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Prima di procedere all’iscrizione all’ Albo Fornitori, occorre effettuare i seguenti passaggi per
I’iscrizione come OPERATORE ECONOMICO.

Dopo aver portato a termine 1’iscrizione alla Piattaforma Traspare (per dubbi ti consigliamo di leggere
le Note Operative - Iscrizione Fornitori), potrai effettuare il login tramite “ACCESSO
AZIENDA/LIBERO PROFESSIONISTA” (vedi fig. 1) e successivamente, inserire i dati di login
e premere il pulsante “ACCEDI” (vedi fig. 2)
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fig. 2
ISCRIZIONE ALBO FORNITORI|



TRASPARE

certified eProcurement platform

Ad accesso effettuato, verrete rindirizzati alla vostra pagina personale che si mostrera come segue

(vedi fig. 3)
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fig. 3

In questa guida, ci concentreremo sul modulo “OPERATORE ECONOMICO” al fine di guidarvi per
tutti 1 passaggi utili alla registrazione all’ALBO FORNITORI. Spostiamoci dunque sul modulo
“Operatore Economico” e clicchiamo “ABILITA” come mostrato di seguito (vedi fig. 4)

Operatore Economico

Accedi e compila il form per abilitare il tuo account come operatore economico
L’ Abilita |

fig. 2
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Verrete dunque spostati sulla pagina per la “Compilazione del modulo di attivazione”(vedi fig. 5).

Compilla Il modulo di attivazione

Dati anagrafic

N F0SSESS) DIPARTTTAIVA?

PARTITA VA

fig. 5

Questo modulo ¢ costituito da due sezioni: Dati Anagrafici, che richiama i dati che erano stati inseriti
in fase di registrazione al “Portale Traspare” e la sezione Dati Generali Operatore Economico.
Quest’ultima sezione dovra essere compilata con tutti i dati obbligatori e quindi OBBLIGATO-
RIAMENTE dovranno essere inseriti Tipo Iscrizione, Partita IVA, Codice Fiscale, PEC e Email.
Occorre quindi acconsentire al trattamento dei dati personali e alla dichiarazione di eleggere la
piattaforma come domicilio digitale. Dopo aver confermato il modulo di attivazione, verra inviata
una mail all’indirizzo PEC contenente un link per verificare le mail e confermare 1’iscrizione al
portale come operatore economico. Importante ¢ il “Consenso al trattamento dei dati” e il “Consenso
alla dichiarazione di eleggere la piattaforma come domicilio digitale”. Dovrete dunque cliccare sui
quadratini come mostrato dalle frecce come in fig. 6 e cliccare sul tasto in basso a destra “Conferma”.
Fin quando non si clicca sul link contenuto nella PEC. non sara ibile utilizzare la piatta-

forma come operatore economico.
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Consenso al trattamento del dati

INFORMATIVA TRATTAMENTO DEI DATI PERSONALI| E CONSENSO
ai sensi dell'art. 13 del Regolamento Eurcpeo n. 679/2016

679 (GDPR) indica le madalita can cul si tratiano i dati personali. Nel rispetto della citata normativa e di dinitt
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Dopo aver confermato il modulo di attivazione verra inviata una mail all'indirizzo PEC contenente un link per verificare la m
portale come operatore economico!

Attenzione se la PEC non viene verificata non s

ail e confermare l'iscrizione al

ra possibile utilizzare la piattaforma come operatore economico!

fig. 6

Durante I’attesa della verifica password all’accesso, si visualizzera la seguente pagina (vedi fig. 7)
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fig. 7

Mentre il modulo “Operatore Economico” risultera in “PEC in verifica” come nella figura successi-
va (vedi fig. 8)

ISCRIZIONE ALBO FORNITORI
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Operatore Economico

Ti & stata inviata una pec per verificare il tuo account, se non la ricevi puoi ripetere la procedura
tramite la funzione verifica pec

fig. 8

DOMANDA? COSA POSSO FARE SE NON MI E’ ARRIVATA L’E-
MAIL SUL MIO INDIRIZZO PEC COMUNICATO DURANTE LA
REGISTRAZIONE COME OPERATORE ECONOMICO O
ERRONEAMENTE L'HO CANCELLATA SENZA AVER
CLICCATO SUL LINK UTILE ALL’ATTIVAZIONE DELL’UTENZA
DI OPERATORE ECONOMICO?

RISPOSTA: CLICCANDO SUL PULSANTE “VERIFICA PEC”, Sl
VERRA’ REINDIRIZZATI VERSO LA PAGINA (vedi fig. 9). DA
QUI E’ POSSIBILE “RINVIARE LA MAIL DI ATTIVAZIONE”
QUINDI CLICCANDO SUL PULSANTE, VERRA’ RIGENERATO E
RINVIATO UN NUOVO LINK PER POTER POl PROSEGUIRE
CON L’ATTIVAZIONE DELL’UTENZA COME OPERATORE ECO-
NOMICO O EVENTUALMENTE QUALORA VI FOSTE ACCORTI
DI AVER INSERITO UNA PEC ERRATA, POTETE CLICCARE
“CAMBIA INDIRIZZO PEC”.

ISCRIZIONE ALBO FORNITORI
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Attenzione
la tua PEC non risulta verificatal

Controlla la tua casella di posta dove al termine della registazione la piattaforma ha inoltrato via mail il link per l'attivazione dell'account.
In alternativa puoi reinviare la mail di attivazione o cambiare la PEC con cui ti sei iscritto alla piattaformal

Reinvia Mail di Attivazione Cambia indirizzo PEC

fig. 9

Se vi siete resi conto di aver inserito un indirizzo PEC sbagliato, potete cliccare sul pulsante “Cambia
indirizzo PEC”. Cliccando sul pulsante, otterrete la maschera come di seguito (vedi fig.11) nella
quale provvederete a cancellare la PEC errata e ad inserire la PEC corretta. A procedura conclusa,
verra inviata I’email con il link di attivazione “Operatore Economico” al nuovo indirizzo PEC
“corretto” appena inserto.

Cambia PEC

PEC

Insenre un indirizzo email valido

Chiudi | & 10

fig.10

Dopo aver cliccato sul link di attivazione ricevuto via PEC e ritornando nella propria aria del porta-
le Traspare, verrete indirizzati sulla seguente pagina (vedi fig. 11)

ISCRIZIONE ALBO FORNITORI
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fig. 11

Come si potra notare, apparira, oltre alle varie altre sezioni che andremo ad esaminare nelle altre
“Note Operative”, il modulo “Iscrizione Albo Fornitori” come visibile di seguito (vedi fig. 12)

ISCRIZIONE ALBO FORNITORI
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non iscritto

Iscrizione Albo Fornitori

Iscriviti all'albo fornitori dell'ente

Iscriviti

fig. 12

Procediamo con I’iscrizione all’ ALBO FORNITORI.
Cliccando sul pulsane “ISCRIVITI” del modulo, verrete spostati sul seguente modulo (vedi fig. 13)

In questa finestra, cliccate il pulsante “Completa Iscrizione” per essere spostati sul modulo (vedi
fig. 14)

Bentornato!

Per completare iscrizione bisogna eseguire il wizard che vi guidera nella compilazione della registrazione.
Clicca sul pulsante per iniziare.

© Completa Iscrizione

fig. 13

ISCRIZIONE ALBO FORNITORI
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Datl anagrafic!

Dati di Residenza

AT AZenan TTOCT eI

COTEnTia

egale Rapqress

Google Chrome

fig. 14
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Questo modulo ¢ composto da quattro parti: Dati Anagrafici, Dati aziendali, Documenti e Conferma.

\

La prima parte denominata “Dati Anagrafici” € suddivisa in due sezioni, ovvero Dati Anagrafici, Dati

di Residenza.

Dopo aver compilato le sezioni con tutti i dati obbligatori, potete proseguire cliccando sul pulsante
“Salva e prosegui”. Verrete spostati sul secondo form denominato “Dati Aziendali” (vedi fig. 15)

o Oati Anagrafict o Dati sxendall Documents

Datl Canerall

— G ropgmEsegeokn com

Sede Lagale

Dati Del Registro imprese

Normativa che disciplina il diritto al lavoro del disabil

Tipo DI lxcr txionm

Lavori Servizi
vooel @Il At 21 Agaptt Putilicd Dl

Al Sl Deltact. 3, Cormema 10, Grno Anpalt] DI S

100

Categorie Merceclogiche

Conferma

Forniture
Fornaure Gl Appal

fig. 15
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La seconda parte denominata “Dati aziendali” ¢ suddivisa in sei sezioni: “Dati Generali”, “Sede Le-
gale”, “Dati del Registro Imprese”, “Normativa che disciplina il diritto al lavoro dei disabili”, “Tipo
di Iscrizione” e “Categorie Merceologiche”.

Nella sezione “Dati Generali”, ¢ OBBLIGATORIO compilare i campi Tipo di Societa, Numero di
Dipendenti e Data di Costruzione.

Nella sezione “Sede Legale” invece, TUTTI I CAMPI SONO OBBLIGATORI tranne il campo Fax.
Nella sezione “Dati del Registro Imprese”, nessun campo ¢ OBBLIGATORIO, ma CONSIGLIAMO
di compilarli.

Nella sezione “Normativa che disciplina il diritto al lavoro dei disabili”, ¢ OBBLIGATORIO effet-
tuare la selezione.

Nella sezione “Tipo di Iscrizione”, ¢ IMPORTANTE selezionare, se si vuole partecipare ad
Appaltiindetti dalle Stazioni Appaltanti riguardanti Lavori, Servizi o Forniture.

Infine, nella sezione “Categorie Merceologiche”, occorre specificare le categorie collegate alla
propria attivita.

E’ importante compilare queste ultime due sezioni in maniera corretta. La mancata compilazione
PUQ’ PORTARE I’ESCLUSIONE da sorteggi o inviti in procedure che la richiedono.

A compilazione avvenuta, premere il pulsante in basso a destra “Salva e prosegui” per spostarsi nel-
la sezione “Documenti” (vedi fig. 16).

2 TN
graficl )

Ul € 1t 0o

Document! dz allegare

Certificazionl Possedute

= = = I

fig. 16

La terza parte denominata “Documenti” ¢ suddivisa in 3 sezioni: “Documenti da allegare”,
“Certificazioni possedute”, “Dichiarazione fatturato per quinquennio antecedente”. Nella prima
sezione, Documenti da allegare, occorre inserire OBBLIGATORIAMENTE il Documento di
riconoscimento, la Visura Camerale, entrambi in formato “PDF” o “P7M” (firmato digitalmente)
e le date di scadenza.

ISCRIZIONE ALBO FORNITORI
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Nella sezione “Certificazioni possedute”, devono essere selezionate tutte le certificazioni/qualifica-
zioni possedute (ISO, Emas, SOA, Iscrizione albo gestori nazionali, ...). Consigliamo di compilare
questa sezione in maniera corretta al fine di meglio essere identificati in caso di ricerche a mezzo di
filtri. Il mancato caricamento di una certificazione pud comportare ’esclusione da sorteggi o inviti
in procedure che la richiedono.

Nella sezione “Dichiarazione fatturato per quinquennio antecedente” occorre inserire per ogni
certificazione OG1, OG2, OG3, ..., il fatturato del quinquennio antecedente. Tale sezione non ¢
obbligatoria, ma consigliamo, ove necessario, di compilarla.

Compilati tutti i campi OBBLIGATORI, sara necessario cliccare sul pulsante in basso a destra
“Salva e prosegui”.

Si verra dunque spostati sulla finestra (vedi fig. 17) di riepilogo dove sara possibile visualizzare
tutti 1 dati caricati nelle sezioni precedenti.

fig. 17

ISCRIZIONE ALBO FORNITORI
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In fondo a questa sezione, a fondo pagina, sara necessario per il consenso al trattamento dei dati
(vedi fig. 18), spuntare il primo quadratino (vedi prima freccia) e successivamente scaricare il
modulo di registrazione, firmarlo digitalmente o in firma autografa e ricaricalo in piattaforma in
“P7M” o “PDF”.

Consenso al trattamento dei dati

INFORMATIVA TRATTAMENTO DE| DATI PERSONALI E CONSENSO
ai sensi dell'art. 13 del Regolamento Europeo n. 679/2016

La presente informativa, al sensi del Regolament E 2016/679 [GDPR) indica le madalita con cui si trattana i dati personali Nel rispetta della citata normativa e di diritti e of

ti finalda

3. Finalita del trattamento - | dzti personali sono trattati e raccolll per le sé

A finalith amministrativo-contabili in relazione alla valutazione della richiests precontrattuale dell'interrssato (quali quelle di iscrizione ali’Albo dei fornitori), alla valutaz
3 mpirmento di obblighi di legge (quali verifiche antiriciclaggio, comunicazioni z fini fiscali), da regotamenti /o norme comunitarie nonché da norme emanate da A
4. Base gluridica del trattamento del dati - Per le finzlita indiczate alle lettere A), || trattamenta & necessario allesecuzione di un contratto di cui linteressato & parte o all
O Acconsento al trattamento dei dati personali ai sensi del Regolamento UE 2016/679

Modulo di registrazione

Scaricare il modulo di iscrizione cliccando il pulsante softostante.

Firmare il file in maniera autografa o digitaimente

Sono ammessi file firmati digitalmente in formato p7m o file firmati in maniera autografa in formato pdf, altre tipologie di firma non verranno considerate valide dal sistema
Caricare il file nel sistema utilizzando il pulsante ‘carica modulo'.

ATTENZIONE: Il file dove essere quello generato nella attuale sessione di registrazione! Documenti generati precedentemente saranno ritenuti non valid!

Searica il modulo di registrazione 4/

fig. 18

Dopo aver effettuato la procedura di caricamento, cliccare il pulsante “Conferma” in basso a destra.
Ora I’iscrizione all’ Albo Fornitori riportera in alto a sinistra la seguente dicitura “In Attesa di
Approvazione da parte dell’ente (NON contattare 1’assistenza Traspare)” (vedi fig. 19)

ISCRIZIONE ALBO FORNITORI
13
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In attesa di approvazione da parte dell'Ente (NON contattare I'assistenza Traspare)

Iscrizione Albo Fornitori

Visualizza lo stato delliscrizione e ne permette la modifica

‘ Accedi H Elimina Registrazione

fig. 19

La procedura di iscrizione all’Albo Fornitori, termina qui. Ora bisognera attendere che 1’ente (sta-
zione appaltante su cui é stata inviata la richiesta di iscrizione) esamini la vostra richiesta con tutta
la documentazione allegata e 1’approvi. Le tempistiche dungue non sono da Il_Oi
note ma dipendono dalla disponibilita degli operatori della
STAZIONE APPALTANTE. solo dopo I’approvazione sarete abilitati come fornitori.

ISCRIZIONE ALBO FORNITORI
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OPERATIONAL NOTES ON
SUPPLIER REGISTRATION

Traspare® platform
https://www.traspare.com
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Before registering in the Supplier Register, the following steps must be taken to register as an

ECONOMIC OPERATOR.

After completing your registration on the Traspare platform (for more details, please read the
Operational Notes - Supplier Registration), you can login via "PUBLIC ACCESS" (see fig. 1) and
then enter your login data and press the "LOGIN" button (see fig. 2).

HOME

ne

DOCUMENTS

PUBLIC TENDERS CONTACT

B Institution Access
& Company Access

(M) Professional/Freelance Access

&, Commissioner Access

& Private Citizen Access

fig. 1

TRASPARE

Public Access

Email address

Password

E] Remind me

© Login with SPID

| — | Login with CNS

Not registered yet? Click here

K

©

Password recovery

fig. 2

1
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Once you have logged in, you will be redirected to your personal page, which will look as follows
(see fig. 3)

S L W

o

Economic Operator Commissioners Registration Bookings

AR B

Communications ) Help

fig. 3

In this guide, we will focus on the "ECONOMIC OPERATOR" form in order to guide you through
all the useful steps for registering in the CONTRACTORS' REGISTER. So let's move on to the
"Economic Operator" form and click "ENABLE" as shown below (see fig. 4)

Economic Operator

Log in and fill out the form to create your account as an economic operator

i
k ‘ Active ’

fig. 2
SUPPLIER REGISTRATION
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You will then be redirected to the page for 'Completing the activation form' (see Fig. 5).

Fil nthe acthatien fom

fig. 5

This form consists of two sections: Personal Data, which wzh the data that were entered during
registration on the "Traspare Portal" and the section General Data Economic Operator. The latter
section must be filled in with all mandatory data and therefore MANDATORY registration type,
VAT number, tax code and email address must be entered. You must then consent to the processing
of your personal data. After confirming the activation form, an email will be sent to the email address
containing a link to verify the email and to confirm registration on the portal as an economic operator.
Important is the 'Consent to data processing'. You must therefore click on the square as shown by
the arrow as in fig. 6 and click on the button at the bottom right 'Confirm'.

As long as vou do not click on the link contained in the email. vou will not be able to use the
platform as an economic operator.
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Consent to data processing

AATION NOTICE PUR

NT TO ART. 13 of EU Regufation 2016/679 ‘GOPR

iil be processed by the Entity electromscally and on paper, with logic strictly related to gocreditation 1o this portg)
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t, which you may exercise vis-a-vis the Data Controliar
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ave been or wil

egration of such data

\dered to be iIncomplete, always

elation to the purg the essing (Art. 1€

005, that you elect this platform as your digital domiclle and that yy

2, pursuant 1o the combined provisions of Article 47 of the Itakan Clv 2 and Articles and b, Legislative Dect

After completing the activation form, we will send an email to your REM (Registered Electronic Mail) address containing a link to verify your account and confirm your registration
Attention, if the REM address is not verified it will not be possible to use the platform as an economic operator!

fig. 6

While waiting for the password to be verified when logging in, the following page will be displayed (see fig. 7)

Traspare = 2

Miore  BFnse v Wleomsore@ v bty Diep

Economic Operator

Communications ) Linked Portals Help

fig. 7

While the form 'Economic Operator' will appear in 'email in verification' as in the following figure
(see fig. 8)

SUPPLIER REGISTER
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A REM (Registered Electronic Mail) has been sent to you to verify your account. If you do not receive it, you can repeat the

procedure using the "verify REM" function

fig. 8

QUESTION? WHAT CAN I DO IF | HAVE NOT RECEIVED THE E-
MAIL ON MY EMAIL ADDRESS COMMUNICATED DURING
REGISTRATION AS AN ECONOMIC OPERATOR OR IF | HAVE
MISTAKENLY CANCELLED IT WITHOUT HAVING CLICKED ON
THE LINK TO ACTIVATE THE ECONOMIC OPERATOR
ACCOUNT?

ANSWER: CLICKING ON THE "CHECK EMAIL ADDRESS"
BUTTON WIREDIRECT YOU TO THE PAGE (see fig. 9). FROM
HERE IT IS POSSIBLE TO "RESEND THE ACTIVATION E-MAIL",
THEN BY CLICKING ON THE BUTTON, A NEW LINK WILL BE
REGENERATED AND SENT BACK SO THAT YOU CAN THEN
CONTINUE WITH THE ACTIVATION OF THE USER AS AN ECO-
NOMIC OPERATOR OR, IF YOU HAVE REALISED THAT YOU
HAVE ENTERED AN INCORRECT EMAIL ADDRESS, YOU CAN
CLICK ON "CHANGE EMAIL ADDRESS".

SUPPLIER REGISTER
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Attention
your REM (Registered Electronic Mail) address is not verified!

Check your email. At the end of registration, the platform sends you an email with all instructions to proceed with your account activation.
Alternatively you can resend the activation email or change the email address used to sign up to the platform.

Change REM (Registered Electronic Mail) address

fig. 9

If you realise that you have entered the wrong email address, you can click on the "Change email
address" button. By clicking on the button, you will obtain the mask as below (see fig. 11) in which
you will delete the wrong email address and enter the correct email address. When the procedure is
complete, an email with the "Economic Operator" activation link will be sent to the new "correct"
email address that you have just entered.

Change REM

Registered Electronic Mail (REM)

Please enter a valid email address

fig.10

After clicking on the activation link received via email address and returning to the Traspare gateway,
you will be directed to the following page (see fig. 11)

SUPPLIER REGISTER
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Traspare = )
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Communications Linked Portals Help
Manage your tommancations List of porsa's linked 1o your accour Taie & Jook & 0ut tutorais 1 keam haw 1 navigate this platform
-
fig. 11

As you will see, the form "Entry in the Supplier Register" will appear, in addition to the various other
sections that we will examine in the other "Operational Notes", as shown below (see fig. 12)

SUPPLIER REGISTER



TRASPARE

certified eProcurement platform

not registered

Supplier Registration

Sign up to the organization's Supplier Register

Subscribe

fig. 12

We proceed with the registration on the SUPPLIERS' REGISTER.
By clicking on the "ENROLL" button on the form, you will be moved to the following form (see fig.
13) In this window, click the "Complete Enrolment" button to be moved to the form (see fig. 14)

Welcome Back!

To complete the registration you must execute the wizard

Click on the bution to get started.

© Complete your Registration

fig. 13

SUPPLIER REGISTER
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fig. 14
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This form consists of four parts: Biographical Data, Company Data, Documents and Confirmation.
The first part is called 'Personal Data', and is divided into four sections, i.e. Ana- graphic Data,
Residence Data, Any Personal Sentences and/or Convictions and Any Associated Persons Sentences
and/or Convictions.

CAUTION! IN THE LAST TWO SECTIONS 'ANY PERSONAL CONVICTIONS AND/OR
SENTENCES AND ANY CONVICTIONS AND/OR SENTENCES OF ASSOCIATED
PERSONS', CHECK THE BOX ONLY AND EXCLUSIVELY IF THERE ARE
CONVICTIONS AND/OR SENTENCES OF CONVICTIONS

Once you have completed the sections with all mandatory data, you can continue by clicking on the

'Save and Continue' button. You will be moved to the second form called "Company Data" (see fig.
15)

o Oati Anagrafict 2 Documents Conferm: a

Lavori Servizi Forniture
vosel Gl At Al = a0 = Bt Gl Asspmit Pubtilics Doverst = rae O S Apgmt £ Formaure Gl Appak

Categorie Merceciogiche

e ]
SUPPLIER REGISTER
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fig. 15

SUPPLIER REGISTER
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The second part called 'Company Data' is divided into six sections: 'General Data', 'Head Ofg,
'Company Register Data', 'Legislation governing the right to work of the disabled', 'Type of
Registration' and 'Merchandise Categories'.

In the 'General Data' section, it is MANDATORY to complete the fields Type of Company,
Number of Employees and Date of Construction.

In the section 'Registered Office', on the other hand, ALL FIELDS ARE MANDATORY except the
Fax field. In the section 'Company Register Data', no fields are MANDATORY but WE
RECOMMEND that they be filled in.

In the section 'Legislation governing the right to work of the disabled', it is OBLIGATORY to make
the selection.

In the 'Type of Entry' section, it is IMPORTANT to select whether you want to participate in
Tenders launched by Contracting Authorities concerning Works, Services or Supplies.

Finally, in the 'Commodity Categories' section, you must specify the categories related to your
activity.

It is important to complete these last two sections correctly. Failure to fill in

MAY BE EXCLUDED from draws or invitations in procedures requiring it.

Once completed, press the bottom right button 'Save and Continue' to move to the 'Documents'
section (see fig. 16).

° Datl Anagrafic| e Dati aziendali e Documenti Conferma
Document! da allegare
* Visure Camerale - Viss.rs Camanale ermons prgoy m
* Docurments di Heorosciments - DoGurnento di MO Csmento Pomatn m
patgm)

Certificazioni possedute
S consighs & inesife 1Ulhe b camfieasonl/uuificasonl possed.oe IS0 Emes, SOA, lacrizions albo gestes nazknak, ) 8l fine o ragho esssre ddantficet 1 010 di foerche & mezzo i il

lmancaso carkcamenna dl Lna certficancne pub comportares Fesclusione o scriegg o Imitl In procedure che & richiedona

ione fatturato per quir

fig. 16

The third part called "Documents" is divided into three sections: "Documents to be attached",
"Certifications possessed", "Declaration of turnover for the previous five years". In the first section,
"Documents to attach", you must OBVIOUSLY enter the Chamber of Commerce certificate and
the Document of Identification and expiry dates, both in "PDF" or "P7M" (digitally signed)
format

SUPPLIER REGISTER
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In the section "possessed certifications", all possessed certifications/qualifications must be selected
(ISO, Emas, SOA, Registration on the national register of managers, ...). We recommend filling in
this section correctly in order to be better identified in case of filter searches. Failure to upload a
certification may result in exclusion from draws or invitations in procedures requiring it.

In the section "Declaration of turnover for the previous five years", the turnover for the previous five
years must be entered for each OG1, OG2, OG3, ... certification. This section is not mandatory, but
we recommend that it be completed where necessary.

Once you have completed all the OBLIGATORY fields, you will need to click on the bottom right
button 'Save and Continue'.

You will then be moved to the summary window (see fig. 17) where you can view all the data
uploaded in the previous sections.

o Datl Anagraficl ° Datt nziendall

ftiepilogo Dati - Reppresentant, -

Riepllogo Dot - Document! Allegati

Docarma e di icans acments
Mo usin_Ltentn _Centiora. T rasTn sone_dutl e ilchpd! - Scatenss cooments: 1 /UM AU A

Visurs Eamarale | seatmin TV = Dot

Rieplingo Dan - Cenficazion| Allegate

trattamento det dati

fig. 17
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"Save and continue'.

You will then be moved to the summary window where you will be able to view all the data
uploaded in the previous sections.

At the bottom of this section, at the bottom of the page, it will be necessary to consent to the
processing of data (see fig. 18), tick the first square (see first arrow) and then download the
registration form, sign it digitally or with a handwritten signature and upload it to the platform in
"P7M" or "PDF".

Consent to data processing

INFORMATION NOTICE PURSUANT TO ART. 13 of EU Regulation 2016/679 "GDPR’

(Entity), in its capacity as personal data controller, informs you that the personal data transmitted will be processed by the Entity electron
such a way as to guarantee the security and confidentiality of the data. The provision of data is compulsory for the above-mentioned purposes and to comp
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 and, if
categories of recipients to whom the personal data have been or will be communicated, the storage period, etc;
b. the right to obtain the rectification of personal data concerning the data subject, as well as the integration of such data where they are considered to t

s referred to in Article 17 applies;

c. right to erasure of data ('right to be forgotten'), where one of the cas
d. right to restrict processing, in the cases provided for in Art. 18

A rinht t4 Anta nartahliliti morsiant 44 Aet N

O 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 system

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

fig. 18

After completing the upload procedure, click on the 'Confirm' button in the bottom right-hand
corner. The entry in the Supplier Register will now read 'In Ap- plication' in the top left-hand corner
(see fig. 19)

SUPPLIER REGISTER
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Supplier Registration

Displays the status of your registration and allows modifications

Enter

’ Delete Registration

fig. 19
The registration procedure in the Supplier Register ends here. You will now have to wait for the entity
(the CONTRACTING STATION to which you sent the application for registration) to examine
your application with all attached documents and approve it. The timeframe is therefore

not known by us but depends on the availability of the
CONTRACTING STATION's operators. Only after approval will you be

approved as a supplier.

SUPPLIER REGISTER
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NOTAS OPERATIVAS SOBRE
EL REGISTRO DE
PROVEEDORES

Plataforma
Traspare®https://www.tra
spare.com


http://www.traspare.com/
http://www.traspare.com/

TRASPARE
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Antes de inscribirse en el Registro de Proveedores, se deben seguir los siguientes pasos para
registrarse como OPERADOR ECONOMICO.
Cuando haya completado su registro en la Plataforma Traspare (si tiene alguna duda, lea las Notas
Operativas - Registro de Proveedores), podrd iniciar sesion a través de «ACCESO DE
EMPRESA/PROFESIONAL GRATUITO» (véase fig. 1) y, a continuacion, introduzca sus datos de

acceso y pulse el boton «INICIAR SESION» (véase fig. 2).

ne

HOME DOCUMENTS PUBLIC TENDERS CONTACT

B Institution Access
@ Company Access

() Professional/Freelance Access

&, Commissioner Access

& Private Citizen Access

fig. 1

j “d TRASPARE

certified efrocurement platform

Public Access

Email address

K

Password

©

D Remind me Password recovery

© Login with SPID

B9 Login with CNS

Not registered yet? Click here

fig. 2

1
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|

Economic Operator

Log in and fill out the form to create your account as an economic operator

Ak lir
k ‘ Active ’

Una vez iniciada la sesion, se le redirigira a su pagina personal, que tendra el siguiente aspecto (véase
la fig. 3)

Economic Operator Commissioners Registration Bookings

AR B

Communications ) Help

fig. 3

En esta guia nos centraremos en el formulario 'OPERADOR ECONOMICO' para guiarle en todos
los pasos necesarios para inscribirse en el REGISTRO DE CONTRATISTAS. A continuacion, vaya
al formulario "Operador econémico" y haga clic en "HABILITAR", como se muestra a continuacion
(véase la fig. 4).
fig. 2
REGISTRO DE PROVEEDORES
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A continuacion, se le redirigira a la pagina para "Cumplimentar el formulario de activacion" (véase la Fig. 5).

F& i the acinaicn form

fig. 5

Este modulo consta de dos secciones: Datos Personales, que recuerda los datos que se introdujeron
durante el registro en el 'Portal Traspare' y la seccion de Datos Generales del Operador Econdémico.
En esta ultima seccion es obligatorio completar todos los datos requeridos, incluyendo el tipo de
registro, el nimero de IVA, el cédigo fiscal y la direccion de correo electronico. Es necesario
entonces el consentimiento para el tratamiento de los datos personales y la declaracion de eleccion
de la plataforma como domicilio digital. Tras confirmar el formulario de activacion, se enviard un
correo electronico a la direccion de correo electronico con un enlace para comprobar los correos
electronicos y confirmar el registro en el portal como operador econdmico. Son importantes el
"Consentimiento para el tratamiento de datos" y el "Consentimiento para declarar la plataforma como
domicilio digital". A continuacion, debe hacer clic en los pequefios cuadrados indicados por las
flechas como en la Fig. 6 y hacer clic en el boton inferior derecho "Confirmar".

Mientras no haga clic en el enlace contenido en el correo electréonico. no podra utilizar la
plataformacomo operador econémico.
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Consent to data processing

trictly related to accreditation to this ports

j, if 50, to obtain access 1o the personal dats and information peovided for by A

h data where they are considered to be mcomplete, alviays in relation to the purposes of the pr

ssing (Art, 16

d. right to restr

f my personal data pursuant to EU Regulation 201

D By accessing the service, you daclare, pursuant to the combined provisions of Article 47 of the Italian Cvil Code and Artickes 3 bis and 6, Legislative Decree 82/2003, that you elect this platform as your digital domiclle and that

After completing the activation form, we will send an email to your REM (Registered Electronic Mail) address containing a link to verify your account and confirm your registration
Attention, if the REM address is not verified it will not be possible to use the platform as an economic operator!

fig. 6

Mientras se espera a que se verifique la contrasefa al iniciar la sesion, aparecera la siguiente pagina (véase fig.
7)

Traspere E g-

B Sacyonc POV e mux;w‘ \
B
¥\ A“

Economic Operator

Bookings Profile

™
dlidiien
B

»

B

-

Communications ) Linked Portals Help

gt

fig. 7

Mientras que el formulario 'Operador Econémico' aparecera en 'correo electronico en verificacion'
como en la siguiente figura (ver fig. 8)

REGISTRO DE PROVEEDORES



procedure using the "verify REM' function

fig. 8

PREGUNTA? ¢QUE PUEDO HACER SI NO HE RECIBIDO EL
CORREO ELECTRONICO EN MI DIRECCION DE CORREO
ELECTRONICO COMUNICADO DURANTE EL REGISTRO
COMO OPERADOR ECONOMICO O SILO HE BORRADO POR
ERRORSIN HABER HECHO CLIC EN EL ENLACE PARA
ACTIVAR MI CUENTA DEOPERADOR ECONOMICO?

RESPUESTA: PINCHANDO EN EL BOTON "CHECK CORREO
ELECTRONICO" accedera a la pagina (ver fig. 9). DESDE AQUI
PUEDE 'REENVIAR CORREO DE ACTIVACION', ENTONCES
PULSE EL BOTON, SE REGENERARA UN NUEVO ENLACE Y
SE LE ENVIARA DE VUELTA PARA QUE PUEDA CONTINUAR
CON LA ACTIVACION DEL USUARIO COMO OPERADOR ECO-
NOMICO, O SI SE DA CUENTA DE QUE HA INTRODUCIDO UN
CORREO ELECTRONICO INCORRECTO, PUEDE PULSAR
'CAMBIAR DIRECCION DE CORREO ELECTRONICO.

REGISTRO DE PROVEEDORES
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Attention
your REM (Registered Electronic Mail) address is not verified!

Check your email. At the end of registration, the platform sends you an email with all instructions to proceed with your account activation.
Alternatively you can resend the activation email or change the email address used to sign up to the platform.

Change REM (Registered Electronic Mail) address

fig. 9

Si se da cuenta de que ha introducido una direccion de correo electronico incorrecta, puede hacer clic
en el botén "Cambiar direccidn de correo electronico". Haciendo clic en el boton, obtendra la mascara
que se muestra a continuacion (véase fig. 11) en la que podra borrar el correo electronico incorrecto
e introducir el correo electronico correcto. Una vez finalizado el procedimiento, se enviard un correo
electrénico con el enlace de activacion del "Operador Econdmico" a la direccion de correo electronico
"correcta" recién introducida.

Change REM

Registered Electronic Mail (REM)

Please enter a valid email address

fig.10

Tras hacer clic en el enlace de activacion recibido a través de correo electronico y volver a la pasarela
Traspare, accederd a la siguiente pagina (véase la fig. 11)

REGISTRO DE PROVEEDORES
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Traspare = 9,
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Minsge you! communcaties List of porials ek to your account

fig. 11

Como verd, aparecera el formulario de "Inscripcion en el Registro de Proveedores", ademés de los
distintos apartados que examinaremos en las otras "Notas Operativas", tal y como se muestra a

continuacion (ver fig. 12)
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not registered

Supplier Registration

Sign up to the organization's Supplier Register

Subscribe

fig. 12

Procedemos a la inscripcion en el REGISTRO DE PROVEEDORES.
Al hacer clic en el boton "INSCRIBIRSE" del formulario, pasara al siguiente formulario (véase la

fig. 13) En esta ventana, haga clic en el boton "Completar inscripcion" para pasar al formulario (véase
la fig. 14)

Welcome Back!

To complete the registration you must execute the wizard

Click on the button to get started.

© Complete your Registration

fig. 13
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Datl anagrafic!
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Google Chrome

fig. 14
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Este modulo consta de cuatro partes: Datos maestros, datos de empresa, documentos y confirmacion.
La primera parte, denominada "Datos personales", se divide en dos secciones: Datos personales y
Datos de residencia.

Una vez que haya rellenado las secciones con todos los datos obligatorios, puede continuar pulsando
el boton "Guardar y continuar". Pasara al segundo formulario, denominado "Datos de la empresa”
(véase la fig. 15).

@ oo Ansarsfict €@ vov ssendal Documenti Conferma

Datl Canwrall

Sode Lagale

Dati Del Registro imprese

Normativa che disciplins i dintto el levore del disabil
Tipo DI lcr txioem

Lavori Servizi Forniture
15 £ Laviael Q11 Agpatl il Pubhlict Dovrsi £ Fornaure Gl Appiat

18 D3 Laeon

Categorie Merceclogiche

fig. 15
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La segunda parte, titulada "Datos de la empresa", se divide en seis secciones: "Datos Generales",
"Domicilio Social", "Datos del Registro Mercantil", "Legislacion reguladora del derecho al trabajo
de los discapacitados", "Tipo de Inscripcion" y "Categorias de Mercancias".

En la seccion "Datos generales", DEBE rellenar los campos Tipo de empresa, Nimero de
empleados y Fecha de construccion.

En cambio, en la secciéon "Domicilio social", TODOS LOS CAMPOS SON OBLIGATORIOS
excepto el campo Fax. En la seccion "Datos del Registro Mercantil", ninglin campo es
OBLIGATORIO, pero RECOMENDAMOS que se rellenen.

En el apartado "Legislacion que regula el derecho al trabajo de las personas con discapacidad", es
OBLIGATORIO hacer la seleccion.

En la seccion "Tipo de inscripcion”, es IMPORTANTE seleccionar si desea participar en
licitaciones convocadas por los poderes adjudicadores relativas a obras, servicios o suministros.

Por ultimo, en la seccion "Categorias de productos", debe especificar las categorias relacionadas con
su actividad.

Es importante rellenar correctamente estas dos tltimas secciones. Error en el llenado

PUEDE SER EXCLUIDQO de sorteos o invitaciones en procedimientos que lo requieran.

Una vez completado, pulse el boton inferior derecho "Guardar y continuar" para pasar a la seccion
"Documentos" (véase la fig. 16).

2 TN
graficl )

Ul € 1t 0o

Document! dz allegare

Certificazionl Possedute

= = = I

]

fig. 16

La tercera parte, denominada "Documentos”, se divide en 3 secciones: "Documentos que deben
adjuntarse", "Certificaciones que posee", "Declaracion sobre el volumen de negocios de los cinco
afios anteriores". En el primer apartado, Documentos a adjuntar, debera introducir OBVIAMENTE
su Documento de Identidad y Visura de la CAmara de Comercio, ambos en formato 'PDF' o
'P7M' (firmados digitalmente).

y fechas de caducidad.

REGISTRO DE PROVEEDORES
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En la  seccion  "Certificaciones  poseidas", deben  seleccionarse  todas las
certificaciones/cualificaciones poseidas (ISO, EMAS, SOA, Registro Nacional de Gestores, ...). Le
recomendamos rellenar correctamente este apartado para ser mejor identificado en caso de busqueda
por filtro. La no presentacion de la certificacion puede dar lugar a la exclusion de los sorteos o
invitaciones en los procedimientos que la requieran.

En la seccion "Declaracion del volumen de negocios de los cinco afos anteriores", introduzca para
cada certificacion OG1, OG2, OG3, ... el volumen de negocios de los cinco afios anteriores. Esta
seccion no es obligatoria, pero recomendamos rellenarla cuando sea necesario.

Una vez que haya rellenado todos los campos OBLIGATORIOS , deberd hacer clic en el boton
inferior derecho "Guardar y continuar".

A continuacion, pasara a la ventana de resumen (véase la fig. 17), donde podré ver todos los datos
cargados en las secciones anteriores.

fig. 17

REGISTRO DE PROVEEDORES
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Al final de esta seccion, en la parte inferior de la pagina, debera dar su consentimiento para el
tratamiento de sus datos (véase la fig. 18), marque la primera casilla (véase la primera flecha) y, a
continuacion, descargue el formulario de inscripcion, firmelo digitalmente o a mano y vuelva a
cargarlo en la plataforma en "P7M" o "PDF".

Consent to data processing
INFORMATION NOTICE PURSUANT TO ART. 13 of EU Regulation 2016/679 “GDPR’

(Entity), in its capacity as persanal data controller, informs you that the personal data transmitted will be processed by the Entity electron

such a way as to guarantee the security and confidentiality of the data. The provision of data is compulsory for the above-mentioned purposes and to comp!

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 and, if
categories of recipients to whom the personal data have been or will be communicated, the storage period, etc;

b. the right to obtain the rectification of personal data concemning the data subject, as well as the integration of such data where they are considered to t

c. right to erasure of data (‘right to be Y'urg:':ttw'« ), where one of the cases referred to in Article 17 applies;

d. right to restrict processing, in the cases provided for in Art. 18

A rinkht ta dAata nartakilibe moes At 4a Atk 9N

01 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 system
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

fig. 18

Tras el procedimiento de carga, haga clic en el botén "Confirmar" situado en la esquina inferior
derecha. En la parte superior izquierda del Registro de Proveedores aparecera el
texto "Pendiente de aprobacion por la entidad (NO contactar con el servicio de soporte de Traspare)"
(ver fig. 19).

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

Supplier Registration

Displays the status of your registration and allows modifications

Enter

Delete Registration

fig. 19
El procedimiento de inscripcion en el Registro de Proveedores finaliza aqui. Ahora tiene que esperar
a que el organismo (la autoridad contratante a la que envi6 su solicitud ) examine su solicitud con

todos los documentos adjuntos y la apruebe. Por_lo tanto. el _calendario_no

conocemos, sino que dependen de la disponibilidad de la
ESTACION CONTRATANTE. solo después de la aprobacion se le habilitard como

proveedor.

REGISTRO DE PROVEEDORES
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NOTES OPERATIONNELLES
SUR L'ENREGISTREMENT
DES FOURNISSEURS

Plateforme
Traspare®https://www.tra
spare.com


http://www.traspare.com/
http://www.traspare.com/
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Avant de s'inscrire au registre des fournisseurs, il convient de suivre les étapes suivantes pour

s'inscrire en tant quOPERATEUR ECONOMIQUE.

Apres avoir effectué votre inscription sur la plateforme Traspare (en cas de doute, veuillez lire les
Notes opérationnelles - Inscription des fournisseurs), vous pouvez vous connecter via
"ENTREPRISE/ ACCES PROFESSIONNEL LIBRE" (voir fig. 1), puis insérer vos données de
connexion et appuyer sur le bouton "LOG IN" (voir fig. 2).

ne

HOME DOCUMENTS PUBLIC TENDERS CONTACT

B Institution Access
& Company Access

i) Professional/Freelance Access

&, Commissioner Access

& Private Citizen Access

fig. 1

Email address

Password

D Remind me

j “d TRASPARE
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Public Access

© Login with SPID

| | Login with CNS

Not registered yet? Click here

K

©

Password recovery

fig. 2

1
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Economic Operator

Log in and fill out the form to create your account as an economic operator

i

Une fois connecté, vous serez redirigé vers votre page personnelle, qui se présentera comme suit (voir

fig. 3)
;‘\ : “ ' 2' | /’
\ I S

Economic Operator Commissioners Registration Bookings

Profile Communications () Help

fig. 3

Dans ce guide, nous nous concentrerons sur le formulaire "OPERATEUR ECONOMIQUE" afin de
vous guider a travers toutes les ¢&tapes nécessaires a l'inscription au REGISTRE DES
FOURNISSEURS. Passez ensuite au formulaire "Opérateur économique" et cliquez sur "ACTIVER"
comme indiqué ci-dessous (voir fig. 4).

fig. 2
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Vous serez alors redirigé vers la page "Remplir le formulaire d'activation" (voir Fig. 5).

Fil nthe activabien form

fig. 5

Ce formulaire se compose de deux sections : Les données personnelles, qui rappellent les données
insérées lors de l'inscription au "Portail Traspare" et a la section Données générales Opérateur
¢conomique. Cette derniere section doit étre complétée avec toutes les données obligatoires et, par
conséquent, le type d'enregistrement, le numéro de TVA, le code fiscal et I'adresse électronique
doivent étre obligatoirement insérés. Il est ensuite nécessaire de consentir au traitement des données
personnelles et a la déclaration d'élection de la plateforme comme domicile numérique. Apres avoir
confirmé le formulaire d'activation, un e-mail sera envoyé¢ a l'adresse de l'adresse électronique
contenant un lien pour vérifier les e-mails et confirmer l'enregistrement sur le portail en tant
qu'opérateur économique. Les points importants sont le "consentement au traitement des données"
et le "consentement a déclarer la plateforme comme domicile numérique". Vous devez ensuite
cliquer sur les petits carrés comme indiqué par les fleches comme dans la Fig. 6 et cliquer sur le
bouton en bas a droite "Confirmer".

Tant ne cli Z Da r le lien contenu dans 1’adr dlectroni I 1rrez
pas utiliser la plateformeen tant qu'opérateur économique.
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Consent to data processing

INFORMATION NOTICE PURSUANT TO ART, 13 of EU Regulavon 2016/679 "GOPR'

y the Entity electror

>U.C. Monti Dauni (Entity), i its capacity ally and on paper, with logic strictly related to accreditation 1o this parta

a way 3s to guaraniee the security and confidentiaity of the da CHiIC legal requirsments.

Pursuant to and for the

o the personal data and information provided for by Al

on of such data where they are considered to be incomplete, always in rélation te the purposes of the pracessing (Art. 16

D By accessing the service, you deciare, pursuant to the combined provisions of Article 47 of the Italian Civil Code and Articles 3 bis and 6, Legislative Decree 82/2005, that you elect this platform as your digital demicile and that yo

After completing the activation form, we will send an email to your REM (Registered Electronic Mail) address containing a link to verify your account and confirm your registration
Attention, if the REM address is not verified it will not be possible to use the platform as an economic operator!

fig. 6

En attendant la vérification du mot de passe lors de la connexion, la page suivante s'affiche (voir fig. 7)

Traspate B 9

Economic Operator Bookings Profile
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Communications ) Linked Portals Help

fig. 7

Le formulaire "Opérateur économique" apparait dans "adresse électronique en cours de
vérification", comme indiqué dans la figure suivante (voir fig. 8).
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A REM (Registered Electronic Mail) has been sent to you to verify your account. If you do not receive it, you can repeat the

fig. 8

QUESTION? QUE PUIS-JE FAIRE Sl JE N'Al PAS RECU L'E-
MAIL SUR MON ADRESSE COMMUNIQUE LORS DE MON
INSCRIPTION EN TANT QU'OPERATEUR ECONOMIQUE OU
SIJE L'Al SUPPRIME PAR ERREURSANS AVOIR CLIQUE SUR
LE LIEN POUR ACTIVER MON COMPTE D'OPERATEUR
ECONOMIQUE ?

REPONSE : En cliquant sur le bouton "CHECK ADRESSE
ELECTRONIQUE", vous serez redirigé vers la page (voir fig. 9).
A PARTIR DE LA, VOUS POUVEZ "RENVOYER LE COURRIER
D'ACTIVATION", PUIS CLIQUER SUR LE BOUTON, UN
NOUVEAU LIEN SERA REGENERE ET RENVOYE AFIN QUE
VOUS PUISSIEZ POURSUIVRE L'ACTIVATION DE
L'UTILISATEUR EN TANT QU'OPERATEUR ECO- NOMIQUE,
OU SI VOUS VOUS RENDEZ COMPTE QUE VOUS AVEZ SAISI
UNE ADRESSE INCORRECTE, VOUS POUVEZ CLIQUER SUR
"CHANGER L'ADRESSE DE L'UTILISATEUR".

INSCRIPTION AU REGISTRE DES
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Attention
your REM (Registered Electronic Mail) address is not verified!

Check your email. At the end of registration, the platform sends you an email with all instructions to proceed with your account activation.
Alternatively you can resend the activation email or change the email address used to sign up to the platform.

‘ < on Change REM (Registered Electronic Mail) address

fig. 9

Si vous vous rendez compte que vous avez inséré une mauvaise adresse ¢électronique, vous pouvez
cliquer sur le bouton "Modifier I'adresse €lectronique ". En cliquant sur le bouton, vous obtiendrez le
masque ci-dessous (voir fig. 11) dans lequel vous supprimerez le adresse électronique incorrect et
introduirez le adresse électronique correct. Une fois la procédure terminée, un e-mail contenant le
lien d'activation de I""opérateur économique” sera envoy¢ a la nouvelle adresse "correcte" du courriel
certifié.

Change REM

Registered Electronic Mail (REM)

Please enter a valid email address

fig.10

Aprés avoir cliqué sur le lien d'activation regu par adresse électronique et étre retourné sur la
passerelle Traspare, vous serez dirigé vers la page suivante (voir fig. 11)
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fig. 11

Comme vous le verrez, le formulaire "Inscription au registre des fournisseurs" apparaitra, en plus des
différentes sections que nous examinerons dans les autres "Notes opérationnelles", comme indiqué

ci-dessous (voir fig. 12)
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not registered

Supplier Registration

Sign up to the organization's Supplier Register

Subscribe

fig. 12

Nous procédons a l'inscription sur le REGISTRE DES FOURNISSEURS.
En cliquant sur le bouton "S’INSCRIRE" du formulaire, vous accéderez au formulaire suivant (voir

fig. 13) Dans cette fenétre, cliquez sur le bouton "Compléter I'inscription" pour accéder au formulaire
(voir fig. 14).

Welcome Back!

To complete the registration you must execute the wizard

Click on the button to get started.

© Complete your Registration

fig. 13
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Datl anagrafic!
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Google Chrome

fig. 14
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Ce formulaire se compose de quatre parties : Données de base, données de 'entreprise, documents et
confirmation. La premicre partie intitulée "Données a caractére personnel" est divisée en deux
sections, a savoir les données a caractére personnel et les données de résidence.

Une fois que vous avez rempli les sections avec toutes les données obligatoires, vous pouvez
continuer en cliquant sur le bouton "Enregistrer et continuer". Vous accéderez au deuxi¢me

formulaire intitulé "Données de I'entreprise" (voir fig. 15).

@ oo Ansarsfict €@ vov ssendal Documenti Conferma

Datl Canwrall

Sode Lagale

Dati Del Registro Imprese

Normativa che disciplina i dirtto al lavoro del dinabili
Tipa DI Ixcrizione

Lavori
15 €% Laveel Q1! Agpmii

Servizi Forniture
i Pubshlc Doversl + 2, Coer o Gl Appate

Pubibsiol Diversi B Guall Di Leor

Categorie Merceclogiche

fig. 15
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La deuxiéme partie intitulée "Données sur l'entreprise" est divisée en six sections : "Données
générales", "Siege social", "Données du registre du commerce", "Législation régissant le droit au
travail des personnes handicapées", "Type d'enregistrement" et "Groupes de marchandises".

Dans la section "Données générales", il est OBLIGATOIRE de remplir les champs Type de
Société, Nombre d'employés et Date de Construction.

Dans la section "Si¢ge social", en revanche, TOUS LES CHAMPS SONT OBLIGATOIRES, sauf le
champ Fax. Dans la section « Données du Registre des Sociétés», aucun champ n'est
OBLIGATOIRE, mais NOUS VOUS RECOMMANDONS de les remplir.

Dans la section "Législation régissant le droit au travail des personnes handicapées", il est
OBLIGATOIRE de procéder a la sélection.

Dans la section "Type d'entrée", il est IMPORTANT de sélectionner si vous souhaitez participer a
des appels d'offres lancés par des pouvoirs adjudicateurs concernant des travaux, des services ou
des fournitures.

Enfin, dans la section "Catégories de marchandises", vous devez spécifier les catégories liées a votre
activité.

I1 est important de remplir correctement ces deux dernieres sections. Défaut de compilation

PEUT CONDUIRE A L'EXCLUSION des tirages au sort ou des invitations dans les procédures qui le
requierent.

Une fois I'opération terminée, appuyez sur le bouton en bas a droite "Enregistrer et continuer" pour
passer a la section "Documents" (voir fig. 16).

e % hati Aziendall
USpHII 1 (g auAzencall

Document! dz allegare

Certificazioni Possedute

Dichlarazione fatturato per quinquennic antecedente

= - = I

fig. 16

La troisieme partie intitulée "Documents" est divisée en 3 sections : "Documents a joindre",
"Certifications détenues", "Déclaration du chiffre d'affaires des cinq dernieres années". Dans la
premiere section, Documents a joindre, vous devez OBLIGATOIREMENT insérer votre piéce
d'identité, votre extrait K-bis, tous deux au format "PDF" ou "P7M" (signé¢ numériquement).

INSCRIPTION AU REGISTRE DES
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et les dates d'expiration.

INSCRIPTION AU REGISTRE DES
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Dans la section "Certifications détenues", toutes les certifications/qualifications détenues doivent étre
sélectionnées (ISO, EMAS, SOA, Registre national des cadres, ...). Il est recommandé de remplir
correctement cette section afin d'étre mieux identifié¢ en cas de recherche par filtre. Le fait de ne pas
télécharger une certification peut entrainer 1'exclusion des tirages au sort ou des invitations aux
procédures qui l'exigent.

Dans la section "Déclaration du chiffre d'affaires des cinq derniéres années", indiquez pour chaque
certification OG1, OG2, OG3, ..., le chiffre d'affaires des cinq derniéres années. Cette section n'est
pas obligatoire, mais nous recommandons de la remplir si nécessaire.

Une fois que vous avez rempli tous les champs OBLIGATOIRES , vous devez cliquer sur le
bouton en bas a droite "Enregistrer et continuer".

Vous accéderez ensuite a la fenétre de synthése (voir fig. 17) ou vous pourrez visualiser toutes les
données téléchargées dans les sections précédentes.

fig. 17
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Au bas de cette section, en bas de page, vous devrez consentir au traitement de vos données (voir
fig. 18), cocher la premiére case (voir premicre fléche) et ensuite télécharger le formulaire
d'inscription, le signer numériquement ou avec une signature manuscrite et le renvoyer sur la
plateforme en "P7M" ou en "PDF".

Consent to data processing

INFORMATION NOTICE PURSUANT TO ART. 13 of EU Regulation 2016/679 *

(Entity), in its capacity as personal data controller, informs you that the personal data transmitted will be processed by the Entity electron

such a way as to guarantee the security and confidentiality of the data. The provision of data is compulsory for the above-mentioned purposes and to comp!
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 and, if

categories of recipients to whom the personal data have been or will be communicated, the storage period, etc;

b. the right to obtain the rectification of personal data concerning the

jata subject, as well as the integration of such data where they are considered to t

c. right to erasure of data (‘right to be forgotten’), where one of the c:

referred to in Article 17 applies;
d. right to restrict proce , in the cases provided for in Art. 18

 rinkht ta data nartahilibe moes ant 4o At 9N

01 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 system
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

fig. 18

Apres la procédure de téléchargement, cliquez sur le bouton "Confirmer" dans le coin inférieur droit.
Maintenant, I’inscription au registre des fournisseurs portera en haut a gauche la mention suivante
“En attente d'approbation par I'organisme (NE PAS contacter 1’assistance Traspare)” (voir fig. 19)

INSCRIPTION AU REGISTRE DES
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Awaiting approval by the Institution (DO NOT contact Traspare assistance)

Supplier Registration

Displays the status of your registration and allows modifications

Enter

‘ Delete Registration

fig. 19
La procédure d'inscription au registre des fournisseurs se termine ici. Vous devez maintenant attendre
que l'organisme (le poste adjudicataire auquel vous avez envoyé votre demande) examine votre

demande avec tous les documents joints et l'approuve. Nous ne connaissons donc pas

les délais mais ils dépendent de la disponibilité des opérateurs du
POSTE ADJUDICATAIRE. Cen'est qu'apres approbation que vous serez autorisé en tant

que fournisseur.
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