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Dear User,

the following handbook shows how to use of Gift registry
and Hospitality registry.

 We suggest to spend some times reading the following pages for a 
better and simpler use of the service.



Table of contents

Gift registry - introduction pag. 4

Gift registry – access pag. 5

Gift registry – search (filter / download) pag. 6

Gift registry – add event pag. 9

Gift registry – edit event in draft pag. 10



Gift Registry : introduction
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In compliance with the provisions of the Annex C "Gifts and Hospitality" to the MSG Anti-Corruption gifts made by the 
Company (Eni SpA and Subsidiaries) to third parties should be recorded in the Outbound Gifts Register. “Gifts” means :

 institutional gifts, custom objects in the catalog, with intrinsic economic value available to the top management 
distributed to third parties in institutional events

 gift ad hoc for specific projects or celebratory events, objects with a particular focus on customization, not included 
in the catalog are characterized by the need to gifts ad hoc



Gift Registry- access
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The gift registry allows user to record, search and export the assignment of gifts.

To open this registry, click on Assignment Registry > Gift Registry



Gift Registry - search
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In the selection parameters section you can set the various search filters.

There is no difference between uppercase and lowercase characters and you can use the partial word (the system filters the string within the 
records), for example, if you enter the string ‘Rossi’ in the Event/Beneficiary field, it returns all the records that contain the word Rossi.

To search for all the items entered, click on the «search» button.

The deleted items can be displayed by inserting the flag in «Also show deleted»



Gift registry – result of research - filter
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To filter the search results you can do it based on the content of one or more fields (for example Event or Beneficiary), write the value (or 
simply a string with the symbol *) in the row under the column label and press enter.

To clear the filters delete the value in the cell.

Esempio 1 :
ricerca beneficiari con *smith*

Esempio 2 :
ricerca beneficiari con Paul



Gift registry – results of research - download
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To export the research results click on download.

The system opens an excel file with a .csv extension that will be changed to .xls when saving to keep the changes made.



Gift registry – add event
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Fill in each cell with the requested information.

Upon completion, if the data entered is definitive, select "save as definitive" and the item will be saved without the possibility of modifying it.

You can request to cancel it by writing an email to ebusiness with the valid reason also the ID number. 

Upon cancellation you can proceed with the insertion of a new event.

If you are not sure of the data or do not have all the information, select "save as draft" and you can modify it.

"Close without saving" when you do not want to proceed.

Click on add event, the cells to fill out develop at the bottom.

The cells to fill out are related to the event, the organizer, costs and dates.



Gift registry – edit event in draft
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Only events in 'draft' status can be modified and/or deleted, in fact they will have two icons at the end of the column: pencil and bin.

By clicking on the pencil icon the event reopens, always at the bottom of the page, and you can complete or modify it, then you can proceed 
with the final saving or save it as a draft. 

By clicking on the bin icon the event is deleted.



THANK YOU


	Slide Number 1
	Slide Number 2
	Table of contents
	����Gift Registry : introduction
	����Gift Registry- access
	����Gift Registry - search
	����Gift registry – result of research - filter
	����Gift registry – results of research - download
	����Gift registry – add event
	����Gift registry – edit event in draft
	Slide Number 11

