


Objective

= The objective of this document is to provide a guide
lines to the use the Document Builder System.
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Steps to access the system 1/1

To access complete User and Password fields:
http://enbcz101.eni.pri:8040/sap/bc/webdynpro/ipro/wd docb?sap-lanqguage=IT/EN/FR

User: AG / ENOOOOO Password: XXXXXXX

ACCESS (1):
= ENGLISH:
1. ITT English Law
2. BR Italian Law /M No switch to HTTPS occurred, so it iz not secure to zend a
3. GC English Law password
4.GC EﬂglISh Law - Other & Mo switch to HTTPS occurred, 2o it iz not 2ecure to 2end a
5. GC Italian Law passwiord
6. GC Italian Law — Other N -
= ITALIAN: U't | |
1. RdO Legge IT -
2. RdO Legge IT - Altre Tip. Fasswora I I
3.CG Legge IT Language: English B
4. CG Legge IT - Altre Tip. S =
Change Pazzword French o=
= FRENCH: i .

1. CG Loi EN — Autres Types

- ) - iAo =Tal
Copyright ® 2014 SAP AG. All rightz rezerved.
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Document Creation 1/7

Once logged onto the system the following screen will be displayed :

Document Data I Uszer VWorkzpace

Content: | GPS - Contents | - |
Search
Show:
Search Results
Mode Object Type
[1] Mo values selected

Document Builder

| Create || Edit || Copy || Delete || Save || Save as User Template || Release || Cancel || Refregh || Log Off

Select the type of document to create:

S R Rsia——aanass logon in ENGLISH:

Conten h ITT English Law
e ey 1. ITT English Law
2. ITT ttalian Law 2. 1TT Italian Law
Showd | 5 ac English Law ] 3 GCE lish L
4. GC English Law — Other " ng !S aw
5. GC falian Law 4. GC Engllsh Law - Other
§. GC Ralian Law — Qther j 5 GC Italian LaW
Document Builder 6. GC Italian Law - Other
| Creats a4 || Edit || Copy || Delete || Save || Save as User Tem
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Document Creation 2/7

After selection click "Create Document® (1):

Document Data I User Workspacs

Content: [Contract Commen Law [+]
Search
Show: [Worklist [~]
Search Results
Mode Object Type

[Z] Mo values selected

Document Builder

Create a fi | Copy || Delete || Save || Save as User Template || Release || Cancel || Refresh || Log Off |

1 Create Document | ‘

Create User Element

In the next screen enter a name for your document and then select
the Template (2).

Header Data i Attachmentz

General data

Document Mumber: 000000000013384

LA eI \
Name: * 2 [~G88002 08.10. 2012 15:57:38 |
Template: * | [
Document Date: * [08.10.2012 5]

Regulation Sets
Text Update Level



Document Creation 3/7

Click on “Template” (1) key, then select “Templates” (2) and click on
“Start Search” key (3).

(To avoid to click on “Start Search” (1) again for selection of the “Template”, see page 21)

Uocur

ment Data User

Search

Search Results

=)

Create

Document Builder

Header Data ~facnm

General data

WWOrEzpace

RN =

Upoate Leve

System Template Name: General Value List E m

lm Personal Yalue List  Seftingz...
Content: =||ZsI8_CTR_E o
cContent Modifier; =
Crested by @ | | =
Documert Selection; | || =
Template Categary: @ =
Effective Date: & =
Marme: @ | | =
Yersion Mo @ I:l =

Restrict Mumber of “alue List Entries To

| Start Search @E

Moare Search Helps: |Templates | -
11 e T, m Ft 1y

Templates 2 KI Im‘




Document Creation 4/7

In this screen, choose the template to use for the creation of the document
and click on "OK":

System Template Name: General Value List E X

Ferzonal Yalue List Settings...
[ 2cd to Personal Value List |
. Content = .. Crested by Document Selection Effective Date Mame “ersion...  Template C..

ISla_CTR_E AG17925 IZCONTRACT_GOODS 25052012 CONTRACT FOR GOODS 000
ZSla_CTR_E AGTE25 ICOMTRACT_SERY _GO... 25052012 CONTRACT FOR GOODS+SERYICES nooo
ZSla_CTR_E AG1T7925 ICOMTRACT_SERWICES 25052012 CONTRACT FOR SERVICES fululuuy]
ISls CTR E AG17925 ICONTRACT WORKS 2905202 CONTRACT FOR WORKS 000

hore ZSM_CTR_E. [ Templates [=]

Then click on “Refresh” (1) and in the next screen on the tab "Dialog” (2)

Jocument Builder

|| Copy || Delete || Sawve || Save as User Template || Release || Canc:ell” Refresh ||a£
—

Header Data I Attachments

General data

Document Number: 000000000013384

Mams: * [~Gss008 08.10.2012 15:57:38 ]
Templats: = [CONTRACT FOR SERVICES [=1
Document Date: * [

Regulation Sets i Dialog 2l]|:|c:ument5ummary i Preview i Attachments

General data Diacument dialag data

Document Number: 100000000013384

Name: = [4ces008 02.10.2012 15:57:38 |
Template: * [CONTRACT FOR SERVICES [l
Document Date: * 02.10.2012 L]



Document Creation 5/7

The questionnaire is divided into sections (1)

For each driver, choose the correct value to enter (2)

For each section, fill in all of the drivers, at the end of each section must
click on “Next” to continue (3)

Document Builder

Delete Save as User Template || Release Log Off

Header Data p—id = QSummary Preview
Groups 3 4 ﬁtract Drivers \
[Previous |[ next |JFish with Defaults Scope of Work: e 2
—
Document data groups
v 3¢ Contract Common Law 1 Offzhore: *
= % Contract Drivers

Contract Tyse: Era—
Specific Scope of Work (Services): :

@:—ufperfurmancs: [- Select - |'|E}

You can also click on “Contract Common Law/ITT Questionnaire" to view
all the drivers at once, at the end click on “Finish with Defaults“(4)
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Document Creation 6/7

Furthermore, some of the drivers are linked to information notes (or
“pop-ups”), which guide the buyers in their choice of the most suitable
drivers for a specific procurement procedure.

Contract Drivers

Scope of Work:

Qffghore; *

Contract Type:

Specific Scope of Work (Works):

Place of performance:

Waorke Click on IEI

Purchase Orter [
Seect_|v] H

|A‘ Company premises |'|m

ex. pop-up for the driver “Place of

performance”

Select "OUTSIDE Company premises” if the contract scope of work is referred to performance of services
and/or supply of goods, material or equipment {without any additional installation/maintenance services
within COMPANY premises) and no activity is carried out by CONTRACTOR PERSONNEL within COMPANY
premises.

If contract activities are carried out partly at company premises and partly outside company premises,
select “AT Company premises”

10



Document Creation 7/7

When you have
appeared

completed all sections and the green ticks

Header Data Dialog Document Summary f
Groups Contract |
| Previous || Next || Finish with Defautts | 5050 opy

Document data groups (1]
v o Contract Common Law Offzhore:

. W" Contract Drivers

Mrntract Ty

have

Click on the “Preview” (1); select the field named “Word Document” (2)
and/or “Report Drivers” (2) click on the “Assembly Document” (3) to
obtain the document and/or the drivers list

Header Data Dialog

Available Output Types

| Assembly Document |3_]

B. Report Tvpe

Document Summary Freview 1

Report Mame

&
=

Report Drivers

Word Document 2 ]

L
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Saving a document 1/3

You can now save the document locally (1) in .doc, .docx or .rtf format.
The document (2 — Report Drivers) can be saved locally only in .mht

format.

B

Layout di Le
stampa |scherm

Visualizzazi

g

ra a

= Inserisci

ntero (=l Bozza

T Ok
Layout di pagina Riferimenti Lettere Revisione Visualizza Sviluppo Acrobat
% Layout Web V| Righello Mappa documento \i{ _J] Una pagina 5 Muova finest
.= struttura Griglia Anteprime erl120] @ Due pagine S Disponi tuttc
Zoom 100%
Barra mess *=] Larghezza pagina || [~ Dividi
Maostra/Mascondi Zoom Fir

GENERAL PROVISION

Acceptance of the contract

e wvalidity of the CONTRACT is conditional upon CONTRACTOR's written c
eptance of all terms and conditions set out in the CONTRACT.

The followin
COMNTRACT:

Save to file

HeaderData | Diabg | Document Summary

Available Output Types

[ Available Sections | | [ Assemby Document |

BL ReportType

Report Drivers

- Document Number:

- Description:

- Content:

- Template:

- Document Date:

- UserID and Buver Name:

- Report execution Date and time:

Preview || Afachments
Report Name
Agsemble Word Document
Responses Report
25318

AG66008 18.02.2013 15:43:12
ITT Common law
INVITATION TO TENDER
2013.02.18

AG66008 Dario Lodola
2013.02.18 144354

Driver Selected Available
Lowest price
[Evaluation Method Lowest price Most Economically
‘Advantageous Tender
Yes
Site Visit Yes
No

Scope of Work Services

Goods and Services

Works

Services

12



Saving a document 2/3

It is possible to print the “Report Drivers” placing the pointer on any point
of the text and then select “Print” (with the right mouse button). You may
print the “Report Drivers” also in .pdf format (Adobe PDF)

Header Data Dialog Document Summary Preview Aftachments

Available Output Types

Available Sections Assemby Document

B Report Type Report Name
Assemble Word Document
E| Responses Report
Saveto file

Report Drivers

- Document Number: 25318
- Description: AG66008 18.02.2013 15:43:12
- Content: ITT Common law
- Template: INVITATION TO TENDER
- Document Date: 2013.02.18 Indietro
- UserID and Buyer Name: AG66008 Dario Lodola
- Report execution Date and time: 2013.02.18 144354
Driver Selected Available
Seleziona tutto
Lowest price
Evahiation Method Lowest price X Crea collegamenta
Most Economically Aggiungi a Preferiti, .
Advantageous Tender HTML
Codifica 3
Yes
. . . Anteprima di stampa. ..
Site Visit Yes . Aagiorna
No
Aggiungi a POF esistente
Cornvertiin Adobe PDF
o Export ko Microsoft Excel
Goods and Services Send To Bluetooth
Works Proprietd
Scope of Work Services
Services

13



Saving a document 3/3

Choose the format and the folder to save the file, like any document in
.doc format

& http:ffenbbz103.eni. pri: 8059/sap/bcfwebdynprofiprofwd_doch/f~wd_key/Element+Word?sap-contexti

LS AT A |g, htkp:ffenbbz103. eni. pri: 5059 sap/becfwebdynprofiprofwd_dochf~wd_key [El "| || X
FEN GoTo  Favorites  Help

Mew Tab Cerl+T | *P Search ~ | Mare >  _ SignIn R -
Mew Window Chr+M
Open... Ctr+O [:-ri:8059,l’sap,l’bc,l’webdynpro,l’ipro... ] l 2 - 8 d=h - [
Prink. .. Chr+P
Send N Save in: | :} My Computer V| @-3
Import and Export. .. o Trusted [CZ)carra's Documents
Froperties Templates |2 5hared Documents
@ My Recent = Tof (af)]
work OFfline Dacurnents L DVD-RAM Drive (i)
Exit erta = e Lk
ST RITETENO GArE T (B} Deskiop
. Criterio di aggiudicazione: Pr My
: Documents
stili "
5“'1 RN RS RN KRS ANEE KRR KRS R RS TR TR ORI R ¢ C;Imputer
TPy _— omprter |
o My Metwork

en ﬁ ﬁ Places

1  Preamble

INVITATION TO TENDER FOR: ...

File mame: Element+WwWaord

INVITATION TO TENDER REFERENCE No: (hereinafter "ITT"}

Sawe as byp

Dear Sir,

Hoc
‘Word 97-2003 Document (*.doc) n
Wword Template (*,dobx)

‘Word Macro-Enabled Template (*.dotm)

‘Word 97-2003 Template (*.dot) b

commitment on the part of COMPANY to award any CONTRACT concerning the subject Scope
of Work. In case of submission of a Tender by You, your Tender shall be construed as an offer eEs 2ave

TENDERERS are hereby invited to tender in relation to the scope of work set out below in
Article "Scope of Work”.

This ITT and the relevant acknowledgement of receipt shall not be construed as an offer or a

capable of acceptance by COMPANY on the terms and conditions contained in this ITT and the
only commitment of COMPANY shall be the evaluation of the Tenders pursuant to the terms
and conditions of this ITT.

14



Search / display existing document 1/2

To search for a document previously created, select the document type in
the “Content” field (1) and then select "Documents (General)” (2) in the
“Show” field.

Click on “Search” (3) to obtain the complete list, search by "name" part of
the document name (4) (using asterisks for partial selection) and press
“Search” key (3).

Document Data Uzer Workzpace

1 Content: |Ccntrﬂ|:1 Common Law |v

. Search

{

Show: |Worklist [=]
2 Sear VWorklizt
L M Documentz (GenerﬂI}J

Object Type

Templates (General)

]
Uzer Templates (General)

- Document Data User Workspace

Content: | Contract Common Law [=]

Search

Show: [Documents (General) [ =] search by: [Hame [=]| using value: |[=ocd] 4 D Search | Extended Search
Search Results

Content Content Modifier Name Verzion No. Statuz

E| No values zelected

L

15



Search / display existing document 2/2

Select one of the documents displayed (1). You can again view or save the
document as indicated in chapter “Document Creation”.

You can modify the document by clicking “Edit” (2).

Document Data User Workspace

Content; [Contract Commen Law [+]
Search
Show: [Documents (General) [ =] search by: [Content Modifier [*] using value: | H Zearch | Exiended Search |
Search Results
o
ZSIA_CTR_E Test 09.10.2012 15:21:55 oot HELD AGBBI08 000000000013452 09.10.2012
ZSIA_CTR_E test 15.09.2012 o001 HELD AGSEE008 000000000012306 25.09.2012
Dgtument Builde
-y
Chet€ 4 || Edit || Clpy ][ Delete || Save |[ Save as User Template || Release || Cancel || Refresh || Log Off |
Header Data Dialog Document Summary Preview Attachments
General data Administrative Data
000000000012306 Content: ZSI4_CTR_E
Created by, AGEE008

Document Number:
test 15.09.2012

Name: *
CONTRACT FOR GOODS+SERVICES

Template: *
Document Date: * 25.09.2012
Requlation Sets

Text

Contract Element for Commen La

Update Level

Document Versions

External Document:

Memo

16




Modification of a document 1/1

In “Edit” (1) mode you can change one or more drivers (2), to get a
new output with the new selection or to incorporate updates to clauses.

Document Data Uszer Workspace
Search
Show: [Documents (General) | =] search by: [Content Modifier [=] usingvaue: | || search | Extended Search |
Search Results
Content Content Modifier Nams Werzion No. Status
Z3lA_CTR_E Test 09.10.2012 15:21:55 ooom HELD
ZE14 CTR_E test 15.09.2012 noood HELD
Documeht Builde
Create || Edit | Jopy | Delete || Save || Save as User Template || Releasze || Cancel || Refresh || Log Off
Header Data Dialeg Documsnt Summary Preview Attachments

Groups Contract Drivers

| Previous || Mext || Finigh with Defaults |

Scope of Work: Goods and Services

Document data groups [+
~ # Contract Common Law Offshore: ves || 2
= o Contract Drivers
Contract Type: |Ellﬂnl;5t0rd5r |v|
g

17



Update of a document after modification 1/3

Where there has been a change/addition to the any Standard clauses,
by clicking “Edit” button you can view the following message:

(= Document Builder - Windows Internet Explorer

&~ [ haiferbeaion. e srmmolsoptbeimebdmorofirold_dodtsosrsvstemag baic_suth=esoe diert=100bsar hnguage=E1 &[] [

Flo Moia Vs Pefert Stumentl ?

& o i = o
Version No. Status Created by Document Number Document C
00001 HELD AG66008 000000000022523 17.01.2013
00001 HELD AG66008 000000000019467 06.12.2012
00001 HELD LCEE00R 000000000019462 06.12.2012
00001 Alert ] 000000000019470 06.12.2012
00001 Update available for the document 000000000013462 09.10.2012

selected. Clicking “YES”™ and then
“Document Summary” you can
proceed with updating through the
“Update Report” key.

Content: ZSIA_CTR_E
Created by: AG66008
External Document:




Update of a document after modification 2/3

By clicking “Document Summary” (1) and then "Update Report” (2), you can
update the clauses.

B Updatez available for document: run update report

Cuntent Contract Common Law

Show: |Decuments (General) .S&armby Caontent Madifier

Using Value: [ search | Extended Search |

| Create 4 || Edit || Copy | Delete || Save || Save as User Template || Release || Cancel || Refresh | Log OFf |

[Standard View]

[ Export 4 || Create « || Edit ][ insert 4 ]| Cut || Paste . || Delete || Utiities || Update Report |




Update of a document after modification 3/3

Document Builder shows:

New clauses (1) [=L
Modified clauses (2)
By the “Update All* (3) all articles will be updated.

Element Summary 3

View |dario [=] | [Export« [ Update ][ Rejecl][ Update Al |[Jeizct All || Show 4 | Close
Posttion Element Effective Date Version Description Incluzion Element Chan Update|
14 | Z3.00080.0000.00 | 23.05.2014 1 43 O
15 | Z3.00080.0010.01 | 25.12.2011 3 3.8.1.1 Scheduled performance -Engineering A O |I|
16 | Z3.00010.0010.01 | 25.12.2011 5 3.1.1.1 Work order [ O m
17 | Z3.00040.0010.02 | 25.12.2011 3 1.2 Drawings and specifications O 'm'
18 | Z4.00030.0010.02 | 25.12.2011 3 4.3.1.2 Provizional acceptance-Engineering o | |I|
19 | Z4.00040.0010.02 | 25.12.2011 3 £.4.1.1 Final acceptance-Engineering o | |I|
20 | Z2.00020.0010.01 | 25.12.2011 3 8.2.1.1 Defects liabilty-Engineering o | |I|
21 | Z8.00040.0010.03 | 25.12.2011 3 2.4.1.3 Liabilties and Indemnitiez-Engineering A O [1]
22 ZB.00050.0010.02 25.12.2011 5 8.5.1.2 Insurance-Services & [ |I|
23 | Z8.00050.0010.02 | 25.12.2011 6 8.5.1.3 Inzurance-Engineering [ O 2 |I| -
Element Details Full Text Filkins Rules
Element Type: | Standard Clause
Effective Rate: [25.12.2011
4 Comment FL ished the raiting r for instituitions issuing insuran# s Text: |QLEMENT MODFFIED 16.01.2014
5 Without limiting any of itz obligations under this CONTRACT or
PPLICABLE LAW, CONTRACTOR ehall maintain or cause to be maintained,

threughout the term of the CONTRACT, with insurerz with a minimum Standard &
Poor's rating *BBB” or eguivalent or other reputable inzurers acceptable to COMPANY
and =hall pay for the following insurance policies:

....QNISSISS

NOTE: The field “Comment” (4) shows the reasons for the
modifications, the field “Text” (5) shows the revised clause

20



System parametration 1/1

Sy=tem Template Name: General Value List

TO aVO|d to C||Ck on “Start Search” (1) agaln for 4 [~ Hide Fiter Criteria Personal value List | Settings... 2

selection of the “Template” : Contert =| z5ts TR E
Contert Modifier; <
Created by o | |
Document Selection: o | ||

Template Categary: <7
Effective Date: <

Mame: o | |

“ersion Mo < |:|

Restrict Number of Yalue List Ertries To

l 1 | StartSearc:h@:&eseﬂ

hore Search Helps: |Templates | v|

SR L L L L LA

Select “Settings” (2) and clear “Show Search Criteria of Standard Value List”
as follows:

UUUULDIUS ALOTTUUD 10.ULLU TS 19,5031

- —l o o s |

System Template Name: Settings =E

“alue help for System Template Mame [ Al Yalue Helps
Preferred Display of Personal Walue List

[ verride System Default Setting (500) of Maximum Mumber of Entries in General Yalue Liste

Maximum kumber: 500
[[] 8hawe Search Criteria of Standard Value List ._?3 5_5_5::_
[Reset |
P




	Diapositiva numero 1
	Objective
	Index
	Steps to access the system 1/1
	Document Creation 1/7
	Document Creation  2/7
	Document Creation 3/7
	Document Creation 4/7
	Document Creation 5/7
	Document Creation 6/7
	Document Creation 7/7
	Saving a document 1/3
	Saving a document 2/3
	Saving a document 3/3
	Search / display existing document 1/2
	Search / display existing document 2/2
	Modification of a document 1/1
	Update of a document after modification 1/3
	Update of a document after modification 2/3
	Update of a document after modification 3/3
	System parametration 1/1

