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1.REGISTRATION OVERVIEW

The registration of suppliers is the tool through which the territorial
offices of the Italian Trade Agency intend to proceed with the
identification of the companies qualified to provide the works, supplies and
services it needs to carry out its promotional and institutional activities.
The registration is free of charge. It is suggested to read the regulation
registration page

Documents needed for the registration:
1. Company’s Commercial License in PDF format

2. Civil ID copy in PDF format of the civil id of the person of
authorized signatory

To set-up an account, a series of steps need to be followed (illustrated in
Figure 1):

The data of the operator will be collected and processed exclusively for the
purposes permitted by law in accordance with current privacy legislation
(EU Reg. no. 679/2016). For more information on this, you can visit the
dedicated page by typing the web address https://www.ice.it/it/privacy-
fornitori

For any assistance, please contact Riyadh’s Office — via the following e-

mail address: riyad@ice.it


https://ice.traspare.com/suppliers
https://ice.traspare.com/suppliers
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Figure 1 - Overview of the Registration process with TRASPARE
(Certified eProcurement platform

Please check your registered Did you check the
email and click the link in the email you registered
1st received email. with after signing up?

No

Did you check the
email you registered
with after signing up?

Please check your registered
email and click the link in the
2nd received email.

yes
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2.CREATION OF THE TRASPARE ACCOUNT

2.1 The first step of the registration is to access the dedicate page
the Traspare webpage and you will see the sign-up button at

the end of the page (Figure 2.1). Before pressing the sign-
up button, make sure the language setting is in English first,
by changing the flag setting at the top right-hand side of the

same page.

Figure 2.1- Sign up button

TRASPARE DOCUMENTS ~ PUBLICTENDERS  CONTACT
= - s
Bandi Di Gara Albo Fornitori Contatti
L'albo dei fornitori, & lo strumento con cui La sezione "Contatti" contiene i recapiti

La sezione "Bandi Di Gara" contiene gli awisi,
i bandi e le altre procedure promosse
dall'ente

I'ente procede alla identificazione delle aziendali aggiornati.
imprese pil qualificate a fornire i lavori,
forniture ed i servizi di cui necessita e alla
individuazione dei professionisti pit

qualificati a fornire prestazioni professionali.

N\
Not registered yet? —

Do you want to use the services offered by ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E
L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE?

m TRASRE Links Latest news

HOME

NOTICES

1. After the “Sign Up” button is clicked, you will be directed on the
Traspare portal (Figure 2.2)



https://ice.traspare.com/
https://ice.traspare.com/employees/sign_up
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Figure 2.2— Traspare Portal Page

0 @ ice.traspare.com (&

“ certified eProcurement platform
Register to our portal
ICE AGENZIA PER LA PROMOZIONE ALLESTERO E LINTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE

Title Name
Mr. -
Surname Email address

(Use an ordinary e-mail address for registration and NOT a REM
(Registered Electronic Mail) address)
Password Confirm password
o (o]

(A valid password must contain at least 8 characters, of which

one uppercase letter, one lowercase letter, one number)

Birth Date Birth Country
ITALY -
Enter date of birth
Region Province
Select a region... - Select a province... -

Place of birth
Italian citizenship
Select a city... -
Gender Tax Code/Social Security Number
l Select...

Time zone
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In the registration portal, make sure to deselect the "Italian Citizenship"
field option.

Furthermore, for the Saudi company, the Tax Code/Security Number
field option is substituted with the commercial registration number that
you can find in your company commercial license.

For the rest, please fill in the required field with the company details and
for personal details make sure to pick the decision maker/ authorized
authority signature.
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2. ACCOUNT ACTIVATION

3.1) After filling out all the fields in Figure 2.2 and submitted the
answers, you will receive an email in English from Traspare at your
registered email address with the following subject “ICE AGENZIA
PER LA PROMOZIONE ALL'ESTERO E
L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE-
Welcome” ( Figure 3.1)

Figure 3.1- 1*' email

|
T

Q_ Cerca nella posta

O Assente v ® 533

1L
Tl

€« B O B & 4di22290 < ¥ Ie~

ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE & &
|TAL|ANE - We|come Posta in arrivo x

no-reply@traspare.com 10:54 2orefa) v @ €
ame v

e the following link:

0 activate your P
Activate Account

or copy and paste the followigg’address into your browser bar:
https://ice.traspare coaErification_employee?token=887d90095f5f4d994409b27a50f14bc11b724a3b

Thank you for choosing our online services.
Best regards

Portal Administration
ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE

© 2024 ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE

L] TRASPARE

e If you do not receive the email, be sure to check your spam folder.
Then, click on the hyperlink labeled “Activate Account”
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3.2 ACCESSING THE PORTAL

After clicking “Activate Account” you will be redirected to the portal login
page (Figure 3.2)
Or you might be directed automatically to Portal home page on Figure 4

Figure 3.2 — Portal login page

0 & ice.traspare.com G ¢

j°d TRASPARE

certified eProcurement platform

Public Access

ICE AGENZIA PER LA PROMOZIONE ALLESTERO E
LINTERNAZIONALIZZAZIONE DELLE IMPRESE
ITALIANE

Email address

Password

©

D Remind me Password recovery

Login
© Login with SPID
%} Login with CIE

= Login with CNS

Not registered yet? Click here
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3. PORTAL ACCESS

After logging in, you will be redirected to the home page of the portal
(Figure 4)

Figure 4 — Home page of the portal
= I O

# Home & Profile v ® Communications @ v @Help

Through the settings in your profile you can set your preferred time zone to change the display dates within your backend

Contracts

Manage your contracts

o Click the button “Activate” to proceed with the Registration

10
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3.1. Finalize the personal data information

1. After clicking "Activate," users are directed to a supplier
registration form where they need to provide residence
information, while economic operator data from the first step of
the registration it is now shown at the top, scroll down the page to
complete the form (Figure 4.1)

Please fill in all required fields marked with an asterisk (*) on the form.

(Figure 4.1) -Economic Operator Data

# Home & Profile v ® Communications @ v @ Help

Economic Operator data
TYPE OF REGISTRATION"
ORGANISATION NAMj
BASED IN I ”
Unselect
IN POSSESSION OF VAT IDENTIFICATION NUM§ the tWO
fields

VAT IDENTIFICATION NUMBI

TAX CODE/SOCIAL SECURITY NUMBER"
REGISTERED ELECTRONIC MAIL (REM)"

EMAIL ADDRESS"

Consent to data processing

11
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2. As mentioned previously, the Tax code/Social Security Number
for the Saudi companies is substituted with the commercial
registration number that can be found in the company commercial
license.

-Regarding the Registered Electronic Mail (REM)
keep the same email as initially registered

- Consent to data processing by selecting the two
boxes

12



I'JA®

ITALIAN TRADE AGENCY

5.REGISTERED ELECTRONIC EMAIL (REM) Under verification.

Once you complete and submit the economic data, you will be redirected
to the main page. At this point, you should see a 'Registered Electronic
Mail (REM)' status indicating that your email is under verification (Figure
5.1). This means you need to check your registered email for a second
message from the platform

Figure 5.1- Status showing 'Registered Electronic Mail (REM) under
verification

Through the settings in your profile you can set your preferred time zone to change the display dates within your backend

Economic Operator Contracts

A REM (Registered Electronic Mail) has been sent to you to verify your account. If you do not receive it, Manage your contracts

you can repeat the procedure using the “verify REM" function

13
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5.2 Verify Your Registered Electronic Mail.

1. Check your registered email inbox for a message with the subject:
“POSTA CERTIFICATA: ICE AGENZIA PER LA
PROMOZIONE ALL'ESTERO E
L'INTERNAZIONALIZZAZIONE DELLE IMPRESE
ITALIANE - Verify Registered Electronic Mail (REM)”

If you do not receive this email, check your spam or junk folder.
2 Once you locate the email, scroll down and click the Activate button
to complete the verification process (Figure 5.2)

(Figure 5.2)- Verify your Registered Electronic Mail (2" email)

|
T

O Assente v @ 533

Q_ Cerca nella posta

1L
Tl

< (O] ] =5 : 5di22292 < > T~

Il messaggio originale € incluso in allegato.
Identificativo messaggio: opec210312.20241010103055.174826.914.1.56@pec.aruba.it

piattaforrna,traspare@pec,it_m piattaforma.traspare@pec.it ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE
IMPRESE ITALIANE - Verify Registered Electronic Mail (REM) ARUBA PEC S.p.A. 10/10/2024 10:30:55 opec210312.20241010103055.174826.914.1.56@pec.aruba.it
<670790bf36471_11438d2dfec5e6de70686c6@traspare-app-c1.mail>

--------- Forwarded message ----------

Bcc:

Date: Thu, 10 Oct 2024 10:30:55 +0200

Subject: ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE - Verify Registered Electronic Mail (REM)
L}

I:)ea_
to yerifieuaur REM (Registered Electronic Mail), please use the following link:
Activate Account

or copy and paste the following address into your browser bar:
https://ice.traspare.com/verification_pec_supplier?token=f7cc5da1c33850ed2f4088e18cae10e41ddef327

Thank you for choosing our online services. We kindly remind you that by activating your account you are not automatically registered to the Suppliers Register.
Best regards

Portal Administration
ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE

© 2024 ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE

EN roa<pupe

14
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6.CONTINUE WITH THE REGISTRATION

1.After your REM is validated, you will be directed to the portal's
main page. There, you'll see an icon showing "In progress.' Please
click button “enter” to continue with your registration. (Figure 6.1)

Figure 6.1- In progress icon on the main portal page

ED w < 0 & ice.traspare.com - N @ lﬁ + 38

Traspare E ] - g.

# Home # Supplier Registration ® Tenders & Profile v ® Communications @ v ®@ Help

Profile Update

Through the settings in your profile you can set your preferred time zone to change the display dates within your backend

Supplier Registration Tenders
Displays the status of your registration and allows modifications Manage your tender procedures
Enter )De\ele Registration ’ Enter

15
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6.2 Complete the Supplier Registration — Personal data

1. After pressing the Enter button, you will be directed to the supplier
registration page. Enter the required residence information as

prompted (Figure 6.2)

Figure (6.2)— required residence information

evoe M-+ < 0 } ice.traspare.com ” < N¢)
m Traspare
A Home # Supplier Registratior ¥ Tenders & Profile v ®, Communications @ v ®@ Help

Residence information

Make
Italian resident sure to

leave it
unselect
Phone" ed

16
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6.3 Complete the Supplier Registration — Company Data
Please fill out all required fields marked with an asterisk (*). In the 'Type
of Registration' section, select the type of business for your company, and
then choose its product category in the 'Product Category' section
(Figure 6.3)

(Figure 6.3)— select the 'Type of Registration' and then the 'Product
Category

M~ < 0 ice.traspare.com Gy ¢ ® M
# Home # Supplier Registratior ¥ Tenders & Profile v % Communications @ v @ Help

Type of Registration

Supplies
Paragraph 9, Of The Code
re Public Contracts Other

Pursuant To Art. 3, Paragraph 7, Of The Cade) Pursuant To Art. 3,

Works Contracts Are Public Contracts Having

As Their Object The Execu

Product Categories

To select the categories yopf are interested in, click on the checkbox next to the chosen category.

When there is a small gsffigle on a category, it means there are subcategories. To display them, click on the

17
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6.4Complete the Supplier Registration — Documents
In this section, please upload the Civil ID of the decision maker or the

person authorized to sign, along with the expiration date in the 'Deadline’

field. Next, upload the Commercial License in PDF format, including its
expiration date (Figure 6.4)
(Figure 6.4) —Upload the Civil and Commercial License

Traspare

# Home # Supplier Registration ¥ Tenders & Profile v #® Communications @ v ® Help

o Personal data e Company Data e Documents Confirm

= O

Required Documents

" Identification document - |dentification

document (format: pdf,p7m) e
" Company Registration Report - Official

company description (format: pdfp7m) & ypioad
Certifications Held

It is recommended to include all certifications/qualifications held (ISO, Emas, SOA, registration in the national register of operators, ...) in order to be identified in filter searches

Failure to upload a certification may result in the exclusion from procedures that require it.

Add certification. e n

18
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6.5 Complete the Supplier Registration — Confirm
In this section at the beginning of the page you will find:

e Data Summary — Representative

e Data Summary— Company

e Data Summary— Product Category

e Data Summary— Attached Documents

Please download the registration form from the bottom of the page, fill
it out, stamp and sign it, then upload it again in PDF format (Figure 6.5)
(Figure 6.5)— Download the registration form and upload it in PDF
format.

ICE AGENZIA PER LA PROMOZIONE ALLESTERO E LINTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE (Entity), in its capacity as personal ¢
transmitted will be processed by the Entity electronically and on paper, with logic strictly related to accreditation to this portal, participation in tende
registration in the Entity's Supplier Register. The processing will be carried out in such a way as to guarantee the security and confidentiality of the data

mentioned purposes and to comply with specific legal requirements.
Pursuant to and for the purposes of the GDPR, you have the following rights as a Data Subject, which you may exercise vis-a-vis the Data Controller:

a. the right to obtain from the Data Controller confirmation as to whether or not personal data relating to the data subject are being processed a
information provided for by Article 15 of the GDPR and, in particular, those relating to the purposes of the processing, the categories of persc
recipients to whom the personal data have been or will be communicated, the storage period, etc;

h tha rickt +a Ahtain tha rantifiantian Af marnanal Aata Aanaarnins tha Aata suhinat an sl As the intasratian A aliabh Aata widhars thou Ara ~asn

| consent to the processing of my personal data pursuant to EU Regulation 2016/679

Registration form

Download the registration form by clicking the button below.

Please add either a digital or handwritten signature

Only digitally signed files in p7m format or handsigned files in PDF format are allowed. Other types of signatures will not be considered valid by the sys
Upload the file to the system using the ‘upload form' button.

ATTENTION: The file should be the one generated in the current recording session! Documents generated previously will be considered invalid

Download registration form

@® Back

After pressing save and submit, you will be directed at the main page and
you will see that the icon has changed to “Awaiting for approval by the
institution” (Figure 6.5)

19
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Figure (6.5)- Icon has changed to “Awaiting for approval by the
institution”

Traspare

# Home # Supplier Registration ® Tenders & Profile v ® Communications @ v @ Help

Profile Update

Through the settings in your profile you can set your preferred time zone to change the display dates within your backend.

Awaiting approval by the Institution (DO NOT contact Traspare assistance)

Supplier Registration Tenders

Displays the status of your registration and allows modifications Manage your tender procedures

AN YF SN 4 ..

20
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7. REGISTRATION CONFIRMATION

Immediately after you last submission, you will receive an email with the
subject: “POSTA CERTIFICATA: ICE AGENZIA PER LA
PROMOZIONE ALL’ESTERO E L’ INTERNAZIONALIZZAZIONE
DELLE IMPRESE ITALIANE — Registration submitted (Figure 7.1)

(Figure 7.1) Registration submitted email

Q_ Cerca nella posta = ®oninev (@ @ # LLA® 0

€« B O m & 0 @ m D 7di8398 < > T¢ v B

: romgn
To:
Cc: @

Bcc:
Date: Sun, 13 Oct 2024 08:27:30 +0200

°
Subject: ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE - Registration Submitted —
Your request to register to the portal ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE has been AL
sent correctly and is awaiting validation by the institution. You will receive an email when the request is handled. Below are some of the data entered during
compilation.

Company:

Registration date: 1
Last Edit Date:
Registration Status: Awaiting Approval
Registration Type:
Registered Office Address:

To access your reserved area you can use the following link
Best regards

Portal Administration
ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE

© 2024 ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE

L7 TRAsPARE ,

21
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In a couple of minutes, you will receive a confirmation
email with the subject: POSTA CERTIFICATA: Esito richiesta di
iscrizione - ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E
L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE -
Iscrizione Confermata indicating that your company is officially
registered in our database. (Figure 7.2)

(Figure 7.2) Confirmation email

Q_ Cerca nella posta = ®oninev @ & @ LIA®

é

© m B 0 @ [ [ S 6dig398 < > Tg¢-~

Il messaggio originale & incluso in allegato.

Identificativo mes: o 0241013083522.75341.51.1. 1@pec.aruba.it

ice.traspare@pec traspare@pec.it Esito richiesta di iscrizione - ICE AGENZIA PER LAPROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE
DELLE IMPRESE - Iscrizione Confermata ARUBA PEC S.p.A. 13/10/2024 08:35:22 jpec119213.20241013083522.75341.51.1.1@pec.aruba.it
<670b6a2ab6cca_3bffa72d9ebdd4fo5c350bc@traspare-worker-al.mail>

Frogy i ec.it
Toj
Cc?

Bec:

Date: Sun, 13 Oct 2024 08:35:22 +0200

Subject: Esito richiesta di iscrizione - ICE AGENZIA PER LAPROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE - Iscrizione
Confermata

Congratulazioni! La sua richiesta di registrazione al portale ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE
IMPRESE ITALIANE é stata confermata in data odierna.

Per accedere alla sua area riservata pud utilizzare il seguente link
Distinti Saluti

Amministrazione Portale Albo Fornitori on-Line
ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE

© 2024 ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE

I TRASPARE

4

&

2 allegati + Scansione eseguita dalla Sandbox per la sicurezza di Gmail ®

22
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You will also notice that on the website portal the
“Confirmed” Status appeared (Figure 7.3)

(Figure 7.3)- Confirmation status

# Home # Iscrizione Albo Fornitori P Gare & Gestione Profilo v ®, Comunicazioni @ v @ Tutorial & Manuali

You are now officially registered in our database.

Thank you for your
attention!

23



