractor 11853,
(PL5872528140 - 02)

Modules:
Notifications Supplier
“Knowledge Base”,

Procedure Date of stage Date of
number

Request for prososal name Stage name

termination Invitation

“Supplier portal”,

\ “Public zone”,

“Legal notice”,

Zakup 1 . Offers 2025-08-1314:00  2025-08-06 13:10

Zakup 2 Petitions 2025-08-27 16:00  2025-06-23 1314

“Help Desk”. Zakup 3

o). Offers 2025-08-3112:00  2025-08-D6 10:29

Image 43 - Contractor’s Main page after logging in

On the left, all modules available for a given user are visible - "Legal Notes", "Contractor Portal" and
"Public Area". “My profile” is located in top right corner, which allows user to manage account.

Detailed description of “My profile” is presented in next chapter.
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4.1.1 “My profile” — tab: “User data”

To move to “My profile” tab, user needs to click “My profile” in top right corner of main site. User

needs to be logged in. “My profile” is displayed below.

Help Desk  wm = QLRSS @v

User (user@mail.com)
contractor 1185329184 - Warszawa
(PL5872528140 - 02)

u MY PROFILE
| e

Image 44 - ,,My profile”

All tabs are divided into sections, and their content will be described below.

Clicking on ,,My profile” button, user will be redirected to first available tab:

,User data”

4.1.1.1 Information

(PP Consentsand regulations  Security  Favorite categories  Contractors details

Information

making changes to your data can be found in the "Questions and answers / FAQ" tab. If you have any questions, please contact the Help Desk.

Remember please to always keep the information regarding your data up ta date. More infarmation on mal

Image 45 - Section ,,Information” in ,User data” tab
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This section contains general information about account, FAQ and Help Desk for Contractor.

4.1.1.2 User profile

User's phone number:
+48223455678

User's language:
english

B | J—

Image 46 — Section ,,User profile”

In this section user can edit personal data (First name, Last name, phone number) and language of

System.

Attention: Changing name or/and last name, will cause need to give consent again, available in

,Consents and regulations” tab. Especially mandatory consents.

4.1.1.3 Change e-mail address (login)

@ | cuanse euar aooress woeimy

Change e-mail address (login)

Before you decide to change your e-mail address (login), we encourage you to read the "Detailed Instructions for Using the PGE Capital Group Purchasing System for Contractors”, whi

Image 47 — ,,Change e-mail address (login) section

In this section user can change e-mail address, which is also System’s login. This section also contains

hyperlink with description, redirecting to System detailed instruction.
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In order to change e-mail address, user needs to use “Change email address (login)” button from this
section. After clicking on “Change email address (login)” button, “Change e-mail address (login)”

window will be displayed for user.

| X

S - O

Complete the fields below

New email address (login): *
Repeat email address (legin): *

Enter your current login password: *
o

drac e T S S ST T A FES TS RS S T T T e T 1 IS T TS e e SIS e e S e S T ST A T | TS e T e s e S S e e e

Image 48 - Login change window

User needs to fill “New email address (login)” and “Repeat email address (login)” with same new e-
mail address. Fields do not allow pasting values, user needs to fill it manually.

Additionally, user needs to provide System with current password. When user fills all fields and uses
“Save” button, System will verify data correctness and in case of errors, will display proper message:

- Incorrect password — “Password does not match current one”;

- E-mail addresses do not match — “New email address and duplicate email address are not the
same”;

- New e-mail address is the same as old one — “new e-mail address is the same as current e-mail
address”;

- Invalid e-mail format — “Incorrect email address format”;

- In case of other e-mail address format anomaly — “Invalid email address”.
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After user enter correct data, and use “Save” action, on new e-mail address, e-mail will be sent. E-mail
contains information about receiving “Change email address (login)” request. Also message from

System will be displayed like below:

An activation link has been sent
to the new email address
provided.

Image 49 — Message about sending activation link on new e-mail address

In e-mail user will find hyperlink ,,Change email address”. Clicking this link will cause changing email

address (login) and message from System will be displayed.

The email address (login) has
been correctly changed. To log in
to the PGE Capital Group
Purchasing System, use the new
email address as your login.

Image 50 — Message about successful email address change

Link in email will last for 1 hour. If user wants to change email address after link expires, he will needs

to use ,,Change email address (login)” again.

After change, login to Purchasing System will be possible with new credentials (new email address).
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Change will also trigger sending e-mail notification on previous e-mail address.

Attention: Changing e-mail address (login), will cause need to give consent again, available in

,Consents and regulations” tab. Especially mandatory consents.

4.1.2 “My profile” — tab: “Consents and regulations”

4.1.2.1 Information

Userdata  [SRERSPURPRSN IVt Security  Favorite categories  Contractors details

Information

Access to the PGE Capital Group Purchasing System is pessible only after accepting the required consents. If you have any questions, please contact the Help Desk:

Image 51 - Section ,,Information” on tab ,,Consents and regulations”

This section contains general information about consents and regulations and also references to Help

Desk for Contractors.

4.1.2.2 Required consents

Listof permissions: | save
Required consents

Access to the PGE Capital Group Purchasing System is possible only after accepting the required consents, i.e.: Regulations of the PGE Group Purchasing System and the Values and Principles of the PGE Group.

Click on the links below to read the content.

“the PGE Capil P

1 have read and accept the content of the Regulations of the PGE Group Purchasing Systzm
Downlaad Regulations of the PGE Capital Group Purchasing System

Date of giving/taking permission: 13-08-2025 1039

Values and Principles of the PGE Capital Group: *

I have read and accept the content of the Values and Principles of the PGE Group.
the Values and Principles of PGE Group

Date of giving/taking permission: 13-08-2025 1039

Image 52 — ,Required consents” section
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This section contains required consents. Granting consent by user is required to use System. User can

read the content of individual consents by clicking on the hyperlink available under each consent.

Attention! Fields become editable after user enter hyperlink to consent.

User can withdraw any consent. If user wants to withdraw required consent, System will display

message:

You haven't selected all required
consents. Pressing ., Yes, block
the account” will block your
account. To avoid this, press
«No, return to the form" review
the consents, and select them
again

| Yes, blodk the account No, return to the form

Image 53 — Message about not selecting required consent

If user does not want to block account, ,,No, return to the form” needs to be clicked and all required

consent needs to be selected before saving form again.

Action ,,Yes, block the account” will save account settings, but account will be blocked after user logs
out from System. Until log out, user will stay on ,, Consent and regulations” tab, where he can change
his mind and select all required consents and save settings.

If user logs out, but still wants to use System, contact with Help Desk for Contractor will be required.

In case of updating regulations, System will require from user reading new documents and consenting
to them. In such case after user log in to System, he will be redirected to , Consent and regulations”

tab, where he will be able to read and accept new version of regulation. User will be able to use System
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after accepting new version of regulation. Dates on which consent was granted or withdrawn will be
saved and displayed on the tab. If during checkbox configure, consents ,,Regulations of the PGE Capital
Group Purchasing System” or ,Values and Principles of the PGE Capital Group” were not selected,
System will inform user about possible account block with message displayed above. To avoid account
block, user needs to click ,,No, return to the form” and select all required consents. If user will not
select all required consent, he will stay at ,,Consents and regulations” tab, where he can change his
mind. Logging out from System will cause account block. To access blocked account user needs to

contact Help Desk for Contractors.

4.1.2.3 , Additional consents”

Additional consents

Its worth staying in touch with us.

Attention! Acceptance of consents is possible anly after downloading the documents and reading their content

Consent to contact for marketing purposes.:

Ifyouwnt to be informed about for G he orea of pu webinars, workshaps, Open Day, Suppliers Doy, please select the following consents:

Consent to telephone contact (1 have read the principles of co-administration of my personal dota by PGE Capital Group entities).
Link to the information for entities registering in the PGE Capital Group Purchasing System

Date of giving/eaking permission: 13-08-2025 10:21

Consent to e-mail contact (1 have read the principles of co-administration of my personal data by PGE Copital Group entties).

Link to the information for entities registering in the PGE Capital Group Purchasing System

Date of giving/eaking permission: 13-08-2025 10:21

Consent to Newsletter:

dically receiving marketing content the latest the conditions specified in the Newsletter Regulations.

Date of giving/eaking permission: 13-08-2025 10:21

Image 54 — , Additional consents” section

This section contains additional marketing and Newsletter consents. Newsletter content is directly
associated with user’s purchasing categories personalized in tab “Favorite categories”. Tab “Favorite
categories” and Newsletter was described in detail in chapter 4.1.4.

The user can read the content of individual consents by clicking on the hyperlink available under the
respective field.

If user wants to save form, without additional consents, System will display message:
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Are you sure you don't want to
give additional consent to stay in
touch with us?

Image 55 — Message encouraging to select additional consents

4.1.3 , My profile” —tab: ,Security”

4.1.3.1 Information

Userdao  consemsond regiscons ([l fvore ctegories | Consaciorsdeas

Information

Attention! The password should be changed no more than every 90 dni. If the password is not changed in

the System will

black the user account. It will be possible to unlock the account using the "Password reset” option available on the login page
After clicking the "Change password” buttan below, you can change your current password to the PGE Capital Group P

Please note that 5

attempts to enter your current password will result in your account being locked.

Image 56 — Section , Information” on tab ,Security”

This section contains general information for example managing login password.

4.1.3.2 Password change

Password change

rosrsre (ORI ) : | v v
Additional information
Password Expiry Date:

2030-12-30 00:00

Last Successful Login:
2025-08-1310:18

Last Failed Login:
2025-07-09 11:49

Image 57 — ,,Change password” section
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This section contains ,,Change password” action and information about password requirements.

After clicking ,,Change password”, new fields for new password will appear on form.

e cheres a | =hve

@

New password: *

Repeat new password: *

Image 58 — Password change view

In first field user is asked for current password. Next fields are for new password. New password must
meet safety policies. Rules for creating strong password are available after clicking ,,.Show password
requirements”. In case user will not enter same values in fields ,New password” or ,Repeat new
password” or password does not meet safety policies, during saving, System will display proper

message after user hover over highlighted in red field.

Password change

Current password: *

»

© New password: * New password does not adhere to security policy

The new password and the repeated new password are not the same
»

Repeat new password: *

»

Image 59 — Message after entering wrong data in fields

In such case data in fields will be erased and user will need to fill filed again or resign from modification.

Attention: If user fail to provide current password for 5 time, account will be blocked. Unlocking

account is possible via “Recover password” action or contact with Contractor’s Help Desk.

4.1.3.3 Additional information
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Additional information

Password Expiry Date:
2030-12:3000:00

Last Successful Login:
2025-08-1310:18

Last Failed Login:
2025-07-09 11:49

Image 60 - Section ,,Additional information”

This section contains information about password and logins:

— Password expiry date — password expiry date, after this date account will be automatically
blocked;

— Last successful login — date of last (previous to current) successful login;
— Last failed login — date of last failed login.

4.1.3.4 Two-factor login

Two-factor login

Important information regarding the second factor:

1. Access to all functionalities of the PGE Group Purchasing System s only possible after configuring the second login component. To do this, download the applications recommended by the PGE Group to your phone, i.e. Google Authenticator or Microsoft Authenticator, and then start the
process in the PGE Group Pur stem.

2. Each time you login, the PGE GK Purt
days {from the date of addition to trust

ystem will require you to enter the code from the authenticators application. If the device from which you log in is added to the "Trusted devic

)

es" list, the System will not force you to enter the code from the authenticator application for 30

3.1f you lose the device on which the authenticator application was configured, please contact the Help Desk for Contractors.

2FAenable?:

Yes

Image 61 — ,Two-factor login” section

Two factor authentication is described in chapter 3.5.1 Setting up 2 factor authentication.

This section contains information if 2 factor authentication is enable on user’s account.

If value in ,2FA enable?” is ,Yes”, it means that second factor was successfully configured and
functionality is working on this account. If user needs to switch off 2 factor authentication (for example
user wants to change mobile device because of losing it), he can use , Disable” button. If user use
,Disable” button, value in field ,2FA enable” will be changed to ,No”. User will not be able to move

around System, until he configure 2 factor authentication.
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4.1.3.5 Trusted browsers

Trusted browsers

No results

Image 62 — , Trusted browsers” section

Section is visible after user configure 2 factor authentication. This section contains all trusted devices
added by user. User can log in on those devices without need to enter code from application.

In this section user can also add device, where he is logged in, to trusted browsers. To do so, user needs
to use ,,add device to the trusted list” button. Every row represents one added device. Information in

each row contains operating system, web browser and it’s version and date when device was added.

Date added to trusted list

130820251356 %

Image 63 — Section , Trusted browser” after adding device to trusted list

. . . x .
Device can be removed from list with action.

Device also can be add to trusted list during logging in, by checking ,,Add to trusted list”:

Add to trusted list: €)

~ RECOVER
LOGIN
) | ["-’ PASSWORD

Image 64 - Field ,,Add to trusted list” during logging in
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Attention: Trusted devices are automatically removed from System after 30 days. If user wants to

use removed device as trusted, after 30 days he will needs to add it again with ,Add to trusted list”

action on this device.

4.1.3.6 Close account

Closeaccount % | CLOSE THE ACCOUNT AND SEND THE CANCELLATION

Before you decide to close your account and submit a request to be forgotten, we encourage you to familiarize yourself with the consequences and details of this process. More information can be found in the *Questions and answers / FAQ" tab.

Image 65 — ,,Close account” section

If user does not want to use System anymore, he can close account and send request to be forgotten.
In such case user needs to use ,,Close the account and send the cancellation” action. If user chose this

option, System will display message:

{ Are you sure you want to close
your account and submit a
request to be forgotten? After
clicking the "Confirm" button,
| we will verify your application. If |
accepted, the account will be
closed within 14 days. If you do
not accept it, we will contact
| you. If you want to cancel, click

the "Cancel"” button.

]

Image 66 — Message confirming closing account

Ill

If user chose ,,Cancel” button, message will be closed without any consequences. Confirming message

will result in logging out user and blocking account. User will not be able to log in to System to this

account. Also e-mail will be send with information that closing account procedure was started and it

might take up to 14 days. In case of:
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— Accepting request — account will be closed and data is anonymized. User will receive e-mail
with notification about completing process;

— Denying request — admin will contact user.

In case user wants to regain access to account, after using ,Close the account and send the

cancellation” action, he immediately needs to contact Help Desk for Contractor.

4.1.4 ,My profile” —tab: ,Favorite categories”

4.1.4.1 Information

Userdata | Consens and regulations. | Securty Contractors detas

Information

Its worth staying in touch with us!
Select at least one favorite shopping category o receive information sbout new tenders only from the shopping categories you have selected

Remember to select the appropriate consent to the Newsletter in the *Consents and regulations” th in the *Additianal consents" section

Image 67 — Section ,Information” on ,,Favorite categories”

Section contains information about choosing favorite categories and Newsletter functionality.

4.1.4.2 Favorite categories

Favourite categories Actions

Number Name
8 | avo careconr
Qe =

Image 68 — ,Favorite categories” section

User can manage favorites categories in this section. Based on user’s favorite categories, once a week
Newsletter will be send on user’s e-mail address. Newsletter contains information about proceedings
published in last week in Purchasing System within user’s favorite categories.

Categories are added via pop-up window, after user click on ,,Add category”. Category will be visible

on categories list as separate row.
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Favourite categories Actions
oz
Items 1-2 of 2 show 25 v items
Number Name
ADM. Ushugi obstugi obiekeéw i nieruchomosci a

Srodki ochrony osobiste] i dobra kansumpcyjne

Image 69 — Section ,,Favorite categories” with example of added categories

Categories can be removed from list:

—  With group action ,clear selected”
— One by one, by clicking on row and using action ,Delete”

Number Name

ADM, Usiogiobsly o' e moicia

Srodki ochrony osobistej i dobra konsumpcyjne:

Image 70 — Action ,,Delete” on favorite categories

Attention: In order to receive Newsletter, two conditions needs to be meet:

— List of favorite categories contains of at least one category;

— Checking checkbox with Newsletter on tab ,Consents and regulations” in ,additional
consents” section.

4.1.5 »My profile” — tab: ,,Contractors details”

4.1.5.1 Information

Userdata  Consentsand regulations ~ Security  Favorite categories | [UERURERERRetE]

Information

Remember to always keep the information regarding the company you represent up to date. More information on changing the Contractors data can be found in the tab ,Questions and answers / FAQ. If you have any questians, please contact Help Desk.

Image 71 - Section ,,Information” on ,,Contractors details”

This section contains general information about preserving UpToDate data and hyperlinks to FQA or

Help Desk for Contractors.
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Attention: View in next section will differ depend on business form user is registered.

4.1.5.2 Contractor’s details (Company)

Profile | corr
Contractor's data

TaxiD:
PL114 0813904

REGON:
ok

Name:
Adam

Country:
Poland

s (street, building number, apartment number}:
umer

Warszawa (rédmieicie)

Business register (National Court Register, Register of Business Activity):
Bronk

Telephone number:
654321573

E-mail address:
mail@mil.com

Website address:
Bk

Categories:
Code number Code name

ADM. Usiugi abshugi obiektén i nieruchomosci o

Companys branch name:
B

Type of business:
Micro

Image 72 - Section ,,Contractor’s details” for Company

This section contains data related to the user who has registered as a legal entity. Data here can be
editable, with action “Edit”.
Editable data:

Name;

Address;

Postal code;

Cite;

Business register (National Court Register, Register of Business Activity);
Telephone number;
E-mail address;

Website address;
Categories;

Company’s branch name;
Type of business

Ao SQ@ e 00 o
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Changing data (points a-d and j) will need to be confirmed by Contractor database administrator. If

user change data in crucial fields, message in “Information” section will be displayed:

The change of data is pending approval of the Contractor Database Administrator. If you have any guestions, please contact the Help Desk.

Image 73 — Message about Contractor’s data change

Until administrator makes decision (accept or reject changes) form will not be editable and will display

data before changes. If administrator reject changes, System will display message with reason why

changes were rejected.

Your request to change the Contractors data has been rejected. Reason for rejection:

Wrong name

Image 74 — message displayed when administrator reject changes in Contractor’s data

When administrator accept changes in data, changed data will appear in ,,Contractors details” tab and

will be visible by all Contractor users.

4.1.5.3 Contractor details (Natural person not conducting business activity)

PESEL number:
PESEL 13300909476

Country:
Poland
1 Wall Street Court, Nowy Jork

Postal code:
00402

Image 75 - Section ,,Data of a natural person”
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This section contains data related to a user who has registered as a natural person not conducting
business activity. User can edit data with , Edit” action.

Editable data:

a. Country

b. Address

c. Postal code
d. City

e. Categories

Changes in points a-d needs to be confirmed by Contractor database administrator.

Accepting or rejecting changes is the same as process described in chapter 4.1.5.2.

4.2 Submission of an offer / answer

NOTE - The description applies to non-public proceedings / technical dialogues / off contests with

encryption and electronic signature requirement

In the list that appears after clicking on the section mentioned above, all available RFX objects are
visible. If you want to participate in a given process, you should find it on the list (a search engine may

be helpful) and click on it with the left mouse button.

Zakup odziezy ochronnej

POST/GEK/ELT/ELT/00026/2022
Non-public procedure
Unlimited tender
stname  Jan Kowalski
one 98140286
ress  sEmail45504@DemandNetice.pl

Simplified announcement form g

DATA OF THE COMMISSIONING PARTY -

- | PROCEED TO THE PROCEEDINGS

Commissioning partys name:
PGE GIEK SA

Image 76 - View of the RFX object from the public zone

The next step is to read the advertisement assigned to the given object (possibly with other attached
documents) and if you want to participate in a given proceeding

- clicking on the "Proceed to proceedings" button.
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NOTE - if the process is closed (e.g. only invited / admitted Contractors participate in it, then the

selected RFX object can be found directly in the link "My RFX inquiries" (without the need to join)

Confirmation of joining the proceeding will be displayed in the pop-up window with the message "The
electronic process has been started". The view of the given object automatically changes to the one
whose fragment is presented in the image below. It is worth noting that simply "joining the

proceedings" is not synonymous with the obligation to submit an offer.

Zakup odziezy ochronnej

Enqui: umber  POST/GEK/ELT/ELT/00026/2022
e Non-public
e Unlimited tender

First nam e
Telephone number 234
E-mail  User@marketplanet.pl

formation -

Number of parts in the request for proposal

2

Offer deadline

2025-05-18 10:42 (Remained:407 Days 20 Hours 20 Minutes)

Consortium -

Answer su bmitted by consortium

Image 77 - View of the "Offers" tab on the site that has been successfully completed

|
The tabs will be visible - "Status", "Order documents", "Offers" and "Questions and answers".

4.2.1 Status tab

In the "Status" tab, basic information about the order is given, divided into several sections.
In the "Details of the contact person" section, in addition to the buyer's contact details, you can find
information about the organizer of the procedure and the ordering units, as well as the categorization

in which the procedure is conducted.
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Details of the contact person

Contact person:

bukasz Testowy (lukasz.testowy@gkpee.pl)

Main purchasing category:
Code number Code name

BHP.394 Sradki achrony osobistej, BHP, P.poz.

Procedure organizer:
PGE Energetyka Kolejowa Holding Sp. z c.o/Departament Zakupdw i Logistyki

Ordering units:

Ordering units name Ordering units data

PGE Energetyka Kolejowa S.A. ul. Hoza 63/67, 00-681 Warszawa

All purchasing categories:

Code number Code name
BHP.39401 (Odziez robocza i ochronna
BHP.39403 Ubicry reprezentacyjne

Main CPV code:

CPV code number CPV code name

18000000-9 Clothing, footwear, luggage articles and accessories.
All CPV codes:

CPV code number CPV code name

18412000-0 Sportswear.

18130000-2 Special workwear.

Image 78 - View of the " Details of the contact person " section

In the "Basic data" section you can find information about the round type: "Open" / "Closed", the query
model: "Requests" / "Initial offers" / "Offers" and the date and time of the end of the round. In the
"Information about rounds of the electronic process" section, a table is available that displays
information about individual stages and rounds of proceedings, start or end dates, type and type of

round.
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Information about electronic process rounds €) -

Round Date and time of Date and time of
The name of the stage number The name of the round the beginning of the end of the Round type Round status
the round round

Whioski Round 1 Apples 2025-05-19 16:45 2025-05-1917:00 Standard Active / Open

Image 79 - Rounds of the process

Each stage may contain many rounds, eg in the above example, two rounds were created for the
"Offer" stage. Rounds are created, for example, when the previous round has not been resolved in the
selection of the contractor. The person creating the new round may decide whether it will be carried
out by means of RFX or auctions, as well as whether the previously submitted offers will be moved to
the next round or not.

The transition to the preview of any round is possible by clicking on the name of the round (eg Round

1, Round 2). The round with the active preview enabled is marked in bold.

4.2.2 Separate Processing and Split Process Navigation

Purchaser has the option of creating post-auction and auction rounds based on specific parts of the
process. These rounds may be run in parallel. This means that within one procedure, more than one
current request for quotation (RFX round) may be active at the same time. Particular attention should
be paid to the "Information on Electronic Process Rounds" section. It is available from the "Status" tab

of each inquiry.

Information about electronic process rounds € -

Date and time of Date and time of
The name of the round the beginning of the end of the Round type Round status
the round round

Round

The name of the stage number

Oferty Round 1 Apples 2025-05-14 14:49 2025-05-1414:53  Standard Finished / Closed

Oferty Round 2 Rice 2025-05-14 14:49 2025-05-1415:30  Modified Active / Closed

Image 80 - List of rounds in a given proceeding

The column "Round number" is helpful in navigating the process. Clicking on “Round number” will take

you to designated round.
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Round
number

Round 1

Round 2
Image 81 - The column "Round number”

Rounds are numbered in the order in which they are created. So it is possible that the round with a

lower number will take longer.

The mechanism of sending invitations to selected requests for quotation is standard. All current rounds

are also displayed from the link "My RFX ".

The procedure was divided into 4 parts. In the first round, the Purchaser always collects offers for all
parts. Division of processes possible within negotiation and auction rounds. After the collection of

offers and the analysis of individual forms were completed, there was a need to conduct overtime.

For parts 1 and 2, the Purchaser decided to conduct one joint overtime round and created Round 2 in
line with this assumption. Access to the newly created Round 2 will be granted only to those

Contractors who submitted an offer for parts 1 or 2.

NOTE - The Contractor, after entering the round, will only see the parts for which he submitted an
offer in the previous round. Access to the round does not mean access to all parts (with the exception

of being granted such access by the Purchaser).

For Parts 3 and 4, there is another overtime, Round 3, which includes both parts. If the Contractor

submitted an offer for all parts in the basic round, then in order to submit a tender for all parts again,
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it is necessary to submit an offer for parts 1-2 in Round 2, and submit an offer for parts 3-4 in Round

3.

NOTE - the fact of dividing the process into parts does not affect the concluded contracts. It is

possible to conclude one joint agreement on the basis of offers from various overtime rounds.

4.2.3 Order Documents tab

In the Order Documents tab, you can view and print All publication, such as an announcement or SWZ.

status JEEETETLERTEM  Offers  Questions and Answers

Order decuments

Name Description File size Document type Document version
21  przykadowy zatacznik-10.docx 0.01 MB Notice from SIMAP 1

% przykladowy zatacznik-6-1.pdf 0.03M8B Terms of Reference 1

Versions of the announcement
Name Description File size Document version

Announcement about the order - 1

Image 82 - Order's documents tab

Additional, in case of adding information about results, it will be available in the Order Documents tab

in section:: ,,Information about results” as it can be seen below:

Information about results
Part name Termination date Consolidation code name

Pozycja RFX 716044 20092021 12:00  Roboty budowlane i ustugi instalacyjne v

Image 83 - Information about results

4.2.4 "Proposal" / "Preliminary offers" / "Offers" tab
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On the tab "Conclusion / Preliminary offers" / "Offers", the "Comments" section is available, which
contains information messages with hints on a given procedure. In the case of an example object, this

message looks as follows:

Comments
Messages

© Please submit a petition / offer on an item included in that procedure.

Image 84 - Section "Comments"

The "Untill end" counter appears to be helpful, which can be found in the "Request" tab in the
"Information" section. It shows the time left to close a given stage in the proceedings.

In order to submit an application / offer or answer to a specific RFX object, use the "Parts" section,
which, like the sections presented above, is located on the "Application" tab. It should be noted that
the name of the tab varies depending on the type of response sent by the Contractors (requests to
participate, offers, responses to market research), but the principle of operation is the same.
Applications are made up per part. If the order has more than one part, left-click on the part or use the

right mouse button to bring up the context menu and click on the "Details" option.

Parts Actions
The name of the part €} status @
All v
A=)
tems selcted: 0 Pozycje / Items 1-§z\ of 2 Pokazuj\show 25 v pozycji\ltems
. Part Offer
% Ordinal T . Net value (saved Gross value (saved  Currency Net value (placed  Gross value urrency D Date of offer
number o offer) offer) (saved... offer) (placed offer) placed... i) modification
1 Active Zakup Srodkw 54612,00 6717276 PLN = = Theofferis 0420050928 v
czystosci completed
v

a Zakup sprzetu

Image 85 - "Details" - placing an offer to a part
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The action will open an editable form of the specific part. It should be completed, which is outdated in
the figure below. Depending on the parameters of the procedure, the appearance of the form may

vary, which affects the scope of information necessary to be completed by the Contractor.
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rce oldryiGaniditions for participation in the proceedings, which should be addressed by the provided

fields (eg drop-down lists). In the case of fields completed as a number, the System will
inform about the minimum and maximum value that can be entered.

2) The magnifying glass icon allows to familiarize with a detailed description of the criterion
or condition whose text will be displayed in the pop-up window.

3) List of items on a given part. Each row represents one item. In columns “Offer status”, “Net
price”, “Gross price”, “Currency”, “Net value”, “Gross value” division into saved values
(white row) and placed values (blue row) was introduced.

4) "Add document" button that allows you to add files and documents.

5) After completing the form, click on the "Save and return" button

1 2 3 4 3
el B
A 4
Participation terms
Name Description Value
Condition:Potendjat techniczny / Technical potential Q e S v

Offer evaluation criteria

Name Description Un| value

Criterion :Termin realizacji / Time limit for completion Q -

\ 4
Listofitems
Name Description Material Quantity Unit offer Net pri VAT  Gross price Currency Netvalue Gross value
purchase status
order text
(field visible
for
contractor)
saved = PIN v
$rodki czystosci Q Lack 1,00 Jeden
Placed -~ - -
Please get familiar with the item description
Documents Pd + Addadocument
Fil
Name Description Interted date Documenttype  Document status e Status

source

m | SAVE AND RETURN [l SAVE ) [[’ | OFFER TEMPLATE EXPORT (XLS) ] [¢J| IMPORT DATA (XLS) ] [[Q | GENERATE REPORT ] [ﬁl VAT CONVERSION CALCULAIOR]

Image 86 - Submission of an offer to selected positions of one part of the contract
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The "+ Add document" button, shown in the figure above, calls up the following window with the help

of which the file can be added.

1. By clicking the icon with the plus symbol, it is possible to select files from the computer that
will be attached to the part.

2. The names of selected files will be displayed in the window. The files will go through the
scanning process, the completion of which will be confirmed by the Purchasing System through
the green icon. Usuwanie wybranych plikéw mozliwe jest za pomocg ikony z symbolem kosza.

3. Select the document type from the drop-down list: explicit or implicit.

4. Confirm using the "Add" button.

Add file X

Attachments:

[

2] i Przykladowy_dokument.pdf @

Document type:

3 Public document ~

4 ADD CANCEL

Image 87 - Add file

The added files are displayed on the list, along with information about them. The right mouse button
displays a context menu with options: "Download", "Delete", "Edit description". The edit description
option displays a pop-up window that allows you to enter any text as a file description. After document

was added, next to it’s name, exclamation mark icon will be displayed. It informs user, that document

Strona - 66



5k

PGE Dystrybucja S.A.

was saved but not placed. In order to place document, user needs to use “Submit petition/make an

offer” action, described later in this chapter.

Documents 4+ Add a document | # Download
T, Document  File
Name Description Interted date Document type — source Status
® Download
przykladowy . N Attached,
* zalacznik pdf @ 1l Delete 24-04-202510:10  Public document not placed SWPP2 v

(&' Edit description

aea -

SAVE AND RETURN [ | SAVE J [[-t | OFFER TEMPLATE EXPORT (XLS) ] [-ﬂ | IMPORT DATA (XLS) ] [[-b | GENERATE REPORT } [E | VAT CONVERSION CALCULATOR ]

Image 88 - List of documents

It is worth paying special attention to the "Save" button. This action will cause the data entered by the
user to be remembered, but this does not mean submitting the application. Save button will call
"Petiton was saved / Attention! Offer was saved but not placed. Pleas place offer." pop-up, that needs

to be “Confirm”.

Attention! Offer was saved but
not placed. Please place offer.

Image 89 - Offer saved pop-up

After confirmation "Documents" section will look like this:

Documents » Download
- Document  File
Name Description Interted date Document type Status
status source
przyktadowy . N Attached,
% zatacanikpdf @ 24-04-202510:17  Public document not placed SWpP2 v

o) [

Image 90 - Section documents after clicking the "Confirm" button.

If you want to change the application, click on "Edit". This button will return to the previous view.
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To complete the application for the next part, you can choose the "Next part" button in the upper right

corner of the screen or select "Save and return" to return to the view of all parts.

Status Order documents m Questions and Answers

Basic information

Image 91 - "Next part" button

Help in the application can be messages that are in the "Comments" section on the "Status" and

“Proposal/Offers” tabs.

Comments

@ Petition was saved but not placed
0 Please get familiar with the attached purchase order documents

© Terms/criteria or division into parts were madified, please fill in petition/offers sgain.

Formdata

Image 92 - The "Comments" section along with the messages

As you can see in the above image, the Purchasing System informs the Contractor that his application
has been only saved and reminds you to read the attached order documents. Clicking on the message
"Petition / offer was saved, but not placed" will result in redirection to the "Proposal/Offer" tab, where
it will be possible to submit an application, offer or other answer to the demand expressed by the

Ordering Party.
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The "Save and return" button redirects the user to the parts list. Select check boxes and click on the

"Submit petition" button. In the case of the offer stage, it will be called: "Make an offer".

Parts Actions

o

The name of the part € Status €

| SUBMIT PETITION
All M

2 | — u —

Items selcted: 1 Pozycje / Items 1-2z\ of 2 Pokazuj\show 25 v pozydji\ ltems
. Part Offer
q Ordinal ctatus Lot name Netvalue (saved  Grossvalue (saved Currency  Netvalue(placed Grossvalue (placed Currency oo Date of offer
number e offer) offer) (saved..  offer) offer) (placed. @ modification
1 Active Eiarr‘ﬁfepg?et“ PLN - [ Complete  24.04.202514:10
A No
2 Active alupsrodkon PLN - [ application -

czystosci completed

Image 93 - Submitting the petition for the selected part

Submission of the application by clicking the "Submit application. Offer" will require one-time

confirmation on the pop-up window.

| confirm that | got familiar with
the documents and want to
make an offer

Image 94 - A message requesting confirmation of submission of an application

In case of editing, petition/offer that was already placed, and saving changes made in petition/offer,
on tabs "Status" and “Proposal/Offers” in section “Comments” message “The application has been
modified. Please, submit the application once again.” will appear. Clicking on this message will result
in redirection to the "Proposal/Offer" tab, where it will be possible to submit an application, offer or

other answer to the demand expressed by the Ordering Party.
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Comments

© The application has been modified. Please, submit the application once again.

Image 95 - “Comments” section with message about modified application

Proceedings for awarding the contract, to which the Contractor was invited or proceeded
independently, will be visible immediately after he has passed to the Purchasing System in the

"Interested" section, as presented in the following image:

Legal notices Welcome to Purchasing Platform € Supplier
« Knowledge Base Request
Login: for Stage Date of stage Date of
- = P ol b i P
Doiment prososal roceciure numpber name termination invitation
- Supplierportal usr22421 usr22421 name
(oneplacelusr22421)
My RFX szkoleniel POST/GEK/ELT/ELT/00008/2024  Offers  30-06-2024 15:55  11-01-2024 16:06
My auctions L 3 >
Organisational unit:
Observed auctions 3 Move to my procedure list
My qualifications contractor 25025 sCity 26951
Wy quEificatans (PL5884350481 - sCity 26951
My qualification forms saddress 26951) V
~ Publiczone
Contract and Qualification Notices Interested
Expired published notices
Request
Suppliers qualification for Stage Date of stage Date of
Procedure number . P
Published results of purchasing prososal name termination invitation
name

processses
Questions & Answers / FAQ Szkolenie2  POST/GEK/ELT/ELT/00010/2024  Offers  30-06-2024 14:38  23-01-2024 14:44

Szkolenie POST/GEK/ELT/ELT/00007/2024  Offers  30-06-2024 16:21  11-01-2024 16:28

>

3 Move to my procedure list

Image 96 - View of the "Interested" section and an indication of the "Contractor Portal"

|
All objects to which the Contractor joined will be available through the "Supplier Portal" module.

An important element of the "Contractor Portal" module is the link "My RFX ", in which the Contractor's
user will find a list of all proceedings, for which he expressed interest through the declaration of
accession. What is more, the user will find in this reference also all non-public proceedings, to which

he was invited by the Ordering Party. In addition, there will also be proceedings that the authorized
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user has made available to the Contractor a folder with documents. The "My RFX " link has been

discussed on the next page.

My RFX

Pozycje / Items 1-14 z\ of 14 Pokazuj\show 25 v pozydi\ltems P

>

Purchasing e q Procedure Concern of The deadline for  Purchasing Purchasing
Enquiry number  Enguiry Model Type State .
process name organizer procedure... the... process type category (¢

Zakup od PGE GIEK5A -0
W foupodzieny POST/GEK/ELT/ELT, Offers Open Active ! PGE GIEK 5A 30-06-202415:55  Non-puhlic
achronnej El Turow

Image 97 - "My RFX "

In the Purchasing System’s nomenclature, the "My" component means that it is an object to which the
Contractor joined as a result of his own pursuit or dedicated invitation from the Ordering Party. The
view presented in the above image appears after clicking on the link "My RFX". The list of all
proceedings and the search engine is visible. If you want to make an offer or preview a given object,

find it on the list and click with the left mouse button. This will display the given RFX object.

It is worth noting that the objects located in the "My Conduct" section are RFX objects, not complete
proceedings. This means that the user will find here different stages of the proceedings, not all
proceedings. If the given procedure consists of more than one stage, eg negotiations and offers, the
list will show the newest of them, i.e. the appearance of the next stage of RFX in the proceeding will
result in disappearing from the list of the preceding stage. However, after entering the object from the
status tab, it is possible to go to the preview of all stages and rounds of proceedings.
At any time, the user has the opportunity to suspect with which stage of the proceedings he has to

deal already from the level of the "My Conduct" list. This is presented in the following view:
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Purchasing Procedure Concern of The deadline for  Purchasing Purchasing Purchasing

e | PEAIRED | B ) 2D organizer procedure... the... process type category (CPV...  category

GEK/KWB

147972011 -

)

f;jlﬂe?;: GEK/KWB/1479/20 Close Completed Daiat PGE GiEK SA 2011-11-29 0000 Non-public - - v

Zaopatrzenia
ratunkowe i

zestawy

zastepcze

Image 98 - Column "Enquiry model"

The "Enquiry model" column informs about the nature of the given RFX object. The contractor, in
addition to the basic information about the proceedings (name and number), can easily identify in

which stage he / she may potentially participate. In the above image, these are "Offers".

The Employer has the possibility to invite interested contractors to individual proceedings or selected
RFX objects. If the Contractor was invited by the ordering party, the user representing this Contractor
will receive an email notification and notice on the start screen (available after redirecting to the

Purchasing System) in the "Contractor" section of the relevant object:

Supplier o X
Request

for Procedure number Stage Date.of st_;age .Dat.e n.f
prososal name termination invitation
name

szkolenie1l  POST/GEK/ELT/ELT/00008/2024 Offers 30-06-2024 15:55  11-01-2024 16:06
>

1 Move to my procedure list

Image 99 - RFX Object "Offers" in the "Contractor" section
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This object will also be available in the "Portal of the Contractor" module (reference "My RFX objects").
Requests, offers or answers are based on parts of the order. If the order contains more than one part,
the Purchasing System will emphasize this in the "Information" section on the tab appropriate for the

model of a given stage, eg the "Initial offers" tab.

Oferty Wstepne: Test english

Enquiry number POST/PGE/PGE/DZ/00114/2019
Procedure type Non-public
Purchase order type Negotiations (open)
Round status  Waiting for initial offers

First name and surname  Administratora TECHNIC
Telefon 234
E-mail :admin@marketplanet.p
Status Purchase order documents Initial offers | Questions and answers

Information

Number of parts in the request for proposal

2

Offer deadline

2019-05-07 15:45 (Remained:0 Days 0 Hours 38 Minutes)

Image 100 - The "Information" section on the "Initial offers" tab

It is worth emphasizing here that the name of the bookmark depends on the nature of the RFX object.
If the Employer collects applications within the facility, this tab will be called "Applications", and if the
Contracting Party is awaiting initial or final offers, the name of the tab will be "Initial offers" or "Final

offers".

The picture presented on the next page shows the situation during which the Purchaser collects initial
offers. Due to the fact that the order has two parts, the Contractor will have to submit two offers - one

for each part.
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Parts Actions
The name of the part € status €
All v
ol JOIEED
Items selcted: 0 Pozycje / Items 1-2z\ of 2 Pokazuj\show 25 v pozycji\ ltems
. Part Offer
% Ordinal D Lot name Net value (saved Gross value (saved  Currency Net value (placed  Grossvalue Currency D Date of offer
number offer) offer) (saved... offer) (placed offer) (placed... 0 modification
1 Active Zakup sprzetu 45612,00 56102,76 PLN - - Initial offer 14 2095 14:21
biurowego complete
2 Acive Zakup srodkéw BN - o Noinitial
czystosci offer

Image 101 - View of part of the order on the "Initial offers" tab

In order to submit an offer for a given part, the user representing the Contractor should enter the
selected part by clicking on its name with the left mouse button or clicking the icon and selecting the

"Details" option from the context menu.

The action described above displays detailed information about a given RFX object. Find the

"Documents" section. This section is described on the next page.
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1) List of items assigned to a given part. The offer consists of each of the items in the part by
filling in the fields "Net price" and "Gross price". The given value is always the price for one
unit of measure (eg packaging, man-hour).

2) Depending on the criteria, conditions or additional items of the form required by the
Ordering Party, the Contractor is obliged to complete the requested fields. If it is the next
round of the same stage, the fields may already be supplemented with the previously
entered values, if the decision was made to transfer the submitted offers during the
creation of the round.

3) The "Save and return" button will save the offer and redirect the Contractor to the "Initial

offers" tab. This is not tantamount to submitting an offer.

1 2 3|ﬂ

— S

Remaining requested information by the commissioning party from the contractfr

Name Description Unit
Item :Kolor Q =

List of items

Name Description Material Quantity Unit offer Net price VAT  Gross price Currency Net value Gross value
purchase status
order text
(field visible
for
contractor)

Saved ﬁ PIN v =
Sprzet biurowy Lack Lack 1,00 Sztuka

Placed - - - - -

Documents + Add a document

ipti Fil
Name Description Interted date Document type Document status s:-: rce Status

SAVE AND RETURN [

SAVE ] [@ | OFFER TEMPLATE EXPORT (XLS) ] [’] | IMPORT DATA (XLS) ] [[’ | GENERATE REPORT ] [ﬂ | VAT CONVERSION CALCULATOR ]

Image 102 - The "Documents" section on the "Initial offers" tab

When completing the offer, in the fields "Net price" and "Gross price" use the functionality available
under the calculator icon, which allows you to convert amounts between these fields. For this purpose,
one of the amounts should be completed, eg "Net price" and then, in order to calculate the second

value, open the following window through the icon with the calculator symbol. It is not possible to
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complete both fields manually, always one of the values must be converted using the described

functionality.
Tax calculator X

Released
0%
3%
5%
7%
8%
O 23%

Many

COMPUTE
nervatue | SROSS
VALUE

|x CANCEL |

Image 103 - Calculator for VAT conversion

The VAT recalculation calculator contains the most common VAT rates, along with the default 23%
option. Of these, you should choose one using a checkbox. If the initially entered value was "Net price",
select the "Compute gross value" button, and if the value initially entered was "Gross price" then the
" Compute net value" button should be selected. After selectin VAT ratio: ,many” both: net price and
gross prise has to be entered using keyboard.

When user save the offer System will show an alert with information:

Attention! Offer was saved but
not placed. Please place offer.

Image 104 - Alert displayed when offer was saved

Closing window with alert is possible only by clicking action: “Confirm”.
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It is also possible to import data from a previously generated import template in .xls format.

Parts Actions
e o part Status
Al v
2 JOED
GENERATE REPORT
Items selcted: 0

Pozycje / Items 1-2 z \ of 2 Pokazuj\ OFFER TEMPLATE...
IMPORT DATA (XLS)
Ordinal Part Net val d  Grossval d c Netvalue (placed  Gross value (placed € o
q Ordina ceatus Lot name e Al (e ross value (saved  Currency et value (place ross value (placed  Currency e oToTrer

status
number 0 offer) offer) (saved... offer) offer) (placed... o modification
1 Active Zakup sprzetu 64352,00 7915296 PLN 64 352,00 7915296 PLN Theoffer’s 5o 010051154
biurowego completed
2 Active Zakup Srodkaw 63 545,00 7816035 PLN 6354500 7816035 PLN Theofferis o o4 20251153 v
czystosci completed

Image 105 - Import options

In order to generate template, user have to indicate (mark on the list) for which parts it will be
generated. If the user does not mark any of the available parts and click the action: “Offer template
export (xlIs)” - System will display an appropriate alert with the following information: "You have to
select at least one of the available parts to generate a template for it".

If template is generated correctly, a file in .xls format with data on conditions/criteria and additional
items defined for all selected parts will be saved on the user's local drive.

The template will contain data of all parts selected by user in the form presented below:

Number and name of enquiry | POST/GEK/EL T/ELT/00101/2025 Zakupy do jednostki
Link to enquin | Zakupy do jednostki |
Additional questions? | Additional questions? |

Lot ID 2029
Position name Zakup sprzgtu biurowsgo

Item 10 [name |Quantity [Measure unit | Net unit value [ Tax rate | Currency |
2650 | Sprzet biurowy [1.00 Pigce | [23% [PV |
Lot ID 12030 |

Position name |Zakup $rodkéw czystosci |

Item 1D [Name [Quantity [Measure unit | Net unit value [Tax rate | Currency |
2651 | Srodki czystosci [1.00 |Piece | o] |

Image 106 - Data template

Strona - 77



5k

PGE Dystrybucja S.A.

User completes the fields marked in yellow for the parts for which he wants to import the data to the

System.

After completing the data template, imports it into the System. To do this, perform the action: “Data
import (xlIs)”, after which a window will be displayed in which the location of the completed file should
be indicated.

Select file x

File path:

[ Wybierz plik | Nie wybrano pliku l

CONFIRM CANCEL

Image 107 - Import window
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The data template can be completed by user only in the scope of selected parts.
In order the data for parts to be imported correctly, all cells marked in yellow for this part have to be
completed. In case of shortages or entering incorrect values, data for such a part will not be imported,

and the System will display information about errors (in the Polish language):

‘ Select file X
‘ File path:

Przegladaj... | Offer template_POST_GEK_ELT_ELT_00091_2025.xls

Bledy w imporcie:
1D CZESCI 2029 Lp. 1 Zakup sprzetu biurowego:

Czesc ID 2029 Lp. 1 Zakup sprzgtu biurowego: Dane w zakresie czgsci nie zostaly zaimportowane
Pozycja cenowa ID 2650 Sprzet biurowy: Niekompletne dane na pozycji

1D CZESCI 2030 Lp. 2 Zakup srodkéw czystoici:

Czgsc 1D 2030 Lp. 2 Zakup Srodkow czystosci: Dane w zakresie czgsci nie zostaly zaimportowane
Pozycja cenowa ID 2651 Srodki czystosci: Niekompletne dane na pozycji

Additional information:

Import ended with success on 0 from 2 lots from offer file

IMPORT REPORT ‘ CONFIRM CANCEL

Image 108 - Information about errors appeared during data import

Strona - 79



5k

Clicking action: Import Report - generates a file in .html format with a list of all errors. Action: Confirm
- will save data for parts which the data template was correctly imported. Action: Cancel - will close
the window without saving the imported data.

Correct import marks the status of the part: "Offer completed".

When the data is correctly imported in terms of all parts available in the imported template, System
will display the following message: "The data was successfully imported. Data saved on {number of

parts} from {number of parts} available in data template"

The data was successfully
imported. Data saved on 2 from
2 lots available in data template.

Image 109 - Message after correctly data import
The "Generate report" button allows you to generate a file containing information about the submitted

/ saved offer. Clicking the button brings up a window containing a list of previously submitted / saved

offers within the selected round.

Offer date Offer author Offer value Electronic signature? Offer status

08-05-2024 21:02:05  Mikotaj Kruk (Sempre) 100,000.00 PLN  No Placed W
08-05-2024 21:01:35  Mikolaj Kruk (Sempre) 100,000.00 PLN  No Saved w
02-05-2024 15:22:04  Mikolaj Kruk (Sempre) 100,000.00 PLN  No Saved ~

Image 110 - Generate report

Clicking on the selected object on the list generates a pdf file containing the details of the submitted /

saved offer.
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Returning to the "Initial offers" tab allows to notice a significant change - for those parts of the order,

the details of which were edited by the user, checkboxes will appear (deselected by default).

Parts Actions

The name of the part € Status @

All M

| [ p—

Q | searcu u clean

Items selcted: 0 Pozycje / Items 1-2z\ of 2 Pokazuj\show 25 v pofycji\ltems
. Part Offer
Q Ordinal D Lot name Net value (saved Gross value (saved  Currency Net value (placed  Gross value Currency e Date of §ffer
number offer) offer) (saved..  offer) (placed offer) (placed.. @ modification
1 Active Zakup sprzgtu 51354,00 6316542 PLN - - Initial offer ) 4 5ol 15.00  ~
biurowego complete
< 2 Active Zakup grodkow BN - o No initial o
i offer

Image 111 - "Make an initial offer" button and checkboxes for parts

Submitting offers is possible by clicking on the "Make initial offer" button. If you want to make an offer
for a given part, please check the box next to it and then click on the "Make initial offer" button. If the
user selects more than one check box and clicks on the button, the offers will be submitted to all parts

with selected check boxes.

The "Make an initial offer" button will result in a message that was presented in the previous batch of

this manual. The only difference is that this time the user submits the initial offer, not the application.

The process presented on the above pages looks identical also for the stage of final offers. The
difference appears in the case of the "Negotiations" stage, which does not require any invited
operators to undertake any activities undertaken in the Purchasing System environment - negotiations
take place outside the System.

From the third tab (depending on the stage of "Requests" / "Offers" / "Initial offers"), the contractor
may decide to submit an offer by a consortium. The functionality is available using the following

checkbox.
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Consortium

Response by consortium

Image 112 - Consortium

Selecting the checkbox displays the message: "Consortium in offer has been selected" and the

"Consortium" section has been extended by two tables "Consortium data" and "Proxy data".

Consortium

Response by consortium

Data of c

m members.

Name of consortium member Address. 2IP code City Telephone number Fax Tax number National Business Registry Number E-mail
SEMPRE 5p. z 0.0, Wroninke 134 08100 Plofisk PL 1574831646
+ Add contractor to consortium

office@semprecos.pl

Data of authorized representative

First name of authorized representative

Last name of authorized representative Login of authorized representative
+ Add authorized representative

E-mail Telephone number

Image 113 - Consortium

By means of the action "+ Add contractor to the consortium" a window is opened that allows entering
the consortium's data.
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=a1

Add contractor to consortium b 4
Contractor in consortium

Constractors name: (i)
Address: * )

ZIP code: * (1]

City: * @

Telephone number: * 6

Fanc: o

Tax number: * 0

L

National Business Registry Number: )

E-mail: * €)

Image 114 - Adding a contractor to the consortium

Completion of the offer by the consortium in the remaining steps does not differ from the method

presented on the previous pages.
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4.2.5 The Questions and Answers tab

The Purchasing System enables communication between the Employer and the Supplier, and the

Questions & Answers tab is used for this. It contains two sub-tabs:

1. Information received from the ordering party - the section allows to display and print a list of

messages received from the Ordering Party

Status Order documents Offers

Questions and Answers

m ‘ Questions to the commissioning party

Comments

© You have saved but not sent guestion.

Information received from the commissioning party Actions

Subject or content of the question Question status
PRINT QUESTIONS
All v
al . JCIEED

Pozycje / Items 1-3z\ of 3 Pokazuj\show 25 v pozydi\ltems

Question Date of

The subject of the question Status
number question
1 05-04-202408:07 Sample question 1 i:p;::: ~
2 08-04-202411:29  Sample question 2 i:i?::ﬁ v
3 12.04-202414:38  Sample question 3 :I"j:‘s“m

Image 115 - Questions and Answers: Information received from the ordering party
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You can read received message by entering the details of the message. The action appears after right-

clicking on the appropriate line.

ti Date of
Question = '.’ The subject of the question Status
number question

R
1 05-04-202408:07 Sample question 1 esponse

was given
2 08-04-202411:29  Sample question 2 RESPO_HSE
v was given

3 12-04-2024 1438  Sample question 3 I Q, Details I he ~

question

£ Answer the question of commissioning
party

Image 116 - The details of received question

Using the “Answer the question of commissioning party" action, you can reply to the received message.

After clicking on the action, a response form will open, where you can provide a response in text form

and attach a document.

Response form

4| SEND

Basic response data

*
Response content:

Attachments:

Image 117 - Response form

After completing the form correctly, click the "Send" action.
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2. Questions addressed to the ordering party - the section allows to display all questions that the

interested party has asked the Employer. It also allows you to ask a new question.

Status  Orderdocuments ~ Offers [IeNEEALLEELEFLENELY

I Information received from the commissioning party

Questions to the commissioning party

Subject or content of the question Question status
Al v

Image 118 - Questions and Answers: Questions addressed to the Buyer

After using the "Add new question" action, a message to the Ordering Party form will open, where you
can provide relevant information or ask questions regarding the purchasing process in text form, with

the option of attaching a file.

Question form 4 | SAVE AND SEND
Ll A >

Basic question data

Status of the question:

New question

*
The subject of the question:

cters: 0 Maximum length: 255 Available length: 255 characters

The content of the question:

Attachments:

Image 119 - Question form

Complete the mandatory fields and select "Save and send" - the message will be forwarded to the

Ordering Party. Alternatively, you can save a draft message by clicking the "Save" button. The saved
message will not be visible on the Ordering Party's side. You will be able to edit and send it at any time,

which will be announced in the "Comments" section.
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Question form

Basic question data

status of the question:

New question

The subject of the question:

New question

dowy_dokument.pdf File source: SWPP2

Image 120 - Saved question form

5. Participation in public proceedings

The proceedings announced on October 18, 2018 (and later) are covered by legal provisions regarding
the electronicization of public procurement and require the collection of applications/offers only
electronically (except for cases provided for by the Legislator, when the offer includes physical objects,
e.g. material samples, and the Contractor submits electronically only the ESPD document). In order to
determine the appropriate form of submitting documents in public proceedings, please refer to the
provisions of the Terms of Reference/Contract Notice. The functionalities described are related to the

introduction of an encryption mechanism and electronic signing of the application/offer form.

5.1 Procurement

The list of offers is available in the "Public zone" via the link " Contract and Qualification Notices ".
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Postepowanie 483981 =
Competition / RFX

Image 121 - Place of publication of announcements

Ll et Contract and Qualification Natices
x

E GE=)
ems 128012191 show| 25~ nems  E

CEETEES EEE oo poeen SRS o | ST (o e |SEEE
o anie 43 Non-public procedure  Uniimited tender Delveries ff;’/' AR PGE GIEK SA o8 3.08 v
FOSTIOVSIOULZADO  poctepowane d6das1  Publi procedure Unlimited tender Construction works driah . PGE Dystrybucja SA 523 v
oree Technich nogue | X Ope . PGE GIEKSA 28 0051400 v

To proceed to the proceedings, click on the selected object with the left mouse button. An ad dedicated

to him (containing order documents) will be displayed.

Postepowanie

POST/GEK/ELT/ELT/00007/2024
Non-public procedure

Unlimited tender

User User

14703844

User@SystemUser.pl

Purchasing process number
Procedure type

Purchase order mode

First name and last name
Phone

E-mail adress

Image 122 - Entering into proceedings (public)

- | PROCEED TO THE PROCEEDINGS

The button available in the header above the announcement allows you to proceed to the

proceedings. This does not mean having to submit an offer, but access to the RFX object. What's more,

such an RFX object will be available from now on the list of "My RFX ".

Legal notices My RFX

+ Knowledge Base purchasinfibrocess name

Documents

- Supplier portal

vanced

My RFX

My auctions

= Public zone

Purchasing process number

Category

QR (T

Pozycje / Items 1-14 2\ of 14 Pokazuj\show 25

~ | pozycji\ltems £

Contract and Qualification Notices 3>
Expired published notices
Purchasing process . Enquil Procedure Concern of The deadline for  Purchasin Purchasin
Suppliers qualification ER Enquiry number LI Type State . i 5 2
name Model organizer procedure... the submission...  process type category (CPV...
ned resuls of purchasing
: N S PGE GIEKSA - O El
Questions & Answers / FAQ sRequestName POST/GEK/ELT/ELT/OC Offers Open Active s PGE GIEK SA 2025-05-18 10:42  Non-public
242347
RfxProcess Sekda Realizacji
5 Miscellzneous
sRequestName POST/GEK/GEK/PMR-I Offers Close Completed  Zakupow przy PGE GIEK SA 2020-08-31 12:00  Non-public s
225568 Oddziale ELB .
U BB A e Rf¥Procrass Cakria Raalizacii
== —

Image 123 - RFX object available on the "My RFX" list after joining the proceedings
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5.2 "Applications / Offers" tab

After joining the proceedings, a tab dedicated to the type of response collected by the ordering party
in a given stage, eg "Offers" or "Applications" will be displayed. If this is the first stage of the public
procedure (eg "Applications" under a limited tendering procedure), then the "ESPD Attachment "
section will appear on the tab. The submission of an ESPD is always required at the first stage of a given
proceeding (the exception here is the "Single-source procurement"” stage, where the first stage of

"Negotiations" is optional and does not require System actions on the part of the Contractor).

ESPD attachment -

Image 124 - ESPD Attachments (without add file buttons)

It should be noted that the section "ESPD Attachments" currently has no buttons to add a file. This is
the correct operation of the System, because the buttons will appear only after completing the

application / offer for at least one part.

Part Off
% Ordinal 2 Netvalue (saved  Gross value (saved Currency Net value (placed  Grossvalue (placed Currency =" Date of offer
status Lot name status : of off
number offer) offer) (saved... offer) offer) (placed... 0 modification
No
1 Active Zakup sprzetu PLN - [ application RV
biurowego
completed
q n No
2 Active A Sk PLN - = o application I

czystosci
Y completed

Image 125 - Parts of public proceedings

To complete the part, click on the selected part of the procedure (section "Parts") with the left mouse
button. The mechanism for completing applications / offers does not differ from the description in
Section 6.3 "Submission of an offer / answer". The main difference is the encryption mechanism used

in public proceedings.

Strona - 90



5k

PGE Dystrybucja S.A.

5.3 Encrypting

Encryption is a mechanism whose purpose is to prevent the unauthorized persons from displaying the
content of the offer / application / response before the expiration of their opening date. At the
moment the user made one of the actions that triggered the encryption - "Add file" (section "ESPD
attachments"), "Save", "Save and return", "Next part" or "Submit an offer / offer" - a control window

will be called from encryption.

Encryption X

Enter the password to encrypt:

Image 126 - Encryption window

A password should be entered in the window that will serve to encrypt the offer. Special characters
are allowed, excluding the space character. After entering the password, click on the "Confirm" button.
Successful saving of the password will confirm the message about the action execution, e.g. saving the
application. From the moment the password is first entered, it is permanently assigned to the offer /
application. After encrypting the offer, supplier on tab “Offers” in “Parts” section, instead of offer’s

value will see information “Encrypted offer”.
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Parts Actions
e 2
All M
G <[-) (Lo )
Items selcted: 0 Pozycje / Items 1-2z\ of 2 Pokazuj\show 25 v pozyji\ltems
: Part Offer
Q Ordinal status T Net value (saved Gross value (saved  Currency Net value (placed Gross value (placed  Currency status Date of offer
number offer) offer) (saved... offer) offer) (placed... modification
1 Active N Encrypted offer e e Encrypted offer ey | ReoopE | i 240420251525

biurowego offer offer placed
Encrypted Offer

offer placed

Encrypted
offer

Zakup srodkow
caystosci

2 Active Encrypted offer Encrypted offer Encrypted offer Encrypted offer 240420251526 v

Image 127 - Information “Encrypted offer” instead of offer’s values
NOTE - It is not possible to change the password once without withdrawing the offer / application.
The password is required from the user once per session, i.e. after logging in and attempting to edit
/ submit an offer / application, a password will be requested. If the user performs all actions in the
same session in which the password was set to encrypt, then the password again will not appear
until the user logs in again. Each offer has its own, dedicated password. This means that the

password once entered must be saved / remembered. If user forgets password, only options to solve

this issue are: delete saved offer or withdraw placed offer. Offer withdrawal is described in chapter

5.9

The only option to display the content of the offer / proposal of the offer will be to decipher it.
Importantly, the offers will be automatically decoded after the offer opening date (defined by the
Employer). There is no need to provide anyone with the password used to encrypt the offer / request

/ response data.

The Purchasing System has implemented the functionality of decoding offers for the needs of the
Contractor's user, for example in order to remind them or modify the offer and re-submit. The

functionality is described in the next section.
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5.3.1 Decrypting

The display of encrypted data from the Purchasing System, e.g. for the purpose of their editing, is
associated with the necessity to decode the offer / application. Otherwise, the fields with previously
entered data will remain empty. The action of deciphering the offer / application is carried out once

per session using the "Decrypt" button. It is available from part of the proceedings.

— GED EE=]
List of items A
Name Description  Material Quantity  Unit offer Net price VAT  Gross price Currency Net value Gross value
purchase status
order text
(field visible
for
contractor)
Saved f\ PN v
Sprzet biurowy Lack Lack 1.00 Sztuka
Placed = =
Documents + Add a dofiment
Name Description Interted date Document type  Document status :L':m atus
m SAVE AND RETURN [ | save ] [(-» | OFFER TEMPLATE EXPORT (XLS) ] [-.3 | IMPORT DATA (XLS) ] [c-. | GENERATE REPORT ] [@ | VAT CONVERSION CALCULATOR ] oeflkver
Image 128 - A view of the previously completed part before decryption (no saved values)

To call the decryption action, click on the "More" button and select the "Decrypt" option from the

drop-down list.
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OFFER TEMPLATE EXPORT
(XL5)

IMPORT DATA (XL5)
GENERATE REPORT

VAT CONVERSION
CALCULATOR

DECRYPT

Image 129 - "Decrypt" action

Decryption requires entering the password set at the first encryption. Enter the password in the

window and confirm the action.

Encryption i

Enter the password to encrypt:

(1234 ]

CONFIRM CANCEL

Image 130 - Decrypting offer data

Submitting correct password will decrypt the offer on all positions.
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Documents [‘ | save ] [x | WITHDRAW ] ['» | DATA TEMPLATE EXPORT (LS ] [ v | wase ]
Name Description Value
ConditionJEDZ Q Ves

Name Description Unit Value

e Rodza) prowadzons] dziatainosc Q

Image 131 - View of the decrypted part with the values originally entered

5.4 The European Singe Procurement Document

ESPD is an obligatory element of the application / offer. It is submitted together with the application /
offer after the file has been attached via the section "ESPD attachment" available from the "Offers /
Applications" tab. According to the information presented in Chapter 5.2 "Applications / Offers tab",
joining ESPD is obligatory at the first stage of a given proceeding (with the exception of the "Single-

source procurement” mode, where ESPD is placed at the stage of "Offers").
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ESPD attachment.

+ | ADD ESPD FILE

+ | ADD ESPD FILE

Image 132 - Section "ESPD attachment" with buttons "Add file"

The ability to attach the ESPD file (presence of the "Add file" buttons) is conditioned by the editing of
one part of the proceeding, ie supplementing it and saving (it is worth keeping in mind the column
"Status"). In order to attach a file with a generated document, ESPD, click on one of the two "Add file"
buttons. The following window will be called - press the plus icon, and after scanning the file (green

icon) it will be included. It remains to press the "Add" button.

Add file x
'-J SIWZ.docx [

Image 133 - Add ESPD Attachment window

Correct connection of the file will confirm the message.

ESPD attachment €)

Ordinal Name Interted date  Document status File Status
number source

1 jedz.docx 23-04-202512:35  Attached, not placed SWPP2 v

Image 134 - The view of the file added to the section "ESPD Attachment"

The file attached by the user can be signed electronically from the Purchasing System. To do this, click

on the attached file with the right mouse button. This calls the context menu with a number of options:
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& Sign

Image 135 - Context menu with the option of signing a document from the Purchasing System

Selecting the "Sign" option will result in the launch of the electronic signature procedure, which is
analogous to the one presented in the next part of the instruction to sign the application / offer form

electronically.

NOTE - the Contractor's user has the choice between signing the EINCESS attachments from the
Purchasing System level or attaching files already with an electronic signature (eg from the
workstation level). It should also be mentioned that the ESPD and the signature submitted to EIN
are encrypted. The possibility of downloading the ESPD and the signature placed under it will appear

after the offers have been opened by the Ordering Party.

5.5 Adding attachments to the application / offer

From the level of a particular part of the proceedings (clicking on a given part with the right mouse
button and choosing the "Details" option), the Contractor's user has the possibility to attach
documents to the application or offer. Maximum size of the files uploaded to the Purchasing System is
150 MB. Acceptable files extensions are: xls, xlsx, doc, docx, pptx, pdf, xml, rar, zip, gif, jpg, dwg, tif,
tiff, txt, rtf, jpeg, bmp ,ath, kst, png, asic, cades, xades, pades, 7z, mp4, msg, url, ods, cpg, dbf, prj, gmd,
shp, odt, xIsm, ppt, html. It is recommended to upload files with pdf format. When user adds

document, next to it’s name icon with explanation mark will be displayed (Image 77). This icon informs
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supplier that document was attached but not placed. In order to place document attached to item,

supplier needs to use action ,,Make an offer” for this item.

Adding attachments is possible using the option "+ Add a document".

List of items
Name Description Material Quantity Unit offer Net price VAT  Gross price Currency Net value Gross value
purchase status
order text
(field visible
for
contractor)
Saved 54135 ﬁ 66 586,05 PLN v 54135,00 PLN 66 586,05 PLN
Sprzet biurowy Lack Lack 1,00 Sztuka
Placed 5413500 23% 66 586,05 PLN 54135,00 PLN 66 586,05 PLN

Documents + Add a document

Image 136 - The location of the "Add document" button

Details related to the operation of the functionality are described in detail in chapter 4.3.4. It is worth
noting that the Purchasing System allows users to sign documents electronically (other than the
application / offer form). To do this, after adding the document (action described in 4.3.4), right-click

on it and select the option ,,Sign” from the context menu.

Documents + Add a document | # Download

Document  File

Name Description  Interted date Document type e source

Number of signatures submitted from the platform level ~Status
Offer

template_POST_GEK_ELT_ELT_00091_2025.xIs 230420251546  Publicdocument  At2Ched:

SWPP2 1l Delete 0 v
o not placed

(# edit description
Sign

(e]=) @

SAVE AND RETURN [ | SAVE ] {@v | OFFER TEMPLATE EXPORT (XLS) ] [0) | IMPORT DATA (XLS) ] [@t | GENERATE REPORT ] [@ | VAT CONVERSION CALCULATOR ]

Image 137 - Electronic signature of attachments of the offer / application

The procedure is similar to signing an offer form. In the case of signing attachments to the offer /
application or the EIN annex, clicking the right mouse button on the document will allow to notice an
additional option — ,,Download the signature”. After the action has been carried out, the user's
workstation will receive a confirmation of signature with a qualified signature. For correct verification

of the signature, the "Download" action should also be performed to download the signed documents.

0 Delete
(" Edit description

[~ Sign

I!f_ Download the signature I

Image 138 - Downloading signature action
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This option will download the electronic signature to the computer. The availability of options results
from the specificity of functionality - the signature placed under the files placed in the section "ESPD
attachment" or "Documents (attachments to applications / offers") is saved as a separate file with a

reference to the signed document (eg image). In the case of the application / offer form, the signature

is embedded inside the file.
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5.6 Submission of an application / offer bearing an electronic

signature

In the context of correct completion and recording of applications / tenders for particular parts of the
proceedings, the provisions presented in chapters 4.2 and 4.3 apply. After fulfilling all the conditions
for submitting an offer / application in public proceedings, i.e. supplementing and saving the offer /
application for at least one part of the proceeding and adding an obligatory (at the first stage) ESPD

attachment, it will be possible to submit an application / offer.

Items selcted: 1 Pozycje / ltems 1-2z\ of 2 Pokazuj\show 25 v pozydji\ ltems
. Part Offer
% Ordinal D Lot name Net value (saved Gross value (saved Currency Net value Gross value Currency D Date of offer
number offer) offer) (saved.. (placed offer) (placed offer) (placed.. @ modification
a Zakup srodkow Encrypted The offer is N
1 Active coystosal Encrypted offer Encrypted offer ¢ - = = completed 202505201051
2 Active Zakup sprzetu PLN = S No offer - v
biurowego

Image 139 - Before submitting an offer / application, check the boxes at selected parts

To do this, select the appropriate parts of the procedure (fig. 82) and press the button ,Make an

application / offer” ("Applications / Offers" tab).

Parts Actions

Image 140 - Submission of responses (application / offers) to the Employer

In contrast to non-public proceedings, the condition for correct submission of an application / offer is
the electronic signing of the generated form. The electronic signature procedure takes place from the
level of the web browser and will start automatically after clicking on the "Submit application / offer"
button. The correct implementation of the electronic signature on the document is associated with
the need to meet specific requirements (technical boundary conditions, configuration of the

workstation and work environment).
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Requirements and recommendations are presented in detail in the document "Electronic Signature,
Configuration and Submission of Auction Proceeds". Before participating in public proceedings

carried out in the environment of the Purchasing System, it is necessary to read this document.

5.7 Electronic signature and multi-signature

The course of the offer submission process with an electronic signature is presented in a similar way
to the way of submitting the offer described in the previous part of the Instruction (chapter 4.3).
Turning to the tab dedicated to submitting RFX responses (eg "Application"), the "Number of people
signing the offer" section will be visible. It is a mechanism of the so-called "Multi-signature", meaning
the necessity of signing each offer by more than one user (the necessity may arise, for example, from
the Contractor's organizational conditions or Ordering Party requirements defined in the
documentation of the proceedings). Before submitting the offer, the Contractor is obliged to complete

the field ,Number of people signing the offer”.

Number of persons who are signing the offer

Number of persons who are signing the offer: ’

: €

Image 141 - Section "Number of people signing the offer"
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After clicking on and clicking on the button "Submit [OFFER / APPLICATION]" a message will appear
informing about the initiation of the electronic signature. The course of the first launch of the
electronic signature procedure from the level of recommended browsers (Mozilla FireFox and
Microsoft Internet Explorer) is described in detail in the document "Electronic signature, configuration

and submission of bidding increments".

If the browser does not have the required version of the plugin, a pop-up window with a button will

appear on the screen ,Installation of the extension”.

Electronic signature x

Details

| EXTENSION INSTALLATION

Image 142 - Window for downloading extension updates (Internet Explorer)

NOTE - The course of the installation, commissioning and signing the document from Microsoft
Internet Explorer is presented in the e-learning material "PGE electronic signature.” Before starting

the signature procedure, it is recommended to read the material.

The button will redirect you to the place where you can download the required updates. After the

potential installation / update needed to run the Szafir applet has finished, it will run.
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The application / offer form (PDF), which will be signed with the user's electronic signature, is

presented at the level of the KIR Szafir console in the appropriate window. The document is generated

automatically based on the details of the application / offer entered by the user. By using the "Save a

copy" button it is possible to download the signed document to the computer.

e e T S R

I Tresc dokumentu

Do @ @ 4 dr fz k& wstawsymbol graficny

I
) [ zapiszkope | || Otworzzapomoca |

E Szafir

o ~odska Crupa
~GE  Energetycrna
4 »
Realizonana czynnosé
Podpisywanie dokumentu 1/1
DANE W BUFORZE S
%
Wiybrates certyfikat kwaliflkowany, skfadasz bezpieczny podpis.
Kont zhozenie bezpi podpisu i 6 znego w skutkach prawnych podpisowi whasnorecznemu.

Pomift prezentacje kolejnych dokumentéw

Certyfikat do podpisywania

Certyfiat do znakowania czasem

omit podsumowanie kolejnych elementéw

Kwalifikowany certyfikat wystawiony dla:
€=PL,CN=Piotr Jezierski

Wystawca certyfikatu

CN=CERTUM QCA,0=Asseco Data Systems 5.4, C=PL

[ Wybierz ]

dla:

C=PL,CN=Piotr Jezierski

. wa certyfikatu
=§ CN=CERTUM QCA,O=Asseco Data Systems 5.A.,C=PL

Wybierz

5

Image 143 - View of the launched application for electronic signature

By clicking on the "Sign" button, the user can after signing the data sign the generated document. A

successful action will be confirmed with an appropriate message, which is presented in the picture

below. Press the "Finish" button.

Realizowana czynnosé
Podpisywanie dokumentu 1/1
DANE W BUFORZE

Status podpisywania:
Podpis zlozony prawidiowo

3. Zachowanie wyniku

Image 144 - "Finish"

<
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After completing the "Finish" action, the application will display a window presenting a detailed
“Summary of the actions” carried out by the user, which is divided into a series of statuses, eg "Signing"

or "encryption”

) H Podsumowanie zadarn &=

Zadania
Do wykonania: 1
Anulowanych: 0

»

Podpisywamie
Liczba podpisow wykonanych prawidiowo: 1
Liczba podpisow wykonanych z bltedem: 0

Weryfikacia
Liczba weryfikaci wykonanych prawidlowo: 0
Liczba weryfikacii wykonanych z btedem: 0

m

Eksport do eArchiwom
Liczba zadan eksportu do eArchiwum wykonanych prawidiowo: 0
Liczba zadan eksportu do eArchiwum wykonanych z bledem: 0

Szyfrowanie
Liczba zadan szyfrowania wykonanych prawidiowo: 0
Liczba zadan szyfrowania wykonanych z bledem: 0

Deszyfrowanie
Liczba zadan deszyfrowania wykonanych prawidiowo: 0 v

Image 145 - Window summarizing the actions in the application for electronic signature
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The offer has been submitted, but if the Contractor's user in the field "Number of persons signing the
offer" indicated the necessity of affixing the offer with more than one electronic signature (by entering
the number 2 and more), subsequent users of the Contractor will be obliged to sign the offer /

application. In the "Documents" section, the "Sign" button will become available.

F— SEB )
Participation terms
Name Description Value
ConditionJEDZ Q Yes
Congition-Symacjs exonomicing lub finansows Q Yes
Conafition-Zdoincd< techniczna kb Tawodows Q Yes
Hame Deseription Undt Value
Criterion Termin reakzacji Q Monthe 30,00
Crinerion Mok osiagaing brut Q Megowatt 1000,00
d inf ion by th issioni from th or
Name Description Unit Value
e :Rodzaj prowadzone] dristainasc Q - nne
List of items
Name Description Material Quantity Unit Net price Groas price. Currency Gross value
[purchase order
wext [field visibile
for contractor)
MODERNIZACIA TURBOZESPOLU GTBC Emary Empey 1,00 Service 10000,00 1230000 PLN 12 300,00 PLN

Image 146 - "Sign" button

ATTENTION - in the event of problems with the electronic signature, the technical requirements
contained in the document "Electronic signature - instruction" should be verified first and

compliance with the instructions.
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5.8 Proposal / offer submitted

Submission of the application / offer will be confirmed by a message saying "Offer / Application
submitted correctly". By accessing the "Application / Offer" tab, you can verify the status of

applications / offers for individual parts of the order and the status of the ESPD attachment.

ESPD attachment € -
orinad Name Interted date Document status (B Status
number source

1 jedz.docx 23-04-202511:52 SWPP2 v

Image 147 - Status of ESPD attachments "Placed" ("Document status" column)

Part Offe
q Ordinal 2 Netvalue (saved  Grossvalue(saved Currency  Netvalue (placed  Gross value (placed  Currency r Date of offer
status Lot name status " .
number offer) offer) (saved... offer) offer) (placed... o modification
! Zakup srodkéw Encrypted Encrypted || Offer .
1 Active coystosci Encrypted offer Encrypted offer Encrypted offer Encrypted offer "2 placed 20250520 11:06
c Zakup sprzetu Encrypted Encrypted Offer ’
2 Active biurowego Encrypted offer Encrypted offer Encrypted offer Encrypted offer "2 placed 2025-052011:07 v

Image 148 - Offer Status ("Offer placed")

By clicking on the "Generate report" action (available both from the list of all parts and a given part),

the Contractor's user can also generate and download a PDF with the details of the submitted offer.

Parts Actions

The name of the part Status

All ~

m u Crean

GENERATE REPORT

Image 149 - "Generate report" action

Offer date Offer author Offer value Electronic signature? Offer status

20-05-2025 11:10:22  Wykonawca 1 No Placed v
20-05-2025 11:07:03  Wykonawea 2 No Saved v
20-05-2025 11:06:02  Wykonawca 1 No Saved v

Image 150 - List of possible to generate reports from applications / offers
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In order to generate a document with the details of the offer from a particular state (individual entries
or final submission), select the appropriate line and click on the action "Generate report". Additionally,
the Contractor, after submitting the offer, will receive an email confirmation generated from the

System. Report will not include deleted/withdrawn offer (Delete/Withdrawal described in chapter 5.9)

Offer date Offer author Offer value Electronic signature? Offer status
20-05-2025 11:10:22  Wykonawca 1 | £ Generate report | No v

Image 151 - Generating a report from the submitted offer

ATTENTION - with the expiration of the offer opening date and after buyer uses action “Go to filling
out offer details and evaluation”, both buyer and supplier are able to use "Generate report" button

and clicking the right mouse button on the application / offer, to download a previously signed

document.
09-05-2019 10:29:30  Jan Giers (ONEPLACE\aura) — Placed v
=4 Generate report
08-05-201% 10:28:51  Jan Giers (ONEPLACE\aura) |Q= Download the signed document | Saved v

Image 152 - Download the signed document
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5.9 Delete/Withdrawal of the application / offer

The Contractor may withdraw the submitted application or delete saved application before the
deadline for submission of tenders. Deletion of saved offer will erase whole, previously saved, offer
form. After offer withdrawal “Offer status” will change from “Offer placed” to “Offer completed” and
offer’s data will not be erased. In case of encrypted offers, offer withdrawal will require offer
decryption. If offers are encrypted while user wants to withdraw them, pop-up with password and
buttons “Confirm” and “I forgot password” will appear. Providing password and pushing “Confirm”
button will withdraw offer. Action “I forgot password” will trigger pop-up message with information
about consequences of offer withdrawal without providing password. Confirming this message will

erase whole offer with password.

Encryption &

Enter the password to encrypt:

CONFIRM I FORGOT PASSWORD

Image 153 - Pop-up message with password
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In case of forgetting offer
password, withdrawal will result
in complete deletion of the offer

form and the password.

Image 154 - Message about consequences of offer withdrawal without providing password

The ordering party will not in any way have an insight into the contents of the originally submitted data
- the withdrawal will change status from “Offer placed” to “Complete” and will not delete details of
the submitted application / offer and attachments (including ESPD) attached to it.

NOTE - regardless of the amount of parts in a given proceeding action "Undo" will mean that bids /
proposals submitted to all parts.

Withdrawal of an offer from public procedure does not exclude re-submission of an offer within a given
stage.
In order to withdraw Offers / Proposal from proceedings, from the level of the "Proposal / Offers" tab

of a specific RFX button "Withdraw" is in the "Action" section.

Parts Actions v
Al v

2 | — u ==

Items selcted: 0 Pozycje / Items 1-2z\ of 2 Pokazuj\show 25 v pozycji\ltems

LS Ordinal :::us Lot name Net value (saved Gross value (saved  Currency Net value (placed Gross value (placed  Currency ?::::s Date of offer
number 0 offer) offer) (saved... offer) offer) (placed... modification

Zakup sprzetu
biurowego

Encrypted
offer

Encrypted  Offer
offer placed

1 Active Encrypted offer Encrypted offer Encrypted offer Encrypted offer 240420251552 v

Zakup srodkéw
czystosci

Encrypted
offer

Encrypted  Offer
offer placed

2 Active Encrypted offer Encrypted offer Encrypted offer Encrypted offer 240420251552 v

Image 155 - Withdrawals of Proposal / offers from proceedings

To withdraw the offer, click on the "Withdraw" button. The action should be confirmed (or canceled).
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Are you sure to withdraw that
offer?

Image 156 - Message requesting confirmation of the withdrawal of the offer

The correct withdrawal of the offer / application must be signed with an electronic signature on the

Application / Offer withdrawal form. The withdrawal form is presented below:

Formularz wycofania oferty \ Withdrawn offer form

Nazwa zapytania \ Name of request | Zakup stacji SDN dla PGE GIEK S.A. Oddziat Kopalnia Wegla Brunatnego Belchatow
for proposal

Numer zapytania \ Number of POST/GEK/GEK/PMR-KWB/05928/2018
request for proposal

Nazwa \ Name AURA Sp. |.

Miejscowosc¢ | Locality Szczecin

NIP \ Vatin PL8512422748

Czesci postepowania z wycofanymi ofertami \ Procedure parts with withdrawn offers

nr 1 Stacja elektryczna przenosnika tasmowego G.76

Image 157 - Form of withdrawal of the offer

The electronic signature procedure is presented in analogy to the electronic signature of the offer

form, which is presented in chapter 5.7. After successfully signing the withdrawal form, the withdrawal

action will end.

5.10 Editing the proposal / offer
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The Contractor before the deadline for submitting proposal / offers has the possibility to change the
content of the response (proposal / offer) to the Ordering Party. The offer is being edited by modifying

the details of the originally submitted proposal / offer and re-submitting.

The changed data will be overwritten. It should be emphasized here that only one offer can be received
from one Contractor, which is treated as a whole by the System. The Awarding Entity, at the time of
opening the offers, has access only to the last version of the proposal / offer submitted by the
Contractor. Previous versions are available only to the Contractor's user through the "Generate report"

option and generate a report from previous versions of the offer / proposal.

The offer can be edited any number of times, but submission of the corrected version at the Purchaser
must be made before the deadline for submission of offers. If the Contractor submits the offer and
commences editing, but does not manage to submit the proposal / offers again, the Employer will
display the submitted version at the time of opening the offers and it will be the binding version. As
part of editing the proposal / offer, it is allowed to change the data entered on the form as well as

adding / removing attachments.

NOTE - The editing option may also be used before submitting an offer to modify saved versions of

the proposal / offer.

5.10.1 Editing

The purpose of editing the application / offer should be to ensure that the answer addressed to the
Ordering Party has been correctly submitted. You can do it, among others by verifying the Offer status

on a given part of the inquiry.

Items selcted: 0 Pozycje / Items 1-2z\ of 2 Pokazuj\show 25 v pozyji\Items
. Part Offer
% Ordinal e Lot Net value (saved Gross value (saved Currency Net value (placed Gross value (placed  Currency S Date of offer
number otname offer) offer) (saved...  offer) offer) (placed.. g modification

Zakup sprzetu
biurowego

Encrypted
offer

Encrypted Offer

1 Active offer placed

Encrypted offer Encrypted offer Encrypted offer Encrypted offer 24-04-202515:52 v

Zakup srodkow
czystosci

Encrypted
offer

Encrypted | Offer

2 [ fmi offer placed

Encrypted offer Encrypted offer Encrypted offer Encrypted offer 24-04-202515:52 v

Image 158 - Offers placed on parts of the proceedings
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By displaying the details of a part, you can access the content of the offer (you may need to decipher
it, see chapter 5.3 and 5.3.1). To view details, click on the selected part.

e G =) (=)

Participation terms
Name Description Value
Condition:Potencjat techniczny / Technical potential Q Yes -
Offer evaluation criteria
Name Description Unit value
Criterion :Termin realizacji/ Time limit for completion Q - 123
List of items
Name Description Material Quantity  Unit offer Net price VAT  Gross price Currency Net value Gross value
purchase status
order text
(field visible
for
contractor)
) Saved a0 [E 5319135 PIN v 43 245,00 PLN 53191,35 PLN
Srodki czystosei Q Lack 1,00 Jeden
Placed - - -
Please get familiar with the item description
Documents + Add a document
Name Description Interted date Document type Document status G Status

source

ZEYN 7 | oo 1 E N O et O e O e | e

Image 159 - Details of the selected part of the offer inquiry

Having access to the content of the offer / application, the Contractor's user may introduce changes
to its original wording, eg change the price at one of the positions or otherwise respond to the
condition defined by the Ordering Party. Changes to the part form should be saved using the "Save" or

"Save and return" button.

Parts Actions

he eof part Status
The name of the part €} status €Y | MAKE AN OFFER
All v

m u -

Items selcted: 1 Pozycje /Items 1-2z\ of 2 Pokazuj \show 25 v pozycji\ ltems
. Part Offer
% Ordinal SRS Lot nama Net value (saved Gross value (saved  Currency Net value (placed Gross value (placed  Currency S Date of offer
number o offer) offer) (saved... offer) offer) (placed... modification
) Zakup $rodkéw Encrypted Encrypted  Offer )
1 Active coystosd Encrypted offer Encrypted offer 2 Encrypted offer Encrypted offer placed 2025-052012:01
N Zakup sprzetu Encrypted Encrypted §  The offer is .
2 Active [ Encrypted offer Encrypted offer offer Encrypted offer Encrypted offer offer ETEEE 2025-05-20 12:03 v

Image 160 - RFQ view with a modified offer for one part

After returning to the parts list, pay attention to the statuses that appear on individual offers - in the

illustrated case the status for one of the parts has changed to "Offer completed". The change of status
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is dictated by the fact of introducing and saving changes in the original wording of the offer. It should

also be noted that the "Submit offer" button (or "Application") has become available again.

Selecting the check box next to the edited part and clicking on the "Submit offer / application" button

will initiate the electronic signature procedure (the course presented in previous subsections).

NOTE - The offer is treated as a whole. Regardless of the quantity of the part of the inquiry, on which
the Contractor modified the parameters of the offer, the re-submission of the offer will be based on
all parts (including those unedited). The offer form to be signed will contain all parts (with updated

values).
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6. Auctions

All auctions to which the contractor was invited are available in the "Contractor Portal" module via the

"My auctions" link.

Legal notices

S I ncompete

= Public zone

Items 1-25 of 86267 show 25 v items  F

Start date End date

Image 161 - "My auctions"

The tabs available in the "My auctions" link allow you to filter auctions according to their current status
- "Future", "Open", "Paused", "Finished", "Accepted" and "All". Access to active listings is best obtained
through the "Open" tab.

Auctions are conducted according to one of the following rules:

a) dynamic - the next bid will be accepted if it is more favorable than our last bid in the auction

b) English - the next bid will be accepted if it is more favorable than the currently winning bid in the

auction

In order to participate in the auction, you should first find an open auction and enter it by clicking with
the left mouse button on the name of the selected auction.

Only one user of the contractor may participate in the auction.
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Auction may have attached regulations, which may also require acceptance by the bidder. A user
wishing to participate in such auction must read it and accept it. It is a condition of participation in the
auction. Preview of the regulations is available by clicking on the name of the file with the regulations.

The "Accept Auction Rules" button is used for acceptance.

"

Auction regulation acceptance
>

Auction Terms and Conditions

Regulamin

—_——
) ACCEPT AUCTION TERMS AND CONDITIONS. caNCEL

Image 162 - Auction regulations acceptance

Acceptance of the regulations will allow displaying the "Bidder's console", which has been divided into
several sections - "Auction parameters", "Console" and "History". If the regulations is not attached to

the auction - after clicking, the bidder's console will open immediately.

Tenderconsl
Auction parameters
Number: 107122 Server time: 2024-04-08 13:50 (UTC 2:00) Number of extra time: 9 999 Link delay (sec):
Name: Auction Start time: 2024-04-08 13:54 Length of extra time: 5 current: 0,066
GEK/ELT/ELT/00031/2024
08.04.2024
Status: Future End time: 2024-04-08 17:00 Number of extra time: 0 average: 0,066

Auction type: Test auction Remaining time: 03:09:23 maximum: 0,066

Image 163 - Section "Auction parameters"

In the "Auction parameters" section, the user can read the detailed information about the auction -
start and end time, maximum number of overtime rounds etc. - and technical information - server time

and link delay.

Auction overtimes

Extra time is an extension of the auction duration by the extra time defined by the Auction Operator
each time a new bid is submitted before the time shorter than the defined extra time.

Example: in the auction the overtime time was set to 5 minutes. The auction ends at 10 a.m. and at
9:57:12 a.m. a bid was placed. In this situation, the auction is extended by 5 minutes - until 10:02:12

a.m..
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The situation will be repeated until all extra-time planned by the Auction Operator have been used.

Maximal number of overtimes is visible in the auction header in the field: "Number of overtimes".
Link delay

In the header of the auction console there is information about the current link delay. If the
values indicated there during the auction exceed a few seconds - then you should revise the device's
connection to the Internet and refresh the console. Long delays may prevent the auction participant
from submitting bids. If there is no communication with the server, the bidder will receive a
notification: "The console has lost connection. Wait for resume or refresh the console. Check internet

connection.”
Importantly, communication between the Buyers and the User of the Contractor who submit bids is

possible at any time. This communication is dedicated to internal chat. In order to start the chat, click

on the icon below available in the lower right corner of the auction console.

%

Image 164 - Chat icon (Contractors with the Buyer)

In the event of any problems with the auction or questions regarding its scope, you should first contact

the Auction Operator, and if there is no response, the HelpDesk.
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Submission of offers takes place via the "Console" section. The section displays all items of the
procedure or part. Depending on the configuration of the auction by the Operator, the first bids may
be submitted automatically at the time of its launch (in most cases, these will be bids transferred from
the previous round of the procedure to which the auction applies). In order to submit an offer, the
user should first enter the details of his offer in the appropriate field, and then click on the "Submit

offer" button.

@ e

Gwarancja i jej warunki / Guarantee and terms

Remained
extra time time

e Name Quantity Measure State Ranking Cena jednostkowa / Unit price
unit

Finalna
formula
480 000,00 PLN

1 fest kiytria 2024-04-08 test krytria guarancia aukcja
g guaancaaukga | %0 1700 © D30d=8 1 yira gurarancia aukej | 20| 996000000000

20000,00 PLN
llosé: 6,00 bar

Image 165 - Submission of an offer (view for RFQ auction proceedings)

o Guantity Meesire omt Eng e Wumtser of exvy e Armaiead e Statn Rmnng Conee cenn

Image 166 - Submitting an offer (freehand auctions view)

Submitting an offer for a given item requires additionally selecting selected items by means of a
checkbox. The Purchasing System is configured in such a way that the check box is selected by default

after entering any value in the field. It is worth remembering that each field for entering the bid value

has icons —J& (if the Auction Operator has defined a step increment for the criterion), which are
helpful when trying to outbid the best bid - the value of the leading bid is entered in the field by default,
and the icons can be used to increase or decrease this value (depending on the direction of the
auction).

Depending on the auction’s configuration, the first offer may be placed automatically (e.g. the offer
value has been transferred from the RFQ). Additionally, if the bid on a particular position has not been

placed at all, the “ranking” field will remain empty.
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Console waxe an orrer |

Name End time Number of extra time Remained ti ime state Ranking Cena jednostkowa | Unit price Finalns formula | Final formula

Image 167 - Offer and possible icons

In order to increase the transparency of the bidder's console and facilitate participation in auctions,

graphic symbols have been built into the Purchasing System, which appear at every position:

0 - a new offer has been made on that position
ﬂ? - offer made by the current user is a leading offer on that position

{? - offer made by the current user is a leading joint first (ex aequo) offer on that position (provided
that the auction configuration allows such offers). This means that there is at least one other equally
good offer made on that position.

The time that aforementioned symbols show on the bidder’s console is configured by the
Auction Operator. Symbols are shown from the moment an offer has been made, until the configured
time passes. If a new offer is made before time expires, it is refreshed. A symbol for leading or ex aequo
offer may expire early if a betteroffer has been made by another user.

Myltiple symbols may appear at the same time, for instance if a user makes a new, leading
offer, both “new offer” and “leading offer” symbols will be shown.

If the auction configuration does not allow for ex aequo bids, then when a bid with the
maximum number of points available in the dynamic auction is submitted, the System will show the
ranking 2 in spite of the offer having maximum points (if the points are visible for the bidder), due to

the fact that the bid was submitted after the currently winning bid with the same number of points .

Each offer submitted by the Contractor for a given item must comply with the requirements of the
auction and System security - for example, entering a non-numeric value into the offer field is
unacceptable. In the event that the offer submitted by the Contractor did not meet the criteria, the

System will display a message with the details of the non-compliance which can be shown by clicking

on the “Rejected” status. What's more, each offer also has an automatically assigned status feeepsd

it meets the criteria.
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Note: After each increment, the console should be refreshed using the "Refresh values" action or using

the Ctrl + F5 key combination!

s Endame Weurmtses of extrs time Brmpned e S Ranking Cena jrdrostaowa | Unk price B oty | Fin Pl

Image 168 - The "Refresh values" action in the bidder console

Information about the final results of the auction will appear after its completion. In the context of the
auction, it is also worth mentioning the issue of the "Observed auctions" link, which can be found in
the "Contractor Portal" module. The option of observing the auction is especially useful for the
Contractor, who can be represented by many users. One user can then participate in the auction and

the other user can observe. The Observer Console is used to observe.
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6.1 Electronic signing increments

Part of the auctions carried out in the Purchasing System are subject to the requirement of providing
bids with electronic signature of the Contractor. The thread of the required equipment and
configuration issues are described in subchapter 5.6. Submission of applications and offers with an

electronic signature.

Nare Endt sme Nrres of exta hime Rempned sere e Raking Cona jednasteows | Unt price Frgng tormuts |t formuty

Image 169 - Bidder's console (electronic signature)

In order to make a bid, you should enter the value of the offer in the standard manner and click "Submit
offer". Clicking the button will initiate the electronic signature. The Szafir KIR application will be

launched. The increment details will be displayed in the top field. To sign the step, click "Sign".

B Szafir SDK - komponent do skladania | weryfikacji podpisow elekirs
Tresé dokumenty

@ Slomatowany (O sinamy O viytaczony Zapisz kopie Otvwérz 22 pomocy

Cena jedmosticwas100.00 PLN

E Szafir

Realizowana czynnosé
Podpisywanie dokumenty 1/1

e 1. Prezentacia

Wybeatet certyfikat kuwalifikowsay, sidadesz bezpieczny podpis.
Kontynuawanie operaci spowoduje zlozenie bezp s a

Pomif
] Pomif prezentacse kolegaych dokumentéw (] o podsumowanie kolejnych elementdw
Certyfkat do podpisywarsa Certyfitat do znskowanie czasem
owany certyfikat wystawiony dia: ~ Wytwerz  Xwalfkowany certyfikat wystawiony dia: ~ Wybierz.
Ion=Michat 2ygmunt.C<PL itsMchal Zygmunt,C=PL
Wystawca certyfikatu v Wystawca certyfkatu v
< > < > =

Image 170 - Electronic signature
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A successful signature process will be confirmed by an appropriate message. It is worth bearing in mind

that any bidding made in the auction must be approved with an electronic signature.

7. Qualification of contractors
The Ordering Party has the option of conducting qualifications of contractors, as a result of which,
within a given purchasing category and organizational unit, the contractor obtains a qualification status

that may simplify participation in tenders conducted by the Ordering Party.

Qualification is based on qualification forms to which the user gains access after joining a given

Qualification Scenario or as a result of an invitation to qualification by the Ordering Party.

In order to join the Qualification Scenario, go to the "Suppliers' qualification" link in the "Public zone"

= ¢ Tl A
Legal notices x Search for qualifications scenarios
= Knowledge Base
= Supplier portal
R @
My auctions
Observed auct
My qualifications
My qualification forms B
~ Public zone
I )
tract and Qualification Notices
od published notice
I Suppliers qualification I Items 1-250f 63 show 25 v items
Name * Number Main category Publication date
u & A AC
Help Desk Efﬁ:;”;'i"s"”'e Baltica 243/ Offshore Supplies 053 Gew/Dr00015/KW Ustugi geadezyine 110720231447
Aprowizacja biura 2019/PGE/DZ/O00T1/KW Materialy biurowe 13-06-20190852 W

Poz.elemen.grupy us.roboty

Automatyczne uruchomienie procesu 2023/GEK/D/00014/KW bud.obiektéw/nieruchom.

05-07-2023 13:50 v

Image 171 - "Suppliers qualification"

Finding scenarios on the list and left-clicking on the selected Scenario displays the details of the

Qualification Announcement. A view of the qualification announcement is shown on the next page.
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kwalifikacja w pge polska grupa energetyczna s.a. w zakresie paliw eksploatacyjnych -

instrukcja
Documenttype  Qualification scenario
Main category  Paliwa eksploatacyjne
Main unit ~ PGE Obrét S.A.
Description:

PGE Obrét S.A (Zamawiajacy) zaprasza wszystkich potencjalnych Wykonawcéw (Kontrahentéw) do udziatu w Scenariuszu kwalifikacyjnym majacym na celu kwalifikacje wykonawcéw w zakresie
kategorii: PAL.374 - Paliwa eksploatacyjne.

Celem jest prowadzenie postgpowan w sposéh efektywny i zgodny z przepisami prawa, zapewniajac Zamawiajacemu korzystne warunki finansowe i jakosciowe, przy zachowaniu uczciwej
konkurencji oraz réwnego traktowania Kontrahentéw.

Kwalifikowani wykonawcy beda mieli utatwiong wspétprace w obszarze zaméwieri niepublicznych realizowanych przez Zamawiajgcego poprzez mozliwos$¢ uczestniczenia w postepowaniach o
procedurze w sposéb uproszczony. Wymagane dokumenty kwalifikacyjne na potrzeby postepowar o udzielanie zaméwier niepublicznych wykonawcy bedg skiadac (aktualizowac) raz na 6
miesiecy, co spowoduje np.: brak obowigzku kazdorazowego dostarczania dokumentéw typu odpis z wiasciwego rejestru lub z centralnej ewidencji i informacji o dziatalnosci gospodarczej,
potwierdzajgcy prowadzenie dziatalnesci w postepowaniach niepublicznych.

Category:
Category number Category name

PAL.374 Paliwa eksploatacyjne

Expiration date:

One month

Attachments:

# /| Warunki dopuszczenia do udziatu w Procesie kwalifikacyjnym.docx SWPP2

Image 172 - Taking the Qualification Scenario

From the announcement, it is possible to view the details provided by the Ordering Party as well as
take part in the qualification process via the "Join the qualification" action. The fact of joining will be
confirmed by an appropriate message, and the System will automatically redirect the user to the Status

tab of the activated qualification based on the selected scenario.

Kwalifikacja w PGE Polska Grupa Energetyczna S.A. w zakresie paliw eksploatacyjnych - Instrukcja

Status  New
Number  2024/0BR/OBR/00013/KW/3
Document type  Qualification form
Main category PAL.374 - Paliwa eksploatacyjne

Main unit  PGE Obrdt S.A.
3 -

Actions
Messages Basic actions
©Q Please fill out the form correctly. No actions

Additional actions

) Go to related process

Image 173 - The "Status" tab of the qualification form
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The basic object used to qualify a contractor is a form completed by the user. The form to be completed
is available on the "Form" tab. The view of an example section is presented in the image below. The

ordering party defines the type and number of fields available in the form.

am e (=)

‘Wymagania w Procesie kwalifikai

*
Oswiadczenie o rezydencji podatkowej

nnnnnnnnnnn

*
Odpisz KRS lub CEIDG:

Image 174 - Sample qualification form

User is obliged to complete all fields defined by the Ordering Party, some of which may require
attachments. After entering all the data, click the button: "Save" or "Save and send". The " Save " action
- allows to save data with the possibility of later editing, while the " Save and send" action will cause

the form to be sent to the Ordering Party, who will evaluate it.

A preview of all qualifications and related forms in which the Contractor participates is possible via the
"My qualifications" and "My qualification forms" links. Both links are located in the "Supplier Portal"

module.
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= 9 T~
Legal notices Qualification search engine
= Knowledge Base

st S— QD [

Items 1-10f 1 show 25 v items

Stage Send data Status Score

Help Desk

Image 175 - "My qualifications" list view
The image above shows the "My qualifications" link view. User can view the current status and results
of qualifications through it. Enter the selected object by clicking the mouse button on its name and
read the contents of the "Status" tab.
The object header contains information about the process status. The meaning of the selected statuses
is described below:
In the assessment - the form was sent to the Ordering Party for its assessment
To be completed - the previously sent form requires correction or if the process consists of several
stages, complete the form from the next stage.
In acceptance - the form has been sent to the Ordering Party for verification.

Completed — the form has been assessed and the process has ended with the status being assigned

The list of qualifications will also include closed qualifications to which the contractor is invited by the

Ordering Party.

If the Ordering Party returns the form for correction, the qualification status will be changed to: To be
completed.
A new form will appear in the list of qualification forms in the New state with the same name as the

original one:
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¢TI~
Legal notices Search forms search engine
+ Knowledge Base
Jocume @
= Supplier portal
o SR (o JCIEE
Items 1-10f 1 show 25~ items
My qualification forms Nazwa Main category Unit. Stage name Status Post date
+ Publiczone

Paliwa eksploatacyjne PGE Obrot 5.4 Etap 1 New ~

Paliwa eksploatacyjne PGE Obrot S.A Etap 1 Mailed 27.03-202409:46 v

Image 176 - View of the "My Qualification Forms" list with the form returned for correction

When entering the details of the form (tab: "Form"), the header displays the Ordering Party's comment

and the date by which the corrected form should be sent back for re-evaluation:

Kwalifikacja w PGE Polska Grupa Energetyczna S.A. w zakresie pali yinych

Sent
2024/0BR/OBR/00013/KWI3
Qualification ferm

PAL.374 - Paliwa eksploatacyjne
Main unit  PGE Obrét S.A.

Basicdata

Stage name:
Etap 1

User:

User of sending the form:
Jonh Doe (ONEPLACE\jonh. Doe@office. pl)

Date of sending the form:
27-03-2024 09:53

Comment to stage:
Required information not completed

Term of returning the form:
31-03-2024 00:00

Image 177 - View of the section: "Basic data" with the form returned for correction

To make improvements, update the data in the form fields in accordance with the Ordering Party's
guidelines and send them for evaluation again using the "Save and send" action.

The qualification status "To be completed" also occurs when the Contractor has already sent the form
in a given process, but received another form to complete in the next stage of this process.
Qualifications can be configured as multi-stage, and at each stage the scope of data on the form to be
completed may be different. The Ordering Party determines whether a given stage takes place with or

without the participation of the contractor. For multi-stage qualifications, the need to complete data
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for subsequent stages is available from the list: "My qualification forms". The column: "Stage name"

displays information allowing you to identify the appropriate one.

Completion of the qualification results in the contractor being awarded the status: "Qualified" or
"Unqualified", which is visible, among others, from the "Status" tab of the qualifications in the

"Summary" section:

kwalifikacja w pge polska grupa

B ma s.a. w zakresie paliv jnych- instrukcja

ftus  Finished
er 2024/0OBR/OBR/00013/KW/3
e Qualification
Paliwa eksploatacyjne
PGE Obrot S.A.

Qualification score:

Qualified

Status expiration date:

28-04-2024

Comment to score:

No comment.

Decision date:

27-03-2024 09:54

Actual process stage:

User joining to qualification:

Jonh Doe {ONEPLACE\onh.Doe@office. pl)

Join to qualification date:

27-03-2024 09:53

Image 178 - Section view: "Summary" of qualifications

In the data displayed in the view, in addition to the assigned status, the expiration date is also
displayed. Depending on the scenario configuration specified by the Ordering Party, the System may
initiate a new process a certain number of days before the "Qualified" status expires so that the

Contractor can re-qualify. This process contains the word " Aktualizacja" in its name.

If, as a result of the qualification, the contractor obtains any status, it is possible to re-join (if the

qualification is conducted in an open mode) from the announcement level, update the data on the
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form compared to those provided originally and re-qualify, regardless of the validity period of granting

this status.

NOTE: The contractor's branch is ultimately qualified, so all users associated with a given contractor's
branch on the "My qualifications" and "My qualification forms" lists will see the qualifications of all
users from the branch to which they are assigned, even if they did not personally participate in the

qualification.
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