Iitbid®

innovating procurement

FAST GUIDE REGISTRATION
FOR SUPPLIERS




itbid® DX

innovating procurement

Business Registration

Contact Creation

Production Plant Creation
Contacts for each Production Plant



itbid® USER ACCESS

innovating procurement

*  Access through the URL
using the username and
password given by
emalil

*  Documents and
videos
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itbid® NEW REGISTRATION

Introduce your email, new user and new password
(numeric alpha):

ACAPITAL LETTER (A-Z) A LOWER CASE (a-2)
NUMBER (0 -9) MINIMUM 6 TYPES

@8@&?@% Username and password must be diferent

PRIVATE AREA NEW SUPPLIER

Login E-mail
e User name and password must be
at least 6 characters long. User
« Both user name and password
must contain at least:
o 1lowercase character [a-z]
o 1 uppercase alpha character Repeat Passworfl
[A-Z]
© 1 number [0-9]
Your password can NOT be the
same as your user name.
Remember, you must accept the
use conditions at the end of the

register Type the text:

Password

Captcha

==Y

Introduce types show on
the CaptCha '_' : = sing Technologieg

v5.3.0.1 - NSOD1 3

panol (Colombia) English

Click here for send information

‘i and complete your registration

.
|




itbid® ACCES EMAIL CONFIRMATION

innovating procurement

You must to complete register before 7 days. If
you do not complete in 7 days, system will

eliminate your data

Your Access Codes 10 hitps:/comprasopain.opain.com | 3re:

* llzermame: Supplieril
= Password: 101Supplier

MPORTANT:

= In case you registration is not completed, you may access to the platform through these codes to complete it at any
time.
= [f you don't complete you register before 27112018, we will eliminate you data in our system automatically



itbid® STEP 1 —- COMPANY NAME

innovating procurement

* Check the register
assistant.

COMPANY NAME CONTACT SUBCATEGORIES DOCUMENTATION SUMMARY

. . ; You can add Production
Registration Wizard
O Reg ' - Plants in different locations.

- Company Data Entry Fulfillment Ll keWise ban k accounts

- Fields marked with * are mandatory. If you don't know or you don't want to provide information about one or more of the fields mar|
type --\.

- Once you have filled out all the fields press on Next Button to continue the Registration

[

Company Name Bank accounts /
* Business Name
" Country | Colombia Production Centers of the supplier
*Tax ID co
Logo File List n
’ Q. Select your location on a map Press “Select your location on a map”
Type of road v S0 you can geocalize your location. In
# Postal address case itis not posible, all information will
be filled in manually
Address 2
il W11/ City

4  Pressto continue

Introduce all business details.
the next step

All fields marked with (*) are

mandatory. Any unknown
details fill with




itbid® STEP 2 - CONTACTS

COMPRAS '
@ODQID Once upon atime

you ended

registration, you
o can introduce more
than one contact,

COMPANY NAME CONTACT SUBCATEGORIES DOCUMENTATION like line vendors,
accountant

managers, etc.

O Registration Wizard

- Contact Person Data Entry Fulfillment
- Fields marked with "' are mandatory. If you don't know or you don't want to provide information about one or more of the fields marked as mandatory you may also type =",

- Once you have filled out all the fields press on Next Button to continue the Registration
1 Introduce contact

Contacts details from your

Fernanda Genzalez Espinosa

User | Prueba01 * Name
Password | v * Last name
Fill or check all
Language | English v

contact details.
All fields marked

Business detailes can be ) Copy Company Data
copied from here. Check
e carefully all copied

with (*) are
mandatory. Any

unknown details information

fill with -- * Email

* Telephone

* Mabile 3 Press “next” to

continue.

Fax




itbid® STEP 3 - SUBCATEGORIES

COMPANY NAME CONTACT SUBCATEGORIES DOCUMENTATION SUMMARY

O Registration Wizard

- Please check the boxes corresponding to the categories that reflect the products or services provided by your business.

Select the category or
Sbcategories categories you want to sugget
COMPRAS @ in order to supply products or
services.

001. MAQUINARIA Y EQUIPOS

1.07 EQUIPOS NEUMATICOS

1.02 EQUIPOS HIDRAULICOS
*  Selec “back”
1.03 EQUIPOS DE CARGA, LEVANTE Y MANEJO DE MATERIALES if you want to
1.04 EQUIPOS AUTOMATIZACION ¥ CONTROL INDUSTRIAL retor'n
previosly
1.05 MAQUINAS Y HERRAMIENTAS ELECTRICAS Y MECANICAS menu

1.06 MAQUINARIA PLANTAS DE TRATAMIENTO

1.07 EQUIPOS Y MAQUINARIA TEXTIL

1.08 EQUIFOS E INSUMOS IMPRESION DIGITAL ¥ SUBLIMACION

002. MATERIALES, REPUESTOS E INSUMOS

2.01 ACEROS, BRONCES Y PLASTICOS DE INGENIERA Press “next” to

2.02 AIRE ACONDICIONADO Y FILTRACION INDUSTRIAL continue.

javascriptwoid(0) -
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Information about the

document requested . In  [FE1%
case that you do not have
the requested
documentation, it can be
uploaded later e

STEP 4 - DOCUMENTS

CONTACT SUBCATEGORIES

, you must ug

document at

Documentation

DOCUMENT

Certificado Camara de Comercio (no mayor g

New Document Version

WARNING: This action is irreversible.

Press Accept to switch from the current document to the last saved version.

Upload Files

Document Fotocopia de la Cédula del Representante Legal

CAUTIONstr_un_fichero_mas_zip

Status File is needed

Templates

The new document you upload will be subjected to the corresponding validation

process.

CANCEL

% FICHA TECNICA REFERENCIA 1.png . CANCEL

bocC
Current version -

ACCEPT

ACCEPT

VALID UFLOAD
UNTIL: ¥

RUT (Actualizado)

Fotocopia de la Cédula del Representante Legal

Formato de Creacion de Terceros Nacionales o Extranjeros (Totalmente diligenciado con firma del

Representante Legal)

File is
needed
File is
needad

e

File is
needad

2 Select to download a

format or template to be
completed

ia

Press “next” to
continue.

ACCEPT|

Press on the clip in
order to upload the
associated
documentation. A
new window will
pop up and again
the clip must be
clicked so you can
select the
documentation
from your
computer.




itbid® STEP 5 - SUMMARY
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Aviso legal - Condiciones de uso

Esta informacion sera tratada en cumplimiento a lo dispuesto en
la Lev estatutaria 1581 de 2012 v a su Decreto Realamentario
1377 de 2013, para el tratamiento proteccion de datos
personales.

La EMPRESA, quien actia como responsable del tratamiento de sus datos con la debida confidencialidad, seguridad, legalidad y transparencia en los términos y condiciones sefialados en la
Ley 1581 de 2012 y el Decreto 1377 de 2013; en armonia con su politica de tratamiento de datos personales, gestionara la informacion, datos personales, datos privados, datos sensibles y
datos publicos por usted suministrado. los cuales podran ser recolectados, almacenados, procesados, usados, suprimidos, actualizados y fransmitidos mediante los canales de comunicacion
previstos por la EMPRESA (fisicos, digitales, medios magnéticos, aplicativos fecnoldgicos y otros) para las siguientes finalidades:

a) evaluarlo como posible proveedor, b) identificarlo como proveedor y/o representante legal, c) elaborar documentos, contratos, convenios, facturas, recibos y documentacion relacionada o
requerida en cumplimiento de las relaciones contractuales, d) atencion de solicitudes o reguerimientos, e) evaluar la calidad de producto y/o servicio, f) dar cumplimiento a términos y
condiciones previamente establecidas, g) generacion de procesos estadisticos y/o prospeccion, h) generar gestion comercial a traves de diversos canales, asociada a productos y/o senvicios
incluidos dentro de las relaciones contractuales, i) iniciar acuerdos de negocio para adquirir bienes o servicios, j) control y pagos por los bienes y servicios recibidos, k) labores de monitoreo,
contral y registro contable de las obligaciones contraidas con los proveedores, 1) Consultas, auditorias y revisiones derivadas de los acuerdos con los proveedores y/o contratistas, m) Controlar

CANCEL DISREGARD ACCEPT
>

TIP: In case “accept”

button is not shown, the

most likely is that you have

to decrease the zoom of .

your screen. Click ACCEPT
once you read all
TERM OF USE
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LACK OF DOCUMENTATION

COMPRAS

OPAIN

Register Documentation

DOCUMENT

Certificado Camara de Comercio (no mayor a 90 dias)
RUT (Actualizado)

Fotocopia de la Cédula del Representante Legal

Formato de Creacidn de Terceros Nacionales o Extranjeros (Totalmente diligenciado con firma del
Representante Legal)

Additional Documentation

Qualification supplier Documentation

DOCUMENT TEMPLATES STATUS CURRENT VERSION

Evaluation supplier Documentation

DOCUMENT TEMPLATES STATUS CURRENT VERSION
Product Decumentation

Contract Documentation

DOCUMENT TEMPLATES STATUS CURRENT VERSION

TEMPLATEF STATUS

Fileis

needed

Fileis
needed

Fileis
needed

Re=

Fileis
needed

CURRENT
VERSION

VALID UNTIL:

ATTENTION

VALID
UNTIL:

OPTIONS

Once you finish the step

5 and you have

incomplete
DOCUMENTATION, the
platform shows you the
DOCUMENTATION tab, it
means that additional
information is pending to
upload (FILE IS NEEDED)

OPTIONS

o 6o e

(I~

Terms of Service



itbid® NOTIFICATION: COMPLETED BASIC DATA
e REGISTRATION

A new supplier has completed basic data registration:
Supplier FERNANDA PRODUCCIONES
Categories:

« 1.02 EQUIPOS HIDRAULICOS

Your access won't be allowed until a user with appropiate permissions accepts you in the system.

By your mail you will receive a
notification about complete

basic data registration




itbid® COMPLETED DOCUMENTATION
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_ : . COMPRAS
= FEait: FERNANDA PRODUCCIONES O D Q In

ME CONTACTS CATEGORIES DOCUMENTATION
Register Documentation A
DOCUMENT TEMPLMLS STATUS CURRENT VALID UPLOAD OPTIONS
VERSION UNTIL: FILES

Certificado Camara de Comercio (no mayor a 90 dias) To be & ]
reviewed o

RUT (Actualizada) To be & i]
reviewed .

Fotocopia de la Cédula del Representante Legal To be & i}
reviewed o

Formato de Creacidn de Terceros Nacionales o Extranjeros (Totalmente diligenciado con firmadel To be L ]

Representante Legal) reviewed o

Additional Documentation ~

ATTACH FILE

Once you completed all
Qualification supplier Documentation documentation, it status A

change from FILE IS NEEDED
to TO BE REVIEWED

DOCUMENT TEMPLATES STATUS UPLOAD FILES OPTIONS

Evaluation supplier Documentation

DOCUMENT TEMPLATES STATUS CURRENT VERSION VALID UNTIL: UPLOAD FILES OPTIONS



Itbgld? NOTIFICATION OF COMPLETED DOCUMENTATION

The requested documentation o FERNANDA PRODUCCIONES has been completed successfully, and it is due for review.

You can see the documentation here.

* By your mail you will receive a
notification about completed all

documentation
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EDIT INFORMATION, LANGUAGE AND LOG OUT

Register Documentation

DOCUMENT TEMPLATES STATUS

ialeEel ey | |f you want to Access to change
information check your name

contact

RUT (Actualizado)

If you want to change the lenguage

_ , click here
Fotocopia de a Cédula del Representante Legg

. | 3 Tolog out click here -
Formato de Creacion de Terceros Nac) SEG__—-_ Fileis
Representante Legal) ceded

CURRENT
VERSION

2

VALID
UNTIL:

OPTIONS”
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EDIT INFORMATION, LANGUAGE AND LOG OUT

COMPANY NAME CONTACTS CATEGORIES

Company Name

Enabled

O Activated

Status

G:.ff, 1€

Business Name
Tax ID

Postal address
Address 2
Town / City
State/Province
ZIP code
Country

Email:
Telephone

Fax

Website
Founded in
Number of Employees

Annual Turnover

FERNANDA PRODUCCIONES
daddag

AVENUE DOMENICO MORELLI 110

Lima

Lima

27

Peru
fgonzalez@itbid.com

+515133800

~ COP x1.000.000

If your status is Registered, you

= 0) \ "
Supervision Team A
User Supervisor
LILIANA CAICEDO LOZANO v
Equipo ITBID v
CARLOS RODRIGUEZ PINEDA v
Location A
# VIDENA @ T
Mapa Satélite e
+ P RENIEC¢ -

() SGNATCLAR- LIMATAMBO Borja Javier Prade

JACARANDA

have to wait for being aproval ADEX Q)
Q 8
Britanico o™
(%] Asociacion Cultural
8 o L.a Rambla San Borja o
; ; Magia @ ,, peLssAt
Emporium O o Conea g1t 2!
aa pel ".n%n - ¥ ” o
e o, 4
5 . Av s,
N 5 P 8o,
o4 Ay, san B2 g % ey 4,
AR € ESQUIVEL [ A
o4 Centro Naval del Perd | W |
Gdogle la Famil 7 rd :
s hg rérs Parque de la Famil paroc de magas ©2019 Google 200 m L——n1 | Términos de uso
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itbid® NEW CONTACTS TO CREATE
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In order to optimize the contact with each provider, we requires the following
additional contacts to be added:

Vendors by each business lines
Quality manager

Technical Responsible
Responsible for orders

Contacts will be given access to the platform. Next slides will guide you with the
user account creation.

It is possible that in some companies, a person may be responsible for more than
one of these functions. In that case, make a single contact and inform through the
message center which user shares more than one function and who they are.




itbid® ACCESS THE CONTACTS AND EDITING TABS

innovating procurement

Here you can change the password. The new
password must contain:
- A capital letter.

- A lower case letter
- A numeric value.
All with a minimum of 6 characters.

Suppliers Users A
Name Mobile  E-mail Job Title Categories  Options
v Femanda Gonzdlez Espinosa* 48449494 fgonzalez(@itbid.com GERENTE DE VENTAS @& # |0 |
ADD | g
Production Centers Contacts A
Name Last name Email Telephone Job Title Production Center Options
ADD

Press “ADD” in order to create a new contact. A

new window will pop up where you need to fill
in all contact details




itbid® NEW CONTACT CREATION PROCESS
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New user and password must be generated. First, erase any

information that is shown in those fields. The new username must n Fill in with the new user

contain: details.
ACAPITAL LETTER (A-Z) A LOWER CASE (a-z)
NUMBER (0 -9) MINIMUM 6 TYPES
—] User | administrador * Name
e Password | ==w=r=-- * Last name —
Language | (Catala v Job Title

% Copy Company Data

Company details can be
copied from here. Later

— * Email Supervisor verify them

* Telephone

* Mobile Commercial Once everything is correct select ACCEPT.

- The platform will send an email with the

# Technician .
Fax created credentials.
* Postal address
n Subcategories

In the case of not being a commercial
manager. Select only "Technician"

independent of the position CLOSE ACCEPT

Fill or check ull contact details. Pay
attenttion to the email copied in

step 3. All fields marked with (*) are

rrianc.latory. Any unknown details
fill with --

Repeat the process for every contact requested
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itbid® CREATION OF PRODUCTION PLANTS - STEP 1
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Click on "COMPANY

Locate the "Production Plants" page.
NAME"

On the right side click on "ADD". The

sheet will open for you to fill in all the
information of the plan.

Twitter

Pinterest | https://es pinterest.com/Use

Geographical (= All
Areas

Production Centers <

ADD

Additional Information

Products/Services | Bold ftalic  Underline

2 Put the cursor on the
green circle and click
"EDIT"




itbid® CREATION OF PRODUCTION PLANTS - STEP 2
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1 Select “Select your location on a map” to
4 Once your save, writte the localize the direction. In case it is not posible, all

Production Centers reason for edit and click

information will be filled in manually
ACCEPT

QSelect your location on a map

s it Name

* Ppstal address

Reason for Edit

Address 2 | |

*Town / City ATTENTION Repeat the process of creating plants for

CANCEL ACCEPT all the production plants you work with.

State/Province

ZIP code
*Country | Colombia v
* Email 3 Put the cursor on the green circle to
save all the information
* Telephone

> Fax ATTENTION

Once the production plant is created. In the "CONTACTS" tab you will be given the option

REMOVE
to create the plant contact. To do this, follow next instructions. It is optional since it has
been defined by us. These contacts will not have User / Password if they are so DD

Fill in all production plant information. All fields 2

marked with (*) are mandatory. Any unknown

details fill with --
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itbid® CREATION OF CONTACT OF PRODUCTION PLANT - STEP 1
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1 Click on
“CONTACTS”

Suppliers Users A Messages A
Name Mobile  E-mail Job Title Categories  Options € No messages found.
¥ Femanda Gonzalez Espinosa* 48449494 foonzalez(@ithid.com GERENTE DE VENTAS ® 4
VIEW CONVERSATION (0) NEW MESSAGE
ADD
If you need to send a message,

Production Centers Contacts A A WA R
Name Lastname  Emall  Telephone  JobTitle  Production Center Options

ADD

Click on "ADD" of “Production Centers

Contacts” to create the new contact. It will
open a tab to fill in with the contact
information




itbid® CREATION OF CONTACT OF PRODUCTION PLANT - STEP 2
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2  In the case of having more than one plant,
select the correct one

Create:
* Name * Job Title
q
* Last name *Unit/ | PITALITO v I
: Departrment
* Telephone
—> * Email

CLOSE ACCEPT

Enter the contact details of the person in
charge of the plant. All fields marked with

(*) are mandatory. Any unknown details fill
with --
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iTHANK YOU FOR YOUR CONFIDENCE
IN US!

A product created by ITBID

@www.itbid.com ,@ITbid m https://www.linkedin.com/company/itbid-technologies
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