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Supplier – Forms Completion Request 
Forms Completion Request  Home Page

The supplier receives a notification e-
mail regarding the completion of the 
Forms.
In HOME PAGE , the supplier finds 
the request to fill in the 
questionnaires directly, in the "RFQ 
Update" section.

By clicking directly on "Enel", 
the supplier can access the 
forms
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Supplier – Forms Completion Request 
Forms Completion Request - Supplier Forms Display

To fill out the forms the supplier has 
to click on the name of the Form and 
complete It 
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Supplier – Forms Completion Request 
Forms Completion Request  - Editing

The Form icon is yellow because the 
supplier did not completed the form 
yet

To start the compilation click on
“Edit ”.

In case the supplier should go back, 
he can click on the icon:
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Supplier – Forms Completion Request 
Forms Completion 

By clicking on “edit” the supplier will 
be able to fill in the Form, after 
completing it  the yellow icon will 
become blue.

To save changes and proceed to the 
next form, click:

“Save and Continue”
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Supplier – Forms Completion Request 
Forms Completion 

The supplier by clicking "Save and 
Continue" will not return to the page 
with all the forms, but will be 
directed directly to the next form in 
edit mode 

Once completed click on: 
“Save and Continue”

The supplier can cancel the 
compilation of the form is 
completing by clicking on "Cancel". 
By clicking on "Cancel" the 
information added to the previously 
completed forms will not be lost.
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Supplier – Forms Completion Request 
Returning completed Forms  to Enel

Once all the Forms have been 
completed, a popup will 
automatically appear asking whether 
to send the Form to the Qualification 
Team.
It is also possible to do so later if 
there is a need to make changes or 
to complete the compilation at 100%



Training - Buyer of 2One Global Procurement System USE: Public Company

Procurement Unit
7

Supplier – Forms Completion Request 
Returning completed Forms to Enel

Once the compilation is complete, 
the supplier must be sent the forms 
back to ENEL.
Click on :

"Send Forms to the 
Qualification Team"
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Supplier – Forms Up Date Completion Request 
Forms Completion Updating Request - Home Page

The supplier receives a notification e-
mail regarding the completion of the 
Forms.

Directly on Home Page, the supplier 
will see in the section “RFQ Update” 
the  request.

Click on the request.
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Supplier – Forms Up Date Completion Request 
Forms Completion Updating Request – Supplier Forms Display 

the form has a 100% completion 
percentage as it contains the 
answers already given previously by 
the Supplier. The Supplier must view 
the Form and makes changes if 
necessary.

click on the form name 
to complete it
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Supplier – Forms Up Date Completion Request 
Forms Completion Updating Request – Editing

The screen shows the form to be 
completed. The supplier in order to 
proceed can click on::

“Edit ”.

In case the supplier wants to go back 
can click on the icon:
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Supplier – Forms Up Date Completion Request 
Completion Request

Once completed click on: 

“Save and Continue1
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Supplier – Forms Up Date Completion Request 
Returning completed  Forms to Enel

Once all the forms have been 
completed, a popup will 
automatically appear asking to the 
supplier whether to send the form to 
the Legal evaluator.

It is also possible to do so later if 
there is a need to make changes or 
to complete the compilation at 100%
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Supplier – Forms Completion Request 
Returning completed  Forms to Enel

Once the compilation is complete, 
the supplier must  sent back the 
forms  to ENEL.
Click on :

"Send Forms to the 
Qualification Team".
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