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

Manuale per operatore economico



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 €' necessario attivare il profile registrato sulla piattaforma UBUY come da istruzioni
ricevute via mail
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@ In this section it is possible to consult the tender announcements according to the deadlines

set by the contracts legislation.

Informations
Detailed data on public procedures can be consulted by selecting the "View detail” link.
Access to reserved area

Instructions and Search criteria

manuals
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News
Title :
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Login with username and password

If you have credentials for the portal you can login by filling username agd password in the form.

Username:| provatifpa

“ Password;| eeesssscesescss

Sign in | Forgot your password?

Login with external login system

If you want to login through the identity management service, click on the 'Login’ button
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received by pec

4 password

5 login
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Reserved Area
Personal area
Welcome prova tifpa!

Personal area | Logout @ In the personal area, once the user has logged-in, links for accessing specific functions are
available, such as managing personal data, changing the password, accessing information for
which he is registered or enabled, and access any communications received from the

|nf0rmati0ns Administration.

Access to reserved area

» - Profile - Services

Instructions and

manuals Your data Communications

Helpdesk request Change Password 1 received communications (1

News Enable access with external login unread)

system 0 archived communications
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7 cliccare sul
soggetto della
comunicazione
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Instructions and
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Helpdesk request 00242 prova INVITO TRATTATIVA INEN 01/04/2025 Unread
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Deeds And Back to personal area

Documents Of A
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to read



8 scaricare gli
allegati
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Reserved Area

Welcome prova tifpa!

Personal area | Logout

Informations

Access to reserved area

Instructions and
manuals

Helpdesk request

News

Deeds And
Documents Of A
General Nature
Referring To All
Procedures
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TEXT
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Detail of communication received

Search:

@ The data of the communication received with any attached documents is shown below.

— Detail
Recipient :
Subject :
Message :
Date of sending :
Protocol date :
Protocol number :
Date of reading :

Attachments :

prova tifpa
INVITO TRATTATIVA INFN TIFPA
prova invio

01/04/2025 14:44:30

01/04/2025 15:02:22
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8 download the
attachments
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10 cliccare Reserved Area 10 reply
rispondere Detail of communication received

Welcome prova tifpa!

Personal area | Logout @ The data of the communication received with any attached documents is shown below.

Informations

— Detail -
Access to reserved area
) Recipient : prova tifpa
Instructions and manuals
Helpdesk request Subject : INVITO TRATTATIVA INFN TIFPA
News Message : prova invio
Date of sending : 01/04/2025 14:44:30

Deeds And
Documents Of A
General Nature

Protocol date :

Protocol number ;

Date of reading : 01/04/2025 15:02:22
Referring To All — & plico

Procedures [ Riepilogo comunicazione
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. Enter the subject and the text of the communication.
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11 write your

Access to reserved area

Instructions and manuals Commun|cat|0ns
Fields marked with (*) are mandatory.
Helpdesk request
News ~ Message
Deeds And L prova ifpa 12 go next
Documents Of A Subject : * ‘ RE: INVITO TRATTATIVA INFN TIFPA
General Nature mp——
Referring To All
Procedures

Notices, communications
and documents of a
general nature

Tender Procedures
And Contracts Message : *

Public announcements

Resolutions to contract or
equivalent act

Tenders and procedures

Award notices, results and
assignments

Contracts summary -
BDNCP Link

Tenders Until
12/31/2023

Annual ranarte (art 1 n




13 leggere le
istruzioni

14 descrivere il file
allegato

15 selezionare il file
da allegare
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14 add description

Reserved Area

New communication .
Welcome prova tifpa! 15 select file to

Personal area | Logout Communication message ' Attachments = Summary u p[oad

. Insert any attachments to the communication.
Informations @ To add documents to the list, first specify the "description” and then upload the related file by clicking

on "Browse ...".
Access to reserved area

Instructions and manuals
Attached documents

Helpdesk request
News Description Attachment

Deeds And DESCRIPTION I Scegli il file | Nessun file scelto
4
Documents Of A
General Nature You can upload an attachment with a maximum size of 15360 KB.
) You have uploaded documents for 0 KB, and you can upload documents up to 51200 KB.
Referring To All View uploadable file extensions
Procedures

Notices, communications T Next > e
and documents of a

general nature




16 ripetere | passaggi
precedenti per
aggiungere tutti i file
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Reserved Area
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Welcome prova tifpa!

Informations
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(]

IT|EN

@ Insert any attachments to the communication.

on "Browse ...".

Access to reserved area

Instructions and manuals

Attached documents

Helpdesk request

Procedures View uploadable file extensions

Notices, communications
and documents of a

To add documents to the list, first specify the "description” and then upload the related file by clicking

You have uploaded documents for 849 KB, and you can upload doc

50351 KB.

News Description Attachment
DESCRIPTION ¥ 192791.7ip (849 KB) W
Deeds And
Documents Of A Enter a description to attach a doc Sceqli il file  Nessun file scelto
4 >
General Nature
Referring To A” You can upload an attachment with a maximum size of 15360 KB.
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16 repeat previous
steps if you have
more files or go to
next
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Welcome prova tifpa!

Personal area | Logout

Informations
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and documents of a
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@ Check the data entered and continue by confirming and sending the data using the "Send
communication” button.

- Message
Sender : prova tifpa
Subject : RE: INVITO TRATTATIVA INFN TIFPA
Message : REPLAY

- Attachments -

Documents attached (1) : ¥ 192791 .zip

< Previous J Send communication
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17 check message
and attachments
then send
communication



18 Fatto !
Controllare la
risposta del portale
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Reserved Area

Welcome prova tifpa!

Personal area | Logout

Informations

Access to reserved area
Instructions and manuals
Helpdesk request

News

Deeds And
Documents Of A
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Referring To All
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and documents of a
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Send new communication

Request made successfully.

Your request was sent on 01/04/2025 15:06:18 .

Back to previous step
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18 Done! but check
if everything is ok
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