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Dear User,

this handbook covers easy contest flow from a Requester perspective.

We suggest to spend some minutes reading it 

in order to better use the service.
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The easy contest Requester accesses the SRM 7.0 web platform and has the possibility to create an easy contest.

After collecting all the needs expressed by the issuing unit, the Requester accesses e-Business and creates the request for quotation

involving a company belonging to the Eni group (i.e. either EniProgetti or Syndial). Furthermore, the Requester verifies and returns the

bid in case of negative evaluation either by easy contest Technician or by easy contest Approver.

The publication of the Easy Contest is subject to a two-step approval, by Checker contest and by Contract manager.
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Workflow Easy Contest
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Create easy contest

By accessing the e-Business service, the system

displays the initial screen.

By clicking on Strategic Sourcing it is possible to access

the easy contest management section.

In order to create an easy contest you need

to select easy contest “All”, then click on

Create RFx and select Easy Contest.
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Submit Easy contest – RFx Information

In the RFx section there is the need to insert all the data related to the easy contest 71xxxxxxxx.

It is possible to edit Name field in the identification section by entering a string as desired.



Submit Easy contest – RFx Information
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By clicking on the Product Category search help icon, a screen will open to insert the

filters needed to start the search.

Once the filters have been added, click on Start search button. The search results will be

displayed below. Select the one you want from the list and click on the OK button to

confirm.



Submit Easy contest – RFx Information
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Enter the target value for the easy

contest and indicate the deadline

for the submission of the bid, it is

possible to use calendar to fill in

this field.



Submit Easy contest – RFx Information
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It is possible to search desired Approver, Technician and Issuing Unit through the search help icons as illustrated in the print screen above.

The other fields (Bid code reference, Contract Manager and Buyer Unit) will be filled in automatically after a Vendor List will be selected.



Submit Easy contest – RFx Information
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There is the possibility to define some available search criteria by clicking on

Show Search Criteria button.

To start the search you need to fill in desired criteria and click on Search button.



Submit Easy contest – Bidders
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In the Bidders tab there is the possibility to select a bidder

by clicking on Search for Bidders, From Internal Directory,

and then there is the possibility to select an available

Vendor List.

It is possible to insert only one bidder either Syndial or

Eniprogetti.



Submit Easy contest – Bidders
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It is possible to delete a contact person from the vendor list, select the contact person and click on delete button.

To change the vendor list select Search for bidders, click on From Internal Directory and select the desired vendor list.



Submit Easy contest – Notes and Attachments
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In the Notes and Attachments tab of the easy contest, it is possible to insert textual notes by clicking on Add and either on Tendering

Text or on Internal Note. The screen shown below will appear, in this section there is the possibility to add the text.

NB Internal notes will not be visible to Bidder.
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It is possible to upload all the attachments, both technical and economical, in the Notes and Attachments tab by clicking on Add

Attachments button. Add Attachment screen will appear, enter the path of the file and the description. If you want to change the

description, select the line and click on Edit Description button. Instead, If you wish to cancel the attachment, click on Delete button.

Submit Easy contest – Notes and Attachments



Submit Easy contest – Approval
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In the Approval tab, the system will display the publication status of an easy contest.

Firstly, an Easy contest is approved by a Checker contest (Supervisor within Business support services function), and then by the Contract

Manager. Only after easy contest has been approved by Contract Manger the bidder will receive an automatic mail notification to submit

his quotation.



Submit Easy contest – Tracking
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In the tracking Tab it is possible to see the document related to the process.

In the Status tab the system displays relevant information about the Tender such as when the RfQ is pubblish, when the bidder submit

the quotation.



Save Easy contest 
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Click on Save button to save all entered data and edit this RFx at a later time. On the other hand click on Close button to

exit from this Easy contest.



Publish Easy contest 
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Once the RFx has been filled in, before concluding, it is advisable to click on the “Check” button.

The system verifies the correctness of the data entered and displays any error message; if the message "The Rfx is complete and contains

no errors" appears, you can Publish the contest by clicking on the appropriate button.

Once the publication of that easy contest has been approved, the invited bidder will receive notification and could present the offer by

the deadline.



Extend Easy contest
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The Requester can extend the easy contest returning the already presented bid.

Access the easy contest by clicking

on the Edit button and modify the

Submission Deadline of the RFx.



Extend Easy contest
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Whenever the Requester makes changes on the RFx it is mandatory to re-publish the contest by clicking on Publish button.

After that the RFx should be approved again by Checker contest and then by Contract Manager as it is expected by the easy contest flow.

Both Checker contest and Contract manger has the possibility to reject the RFx, in case of rejection it is mandatory to insert a rejection

reason by adding a textual note. This notes will be visible in the Notes and Attachments tab, in the notes section.



Return Easy contest Bid
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When the Technician rejects the bid, the easy

contest Requester has the possibility to display the

reason of the rejection by clicking on Response and

Awards, on the Response Number of the offer and

entering the tab Notes and Attachments. To return

the bid, the easy contest Requester should proceed

with the republication of the RFx.



Close Easy Contest
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There is the possibility to close the easy contest by clicking on Close Easy Contest button, this operation is not reversible.



Monitor Easy Contest
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In the Easy Contest section All there is the possibility to display all the created easy contests. To display and check the details click

on the RFx Number, the system will open a new window with the selected Easy Contest.



Enable OdL creation
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To close the Easy Contest, after the final acceptance by the Approver, click on Enable OdL creation and confirm the popup by clicking on OK.

After that, it is possible to proceed with the manual creation of the order on SAP IESS.



Exit from eBusiness Service
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To exit from eBusiness Service, click on the Log off button.



Useful Information
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For information and support please call the e-Business Service Contact Center 
available both by telephone and via e-mail. 

Please find our support contact details and working times 
on the Eni Service portal.



Copyright e trademark
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The contents of this manual is for informational purposes only and for 
private consultation.

It may not be reproduced for commercial purposes.

For Copyright and Trademark see the eBusiness Portal.


