
Introductory information 
This guide is intended to introduce you to the iTender electronic trading system. This guide 
describes the main user actions required for successful operation on an electronic trading platform. 

The described functionality may vary slightly, depending on the site configuration.  



The manual describes the user's actions required for successful registration on the electronic trading 
platform. 

Registered users get access to additional system options, according to their role. For example, a 
bidder can now create bids and perform operations on them. 

The registration process can be divided into the following stages: 

 Preparation of the registration application: 

Creating an account. 

User activation (email confirmation). 

Enter information about the organization. 

Attach business documents. 

Applying for registration; 

Re-submit the application in case of rejection. 

Terms and definitions 

An electronic trading platform (ETP) is an automated information system designed for 
conducting competitive trading procedures in electronic form. 

Operator (ETP) - a legal entity that owns an automated trading platform, the software and 
hardware necessary for its operation, and provides bidding for the purchase of goods, works, and 
services in electronic form. 

Organizer (of a trading procedure) - an ETP user who forms the terms of conducting and 
publishes information about trading in electronic form. 

Participant (trade procedure) - an individual entrepreneur or legal entity registered on an ETP and 
participating in the process of trade and procurement activities, for example, submitting an 
application for participation in auctions and making price offers. 

Electronic document - a document in which information is presented in electronic digital form. 

Preparing a registration application 

Preparing a registration application 
To grant access to participate in auctions on the site, the user must register in the system. To start 
registering, click on the "Register" link in the upper-left corner of the system: 



 

To apply for registration, you must complete the following steps sequentially: 

select an item instance (if the signature functionality is 

enabled), enter data about your user, confirm your email 

address, fill in the counterparty's details, attach the 

documents requested during registration, and send the 

request for consideration to the operator. 

Registration can be suspended at any time, and it will be possible to continue it in the future 
from the step where it was stopped. To return to filling out the registration application, log in to the 
system and go to the saved draft from the personal account menu. 

Selecting an electronic signature 
At the first step of registration, you must specify the item instance that will be used by the user in 
the system in the future. 

Each user in the system must have their own unique item instance. Multiple ad platform users are 
not allowed to use the same item instance. 

To select a signature, click on the "Run verification"button. 

 

Next, in the window that opens, select a signature: 



 

After selecting the item instance, click the "Continue" button to proceed to the next step of 
registration. 



 



Creating a user account 

Creating a user account 
At this step of registration, you must enter the user's data, in whose name a personal account will be 
created in the system. Required fields on ad platform pages are marked with the "* " symbol. 

When all the required data is entered and entered correctly, click the "Continue" button to save the 
data and proceed to the next step of filling out the registration applicationПродолжить: 

 

User account activation (email confirmation) 
A "confirmation code" is sent to the email address specified when creating the account. To confirm 
your email, enter the received code in the appropriate field and click "Continue": 



 

important! Please note that there are no extra spaces when copying the confirmation code from the 
email. 

If the code is not received, you can try using the "Send confirmation code again" button. In this 
case, the confirmation email will be sent again. 

If the code didn't come in the second time, we recommend checking the correctness of the specified 
email address and, if necessary, changing it. To do this, follow these steps: 

1. Log in to your merchant profile on the ad platform. 

2. Go to the "Personal Information" section in the upper-right menu. 

 

3. Click on the "Edit"button. 

 
4. Change your email address and click "Save". 



 

5. Click on the "Register" link in the left side menu. 

 

6. Click "Send confirmation code again". 

7. Enter the confirmation code sent to the new email address, then click"Continue" to save the 
data and proceed to the next step of registration. 



 



Entering information about the organization 

Organization data 
At this registration step, you need to enter basic information about the organization that the user 
will work for in the system. You must choose the legal type of organization (legal entity, individual 
entrepreneur, individual, European company type, or international company type): 

 

If the system has enabled hints via the DaData service, then after you start entering the company 
name, the system will offer you a choice of existing options and automatically fill in the 
corresponding fields, such as company details and address. 

After filling in all the required information marked with a sign ( * ), go to attach documents. 

Attaching documents 
Next, you need to upload the required documents confirming the specified information about the 
organization. Documents from the registration application will only be available to the system 
operator when it is reviewed. 

To upload a document in electronic form, you must: 



1. Click the "Upload file" button: 

 

2. Select the file to upload with a valid extension, and then click "Open". 

To load all documents, repeat the procedure described above as many times as necessary. You can 
delete the added files by clicking on the " X " to the right of the file name: 

 

The files will only be added to the organization's document list after the application is reviewed and 
accepted by the operator. 

After all the required fields are filled in and all the necessary documents are uploaded, you can 
proceed to the next step of registration by clicking on the "Continue"button. 

If a counterparty with the specified data is already registered on the ad platform, a warning 
message will be displayed: 



 

In this case, you should contact the operator for instructions on how to continue working on the 
site. 

Editing a saved draft request 
The registration process can be suspended at any time. In the future, registration will continue from 
the step where it was left off. 

To continue filling out the registration form, click on the "Register" link in the left side menu: 

 

After clicking on the link, a registration request will open at the same step where work was 
previously suspended: 



 



Re-applying for registration 

Actions required to resubmit the application 
A message about rejecting the registration request is sent to the user's personal account and email 
address. In this email, the site operator indicates the reasons for rejecting the application, which will 
need to be eliminated in order for the application to be accepted when it is resubmitted. 

 

To re-submit your application, go to the "My Organization" page. For example, follow the link with 
its name in the top menu of the ad platform: 

 

On the organization's page, click "Submit a new application for registration": 

 



As a result, a new registration application will be created as a copy of the last rejected application, 
with the ability to edit the saved information. 

After making all the corrections, according to the operator's comments, you must click the "Submit" 
button: 

 

The process of re-submitting an application for registration can be completed as many times as 
necessary until the application is accepted by the site operator. 

Actions in the system after successful registration 
At the end of the registration process, all the tools required to participate in trading on the ETP will 
be available. 

A description of how to work on the site is provided in the participant's guide. You can download 
this document in the section of the side menu: "Personal information" item "Training materials": 



 

Requirements for the ETP user's workplace 
To work on the ETP, an employee of the User must have an automated workplace that consists of 
one workstation - a computer or laptop, the minimum configuration of which is: 

1. Processor, 32-bit (x86) or 64-bit (x64) with a clock speed of at least 1.5 GHz or higher, 

2. RAM of at least 1 GB (for a 32-bit processor) or 2 GB (for a 64-bit processor), 

3. Free hard disk space 200 Mb or higher, 4. Monitor with a resolution of 1280x800 or higher, 

5. Requirements for the installed software: 

Microsoft Windows 7 Starter or later; 

CryptoPro CSP version 4.0 and higher for working with a local digital signature; 

CryptoPro EDS Browser plug-in for working with digital signatures; 



The browser. 

Tools for creating documents (MS Office, WordPad); 

File compression (packaging) tools (RAR, ZIP, WINZIP); 

PDF file readers (Adobe Acrobat or similar); 

To work correctly on the ETP, we recommend disabling all non-standard browser add-ons (such as 
Skype, ICQ, etc.), as their use may lead to changes in the structure of generated electronic 
documents. 

When working with ETP, all standard browsers can be used to view pages: Opera, Chrome, Firefox, 
Safari, and others.  



Applying for registration 
At the last step, the system displays the request as it will be seen by the operator during 
consideration. 

If you need to change some data, you can go back to the previous step on the "Organization Data" 
tab: 

 

If all the necessary information is entered and displayed correctly, then click on the "Submit" button. 

If the signature functionality is enabled in the system, the application will need to be signed. To 
confirm the submission or signature of the request, the user should click on the "Confirm"button, 
and to cancel the operation - "Cancel": 

 

The registration request will be sent to the site operator for review. Until the request is confirmed, 
the user who submitted the request has limited access to the system: 

 
After the operator accepts the registration request, the user will have access to all the necessary 
tools to participate in trading on the ETP. 

The company will also be automatically assigned an analytical account. The analytical account is the 
number of the user's internal account in the system and is intended for performing operations 
stipulated by the current regulations.  



Setting up to work with EDS 
  

Terms and definitions 

 An electronic trading platform (ETP) is an automated information system designed for 
conducting competitive trading procedures in electronic form. 

 Electronic signature (EP) — a detail of an electronic document designed to protect this 
electronic document from forgery, obtained as a result of cryptographic transformation of 
information using the private key of the electronic signature and allowing you to identify the 
owner of the signature key certificate, as well as to establish the absence of distortion of 
information in the electronic document. 

 Electronic document (ED) — the details of an electronic document intended to protect this 
electronic document from forgery, obtained as a result of cryptographic transformation of 
information using the private key of the electronic signature and allowing you to identify the 
owner of the signature key certificate, as well as to establish the absence of distortion of 
information in the electronic document. 

Instructions for configuring the system for working with CryptoPro EDS 
Browser plug-in 
CryptoPro EDS Browser plug-in is designed for creating and verifying an electronic signature (EP) on 
web pages using the CryptoPro CSP SCSI. You can download the plugin here: 
https://www.cryptopro.ru/products/cades/plugin/ 

The plugin can be used in any modern browser that supports JavaScript scripts. 

Installation procedure: 

1. Open the browser. Go to the ETP website. 

2. Go to the first step of registration and start checking the item instance by clicking on the 
"Start verification"button. If the component is not installed, an informational message will 
appear in the browser window about the need to install it. 



 

3. Make sure that pop-up window blocking is disabled: Open the "Menu" section of the 
"Settings" item. In the window that opens, go to "Site Settings" in the "Security and 
Privacy"section. In the Content section, select Pop-ups and Redirects. Select "Allow sites to 
show pop-ups and use redirects". 

 

4. Open your browser and install the plugin. When prompted to make changes on your 
computer, click "Yes". 

5. Launch the browser and check how the plugin works on the page: 
https://www.cryptopro.ru/sites/default/files/products/cades/demopage/simple.html 



6. After completing the installation of the ActiveX component for working with the signature, 
you must pass the item instance verification. To do this, go to the ETP website, go to the first 
step of registration and click"Run verification". 

7. Confirm access: 

 

8. Select the certificate to check, if all checks were successful, you can work with this certificate 
on the ETP. 

9. In order to avoid the need to confirm access every time, you should add the ETP to the trusted 
Crypto-Pro nodes. To do this, in the Start menu, find the folder with Crypto-Pro and go to the 
link "EDS Settings Browser Plug-in" 

 

10. Add the ETP to the list of trusted nodes: 



 



Introduction 

General information 
This manual is intended for authorized ETP users. Everyone who has successfully registered has 
access to their personal account. The capabilities of users in your merchant Profile differ and depend 
on their roles. However, there are sections that every user can access: 

1. Personal Information section: 

Working with user data. 

Changing your password. 

Work with incoming messages. 

Managing messages. 

Familiarization with training materials. 

2. My Organization section: Information about the organization. 

Employees of the organization; Bank 

accounts of the organization; History 

of changes. 

Let's take a closer look at the work in each of these sections. 

Terms and definitions 
An electronic trading platform (ETP) is an automated information system designed for conducting 
competitive trading procedures in electronic form. 

Operator (ETP) - a legal entity that owns an automated trading platform, the software and 
hardware necessary for its operation, and provides trading in electronic form. 

The personal account is a special section on the electronic trading platform that is accessible only 
to a User authorized with a username and password, which allows you to receive the services 
provided by the Operator and information about the progress of their provision. 

The open part is the functionality of an electronic trading platform, which all persons have access 
to, regardless of whether they have registered. 

User (ETP) - a person who has passed the registration procedure in accordance with the ETP 
Regulations. 



Organizer (of a trading procedure) - an ETP user who forms the terms of conducting and 
publishes information about trading in electronic form. 

Participant (trade procedure) - an individual entrepreneur or legal entity registered on an ETP and 
participating in the process of trade and procurement activities, for example, submitting an 
application for participation in auctions and making price offers. 

Trade procedure (procedure, bidding) - the process of determining a supplier, in order to 
conclude a contract with him to meet the needs for goods, works or services. 

An open trading procedure is a procedure that any organization registered on the ETP with the 
"Participant" role can participate in. 

Lot - the purchased item, works or services that make up the subject of the trade procedure, for 
which an application for participation is submitted under this procedure. The trading procedure may 
include one or more lots. 

Single source purchase - a method of purchasing where the contract is concluded with a specific 
counterparty without performing the supplier selection stage. 

Procurement documentation - a set of documents approved by the customer/ organizer, which 
may contain information about the subject of the purchase, the procedure and conditions for 
participation in the trade procedure, the rules for processing and submitting applications for 
participation, the criteria for choosing the winner, and the terms of the contract concluded based on 
the results of the trade procedure. 

Bid (Offer) - an electronic document submitted by a Bidder for the purpose of participating in the 
trading procedure in accordance with these Regulations. 

Winner (of a trade procedure) - a participant or several participants with whom a contract can be 
concluded for the supply of goods, provision of works or services in accordance with the conducted 
trade procedure. 

Certification is a procedure that aims to confirm the ability of participants to perform certain types 
of services that they have declared during registration. 

A downgrade auction is a procedure in which participants consistently make their price offers. The 
winner is the participant who offered the best price offer. 

Request for prices - a purchasing method in which bidders ' bids are evaluated according to a set 
of competitive criteria. The winner is selected by the bidder based on the proposed price offer. The 
bidder is not required to enter into a contract. 

Request for proposals - a procurement method in which bidders ' applications are evaluated 
according to a set of competitive criteria. The winner is selected by the bidding organizer based on 
the proposed price offer and the total evaluation of the bid for participation according to the 
bidding criteria. The bidder is not required to enter into a contract. 



A tender is a competitive method of procurement, the winner of which is the participant who 
offered the best conditions for the performance of the contract. 

Rebidding is a procedure that allows its participants to improve their offer. 

Prequalification selection (PKO) is a procedure that aims to form the list of participants in a 
competitive procurement who are able to perform certain types of work, provide certain types of 
services, and deliver certain goods in accordance with the requirements set out in the competitive 
procurement documentation. 

Public offer - a procedure in which the lot price changes according to the specified intervals of 
change in the public offer price. The winner is selected by the organizer based on the proposed 
price offer. 

Electronic document - a document in which information is presented in electronic digital form. 

Registration in the system 
The registration process is described in the registration guide. 

Trading Procedures Section 
This section contains a list of trades held on the platform. To view the section, you need to use the 
"Trading procedures" tab on the main page of the ETP: 

 

Search filters are used to search for specific trades. You can get a list of trades based on such criteria 
as: lot status, method of conducting, lot name and number or procedure, types of economic activity 
and types of objects or projects that are being traded. To do this, fill in the known search criteria 
and click"Search": 



 

To clear the search filters, click on the "Clear"button. 

Working with search results: 

 To view information about the procedure, please use the link in the procedure number. 

To view information about the lot, use the link in the " Lot " line. 

To change the sorting of search results, click on the column header of the results table. An icon 
will appear in the column indicating the sort order. 

 To specify additional search parameters, click "Advanced parameters". 

A lot can have the following statuses: 

1. Notification published – the notification was posted on the site, but the date and time of the 
start of accepting applications did not occur. 

2. Acceptance of applications – acceptance of applications for participation in the procedure is 
open, participants can submit applications for participation, as well as withdraw already 
submitted applications for the lot; 

3. Determination of bidders – the organizer considers bidders ' applications. 



4. Trading is underway – the trading session has started according to the procedure. 

5. Summing up – bidding in the procedure is over, the organizer decides on the selection of 
winners or on the continuation of bidding in the procedure by rebidding; 

6. Completed – the procedure is completed and the winner is selected. 

7. Canceled – the procedure was canceled by the organizer. 

To view detailed information about the procedure, go to the procedure page by following the link 
with the procedure number: 

 

The information inside the procedure is divided into subsections: 

 General information – this section contains all the key information about the procedure. 

 Lots – this section contains a list of all lots for this procedure. According to the results of trading, 
lots may have different winners. 

 Applications for participation – this section contains information about organizations that 
have applied for participation in the procedure. 

 Results – this section shows the winners for all lots of the procedure. 
The winners are determined by the organizer of the auction, and when publishing the results, 
the organizer applies the following information: 
"Summing up protocol"; 

 Change history – in this section, you can track the history of changes to key statuses (stages) of 
the procedure. 



 

To get detailed information about the lot, follow the link in the "No." or "Lot" columns: 

 

On the page that opens, you can view all the information provided by the organizer and make a 
decision about participating in the procedure. To apply for participation, you must be a registered 
and authorized user (the process is described in the ETP registration guide). 

The"Attestations" section 
This section contains a list of attestations conducted on the site. To view this section, use the 
"Attestations" tab on the ETP home page: 

 

Use search filters to search for specific certifications. You can get a list of attestations based on 
criteria such as the status of the procedure, the name of the attestation, the types of economic 
activity, and the start and end dates for submitting applications. To do this, fill in the known search 
criteria and click"Search": 



 

To clear the search filters, click on the "Clear"button. 

Working with search results: 

 To view information about the certification, use the link in the columns "Procedure number" or 
"Types of economic activity". 

 To change the sorting of search results, click on the column header of the results table. An icon 
will appear in the column indicating the sort order. 

 To specify additional search parameters, click "Advanced parameters". 

Certification can have the following statuses: 

1. Published – the notification was posted on the site, the date and time of the start of accepting 
applications did not occur. 

2. Acceptance of applications – applications for participation in the certification are open, 
participants can submit applications for participation, as well as withdraw applications that 
have already been submitted. 

3. Completed – the certification is completed. 

4. Canceled – the procedure is canceled by the organizer. 

To view detailed information about the certification, click on the link in the "Procedure number" or 
"Types of economic activity" columns: 



 

The information inside the procedure is divided into subsections: 

 General information – this section contains all the key information about the procedure. 

 Applications for participation – this section contains information about organizations that 
have applied for certification. 

 Change history – in this section, you can track the history of changes to key statuses (stages) of 
the procedure. 

 

After reviewing all the information provided by the organizer, you can decide to participate in the 
certification. To apply for participation, you must be a registered and authorized user (the process is 
described in the ETP registration guide). 



 



Organizations section 
To view organizations registered on the ad platform, go to the "Organizations" tab on the ETP home 
page: 

 

The page that opens shows a list of organizations registered on the site. For ease of search, filters 
have been added based on the following criteria: name, BIN/IIN, organization's role on the ETP, 
manager, types of economic activity, and region: 

 

To view detailed information about a counterparty, use the link in its name: 

 

The page that opens shows general information about the organization: 



 



News section 
This section contains important news related to the operation of the trading platform. In 
particular, the operator can inform about important changes in the system operation: 

 

To view published information, click on the link in the news title: 

 

Section "Regulations" 
In this section, you can get acquainted with the rules of the electronic trading platform and the 
rules of trading: 



 

When registering, you must confirm your consent to work in the system in accordance with the 
specified rules in order to join the regulations.  



Contacts section 
This section contains information about the trading platform operator and their contact details: 

 



Statistics section 
To view information about the number of procedures performed on the site and their total cost, 
select the "Statistics" section in the "More" item: 

 

The page that opens shows the total number of procedures performed on the ETP, their cost, the 
number of current and completed procedures, and their total cost. 

FAQ section 
In this section, you can find frequently asked questions and answers to them, and you can also ask 
your own question: 



 

To create your own question, click on the "Ask a Question"button: 

 

Next, in the form for creating a question, fill in the required fields: question, name, email for 
feedback, select the question category and click "Submit": 



 

The created question will be sent to the ad platform operator. The answer will be sent to the email 
address specified in the question creation form. If the question and answer to it will be useful for 
other ETP users, the operator can publish the question and answer in the public part: 



 



Training Materials section 
In the "Training materials" section, you will find guides on how to use the system: 

 

For an unauthorized user, there is a User's Guide that describes how to work in the public part of the 
system, and a Registration Guide that describes the sequence of actions for obtaining ETP 
accreditation"/ 

 
Registration in the system 
To work on the site as a participant, you must complete the registration process in the system. The 
entire process is described in the registration guide. 

 



Requirements for the ETP user's workplace 
To work on an ETP, an employee of the User must have an automated workplace consisting of one 
workstation - a computer or laptop, the minimum recommended configuration of which is: 

1. Processor, 32-bit (x86) or 64-bit (x64) with a clock speed of at least 1.5 GHz or higher, 

2. RAM of at least 1 GB (for a 32-bit processor) or 2 GB (for a 64-bit processor), 

3. Free hard disk space 200 Mb or higher, 4. Monitor with a resolution of 1280x800 or higher, 

5. Requirements for the installed software: 

Microsoft Windows 7 Starter or later; 

CryptoPro CSP version 4.0 and higher for working with a local digital signature; 

CryptoPro EDS Browser plug-in for working with digital signatures; 

The browser. 

Tools for creating documents (MS Office, WordPad); 

File compression (packaging) tools (RAR, ZIP, WINZIP); 

PDF file readers (Adobe Acrobat or similar); 

To work correctly on the ETP, you must disable all non-standard browser add-ons (such as Skype, 
ICQ, etc.), as their use may lead to changes in the structure of generated electronic documents. 

When working with ETP, all standard browsers can be used to view pages: Opera, Chrome, Firefox, 
Safari, and others. 

Introduction 

General information 
This manual is intended for authorized ETP users. Everyone who has successfully registered has 
access to their personal account. The capabilities of users in your merchant Profile differ and depend 
on their roles. However, there are sections that every user can access: 

1. Personal Information section: 



Working with user data. 

Changing your password. 

Work with incoming messages. 

Managing messages. 

Familiarization with training materials. 

2. My Organization section: Information about the organization. 

Employees of the organization; Bank 

accounts of the organization; History 

of changes. 

Let's take a closer look at the work in each of these sections. 

Terms and definitions 
An electronic trading platform (ETP) is an automated information system designed for conducting 
competitive trading procedures in electronic form. 

Operator (ETP) - a legal entity that owns an automated trading platform, the software and 
hardware necessary for its operation, and provides trading in electronic form. 

The personal account is a special section on the electronic trading platform that is accessible only 
to a User authorized with a username and password, which allows you to receive the services 
provided by the Operator and information about the progress of their provision. 

The open part is the functionality of an electronic trading platform, which all persons have access 
to, regardless of whether they have registered. 

User (ETP) - a person who has passed the registration procedure in accordance with the ETP 
Regulations. 

Organizer (of a trading procedure) - an ETP user who forms the terms of conducting and 
publishes information about trading in electronic form. 

Participant (trade procedure) - an individual entrepreneur or legal entity registered on an ETP and 
participating in the process of trade and procurement activities, for example, submitting an 
application for participation in auctions and making price offers. 

Trade procedure (procedure, bidding) - the process of determining a supplier, in order to 
conclude a contract with him to meet the needs of the organizer in goods, works or services. 



An open trading procedure is a procedure that any organization registered on the ETP with the 
"Participant" role can participate in. 

Lot - a commodity item, works or services that constitute the subject of a trade procedure, for which 
an application for participation is submitted under this procedure. The trading procedure may 
include one or more lots. 

Procurement documentation - a set of documents approved by the customer/ organizer, which 
may contain information about the subject of the purchase, the procedure and conditions for 
participation in the trade procedure, the rules for processing and submitting applications for 
participation, the criteria for choosing the winner, and the terms of the contract concluded based on 
the results of the trade procedure. 

Bid (Offer) - an electronic document submitted by a Bidder for the purpose of participating in the 
trading procedure in accordance with these Regulations. 

Winner (of a trade procedure) - a participant or several participants with whom a contract can be 
concluded for the supply of goods, provision of works or services in accordance with the conducted 
trade procedure. 

Certification is a procedure that aims to confirm the ability of participants to perform certain types 
of services that they have declared during registration. 

Auction - a procedure in which participants consistently make their price offers. The winner is the 
participant who offered the best price offer. 

A price request is a procedure in which bidders ' applications are evaluated according to a set of 
competitive criteria. The winner is selected by the bidder based on the proposed price offer. The 
bidder is not required to enter into a contract. 

Request for proposals - a procedure in which participants ' applications are evaluated according to 
a set of competitive criteria. The winner is selected by the bidding organizer based on the proposed 
price offer and the total evaluation of the bid for participation according to the bidding criteria. The 
bidder is not required to enter into a contract. 

A tender is a competitive method of procurement, the winner of which is the participant who 
offered the best conditions for the performance of the contract. 

Rebidding is a procedure that allows its participants to improve their offer. 

Prequalification selection (PKO) is a procedure that aims to form the list of participants in a 
competitive procurement who are able to perform certain types of work, provide certain types of 
services, and deliver certain goods in accordance with the requirements set out in the competitive 
procurement documentation. 

Public offer - a procedure in which the lot price changes according to the specified intervals of 
change in the public offer price. The winner is selected by the organizer based on the proposed 
price offer. 



Electronic document - a document in which information is presented in electronic digital form. 

Registration in the system 
The registration process is described in the registration guide. 

Authorization in the system 
To work in the system on behalf of their company, the user must complete the authorization 
procedure. To do this, click on the "Log in" button in the upper-right corner of the screen: 

 

In the block that opens, enter your username and password and click "Log in": 

 
If an error occurs, the user will be prompted to enter the username and password again. 

If the registration data was entered correctly, the user's last name with initials and the name of the 
company that the current user works for should appear in the navigation menu instead of the 
authorization block: 

 

To log out, click"Log out" in the drop-down menu with user information. 



If the user forgot their password, they can use the password recovery function. To do this, click the 
"Forgot password?" link in the authorization block: 

 

To restore your password, enter your contact email address on the site, your username, and click on 
the "Restore"button: 

 

A password recovery code will be sent to the specified email address. Next, check the box "I already 
have a password reset code", enter the received code, a new password, and click"Restore": 

 



User's Personal Account 
After successful authorization, the user is automatically redirected to the "Personal Account" page. 

 

To navigate through the system sections, you can use the left menu, quick access to logs tiles, and 
icons in the top menu. The color of the tile and the presence of a counter indicates that there are 
unprocessed events in the system, for example, there is an unread incoming message. If there are no 
unhandled events, the tile will not be highlighted. 

All important events are displayed as icons in the top menu. When you click on the icon, you will be 
redirected to the corresponding log: 

 

You can switch between ETP sections using the left menu or the navigation chain at the top of the 
page: 

 

The left menu is available on any ETP page. You can turn it into a compact view by clicking the arrow 
button at the bottom of the page. To open the menu, click on any area of the compact menu and 
select the desired section. After switching to a new page, the menu will "collapse" again. You can 
remove the "collapse" by clicking the arrow button at the bottom of the page: 



 



Setting up a user's personal account 
The main sections related to personal data and settings of the user's personal account are located in 
the "Personal Information" section. 

 

Let's take a closer look at the work in each subsection. 

User's personal information 
You can view your personal information by clicking on the same item in the left menu, or by clicking 
on the user's name at the top of the page and selecting "Personal Information" in the drop-down 
menu: 

 

The page displays the user's personal information: login, email, full name, phone numbers, user 
status in the system and their roles within the company: 



 

All personal information, except for your username, can be changed at any time. 

To edit your personal information, clickthe "Edit"button: 

 

On the edit page, the user must enter their data and click "Save": 



 

The information will be changed immediately after the data is saved. 

Changing your password 
There are several ways to change your merchant Profile password: 

1. At the top of the page, click on the name and select "Change password". 

2. Go to the "Personal Information" page and click "Change password". 

3. Go to the "Personal Information" section and select the "Change password" menu item. 

 

On the change password page, enter the current password, the new password, and repeat it. To 
apply the changes, click on the "Save"button: 



 

In the user's personal account, a section is available for viewing all messages and notifications 
received in the user's name. This section displays messages related to procedures, the user's 
organization, and messages for the user itself. 

You can view messages via the left side menu, the quick access tile in your merchant Profile, or via 
the quick access icon at the top of the page: 

 

All messages that are addressed to the user are displayed on the "Incoming Messages" page. 
Unread messages are highlighted in bold: 

The "Incoming messages" section 



 

To view the message text, click on the link in the subject line. 

Messages can be marked as read or unread, and you can also delete them. To do this, tick the 
required messages and click the appropriate button above the list of messages. To update the list of 
messages, clickthe "Update"button. 

Section "Configuring messages" 
The user can choose which events in the system they want to be notified about. To go to the 
message settings page, select the corresponding item in the left menu: 

 

On the message settings page, you must specify which messages the user wants to receive. You can 
also choose where emails will be sent to: to the internal mailing list (the "Incoming Messages" log) 
and/or to the user's email address. In order for the changes to take effect, clickthe "Save"button: 



 

This section contains documents that will help you work in the system. The composition of 
documents depends on the company's role in the system and the employee's roles within the 
company.  

Training materials 



My Organization section 
Each authorized user works in the system on behalf of the company of which he is an employee. You 
can go to the "My Organization" page by clicking on the company name in the top menu or by 
clicking on the "My Organization" link in the left menu: 

 

On the "My Organization" page, an employee can view basic legal and contact information about 
the company, as well as the organization's documents: 

 

An employee with the "Company Administrator" role can change the organization's information and 
documents. 

Employees of the organization 
This section of the "My Organization" page contains a list of employees of the organization. To 
quickly search for an employee, click on the "Filter Parameters" link, fill in the required fields, and 
click on the "Search"button: 

Organization Information 



 

A user with the role "Company Employee Administrator" can edit the list of all company employees 
registered on the ETP and add new ones: 

 

To add a new employee, use the "Add" button. Next, the company administrator must fill in the 
required fields: last name, first name, email, phone number, and roles. In order for a new employee 
to log in to the system, select the "Can log in" checkbox and enter the username of the user being 
created in the "Login" field that appears. You don't have to do this.You can add your username later 
when editing the employee's data. When all the required fields are filled in, click onthe 
"Save"button, and a new user will be created: 



 

On the employee page, the company's employee administrator can edit general information about 
the employee, as well as their roles on the site:  



 

If you change information about an employee or their role on the site, click the "Save" button in the 
corresponding block. 

If the user was created without a username, you can always assign a username to the user on the 
page with their personal information. To do this, click onthe "Add username"button, enter it in the 
form and click "Save": 



 

The new user will receive an email with a personal login and an automatically generated password to 
the specified contact email address. After logging in, you can change your password to a more 
convenient one. 

After the user has been assigned a personal login, in the company's employee administrator 
interface on the "Employee Information" page, insteadof the "Add login" button появится кнопка 
, a "Block"button will appear. By clicking on it, you can prevent this user from logging in to the 
electronic trading platform. In order to restore the blocked user's ability to log in and work in the 
system, you need to clickthe "Unblock"button. 

The company's employee administrator can delete a user registered on the site. Then all user data 
will be deleted from the system. 

Employee roles on the site 

Company Employee Administrator - a user with this role can change data about the organization's 
employees. 

Company Administrator - a user with this role can manage bank accounts and manage the 
organization. 

Other roles are specific to different types of organizations and are described in the corresponding 
manuals. 

Organization's bank accounts 
In the "Bank Accounts" section, you can view a list of the organization's accounts: 



 

A user with the role "Company Administrator" can add a new account. To do this, click the " Add 
"button: 

 

On the form for adding an invoice, specify the account details and click "Save". The bank name and 
BIC are searched automatically from the Yandex Business Directory when you enter part of the name 
in the "Bank" field. 

 

If the required bank is not found in the list, then contact the operator by writing an email with a 
request to add the bank to the system. Please indicate the bank's name, BIC, and correspondent 
account in the request. 



On the Invoice view page, a user with the role " Company Administrator "can edit the invoice by 
entering new data and clicking on the"Save" button. 

 

The "Change History" tab displays events that occurred in the organization - changes in company 
statuses, as well as actions performed by company employees (for example, creating a procedure, 
submitting an application for participation): 

 

You can select a specific time interval in which actions were performed in the company. To do this, 
specify the start date and end date in the "Time Interval" filter and click onthe "Search"button. 

Change history 



Changes to the organization's data 

Creating a request to change the organization's data 
In order to change general information about the company or upload new documents, an employee 
with the role "Company Administrator" on the "My Organization" page has access to the "Create 
request for changing organization data" button. By clicking on it, the user gets to the edit request 
for changing data page: 

 

Here you can edit all the organization's fields, including legal information, contact details, and 
organization documents. If you change legally relevant data, you must attach supporting 
documents. In the "Comment" field, you can write what data you have changed, so that the operator 
can check your request faster. When all the fields are filled in, click onthe "Save"button. To submit a 
request for data modification for consideration by the operator, click on the "Submit"button. 

The changes will take effect only after the application is approved by the operator. 

 

You can view all requests from your company in the application log for the operator. The log is 
available to the user with the role "Company Administrator". 

On the "My Organization" page, you can edit the types of economic activity and the company's 
region. To do this, the user should click on the "Edit" button: 



 

On the page that opens, specify the current data and save the changes: 

 

Section "Log of requests to the site operator" 
The list of requests from the company is displayed in the request log for the site operator. To go to 
the log, go to the left side menu in the "My Organization" section and select "Request Log to 
operator": 



 

The log is available to the user with the role "Company Administrator". 

 

To view the application, click on the link in the application number. 

If the application is in the "Draft" status, you can edit, submit, or delete it using the corresponding 
buttons: 



 



Requirements for the ETP user's workplace 
To work on an ETP, an employee of the User must have an automated workplace consisting of one 
workstation - a computer or laptop, the minimum recommended configuration of which is: 

1. Processor, 32-bit (x86) or 64-bit (x64) with a clock speed of at least 1.5 GHz or higher, 

2. RAM of at least 1 GB (for a 32-bit processor) or 2 GB (for a 64-bit processor), 

3. Free hard disk space 200 Mb or higher, 4. Monitor with a resolution of 1280x800 or higher, 

5. Requirements for the installed software: 

Microsoft Windows 7 Starter or later; 

CryptoPro CSP version 4.0 and higher for working with a local digital signature; 

CryptoPro EDS Browser plug-in for working with digital signatures; 

The browser. 

Tools for creating documents (MS Office, WordPad); 

File compression (packaging) tools (RAR, ZIP, WINZIP); 

PDF file readers (Adobe Acrobat or similar); 

To work correctly on the ETP, you must disable all non-standard browser add-ons (such as Skype, 
ICQ, etc.), as their use may lead to changes in the structure of generated electronic documents. 

When working with ETP, all standard browsers can be used to view pages: Opera, Chrome, Firefox, 
Safari, and others. 

Working with digital signature certificates 
User certificates uploaded to the system are stored in the "My Certificates" menu. To view the list of 
certificates, select "My certificates" in the left side menu in the "Personal Information"section: 

 



On the "My Certificates" page, the user can view all the certificates added to the system. 

To add a new certificate, usethe "Add new certificate" button: 

 

Next, select a certificate from the list in the pop-up window. The certificate will appear in the list of 
certificates with the status "Not confirmed". The new certificate must be sent to the ad platform 
operator for confirmation. To do this, open the certificate by clicking on the link in the status bar: 

 
On the page that opens, use the "Send for confirmation" button: 

 

The certificate will change its status to "Awaiting confirmation" until the operator makes a decision. 

After the certificate is confirmed by the operator, the user can activate the added certificate using 
the "Make certificate active" button: 

 



Checking the item instance 
The user can check the possibility of using their item instance on a special page of the system. To 
check the item instance, the user must select the item "Check item instance" in the "Personal 
Information" section and click on the "Start verification"button: 

 

This check will allow you to make sure that the item instance works correctly in the browser you are 
using and make sure that it can be used in the system. In case of problems, the user will receive a 
message containing a description of the problem, which will need to be fixed in order to work in the 
system. 

Log out of the system 
To log out, the user must click in the upper-right corner of any page 
ETP click on your user's full name and go to the "Log out" link in the drop-down menu: 

  



Introduction 
This guide is intended for users with the Bidder role. The electronic bidding system allows you to 
participate in the customer's bidding in electronic form. 

The guide describes the actions of the bidder in the system - preparing the personal account for 
participation in the auction, submitting bids and directly participating in the ongoing auction. It also 
covers general work with the personal account, the use of additional features of an authorized user 
in order to optimize work with trades. 

Terms and definitions 
An electronic trading platform (ETP) is an automated information system designed for conducting 
competitive trading procedures in electronic form. 

Operator (ETP) - a legal entity that owns an automated trading platform, the software and 
hardware necessary for its operation, and provides bidding for the purchase of goods, works, and 
services in electronic form. 

The personal account is a special section on the electronic trading platform that is accessible only 
to a User authorized with a username and password, which allows you to receive the services 
provided by the Operator and information about the progress of their provision. 

The open part is the functionality of an electronic trading platform, which all persons have access 
to, regardless of whether they have registered. 

User (ETP) - a person who has passed the registration procedure in accordance with the ETP 
Regulations. 

Organizer (of a trading procedure) - an ETP user who forms the terms of conducting and 
publishes information about trading in electronic form. 

Participant (trade procedure) - an individual entrepreneur or legal entity registered on an ETP and 
participating in the process of trade and procurement activities, for example, submitting an 
application for participation in auctions and making price offers. 

Trade procedure (procedure, bidding) - the process of determining a supplier, in order to 
conclude a contract with him to meet the needs of the organizer in goods, works or services. 

An open trading procedure is a procedure that any organization registered on the ETP with the 
"Participant" role can participate in. 

Lot - a commodity item, works or services that constitute the subject of a trade procedure, for which 
an application for participation is submitted under this procedure. The trading procedure may 
include one or more lots. 

Single source purchase - a method of purchasing where the contract is concluded with a specific 
counterparty without performing the supplier selection stage. 



Procurement documentation - a set of documents approved by the customer/ organizer, which 
may contain information about the subject of the purchase, the procedure and conditions for 
participation in the trade procedure, the rules for processing and submitting applications for 
participation, the criteria for choosing the winner, and the terms of the contract concluded based on 
the results of the trade procedure. 

A closed auction is a procurement method in which bidders ' bids are evaluated according to a set 
of competitive criteria. At the appointed date and time of opening envelopes, the organizer opens 
price offers of participants. The winner is selected by the bidding organizer based on the proposed 
price offer and the total evaluation of the bid for participation according to the bidding criteria. 

Bid (Offer) - an electronic document submitted by a Bidder for the purpose of participating in the 
trading procedure in accordance with these Regulations. 

Winner (of a trade procedure) - a participant or several participants with whom a contract can be 
concluded for the supply of goods, provision of works or services in accordance with the conducted 
trade procedure. 

Certification is a procedure that aims to confirm the ability of participants to perform certain types 
of services that they have declared during registration. 

Auction - a procedure in which participants consistently make their price offers. The winner is the 
participant who offered the best price offer. 

Request for prices - a purchasing method in which bidders ' bids are evaluated according to a set 
of competitive criteria. The winner is selected by the bidder based on the proposed price offer. The 
bidder is not required to enter into a contract. 

Request for proposals - a procurement method in which bidders ' applications are evaluated 
according to a set of competitive criteria. The winner is selected by the bidding organizer based on 
the proposed price offer and the total evaluation of the bid for participation according to the 
bidding criteria. The bidder is not required to enter into a contract. 

A tender is a competitive method of procurement, the winner of which is the participant who 
offered the best conditions for the performance of the contract. 

Rebidding is a procedure that allows its participants to improve their offer. 

Prequalification selection (PKO) is a procedure that aims to form the list of participants in a 
competitive procurement who are able to perform certain types of work, provide certain types of 
services, and deliver certain goods in accordance with the requirements set out in the competitive 
procurement documentation. 

Public offer - a procedure in which the lot price changes according to the specified intervals of 
change in the public offer price. The winner is selected by the organizer based on the proposed 
price offer. 

Electronic document - a document in which information is presented in electronic digital form. 



Authorization and getting started in the system 
To work in the system on behalf of their company, the user must complete the authorization 
procedure. After successful authorization, the user is automatically redirected to the "Personal 
Account*page. 

The authorization process and work in the user's personal account (sections "Personal Information" 
and "My Organization") are described in the User's Guide. The manual is available in the "Personal 
Information" section of the "Training materials" item in the left side menu: 

 

Menu items and access to system sections are formed based on the roles assigned to the user within 
their company. If you need to grant access to additional sections, you should contact the user with 
the role "company employee administrator". 

Working in the bidder's system 
Employees of a company registered as a bidder can be assigned the following roles: 

 The company administrator can change the data of their organization. These actions can be 
performed via the "My Organization" section. 

 The company's employee administrator can change information about employees and assign 
new roles within the company. 



 The bidder can submit applications for participation in any published procedures on behalf of 
its counterparty, which are in the "bid acceptance" status, as well as conduct any available 
operations with its applications for participation. 

 Employee: Basic role. Issued to company employees. Allows you to view information about the 
company: the history of changes, employees of the company, bank accounts, subsidiaries, 
statistics on the organization of trades, viewing documents. 

The user can find out their role in the organization on the personal information page. The system 
can assign multiple roles within the company for a single employee at once. 

The list of organization users is available for viewing on the "My Organization" page: 

 

The "Company Employees" section displays all users of the organization with their roles: 

 

Requirements for the user's workplace 
To work on the ETP, an employee of the User must have an automated workplace that consists of 
one workstation - a computer or laptop, the minimum configuration of which is: 

1. Processor, 32-bit (x86) or 64-bit (x64) with a clock speed of at least 1.5 GHz or higher, 

2. RAM of at least 1 GB (for a 32-bit processor) or 2 GB (for a 64-bit processor), 

3. Free hard disk space 200 Mb or higher, 4. Monitor with a resolution of 1280x800 or higher, 

5. Requirements for the installed software: 



Microsoft Windows 7 Starter or later; 

CryptoPro CSP version 4.0 and higher for working with a local digital signature; 

CryptoPro EDS Browser plug-in for working with digital signatures; 

The browser. 

Tools for creating documents (MS Office, WordPad); 

File compression (packaging) tools (RAR, ZIP, WINZIP); 

PDF file readers (Adobe Acrobat or similar); 

To work correctly on the ETP, you must disable all non-standard browser add-ons (such as Skype, 
ICQ, etc.), as their use may lead to changes in the structure of generated electronic documents. 

When working with ETP, all standard browsers can be used to view pages: Opera, Chrome, Firefox, 
Safari, and others. 

Participation in trade procedures and certifications 

Procedure for participating in trade procedures 
To participate in the certification or bidding process, you must create an application for the 
procedure you are interested in and send it to the organizer for consideration. 

The entire bidding process can be divided into the following stages: 

Search for a procedure (or certification) for participation. 

Creating and submitting an application for participation in certification or bidding (Request for 
prices, Request for proposals, Auction, PKO): 

Creating and editing a draft application. 

Submit a completed application. 

Revocation of the application (available only during the application process): 

To make changes to the composition of the application; 

To refuse to participate in the selected procedure. 

 Respond to a request for additional information from the organizer on the submitted 
application. 

 Summing up the results: 



Participation in rebidding; 

View the trading results. 

Procedures become available to everyone for viewing immediately after they are published by the 
organizer, and go to the "Notification published" status. At this stage, you can get acquainted with 
the purchase items and dates of the procedure. 

When the application acceptance period starts, the application for participation and all related 
operations become available. If necessary, the organizer can request additional information on the 
application, and the participant will receive a notification in their personal account. 

At the end of the application acceptance period, the organizer proceeds to summing up the results. 
At this stage, the bidder can immediately select one or more winners according to the procedure, or 
invite participants to improve their offers by rebidding. Additional stages may be declared more 
than once. The participant can improve their offer at each stage of the procedure if they wish. When 
choosing a winner, the best offer from each participant will always be considered. 

Search for bids to participate in 
The procedures or certifications published by the organizer appear in the participants ' personal 
invitations or in public access in the Trade Procedures and Attestations journals: 

 

Post-publication procedures receive the status "Notification published", which means that the user 
can only get acquainted with the purchase information and documentation. Submission of 
applications for participation becomes available in the "Application acceptance" status. 

The following search filters can be used to search for trades: subject of the procedure, lot status, 
method of conducting, classifier of types of activities, region: 



 

To view information about the auction, click on the link in the name of the procedure or its lot. 

Submitting applications for participation 
Submission of applications for participation in the procedures is of the same type for Certification, 
Auction, Request for Proposals, and Request for Prices, and is divided into two parts: creating and 
editing an application, and submitting it for consideration to the organizer. 

Information about an application that was not submitted for participation is not available to the 
organizer. 

Creating and submitting an application for participation 
Submission of bids is possible for the procedure in the "Bid acceptance" status and is required for 
participation in the auction. To apply for participation, go to the page of the auction or lot you are 
interested in and click"Create a bid for participation": 

 

Each application consists of two parts that must be completed before submission: qualification 
requirements and a commercial offer. 

Qualification requirements - a part of the application for participation, in which it is necessary to 
fill in information on the organizer's requirements related to the supplier's qualification assessment. 



Mandatory criteria and documents will be marked with an asterisk "*". Criteria and documents 
without such a mark are considered optional and are filled in at the discretion of the bidder. The list 
of criteria and documents is set up by the organizer individually for each auction: 

 

Lots - part of the application for participation, in which participants indicate their offer for the lot of 
interest. The commercial part of the offer is submitted to the lot (the winner is selected by lot). Also 
in the lot, the organizer can offer to fill in the criteria for the subject of purchase. Mandatory criteria 
and documents will be marked with an asterisk "*". Criteria and documents without such a mark are 
considered optional and are filled in at the discretion of the bidder. The list of criteria and 
documents is set up by the organizer individually for each lot: 

 

Filling in information on lots 



For some items, the organizer may indicate that it is ready to purchase analogs instead of the 
original. In this case, you should add your own specification for this item. To do this, click on the 
"Add specification" link below the corresponding item name: 

 

In the window that opens, fill in the required fields and click "Save": 



 
After saving, a new position will be added with the previously specified information. Now you can 
specify a commercial offer based on your own specification: 

 



When filling out an application, you can use the mechanism of importing price offers by positions 
and specifications, which is especially important when there are a large number of positions in a lot. 
To do this, you need to download the import template on the application page in the "Lots" section 
by clickingon the "Download Offer template"button: 

 

For successful import, you must maintain the integrity of the template table and its data formats. 
Therefore, we recommend using Microsoft Excel to edit the file. However, the template format 
cannot be changed, and when saving it, you must leave it as standard:". xslx". 

When editing the import template, you must specify your price offers in the fields highlighted in 
blue. All other table cells that are protected from changes must be left unchanged: 

 

After you finish editing the template, you need to save all your changes, and then upload the file to 
the system. To upload the file, click onthe "Upload offer" button on the application page in the 
"Lots" section: 

 

In the case of a multi-lot procedure, one bid is submitted for the entire auction. And already in the 
application itself, you can select the lots of interest. To do this, in the "Commercial offer" section of 
the draft application, click on the "Participate" button next to the lots of interest: 



 

For each selected lot, you will need to fill in the required fields with evaluation criteria and 
commercial offer. 

After you have marked and filled in the data for all the lots of interest, you can submit an application 
using the button of the same name: 

 

After submission, the application is considered registered in the system. The application status 
changes to "Submitted": 



 

If the electronic signature functionality is enabled in the system, then you will need to sign the 
application for participation. The process of signing the application is described in the section " 
Signing the application for participation "(the section is available if there is an electronic signature in 
the system). 

The application is sent to the organizer for consideration. However, they can request additional 
information about it. In this case, the system notifies the participant that they need to go to their 
application and add the information requested by the organizer. The results of the application 
review and the decision on the selection of the winner are made in the procedure in the status 
"Summing up". 

Revoking and editing the application for participation 
If necessary, you can make changes to the submitted application for participation. You can edit the 
bid while the bidding process is in the " Bid Acceptance. In other statuses, you can't make changes 
to the application for participation. 

To make changes to the application, you must first withdraw it. 

To withdraw an application, go to the application page from the page of the auction for which it was 
submitted, or find the application in the "Applications for participation in procedures" section in the 
left side menu: 



 

On the request page, click "Withdraw": 

 

If the electronic signature functionality is enabled in the system, then you will need to sign the 
revoked application for participation. The process of signing the withdrawal of an application is 
similar to the process of signing the submission of an application and is described in the section " 
Participation in tenders "under"Signature of the application for participation". 

The request status will change to "Withdrawn". 

To make changes, now you need to click on the "Edit"button: 



 

Further changes to the application are made in the same way as completing the draft application 
described in the "Creating and Submitting an Application" section of the current guide. 

To resend the application to the organizer, click "Submit": 

 

It is possible to delete an application for participation before it is submitted for bidding. If the 
application has already been submitted, you can only revoke it. For more information on how to do 
this, see the section "Revoking and editing an application for participation" in the current guide. 

To delete it, click the same button on the draft request page: 

Deleting an application for 



 

After submitting an application for participation, the organizer can view it and, if necessary, request 
additional information on it. 

Notification of a request from the organizer is sent to the bidder's personal email address: 

 

To quickly access the response form for the organizer's request, click on the link from the email: 

Working with a dose request for information 



 

In the form that opens, you must read the organizer's request and provide the requested 
information. In the "Answer" field, add your own comment on the given question, and in the 
"Documents" section, attach files for clarification or additions: 

 

The history of requests and responses is available on the application page in the "Requests for 
additional Information" section: 



 

This section displays a complete list of requests for information about the lot. To view the response 
to the request, click on the link in the question title.  



Signature of the application for participation 
After you have marked and filled in the data for all the lots of interest, you can submit an application 
using the button of the same name: 

 

If the signature functionality is enabled in the system, then the submitted application for 
participation will need to be signed. To confirm the signature, the user should click onthe 
"Confirm"button, and to cancel the operation - "Cancel": 

 

After confirming the operation, the system will automatically sign the request and its status will 
change to "Submitted". 

Participation in the certification procedure 
Submission of applications for participation in the procedures is of the same type for Certification, 
Auction, Request for Proposals, and Request for Prices, and is divided into two parts: creating and 
editing an application and submitting it for consideration to the organizer. 

Information about an application that was not submitted for participation is not available to the 
organizer. 



Creating and submitting an application for participation in the 
certification process 
Submission of applications is possible for procedures in the "Application acceptance" status and is 
required for obtaining certification. Several applications can be submitted for participation in the 
certification, but the application submitted and not considered must always be one. 

To apply for participation, go to the page of the certification you are interested in and click "Create 
application for participation": 

 

Each application consists of a questionnaire, which must be completed before submission. The 
questionnaire can consist of different types of questions, which have their own restrictions. For 
example, in the fields for entering TIN, a check for the correctness of the entered data works. The 
questionnaire may also contain questions where you need to specify the date, upload the file, and 
select the appropriate values: 

 

Mandatory questions are marked with an asterisk in the questionnaire. 



The questionnaire can also contain a question in the form of a table. To fill in the table, you need to 
add a row to it by clicking onthe "Add row"button: 

 

You can add any number of rows to the table. In the added rows, the user can fill in all the necessary 
information. If an extra line has been added, you can delete it by clicking on the "Delete" button: 

 

After filling in the information in the questionnaire, click "Save" to save the entered data: 

 

After the participant has filled out all the necessary information in the questionnaire, they can submit 
it by clicking on the corresponding button: 



 

Next, you need to confirm the operation by clicking on the "Confirm" button: 

 
The application status will change to "Submitted" and it will be available for viewing and making a 
decision to the organizer. 

Section "Applications for certification" 
This section displays a list of all previously created applications for participation in attestations from 
your organization. To go to the application review page, click on the "Applications for certification" 
link in the "Personal Account" menu. 



 

You can search for applications for certification by the part or full name of the procedure, the status 
of the procedure, the status of the application, and the time interval when the application was 
submitted: 



 



Participation in the auction 

Submission of an offer during an open auction 
When conducting an Auction, the bidder submits its price offer by improving the initial price at the 
auction step during the trading session. To participate, you need to go to the lot page and go to 
the auction progress page on the start date and time specified in the lot: 

 

The participant makes new offers in the "My offer" section. You can change your price offer 
manually in the corresponding fields, or use the "Reduce by step" button to automatically calculate 
the offer. To submit a new offer, click onthe "Submit offer"button: 

 

If the signature functionality is enabled in the system, then the bet placed will need to be signed. 
The bid signing process is similar to the bid signing process and is described in the " Bid Signing 
"section of the" Bid Signing " section. 

After the transaction is confirmed, a new bidder's offer will be displayed during the bidding process. 

The "Trading progress" section displays new offers made by participants, as well as the time when 
they were submitted. The names of all participants are hidden under to ensure anonymity. Your bid 
is signed with the name and details of the participant's organization: 



 

At the end of the auction, the organizer will review the submitted bids of participants and publish 
the results, completing the procedure. 

Auction hall 
This section displays a list of all lots with an active trading session. The list of auctions includes both 
auctions and face-to-face rebidding of the following procedures: request for proposals, request for 
prices. 

To go to the auction hall page, click on the link "Auction Hall" in the menu " Personal account: 

 



The auction hall allows an organization participating in several trading procedures to more quickly 
navigate through price offers submitted by other participants. In addition, the auction hall allows 
you to immediately submit competitive price offers during the trading session. 

The auction hall page is divided into three elements: 

 A list of lots currently in the trading session, with the ability to switch between them. 

 Separator, an element that allows you to change the size ratio between elements: List of lots 
and the trading session page. 

 The page of the trading session of the selected lot, which opens on the "my offer" block, and 
allows you to submit a price offer immediately after selecting the lot. 

 

In each downgrade auction, a link to the procedure's auction hall is available. In the list of lots, only 
the lots of the trading procedure under consideration are available for selection. 

 



 



Trading results 
Depending on the procedure carried out, the organizer selects the winner based on price and non-
price criteria, provided that all other requirements for the bidder are met. 

If no bids were submitted or only one bidder was allowed to participate in the procedure, the bidder 
may decide to complete the bid without a winner. 

After the results of trading are published, the procedure goes to the "Completed" status. 

By the decision of the organizer, the auction may be canceled. In this case, the lot status will change 
to "Canceled". 

The organizer's decision is recorded and published on the lot page in the "Results" section. 
Depending on the system settings, the participant can view the trading results only relative to their 
own results or the results of all participating counterparties. 

 

All results are available to the participant: 

The participant can only view their results: 



 



Bidding questions and invitations 

Bidding questions 
If the information in the published notice and related procurement documentation is not sufficient, 
you can send a clarifying question to the auction organizer. Sending a question is available in the 
bidding statuses "Bid acceptance" and "Notification published". On the bidding page, click the "Ask 
a question" button. In the pop-up window that opens, you should describe the problem and then 
send your question to the organizer. 

 

The organizer of the auction can send the answer to the question to the user personally or publish it 
on the auction page in the "Questions about the auction" block. You will be notified of the response 
in your personal messages. 

All questions from your organization and their answers can be viewed in the "My Questions about 
procedures and lots" journal. To do this, click on the link of the same name in the left side menu: 

 



The participant can use search filters based on the part of the question or its current status. After 
installing the search filters, clickthe "Search"button: 

 

To view the answer, click on the link in the "Question" column. 

Sometimes the organizer may leave a question unanswered. In this case, you need to contact them 
in another way to get clarification on the question asked: 

 

Invitations to participate in certification and trade procedures 
The organizer can invite users to participate in its own attestations and trading procedures. The 
Invitations section contains a list of such notifications sent by the organizer. 

To go to the invitation viewing page, click on the link in the "Personal Account" menu or click on the 
"Invitations" tile: 



 

You can search for invitations by part of the lot name or by sender (auction organizer): 

 
To view the invitation, click on the link in the "Sent" column. 

The invitation viewing page displays information about the procedure being performed: 

 

To proceed to creating an application for participation, use the button of the same name. The 
further process of filling out and submitting an application for participation is described in detail in 
the section "Creating and submitting an application for participation". 

If you are not interested in performing the work for which the auction has been announced, you 
should ignore this invitation. 



Section "Applications for participation in procedures" 
This section displays a list of all previously created applications for participation from your 
organization. To go to the application review page, select "Applications for participation in 
procedures" in the left side menu in the "Participation in procedures" section, or click on the "My 
applications for participation in procedures" tile: 

 

You can search for bids by part or full lot name, bidding method, lot status, bid status, and time 
period when the bid was submitted: 

 

To view the bid, click on the link in the "Creation Date" or "Bid Status" column, and to view 
information about the auction, click on the link in the " Procedure No." or "Procedure"column. 



Participation in the auction 
When conducting an auction, the bidder submits its price offer by lowering the initial price by the 
auction step during the trading session. 

To participate, you need to go to the trading progress page in the lot or to the auction hall on the 
date and time of the start of trading specified in the auction and click on the "Participate"button. 

 

 

After that, the block for submitting price offers opens. 

The participant makes new offers in the "My offer" section. You can change your price offer 
manually in the corresponding fields, or use the "Reduce/ Increase by step" button to 
automatically calculate the offer. To submit a new offer, click on the "Submit offer"button. 



 

 

After confirmation, the system will display the new offer of the participant. The "Trading progress" 
section displays new offers made by participants, as well as the time when they were submitted. The 
names of all participants are hidden to ensure anonymity. Your bid is signed with the name and 
details of the participant's organization. 

 

At the end of the auction, the organizer will review the submitted bids of the participants and 
publish the results, completing the procedure. 

Simplified auction hall 
This section displays a list of all lots with an active trading session. 

In order to go to the auction hall page, you need to select the item "Auction Hall" in the "Personal 
Account" menu in the left side menu in the "Participation in procedures"section. 



 

The auction hall allows an organization participating in several trading procedures to more quickly 
navigate through price offers submitted by other participants. In addition, the auction hall allows 
you to immediately submit competitive price offers during the trading session. 

The auction hall page displays a list of lots currently in the trading session. 



 



Participation in rebidding 
If the bidder's organization receives an invitation for rebidding, it means that the bidder offers to 
improve the offers based on the criteria in the previously submitted request for participation in the 
Price Request or Request for Proposals. Rebidding can be of several types. 

If there is no new price offer from the participant during the rebidding process, the winner's best 
offer received at one of the previous stages will be considered when selecting the winner. For 
example, when accepting applications.  



Participation in online rebidding 
Online rebidding - rebidding with an open form for submitting price offers during trading. 
Participants have the opportunity to reduce the price offer indicated in the application for 
participation. Bidding takes place from the price offer specified by the participant in the application 
for participation. 

When rebidding with an open price submission form, the bidder will be able to improve their price 
offer by lowering the initial price by an auction step during the trading session. To participate, you 
need to go to the lot page on the date and time of the start of trading specified in the invitation, 
select rebidding in the "Additional stages" section, and then go to the trading progress page: 

 

The initial value of all criteria is the best suggestions of participants from previous stages. 

The participant makes new offers in the "My offer" section. You can change your price offer 
manually in the corresponding fields, or use the "Reduce by step" button to automatically calculate 
the offer. To submit a new offer, clickthe "Submit offer"button: 

 



If the signature functionality is enabled in the system, then the bet placed will need to be signed. 
The bid signing process is similar to the bid signing process and is described in the section " 
Participation in tenders "under"Bid signing". 

The "All offers" section displays new offers made by participants, as well as the time when they were 
submitted. The names of all participants are hidden to ensure anonymity. Your bet is highlighted in 
one of the colors described in the legend above the table: 

 

At the end of the rebidding, the organizer will get acquainted with the new proposals of the 
participants and make a decision on the winner or announce a new stage. The number of rebiddings 
is determined by the organizer itself. 

Participation in rebidding in the form of a one-time price 
change 
When conducting a rebidding in the form of a one-time price change, you can improve your price 
offer by submitting an application to participate in rebidding. To participate in a new stage, go to 
the lot page on the date and time of the start of accepting bids specified in the invitation, select 
rebidding in the "Additional stages" section, and then create a bid for participation in rebidding, 
specifying your new offer: 

 



To submit an application for participation in the rebidding process, click on the "Submit" button: 

 

If the signature functionality is enabled in the system, then the submitted application for 
participation in rebidding will need to be signed. The process of signing the application is described 
in the section " Participation in tenders "under"Signature of the application for participation". 

Participation in an additional document request 
If the bidder's organization received an invitation to participate in an additional request for 
documents, then the bidder required supporting documents. 

A notification of a request from the organizer will be displayed in the bidder's personal email 
address: 

 

To quickly go to the additional information request page, follow the link from the email: 



 

Or open the trading procedure page and go to the "General Information" tab in the block 
"Additional stages" follow the link in the issue of the additional document request: 

 

To participate in the new stage, you need to create a package of documents by clicking on the 
"Create document package" button: 



 

On the page that opens, attach the required documents and click on the "Submit"button: 

 
Information about the application will be displayed in the log "Applications for participation in 
procedures".  



Section "My attestations and blockages" 
This section displays a list of all certifications and blockages of the bidder's company. 

After the organizer admits the application for certification of the participant, the corresponding 
entry appears in this journal. The entry indicates that the bidder has attestation for certain types of 
trading activities, with the specified period of validity of this attestation. Certification allows you to 
receive up-to-date invitations to auctions from the organizers for specialized activities. 

If the blocking functionality is enabled in the system and the company was added to the blocking 
list by the operator for some reason, this information will also be displayed in the "My attestations 
and blockages"log. If a participant has a valid block, they will not be able to apply for participation in 
trading procedures in individual regions or in all regions (depending on the information in the block 
record) until the end of the block period. 

To go to the page for viewing attestations and blockages, click on the "My attestations and 
blockages" link in the "Personal Account" menu: 

 
You can search for entries by part or full name of the organizer's company, type: certification for 
participation or blacklist of participation, region, and by type of economic activity: 



 



Number of procedures involving 
To view the number of procedures that were attended, select the item "Number of procedures with 
participation" in the "Statistics"section: 

 

The page that opens contains information about the number of procedures that were attended, 
divided by the method and form of the procedure. 


