Manual e-zakazky.cz Supplier

In this manual You will learn the steps:

A. How to register as a supplier

B. How to log in as a supplier

C. How to submit an electronic tender
D. Electronic communication

Version 1
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A. How to register as a supplier

Step 1.

First, type www.e-zakazky.cz into your web browser. After it loads, the public homepage of the app e-
zakazky.cz will appear. Click on the option register in the top right head of the page

o | wwwezakazky.datatechnology.cz

<« C O Nem

L +420295565132 Winfo@zadavatelcz ©8:30-1600 [}

:@ZAKAZ KY HOME  PUBLIC CONTRACTS

Informacni panel

Valen hazky 2. proces certfikace byl ispbénd dokonéen Nadi uiivatelé maii Zaruteno spinén povinnost elekironizace, Kerou m ukiads zakon. v soulady
s vyhladkou & 26072016 Sb_ Klerou musi spiiovat kaZey elekironicky nastro)

Dbkujerss 22 dléeu a 1bdime se na spoexdc

public ¢

Name of pubiic contract Contracting authority ™~ Type of Typeor  From ™ Est,price
‘procedure

Step 2.

Pick the option to register as a supplier

= c o zeno | dodavatel
Cheste-fi mit své zdlozky vidy po ruce, umistéte je sem na listu zéloZek. Importovet zélofioy.
4420295565132  Minfo@zadavatelcz  ©8:30-16:00 [ Register Alogin ™=
.@ZAKAZKY HOME ~ PUBLIC CONTRACTS
L

Supplier registration
1. E-mail and IN for pre-filling the data
I+

E-mail:*
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Step 3.

Fill in your company's IN and your valid e-mail address.

«¢>c o0 pecen | datatechnolog
Cheete-fi mit sué zalozky vidy po nuce, umistite je sem na listu z3lozek. Importov
L +420 295565132 Minfo@zadavatelcz  ©8:30-16:00 [} Register Login ™=
.,
e HOME  PUBLIC CONTRACTS
Bozakazky

Supplier registration
1. E-mail and IN for pre-filling the data

[

E-mail:*

Step 4. - Registration form

Fill in the supplier's identification data. Compulsory data is marked by *. Successful sending of the form
will be confirmed by a notification sent to the e-mail, which You stated in the registration form. At the
bottom of the page, You give us permission to process your personal data. Agreement with business
conditions and agreement with sending other business information

& c O geno | datatechnology.cz/registrace-dodavatel

Chcete-li mit sve zalozky vidy po ruce, umistéte je sem nalisty zaloZek, Importovat zaloZky..

4420295565132 Minfo@zadavatelcz @ 8:30-1600 [ Register fGlogin ™=
PN
[a HOME PUBLIC CONTRACTS
Bozakazky

2. Addition to the registration form

Organization

Name of organization : *

N I Street indication no, : *
City: * Region:
zp State

Use biling sz
Define Your field of activity by classifying CPV
Main PV + -~ Supplementary Ce 1

Supplementary CPV 2:  Select - Supplementary CPV 3:  Select

User — contact person

Name:* Surname :*
E-mail:* n@otideacz Telephone:
Password: * Repeat password : *

Business conditions and processing of personal data More here

Permission to send business annoucements

rtsgr part emat = . heips wih sendis
200t o ool [You wilbe the it 0 i

e

Send registration

Copyright & 2018, GTIDEA CZ s.r.o. | Electronic fool versions - 4.0 | Business condiions | Manual for the supplier
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Registration was sent successfully and a confirmation link has been sent to your e-mail, which you
need to confirm in order to log in into Your account.

< [<Io) pecenc | hnology.cz/registrace-dodavatel-krok-2

Cheste-li mit své zalozky vidy po ruce, umistéte je sem na ligtu zalozek. Importovat zaladky.
.+420295565132 Minfo@zadavatelcz  @8:30-1600 [} Register fAlogin ™=

“Gozakazky HOME  PUBLIC CONTRACTS

Registration successiul. A confirmation fink has been sent to Your e-mail. You wil be able talog in after confirming the registration.

User support - info@zadavatel ¢z
Working hours - §:30 - 1600
Tel.: 295 565 132

You will receive a link in the confirmation e-mail. By clicking on it the registration will be complete. As
soon as the registration will be complete on Your side, the period for the authorization of Your
registration will start. The provider of the web app reserves three working days for the authorization.
Once the authorization is successful, You will receive an e-mail with a notification.

Step 5. and Step 6.

After the first login, the system will notify You about identity verification. Click on the option verify

identity. Now a page with three options for identity verification will open. It is up to You which option
You choose.

& C  @® Nezabezpeéeno | wwwezakazky.datatechnology.cz/overeni-identity

Chcete-li mit své zalofiky vidy po ruce, umistéte je sem na liétu z8loZek. Importovat zalofky.

& +420 295565132 Minfo@zadavatel.cz ©38:30-16:00 W} Nik DOh Logout ™=
-QZAKAZKY HOME  PUBLIC CONTRACTS  TENDERS  MESSAGES

Identity verification
Verifiation of a subjec’s credibilty wilhin eleciranic communicalion and efecironic receplion of fenders.

Waming: Without veriying Your identity. it's not possible. submit the tender or

with the contracting authority

Choose one option

Verification by 2 support assistant

Via data box
Verify.

Via a qualified cerfificate Verity
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1. Verification by a support assistant

After clicking this option, a page will open, where You will download a request for identity verification
and You will send this request to the given e-mail address.

<« e o pecenc | datatachnology.ca/overeni identity-podpora

Cheete-li mit své 24losky vidy po ruce, umistéte je sem na listu zalozek. Importovat z8lofiy...
4420295565132 Minfo@zadavatelcz  ©8:30-16:00 [} NkDOh #Logout ™=

.GZA KAZKY HOME  PUBLIC CONTRACTS  TENDERS  MESSAGES
®

Identity verification - Verification by a support assistant

L L r——

Send the request for identty verification to our e-mail - identita@zadavatel 2
signature of a horized to act on behalf of th

ATTENTION! The e-mail has to be signed by an

Your request will be reviewed in 3 wiorking days al he latest. For more information call our support team

2. Verification through a data box

By clicking this option, a page will open, where You will download a request for identity verification
and then You will send this request to a data box, you will find the number of the data box in the

form.

€« >c 0 peceno | datatechnology.cz/overen.-identity-podpora

Chcete-li mit své 23lagky vidy po ruce, umistéte je sem na listu zaloZek. Impertovat zdloZky...
L+420295 565132 Minfo@zadavatelcz  ©8:30-16:00 [} NkDOh % Logout ™=

.@ZAKAZKY HOME  PUBLIC CONTRACTS ~ TENDERS ~ MESSAGES
&

ferification by a support assistant

Identity verification -

Send the request for identty verification to our e-mail - identita@zadavatel cz.
d t0 act on behalf of the

ATTENTION! The e-mail has to be signed by an signature of a

Your request will be reviewed in 3 wiorking days al he latest. For more information call our support team

3. Verification through a qualified certificate
Here a page with the certificate upload and inserting the password, with which the certificate is

protected, will open.
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*Providing your certificate serves only for Your verification. The certificate is not saved in the app. It
increases the credibility between a potential supplier and the provider of the web app. Only Your
identification data (meaning Your identity) will be verified in the certificate. If the certificate in Your
computer is protected by a password, it is needed to include this password before sending the
registration form.

A successful sending of the form will be confirmed by a notification in the e-mail, which you stated in
the registration form.

. +420 295565132  Minfo@zadavatelcz  ©8:30-1600 [}

_@ZAKAZKV HOME ~ PUBLIC CONTRACTS ~ TENDERS ~ MESSAGES

dentity verification - Via a qualified certificate

Certificate

After Your identity is authorized by the app's administrator, You will receive an e-mail with a
notification.

In this moment, You can fully use the web app. Complete Your user settings, make the app accessible
for other users from Your company, set the user warrants
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B. How tologin as a supplier

Step 1.

Version 1

First, type www.e-zakazky.cz into your web browser. After it loads, the public homepage of the app e-
zakazky.cz will appear. Click on the option log in in the top right head of the page.

< c o

Cheete-li mit své zélozky vidy po ruce, umistéte je sem na istu zdlozek

Step 2.

Importovat zslozky

L+420 295 565 132

A A- Ideniity not verifid - Verify

Informaéni panel

Vaeni kiienti E zakazky.ca, proces certfikace byl

davatelcz @8:30-16:00 [}

Nasi uivatelé maji

HOME

PUBLIC CONTRACTS

Oh & Log out

TENDERS ~ MESSAGES

énf povinnosti elekironizace, kterou jim uklzda 23kon, v souladu

S wyhi3Skou & 260/2016 Sb., kterou musf splfiovat kaZdy elekironicky nastroj

Dékujeme za divér a tESime se na spoluprici

Newest public cotracts

Name of public contract

Prestavba Skolniho bytu na 2 uéebny 25 Prasks
Znojmo

REKO tepené sité Most 2010 - REKO tepeiné sit Il
staps

Mogemizace rozvod tepls Most ST, 3. v roce 2019 -

REKO potrub teplé vodly
Porizen licenc Ms Office

CNC soustrun véetné pifsuéensty!

Generstor ibovolné tvarovanjcn puizd

Moderizace ro
REKO potrub! TV 2 U7

Rekonstrukce domu s petovatelskou slabou v
Hragebni ulei

Mogemizace rozvod tepla Most ST, a5 roce 2019 -

REKO tepeiné sité Velebuice

dd tepla Most ST, as.v roce 2019 -

 tym OTIDEA

Contracting authori N

0203681

Severogesks teplirensis, | 28733118
as

Severodesks teplarensis, | 26733118
as

Mésto Piibram 00243132

Gregorsro. 27495042

Fyzicsini Gstav AV CR, v.v. | 66376271
3

Severodesid teplarensis, | 26733118

Mésto Pitbram 00243132

Severodesks teplarensis, | 28733118

Type
procedure

Zakézka malého
rozsahu

Dotatn zakizka
(mimo rezm
z3cora)
Dotatn zizka
(mima re
zdcora)

Zakézia maléne
rozsahu

Otevfené Fizen!

Zjednodusené
pedimitn Fizen

Doteén’ zakizka

zékona)

Zjednodui
podimitni Fizent

Dotaéni zakizka
(mimo rezim
zéona)

Fill in your login e-mail and password and click on the option log in.

<€ c o

Cheete-li mit své zalozky vidy po ruce, umistéte je sem na listu zéloZek. Importovat zalozky.

. +420 295 565 132

Type of
public
contract

Staveoni
price

Staveoni

price

Staveon’
préce

Dadivky

Dodivky

Dodavky

Staveon’

Staveon!
price
Staveoni
price

From

1072312018

101232018

1072212018

1012272018

1012272018

1012312018

1072212018

1072312018

T

676 245,00 k¢

12/5/2018 | 10450 000,00 K&

/672018 559.942,08 K¢

1172372018

17172018

9200 000,00 K¢

9554 286,00 k¢

14 410 000,00 K&

“Bzakazky

& Login for a supplier

HOME

PUBLIC CONTRACTS
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C. How to submit an electronic tender

Step 1.

Choose the option public procurements on the homepage.

& C @ Nezabezpeceno | wwwezakazky.datatechnology.cz/verejne-zakazky

e-li mit s

Step 2.

stéte je sem na listu z3lozek. |mportovat z8lothy.

4420295565132 Winfo@zadavatelcz @ 8:30-1600 [ Register
b HOME ~ PUBLIC CONTRACTS
“Gozrkazky
Informagni panel
v Klienti E-zakazky.cz, proces certifikace byl ispéiné dokonéen. Nasi uZivatelé maii zaruéeno spinéni povinnosti elekironizace, kterou jim uklada zékon, v souladu
s vyhladkou & 26012016 Sb., kterou musi spliiovat kaZdj elekironicky nastroj
Dékujeme za divéru a tésime se na spolupraci Vas tym OTIDEA
Public contracts
® bublic contract not finshed | Public contract has been awarded | Cancelation of contract fulfiment based on public procurement
Srocurement has been terminated
Name of public contract Contracting authorty  IN Type of From Tl st price
procedure.
a a a A -y -Q o a o
REKO tepeiné sité Most 2019 - REKQ tepeiné sité Severodeska teplarensks, 28733118 Staveoni. 10/23/2018  12/5/2018 10450 009,
il etaps as. préce.

Mogermizace rozvods tepla Most ST, as.vroce | Severodeskd teplérenské, | 25733118 Stavebni  10/23/2018 6130 000,002
2019 - REKQ potrub tepié vooy as. préce

zk0na)
Pofizenlicenci MS Office 00243132 Zakizkamalého  Dodiwy | 10/22/2016 11/6/2018 | 55094208KC

rozsahu

CNC soustrun viatné pifsiugensty’

27495442

Dodivky | 10/22/2018  11/23/2018 36

Generstor lbovolng tvarovanjcn puizd Fyzikdlni

Dodivky | 10/22/2018  11/7/2018

Staveon’ | 10/23/2018 9201

Mogemizace rozvod tepls Most ST, as.vroce  Seueroceska teplirensks, 26733118
as préce

2019 - REKO potub/ TV 2 UT

Rekonstrukce domu s peovatelskou safbouy | Mésto Pibram 00243132 Staveoni | 10/22/2016 9594 266,00 K¢
Hradebni ulic ! préce
Mogemizace rozvodl tepla Most ST, as.vroce | Severoleskd teplérenské, | 26733116 | Dotodn‘zakizka | Staveon! | 10/23/2018 14410 000,00 K&
2019 - REKD tepeiné sité Velebudice mimo retim  préce

zikona)

ystavba fotouoltaicks elektramy s akumuisei - Jan Sjkora 18700403
vidten

Staveon’ | 10/23/2018 | 11/8/2018
prace

zikora)

Version 1

Click on the option - procurement not finished. Only the procurements written in the deadline for
submiting tenders will show. You can further reduce the amount of procurements through filters -
procurement name, contracting authority, IN, type of procedure, type of procurement, period from,
period till, estimated price. Once you choose a procurement, you can click wherever on the name of

the PP.
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no | wwwezakazky.datatechnology.cz akazky aQ &

4420295565132 Winfo@zadavatelcz ©830-1600 [

:(G’ZAKAZKV HOME  PUBLIC CONTRACTS

Informagni panel

en Nadl uivateié maji zanuteno spinéni povimnast elekironizace, kterou Jm ukiada akon, v souladu

Step 3.

A page with the chosen procurement will open - detail of the PP. If it is possible to submit electronic
tenders to the procurement chosen by you, an option ,,Submit electronic tender" will appear in the top
left corner of the page. If you click on this option, a new tender form will be created - create tender.

etenc | wwwezakazky.datatechnology.cz/profil-zadavatele/2c6441dc-e069-4524-b5b0-Bfdcd cBc1463/zakazka/P18VO0000025 a 1

ek Impertovat ziladky

Nik DOh

:(:"»ZAKAZKV HOME PUBLICCONTRACTS TENDERS ~ MESSAGES

Mome | Public conbacts ~ Zadavatel | Public contract detad

detail: OTIDEA as.

Addres: 2 681132 (Budova METEQR C). 126 00, Praha 8 - Karkn
e Tz
™ czzTIazez

Test

Date of publishing an profile : a2 Internal public cantract aumber :

Idontitier: PIBVI0000025

Type of public contract: Stuzty Zednadusien podimini
He o
He . 1,00 K

Beginning of submiting tenders period 1172272018 End of submiting tenders period : 112272018 428 P

Status zakzka neukontens

Reference number of TED (CZ)

Documents

Document tite Date of uploading document * lnkto

pr—

Step 4.

In the next step, You will fill in all compulsory slots for editing the tender in the form.

1. Fill in tender price, the amount will automatically save once you leave the slot.

2. Upload the documents to the tender: choose a file - click on the option upload, it is necessary to
upload at least one document.
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3. Inthe last step, click on the green option ,,Submit tender to the contracting authority".

4420295565132 Winfo@zadavatelcz ©830-1600 [}

NKDOh '+ Logout =

:(:)ZAKAZKY HOME  PUBLIC CONTRACTS TENDERS  MESSAGES

Account © A The organization's idensty has been confirmed by the suppor assistant on 1122:2013

(& Editing of the account

Editing of the tende
4 Change of password & 7
Public contract: Test Identifier of the procurement :
W st otusers
Contracting authority : Contracting authority IN:
Tenders Estimated value of public contract: Lert unth submission: 0ael 2 hodin, 55 minut
£ Create tender Tender price:
B Uistof tencers
tender
5 Downloaded tenders B i
Messages Document tite Date of upioad

) Wite message
© Received messages

® Sent messages

4 Upioad documents into the tender

Step 5.

A question if you really wish to submit the tender will appear, and by clicking yes, you will confirm the
submission of the tender.

< C ®N ceno

ucet/editac nSE9alla2

Chcete-li mit své zélozky v2dy po ruce, umistéte je sem na listu zaloZek. Importovat z4loZky.

Submit tender

Do You really wish to send the tender to the contracting authority? You won't be able to edit the tender anymore.

10
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Submitted tenders check
Step 1.

Click on my account, a page will show up, and you will find the tab list of tenders submitted by you,
which you will click on.

datatechnology.cz/ucet

zélozek. Importovat zélozky.

4420295565132 Minfo@zadavatelz  ©830- 1600 [} NKDOh @ Logout ~=
:@ZAKAZKV HOME ~ PUBLIC CONTRACTS ~ TENDERS ~ MESSAGES
Account

© A - The organization's identity has been confirmed by the support assistant on 112212018
# Editing of the account

2 Editing of the acc
& Change of s [ Editing of the account

& List of users Supplier data
Title: A
Tenders.
3 Create tender Streetindication no.:*  tham
= Listof encers 2P 130000 City: + prague
T Downloaded tenders N R, e
Messages

Contact person

Name:~ Nk Sumname:* 50N

E-mail: n@otidescs Telephone:

Step 2.

Here, a list of all your tenders will show up.

« C @ Nezabezpetenc | wwwezakazky.datatechnology.cz/ucet/seznamnabidek a #

it sve zélotky vEdy po ruce it zilofek. [mpogvat zaio)
U420 295565132 Minfo@zadavatelcz  ©830-1600 [ NKDOh +Logout =
-,
'@ZAKAZKY HOME  PUBLICCONTRACTS TENDERS MESSAGES
Account © A - The GrGARINONS (GENIAY D38 D8R COATIMEN By he JADHOr 8SS1aN 00 112212015

2 Eiing of e aceount
& List of tenders
o List of users. Name of Identifier of  Mame of INof the Submitted Date ot
pubsic the coniracting  contracting
contract pocureme... autartty

4 Change of password

Tenders

3 Create tender
& List of tenders

8 Downloaded tenders

Messages
) Vit message
© Recened messages

® 5ent messages

Through the pencil on the left of the given tender, the tender will open in a new tab. Here you can
view and check the tender. If the procurement is still in the deadline for submitting tenders, you can
take the tender back. By take it back we mean the withdrawal of the already submitted tender.

11
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C. Electronic communication

Sent messages
Step 1.

Click on the option My account on the homepage, a new page with details about your account will
open, on the bottom left of the page you will find the option Messages.

The communication happens through the functionality of the el. tool, within this communication you
can insert attachments, these formats are supported:

The communication happens through the functionality of the el. tool,and the transmission between the
contracting authority and the supplier is provided by an encrypted connection (HTTPS).

The sending of the data message within the contracting authority's organization is not a part of the el.
tool.

L4420 295565132 Winfo@zadavatelcz  ©B30-1600 [ NkDOh ™ logout ™=

_(:»ZAKAZKY HOME  PUBLIC CONTRACTS ~TENDERS  MESSAGES

Messages

The first option in the section messages is Create message. Here, the supplier has the option to create
a message to any procurement or tender, which he submitted, and send it electronically to the
contracting authority.

12
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Step 2.
You can check the messages in sent messages.
Detail of the message sent by the supplier to the contracting authority.

em na kst zslodek. lmporioval zilodly

L4420 295565 132 Minfo@zadavatelz  @B:M-1600 [

-,
'(PZAKAZKY HOME  PUBLICCONTRACTS TENDERS MESSAGES
Account 4 - The crganzation's iGentty has Been confirmed by fhe upport 1222016

(& Ediing of e account
 Change of passwrand

8 Lt clusers. Date Object Recipient Procurement

Tendars

i Caegte tender

B List ol tenders

 Downioaded tenders

Massages
) Wiike message

O Receied messages

Step 3.

Another way how to create a message, is by clicking on a concrete procurement on the homepage. A
new page will open with the procurement, and you will click on the option Create message on the left.

13
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aQa & 0

Nk DOh

ZAKAZKY HOME  PUBLIC CONTRACTS ~ TENDERS  MESSAGES

@ Publc contract not fnished Susic cortract nas been swarded Cancelstion of contract fu4iiment bazed on public procurement

Procuremer

en terminated

Name of public contract Contracting authosity

Zedrovulené  Sutvy

REXO tepeint s1é Most 2019 - REKO tepené sté Severocesk ensia, Stavebn
I etzpe 2 orace
Modermizace rozveds tepia Mast ST, a5 ¥ roce everodeskd tepticensid, Staven
2019 - REKO POty 1e0ié vody s ordce
Potizen icend M Office Pibr iz maeno Dodsvy 672018
NG soustrun Wetné pfisiudensn e Oteviené tzen|  Dodiky 172372018
Generétor ibovoiné tarovanjen puzd Pk A Zedrooutené  Dodinky 17108
Modemzace ronvodl tepa MOst ST, as vroce | Severodesia 2673318 Dotatn/zakizka  Staveon
2019 - REXO potrudi TV 2 UT . price
Rekorstrukce doms 5 pedovate’skou 2uibou v E Stavebn 9564 286,00 ke
Hragebn uic orice
Mogen il tepia Mast ST, a5 v everodesk tepirenskh Dotaén’ za Stavennl
2019 - REKO tepeiné sité Veebutice a mimoretin  oréce
zakora)
/03 forovoitaické eiexiramy s skumuac E Suveoni  1023/2018 2015 114000000K¢

Dotaénizakizca  Dodaky

000 K

The option ,,Create message" in the detail of the procurement

< ¢ o geno | profil 6441dc-2069-4524-b5b0-8fdcA c8c 1463/ 2akazka/P18V00000025
Cheete-li mit své z8losley vidy po ruce, umistéte je sem na liétu zslofek. Importovat z8losky..

4420295565132 =

fo@zadavatelcz  ©8:30-1600 [

@ZAKAZK‘( HOME  PUBLIC CONTRACTS ~ TENDERS ~ MESSAGES

Home | Public contracts  Zadavatel | Public contract detail

T

Contracting authority's procurement detail: OTIDEA a.s

Address : Thémova 881132 (Budova METEOR. C), 185 00, Praha & - Karlin
n: 27142442
™ cz27142442

Address of previous profile :

Public contract deta

Name of public contract: Test
Date of publishing on profile : 112212018 Internal public contract number :
Identifier: P18V00000025
Type of public contract: Shusby Type of procedure : Zjednoduiené podiimitn
Public contract divided into lots: No Itis a framework agreement : No
Itis about establishing a dynamic No Estimated value of public contract: 1,00 KE
purchasing system :
Beginning of submiting tenders period 117222015 End of submiting tenders period : 12212016 428 PM
Status 2akézka neukenéena Date of public procurzment
cancellation :
Reference number of TED (C2): Date of contract conclusion :
Documents
Document fitie Document type: Date of uploading document Linkto
downioad
sifrovaninabidek publickey.bxt Vefeiny ki pro §irovani nabidek 11/22/2016, 131 PM Dounlosd

And now a window with the option to write a message will open.

14
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ology.cz/ucet/vytvoritzpravu/2c644 1dc-e063-4524-b5b0-Bfdcdchic 1463 /P1 BV00DD0025 a w

ek mportouat ilotiy,

.@ZAKAZKY HOME  PUBLIC CONTRACTS  TENDERS  MESSAGES

Account 04 Th organizations dany has besn confimed by he suppot assiataaton 11222018

[ Ediing of the account

[ Write mes:

@, Change of password

Wlisotusens Public contract: = .
Tender : S R
Tenders
2 Create tender Onjeat
Obsah:-
&8 List of tenders
B Downloaded lenders
Messages
1 Write message
© Received messages
 Sent messages
Attachments :

Seecttie  or Grop fie here

15
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Received messages

Step 1.

Version 1

You will find the option Received messages on the left in your account. After clicking this, a list of
received messages will show up, and you can click on any message, which will open in a new tab. Here
you can reply to the contracting authority right away.

Hik DO
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£ Received message

Procurement : Test
From : OTIDEA 2 5. - Nikola Dohnalova
Sent : Thurscay. November 22, 2018 1:37 PM
To: A

Object : RE: Teste

Testt

From : A - Nik BOh

Sent : Thurscay. November 22, 2013 1:35 PM
To: OTIDEA as.

Object : Teste

Test
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