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• 31/07/2023 – Added slide of explanation on how to add a file signed digitally

• 03/10/2023 – Added slides related to response entry - sustainability data

• 31/10/2023 – Added alert for insertion of attachments in response - sustainability data

• 06/11/2023 - 23. 3 Added slide on submitting an offer, excluding non-mandatory answers

Summary of recent changes
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Suppliers invited to participate 
in the Procurement Process will 
receive an email in which the 
PPR and project code can be 
viewed

By clicking on the link, the 
supplier will be redirected to 
the Global Procurement portal

1

Procurement Process - Supplier Response
Supplier invitation and access to WeBUY

1

2

2 Also available a video tutorial 
on how to respond to a 
Procurement Process in 
WeBUY in the following

https://globalprocurement.enel.com/become-a-supplier/procurement-process
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1

Procurement Process - Supplier Response
Supplier invitation and access to WeBUY

2

In the Global Procurement 
portal click on "Access".

Enter your username and 
password and click “Sign in".

1

2
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On the dashboard click on 
«Sourcing > Procurement 
Process > My Procurement 
Process» to view all the PPRs 
and click on the PPR of interest.

Procurement Process - Supplier Response
How to configure the PPR response

1

1
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Inside the PPR it is possible to view its details. To configure your answer, click on “Create Response" or on “Decline to Respond" if you want to
refuse the PPR invitation
Clicking on “Decline” it will be necessary to insert a motivation, and eventually a comment.

1

Procurement Process - Supplier Response
How to configure the PPR response

1

2

2

The supplier may participate in the tender 
after declining to respond and vice versa, i.e. 
declining to respond after having clicked on 
intend to respond.
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Define modes of participation
1 When the supplier is 

going to present an 
offer to the 
Procurement Process to 
which he has been 
invited, he will have to 
decided how to answer 
the PPR. The options 
are:
Present an offer as a 
Temporary Group, in 
this case the supplier 
will be able to define 
the participants of the 
Temporary Group, as a 
consortium, in this case 
the supplier will be able 
to manage the 
participants in the 
consortium, or as a 
Single Company

Procurement Process - Supplier Response

1
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In the "Summary of My Responses" section, there is a list of mandatory responses that remain to be completed.

It is possible to configure the response, using the "Download Questionnaire in Excel" feature or by directly entering data into the system

Procurement Process - Supplier Response
How to configure the PPR response

1

1

2

2
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Click on "Change Response“ to configure your response within each envelope (administrative, technical, economic)1

Procurement Process – Supplier Response
How to configure the PPR response – Direct data entry into the system

1
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The supplier will be able to
upload, for parameters that
require it, a digitally signed
file. He will be able to do this
by dragging the file or by
searching for it on the
computer using the "browse"
button.
If the file is correctly digitally
signed, he will subsequently
have to click on confirm.
Otherwise, the system will not
allow him to upload the file.

1

Procurement Process – Supplier Response
How to configure the PPR response – Direct data entry into the system

1

2 This action shall be repeated or shall follow the same 
process in the case of configuring the PPR response through 
Excel, in a MultiPPR project or when the modification of the 
response has already been sent. Also, in the last step of the 
configuration of the response of any of the envelopes 
(Administrative, Technical and Economical)

2
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After entering all the required information (the parameters with the red asterisk are required for the transmission of your answer), click
on "Save and Return".

The configuration procedure will be the same for the technical and commercial envelope

Procurement Process - Supplier Response
How to configure the PPR response – Direct data entry into the system

1

1
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Using the "Download Questionnaire in
Excel" feature, it will be possible to
provide a response to the PPR offline by
filling out an Excel file.

Once you have completed compiling the
file, you will need to upload it via the
"Insert" option shown in the image

2

Procurement Process - Supplier Response
How to configure the PPR response – Data entry through Excel

1

1

1

2
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The supplier may submit responses for all the envelopes configured in the PPR (administrative, technical, economic). The
"attached" items must be completed directly on the platform by uploading the file requested by the buyer. In addition, items
that require a mandatory response will be marked in yellow , those made optional will be highlighted in light blue. 2

Procurement Process - Supplier Response
How to configure the PPR response – Data entry through Excel

1

1 2
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In case the buyer has enable the supplier the possibility of attach generic archives, the supplier would find an area to upload generic
documents inside each envelope where the buyer has enable this possibility (Administrative, Technical and/or Commercial). This area is
called «Additional Attachments Area». To upload a file, click on «Add/view attachments» and select the file desired

Once the file is selected, it will appear uploaded inside this section. To finish the answer to this envelope, click on «Save and Return»

Procurement Process - Supplier Response
How to configure the additional attachments in the PPR response

1

2

1
1

2
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1

Procurement Process - Supplier Response
How to configure the PPR response – Sustainability Data – Direct data entry into the system

It is possible to configure the response,

either by using the "Download

Questionnaire in Excel" feature or by

entering the data directly into the

system.

To enter the datti directly into the

system within the technical response,

click on the marked icon to enter the

response

1

1
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1

Procurement Process - Supplier Response
How to configure the PPR response – Sustainability Data

The answer to the first section (marked

on the image) define the enablement of

the other sections that will be

conditional on that response. The

supplier can choose «YES», «NO» or

«COMMITMENT».

Depending on the merchandise group of

the tender, there will be shown

information as the supplier responds to

each of the sections.

Once every section have been

completed, the supplier can click on

“Save and Return”

1

2

2
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Procurement Process - Supplier Response
How to configure the PPR response – Sustainability Data – Data entry through Excel

1

2

After clicking on the "Download Questionnaire in Excel" feature,
(as shown in slide 15), once the file is downloaded, it will be
possible to enter the sustainability data within it in offline mode.

It will be necessary to fill in all the mandatory fields marked in
yellow in the excel file. Based on the answers entered in those
fields, additional ones will automatically open, some marked in
yellow, within which it will be mandatory to enter the answer,
others in blue, for which the answer will be optional.

1 2

2

2

3

The "attached" items must be completed directly on the
platform by uploading the file requested by the buyer.

3
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In case the supplier has to respond to a Multi-PPR, it is important that he responds to each of the lots.
Therefore, it will have to select each PPR (Administrative and individual lots) and within them respond to the individual envelopes.

Procurement Process - Supplier Response
How to configure the PPR response in a multi-lot project

1

2

2

1

1

1

2
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After entering all the required parameters click on "Submit Response"1

Procurement Process - Supplier Response
How to submit the PPR response

1
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The status of your reply will go to «Published» and within the PPR there will be evidence of the date and time of sending1

Procurement Process - Supplier Response
How to submit the PPR response

1
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With the PPR in the “Running” status, the supplier may modify its response once it has already been sent1

Procurement Process - Supplier Response
How to modify the PPR response

1
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While the PPR is in “running” status, it will always be possible to modify the response and/or withdraw the response sent through the
option “Withdraw Response".

1

Procurement Process - Supplier Response
How to withdraw the PPR response

1
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Once the reply has been revoked, a new reply may be sent, or the previous reply may be deleted.1

Procurement Process - Supplier Response
How to delete the PPR response

1

1
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In case the supplier mistakenly clicks on "Intend to respond" or subsequently wishes to decline the invitation to the PPR, he can cancel his
acceptance by clicking on the three dots [...] and then on "delete reply".
You then click on confirm
You can then decline the invitation again.

1

Procurement Process - Supplier Response
How to Reject an Invitation to the PPR after Acceptance

1

2

2

3

3



Procurement Process - Supplier Response
How to submit a bid excluding "Not answered" questions

The supplier has the option to submit a

bid by answering only the mandatory

questions (marked with *).

To do so, he/she will have to deselect

the non-mandatory fields; this can be

done manually or by clicking on the

"Exclude Not Answered" button.

1

1
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