
Step-by-step instructions for 
participating in a public tender 
using the ubuy platform.

Manuale per operatore economico

Versione 1.1 Christian Manea



Before starting to respond to the tender, it is necessary to activate your user area. 

You should have already received an email asking you to confirm your registration on the UBUY platform.

The username is written in that email while the password is set by you during activation. 

After confirmation you will be able to respond by following this guide

Prima di iniziare e’ necessario attivare il profile registrato sulla piattaforma UBUY come da istruzioni
ricevute via mail
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1 switch to english

2 login
1 cliccare su IT

2 login
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3

4
5

3 username 
received by pec

4 password

5 login

3 username 
ricevuto via pec

4 password

5 login
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6 click received 
communications

6 selezionare 
comunicazioni 
ricevute
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7 click on subject 
to read

7 cliccare sul 
soggetto della 
comunicazione
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8

8 download the 
attachments

8 scaricare gli 
allegati
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10

9 fill out the 
documents and sign

10 reply

9 compilare e 
firmare i documenti

10 cliccare 
rispondere
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12

11 write your 
communications

12 go next

11 scrivere il testo di 
risposta

12 avanti

Versione 1.1 Christian Manea



1514

13 read instruction

14 add description

15 select file to 
upload

13 leggere le 
istruzioni

14 descrivere il file 
allegato

15 selezionare il file 
da allegare
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16 repeat previous 
steps if you have 
more files or go to 
next

16 ripetere i passaggi 
precedenti per 
aggiungere tutti i file
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17 check message 
and attachments 
then send 
communication

17 controllare testo e 
allegati e inviare la 
comunicazione
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18

18 Done !  but check 
if everything is ok

18 Fatto !  
Controllare la 
risposta del portale
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