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Dear User,

this manual shows eBidding system process for Standalone Negotiation

scenario as Approver.

We kindly suggest to inspect this manual and check features and 
characteristics of eBidding scenario for a better utilization of the system. 



Logon eBidding

4

eBusiness eBidding system is available at:

https://ebusiness.eni.com/index.php/en/ --> Services → Procurement & contract management → Stand Alone P&CM

Select service and eBidding system will be accessed in Single-Sign-On mode according to your Eni credentials

https://ebusiness.eni.com/index.php/en/


Home Page
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System eBusiness eBidding features multiple functionalities accessible through Service Home Page.

To access to List of Tenders (RfQs) click on Strategic Sourcing icon

Main eBidding activities available for Versalis International Approvers are:

▪ Check Tenders assigned to his own Purchasing Group

▪ Approval/Reject of Tender publication requests

▪ Access in read mode to: Vendor and Contact Persons Master data, Vendor and Product Group Mapping VI/Eni

▪ Reporting for Tenders and Mapping



Tender (RfQ) Lists
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Tender (RfQ) lists show Tender processes belonging to Approver’s Purchasing group . For higher level approvers (starting from

Procurement Manager level) all Versalis International Tender processes will be available regardless of Purchasing Group

List of available tender Queries according to document statuses:

▪ All – All Tenders (RfQs)

▪ Saved – Tenders in draft status

▪ Awaiting Approval – Tenders awaiting to be approved

▪ Published –Published Tenders

▪ Completed – Completed and Closed Tenders

▪ Deleted – Deleted Tenders

▪ Release Rejected – Tenders Rejected by approvers

Click on links to select queries



Tender lists and related statuses
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Available statuses for eBidding Tenders:

• Saved → document saved as Draft by Buyer

• Awaiting Approval → document in awaiting approval phase (access to tender section Approval to check related
approver list and Workflow progress status)

• Deleted → document deleted by Buyer (document no longer changeable)

• Release Rejected → Buyer has accepted reject decision by approver. Tender is still available for changes and submission
for new approval submission

• Published→ Document published

• Completed → Document Completed and Closed

• In Your Inbox → For that documento an approval task is pending for approval in user’s Inbox



Check Tender document details
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Tender Document is featured with following sections (tabs):

• RFX Information – Tender main Information

• Bidders – Bidder list invited to participate to tender

• Items – Tender Items (when available)

• Notes and Attachemnts – Section for tender Attachments and link
to Tender collaboration Area for Double Envelope tenders
(technical/economical)

• Approval – List of approvers and approval workflow process
progress

• Tracking – Tender tracking versions

• Status – Tender Log and main tender business events

NB: for further details about Tender documents contents please refer to manual Buyer Tender-VM eBidding



Assignment of a Tender document to a different Purchasing Group

9

Some Versalis International approvers are enabled to change assignment of a Tender document.

To change assignment of a Tender Document to a different Purchasing group:

• Access Tender document withim section RFX Informations/Organization

• Click on button Edit: system will open data field Purchasing Group in editing mode

• Click on matchcode to select new Purchasing Group to which assign the Tender

• Select new Purchasing Group

• Click on Save and system will update Purchasing Group with new value

1

2

3

4



Approval task Management – Inbox
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When Buyer releases a Tender document for approval, a notification email for document approval is sent by system to first

approver in-line according to eBidding workflow engine calculation, based on Tender Target Value and selected Procurement

department.

The Inbox page features following sections:

▪ Work On: - Section available only for approvers who were set as delegates of other approvers, for which exist pending

approval tasks. In case no delegator approver should have assigned any approval tasks, section will not be visible

▪ Alerts – Tasks Alerts → it is possible to access to this section to process approval tasks

▪ Tasks – Approval Tasks → it is possible to access to this section to process approval tasks

▪ Notifications – Notifications (NB: inactive tab for eBidding scenario)



Approval task Management – Inbox – check substitution rules 
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NB: workflow substitution rules can’t be
changed by Users

To check user’s own workflow substitution rules (active and passive) user has to:

▪ Click button on top right of the Inbox and select Manage Substitution Rules

▪ System shows a tab divided in two sections :

▪ My substitution Rules – «Active» substitution rules: User’s task forward rules of his own assigned tasks

▪ Other User’s Substitution Rules – «Passive» substitution rules: Other user’s assigned tasks



Approval task Management – delegated tasks
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Inbox section Work On: allows to operate on delegates tasks and features the following task filtering options:

▪ My Items – Approval tasks directly sent to approver

▪ Items on Behalf Of – Approval tasks sent to users for which user was set as delegate in substitution rules

▪ All Items – All approval tasks

To activate task filters, click on corresponding radiobutton within section Work On:



Approval task Management – Approve/Reject a task
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Once detected the task to be approved:

▪ Click on hypertext of the needed task

▪ System will open the document to be approved showing activity buttons Approve and Reject. Approver will have available in

read mode all information related to Tender Process to evaluate whether Approve or Reject the document

▪ If User clicks on Approve the task will be accepted and sent to next approver in-line (if existing). At the end of approval workflow

system will send invitation email to invited bidders

▪ If User clicks on Reject, task will be rejected and sent to buyer in order to accept approver decisione or change Tender data for a

new publication request. In case of Rejection, approver will have to provide a mandatory note within Header Approval Note

section



Vendor and Contact Persons master data
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In main section of Vendor Maintenance Vendors (Suppliers) and related Contact Persons Views are available:

▪ Suppliers: List of vendors in Versalis coding and descriptions

▪ Contact Persons: List of contact Persons related to Vendors



Vendors Master Data
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eBidding Vendor Master Data are imported directly from Versalis International SAP system di Versalis and can only be accessed in display

mode by Approvers clicking on Vendor link. Following information are available:

▪ Company Data: Vendor Master data

▪ Address Data: Vendor Address master data

▪ Bidder Data: Bidder Master Data

▪ Invoicing Party Data: Invoicing Party Master Data

▪ Supplier Data: Vendor Master data for Purchasing Organization

▪ Business Documents: Number and type of documents related to vendor in eBidding system (Tenders, Contracts, etc..)



Approver is enabled to display Contact Persons Master Data

▪ Select the Contact Persons to display

▪ Click on Display

▪ Master Data available are Basis Contact Person Master Data and contact Data (email, tel.)

Contact Persons Master Data
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Vendor Lists Display
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eBidding Local Vendor Lists are accessible by Vendor Management/Approved Supplier Lists.

Approvers can only access to Vendor Lists in display mode.

NB: for further details about vendor lists contents please refer to manual Buyer Tender-VM eBidding



Master Data Mapping management Application
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Approvers can access to Master Data Mapping for P/G and Eni Vendor codes application in display mode only..

Master Data Mapping application gives access to:

• Display code mapping for Product Groups ENI/VI

• Display code mapping for Vendors ENI/VI



Product Group Mapping display – main data table
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Accessing to code mapping views among Versalis International PGs and corresponding ENIs, system shows a data

table that features following information:

• Product Category VI = Product Category according to Versalis International SAP code

• Product Category VI description = PG Description according to VI SAP description and User’s logon language

• Product Category Eni = Product Category according to Eni code

• Product Category Eni description = = PG Description according to Eni description and User’s logon language



Product Group Mapping display – main data table filtering feature
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It is possible to search and filter for PGs Master data as following:

• Click on header title column that you wish to filter for (e.g. Product Category VI)

• Select option (User-Defined Filter)

• Insert a search value (wildcards * are accepted values)

• Click on Filter and system will show data according to filtered set of values

• To reset Filter values select option (All)



Product Group Mapping display – translated descriptions details
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To display translations of PGs description master data select the PG to be checked and display translations into section

tables below:

Section for PG SAP Versalis

descrtiption translations

Section for PG ENI description

translations



Vendor Master Data Display
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When user accesses vendor Master Data VI/Eni Mapping, system shows a table with following information:

• Supplier VI = Supplier Code according to Versalis International SAP Code

• Supplier VI Description = Company name according to Versalis International SAP Description

• Supplier Eni = Supplier Code according to Eni Code

• Supplier Eni description = Company name according to Eni Description



Vendor Master Data Display – filtering options
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To filter Vendor Master Data Mapping:

• Click on header column that you wish to filter (eg SupplierVI)

• Select option User-Defined Filter

• Insert a value for the search (wildcards * are accepted values)

• Click on Filter and system will show data according to filtered set of values

• To reset Filter values select option (All)



eBidding Reports
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Following eBidding reports are available:

• E-Tender Report for RfX reports with details of invited bidders

• Report For Product Group mapping

• Report For Vendor mapping



eBidding Reports: E-Tender Report
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E-Tender Report features a series of launch parameters that allow to narrow and aggregate (group) data according to

set values.

NB: E-Tender Report shows resulsts according to user type: for Buyers and Local PM of every Purchasing Group report

only shows results about Tenders belonging to their own Purchasing Groups.

For Approvers of higher level, report will show data for all Tenders related to Versalis International Company



eBidding Reports: E-Tender Report
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E-Tender Report provides all information related to RfX including statuses and invited Bidders.

An Export functionality in Excel template is available



eBidding Reports: report Master Data Mapping
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Two different Reports are available for data and contents exctraction from eBidding Mapping tables:

• Product Groups Mapping table VI/Eni

• Vendor Mapping table VI/ENI



eBidding Reports: report Master Data Mapping
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Exctraction Report GM Versalis/Eni Exctraction Report Vendor Versalis/Eni

Both reports Exctract Data from PGs and Vendors eBidding Mapping Data VI/ENI.

An export function in Excel template is also available



eBidding Logoff
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To Logoff eBusiness, click on Log off.



Copyright & trademark
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Contents of this manual are aimed to inform users about system features and for 
private reference.

It’s forbidden to reproduce this manual for commercial purposes.

For Copyright e Trademark please refer to eBusiness service Portal.


