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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

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

User: AG / ENO0O0O0OO Password: XXXXXXX

ACCESS (1):
* ENGLISH:

1. ITT English Law
2. BR Italian Law ,&., Mo =witch to HTTPS occurred, =o it iz not 2ecure to 2end a
3. GC English Law passwiord
4. GC Italian Law Iy No 3'-.';'rtn:I;I to HTTPS nccurred, so it i= not secure to =end a
passwor
5. GC Italian Law - Other
6. BR Italian Law — Other System: Ops
7. Std. Smart Tender/Low Value Client: *
U=er: *
«  ITALIAN: o | '
Password: * | |
1. RdO Legge IT : ~\
. Languags: Englizh |v
2. RdO Legge IT - Altre Tip.
3. CG Legge IT Engish 9 EN
4. CG Legge IT - Altre Tip. Change Fassword French FR
5. Std. Smart Tender/Low Value ftalian T

Copyright ® 2014 SAP AG. All rightz rezerved.

. FRENCH - Inactive

¥

(o)
)



Document Creation 1/7

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

Document Data I Uzer Workzpace

Content: |GF‘E— - Contents | '|

Search
Show: [Workiist [ |
Search Results
Mode Object Type
[1] Mo valuss selected

Document Builder

| Create || Edit || Copy || Delete || Save || Save as User Template || Releaze || Cance || Refregh || Log Off

Select the type of document to create: .
logon in ENGLISH:

BoGERDAEN],  User Workspace 1. ITT English Law

. BR Italian Law

. GC English Law

. GC Italian Law

. GC Italian Law - Other

. BR Italian Law — Other

. Std. Smatr Tender/Low Value

Contef 1. ITT English Law| -
g 1. [TT Engligh Law
2. BR Halian Law

-3, GC English Law
M 4. GC talian Law

W 5. GC ttalian Law — Other Object Type
[3 6. BR ttalian Law — Other
7. Std. Smart Tender/Low Value 4)

NOUPApWN

[ Create . || Edit || Copy || Delete || Save || Save as User Template || Release | Canc

¥

(o)
)



Document Creation 2/7

After selection click "Create Document” (1):

Document Data User Workspacs
Content: [Contract Commen Law [+]
Search
Show: [Worklist [~]
Search Results
Mode Object Type
[Z] Mo values selected
Document Builder
| Create a || Copy || Delete || Save || Save as User Template || Release || Cance || 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 Attachmentz

General data

Dlocument Hum_t: &l

Mame: * ) 2

Template: *

000000000013334
X

[~G88002 08.10. 2012 15:57:38 |

I [

Document Date: *

Regulation Sets

Text

T08.10.2012 |

Update Level

¥
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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 20)

Document Data User Workspace

Search

Search Results

Create Document 0o0o0oag

Document Builder

neager Uaia

Allacnments

General data

e 102012 7]

Reqgulation Sets
Text Update Leve

Document Versions

System Template Name: General Value List

Hide Filter Criteria Personal Walue List Settings...
Content: =||zz1a_CTR_E 5
Contert Modifier: =
Created by > | | =
Documert Selection: & | =] &
Templste Category: < >
Effective Date: & =
Martme: o | | =
Wersion Mo > |:| =
Restrict Number of ¥alue List Ertries To

=)
Start Search ﬂg et
Mare Search Helps: | Templates | -
U=zet Templates (Genaral
Templates ? || Cance |

nisrnal vergon Lreatsd oy
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Document Creation 4/7

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

Sy=tem Template Name: General Value List E x
P Showy Filker Criteria Perzonal “alue List Seftings...
[ &dd to Perzonal Value List |
E. Content = ... Created by Document Selection Effective Date Mame Version... Template C..
I5la_CTR_E AiE1T925 ZCONTRACT_GOODS 25052012 CONMTRACT FOR GOODS ul]uluy}
Zsla_CTR_E SiF1T925 ZCONTRACT_SERY _GO... 25032012 CONMTRACT FOR GOODS+SERVICES 00001
ISla_CTR_E AG1TI25 ICONTRACT_SERWICES 25052012 COMTRACT FOR SERWICES oo0oq
ISls CTR E AE1TI25 IZCONTRACT_WORKS 29052012 CONTRACT FOR WORKS ul]uluy}
ZSIA_CTR_E'I-
hlore = Templates [=]
. {4 I{4 : n H / V4
Then click on “Refresh” (1) and in the next screen on the tab "Dialog” (2)
Jocument Builder
Create « |[ Edit |[ Copy |[ Delste || Save |[ Save as User Template || Releass |[ cancel |[ Refresh |E Off
Header Data Attachments
General data Header Data Dialog 2 Document Summary Previsw Attachments
Document Humber: 000000000013354
Mame: * AGE5008 08.10.2012 155738 General data Document dlalng data
Template: * CONTRACT FOR SERVICES
] Document Number: 000000000013384

Document Dats: ™

Mame: * |AGEEGES 08.10.2012 1

N T

il |

Regulation Sets
Template: *

| CONTRACT FOR SERVICES

m]

Deocument Date: * 08.10.2012 {7]

¥

(o)
)



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

e |[ save || Save as User Template || Release Log Off
Header Data Dialeg Document Summary Preview
Groups a @ract Drivers \
[ Previoug]|[ Next J[{Finish with Defautts | J [ seope of work: Services 2
Document data groups
* % Contract Common Law Offzhere: *
= % Contract Drivers
Contract Typs: -Select- [
Specific Scope of Work (Services): ﬂ

%ofpsrfurmancs: = [- 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)

¥

o)
=)



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

Click on\ [i]

Scope of Work: \Works

Qffghore; *

Contract Type: Purchaze Order ﬂ

Specific Scope of Work (Works): -=ekect- ﬂ m

Place of performance: AT Company premises A . “ ”
| * SalH ex. pop-up for the driver “Place of performance

Document Builder m] B3
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”

[or]
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Document Creation 7/7

When you have completed all sections and the green ticks have appeared

Header Data Dialog Document Summary I
Groups Contract |
| Previous || Mext || Finish with Defaults | Scope of ¥

Document data groups E
v o Contract Common Law Offzhore:

= ﬂﬁ' Contract Drivers

Mrnntract Th

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 Document Summary Freview 1

Available Output Types

| Aszembly Document | 3

F. Report Tvpe Report Mame

'@ Word Document 2
E| Report Drivers

¥
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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.

Saveto file 1

LRI i
Hom Inserisci Layout di pagina Riferimenti Lettere Revisione Visualizza Sviluppo Acrobat
J 3 Layout Web V| Righello Mappa documento -_;sl J Una pagina 75 Muova estra Header Data Dialog Document Summary Preview Aftachments
Pt . = struttura Griglia Anteprime ij.m 10 @ Due pagine i Disponi tutto == (i b
= n He " . -
stampa |schermo in\ero =l Bozza EBa aa =] Larghezza pagina | [=] Divid [ Avaiable Sections | | [ Assemby Document |
Visualizzazioniyocumento Mostra/Nascondi Zoom Finesl = Rpeport Type Report Name
& Assemble Word Document
E| Responses Report

GENERAL PROVISION

Acceptance of the contract

validity of the CONTRACT is conditional upon CONTRACTOR's written

accdptance of all terms and conditions set out in the CONTRACT. _ Document Number: 235318
CONNRACTOR's letter of confirmation, drafted as per "Confirmation of Acceptar _ pescription: AGE6008 18.02.2013 15:43:12
attachfed hereto, shall be mailed or delivered to COMPANY within fifteen (1) days fr¢. _ content: ITT Cormmon law
of this §ocument, at the addresses specified in the CONTRACT - Template: INVITATION TO TENDER
- Document Date: 20130218

Said letty of confirmation shall be signed by CONTRACTOR's ayfhorized Officer  _ygedD and Buyer Name:

AGE6008 Dario Lodola
clearly incjcate name and title of the same. - Report execution Date and time: 2013.02.18 144354
2. Contryct documents and priority Driver Selected Available
The following Yocuments shall be deemed to form andde read and construed as Lowest price
CONTRACT: [Evaluation Method Lowest price Most Economicaly

- This CONTRNCT
- The "Confirmigtion of Acceptance” Form.

- General Con .
Ves
Site Visit Yes
No

‘Advantageous Tender

E E .'II E tl: fIIE Goods and Services
Works
Scope of Work Services
Services

¥
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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 Attachments

Available Output Types

[ Available Sections | | [ Assemby Document
B Report Type Report Name
Assemble Word Document
| Responses Report
Save to file
Report Drivers
- Document Number: 25318
- Description: AG66008 18.02.2013 1543:12
- Content: ITT Common law
- Template: INVITATION TO TENDER
- Document Date: 20130218 Indistro
- UserID and Buver Name: AG66008 Dario Lodola
- Report execution Date and time: 2013.02.18 1443.54
Driver Selected Available
Seleziona tutto
Lowest price
Evaluation Method Lowest price . Crea collagamento
Most Economically Aggiungi a Preferiti, .,
(Advantageous Tender | HTML
Codifica 3
. Stampa ..
Yes
v . Anteprima di stampa. ..
Site Visit Yes . Aggiorna
No
Aggiungi & POF esistente
Convertiin Adobe PDF
L. Export to Microsoft Excel
Goads and Services Send Ta Bluetooth
Works Proprieta
Scope of Work Services
Services

¥
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13

Saving a document 3/3

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

& http:/fenbbz103.eni. pri: 8059/sap/bcfwebdynprofiprofwd_doch/~wd_key/Element+Word?sap-contexti

¥~ |g htkp:ffenbbz103. eni. pri: 5059 sap /b fwebdynprofiprofwd_dochf~wd_keyw(El % | X

FEN GoTo  Favorites Help

Search ~ | More > . SignlIn ‘\ =

Mew Tab Crrl+T

Mews Window Crrlr =
open. .. ChFl+O

Print. .. Cerl+P

Send 3
Import and Export. ..

Properties

wiork, OFfline

Exit ferta

| HITefmento Gara n. .-

B

emnt

1  Preamble

INVITATION TO TENDER FOR: v

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

Dear Sir,

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
commitrment 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
capable of acceptance by COMPANY on the terms and conditions contained in this ITT and the

[:vri:8059,l’sap,l’bc,l’webdynpro,l’ipro...l l @ i D Qéa h |j

Save in: | i My Camputer b | @-@A
o Trusted =) carra's Documents
Templates |C2)5hared Documents
Eb My Recent e 05 ()
Dacurnents

@ Deskiop
aL

Documents

) My
Computer

o My Metwork,
Places

Tools -

i DVD-RAM Drive (D)

File: marme: Element+waord

Save as bype

Wdocm)

&

‘Word 97-2003 Document (*,doc)

Wword Template (*,dotx)

‘Word Macro-Enabled Template (*,.dotm)
‘Word 97-2003 Template (*.dot) b

Save

only commitment of COMPANY shall be the evaluation of the Tenders pursuant to the terms
and conditions of this ITT.

¥
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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

A Content: |l2|:|1trﬂn:t Common Law |1 |

Search

Show: |Worklist [+]
2 Segr Vorklizt

T Documentz (General) ) Object Type

E Templatez (General)
1

Do¢ Document Data Uger Workspace

Etuntent: |C|:r|tra|:'t Common Law |v|

Search

Show: |Dccum5nt3 (General) |v| Search by: |Mams

|v| zing Valug]

Search Resulis
Content Content Modifier

E Mo values selected

14

Mame

o] 4

Verzion No.

3| Eearch' Extended Search

Status

¥
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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 Uszer Workspace

Content: |Ccntract Common Law |V|

Search

| [ Search | Extended Search |

|v|Search by: Using Value: |

Show: |Bccument3 (General)

Search Results

Coniers ConietHogifer llas Marsion li Slalis. Crsaied b ent Date
1 Z5IA_CTR_E Test 09.10.2012 15:21:55 000 HELD AGE5008 000000000013462 12
Z5IA_CTRE test 15.09.2012 o0om HELD AGEE003 000000000012308 25.00.012
DogTTTETT BUTeT)
V-
| Cri EZA || Edit || Capy || Delete| Save || Save as User Template || Releasze || Cance Log Off
Header Data Dialog Document Summary Preview Attachments
General data Administrative Data
Document Number: 000000000012308 Content: ZSlA_CTR_E
Name; * test 15.09.2012 Created by: AGBE008
Template: * CONTRACT FOR GOODS+SERVICES Extzrnal Document:
Document Date: * 25.09.2012
Regulation Sets
Text Update Level Memo

Contract Element for Commen La

Document Versions

15
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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 User Workspace
Search
Show: |Documents (General) |v| Search by: |Ccntsnt Maodifier |v| U=ing Value: || Search | Extended Search |

Search Results

Content Content Modifier Name Werzion No. Status
ZSIA_CTR_E Test 09.10.2012 15:21:55 00001 HELD
Zslq tezt 15.09.2012 oooo HELD
Docume
Create dit py || Delete || Save || Save as User Template || Releaze || Cancel || Refresh || Log O
Header Data Dialog Document Summary Preview Attachments
Groups Contract Drivers
[ Previous || Mext || Finigh with Defautts | Scope of Work e
Document data groups E
¥ o Contract Common Law QOffzhore: n 2
= o Contract Drivers
Contract Type: [Blankst Order [ |

¥
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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:

{2 Document Builder - Windows Internet Explorer

G - [ msienbezio . onnsnisapiociuebdynoroforafis_doctisapsystemogh basi_auth=4ssan-lent=1isapranguage=EH DIEIE

Fle Modfics Visuslezs Preferti Strumenti °

LS | @ pocument puider = -8
Version No. Status Created by Document Number Document C
00001 HELD AG66008 000000000022523 17.01.2013
00001 HELD AG66008 000000000019467 06.12.2012
00001 SELD ACEe002 000000000019462 06.12.2012
00001 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:

¥
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Update of a document after modification 2/3

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

clauses.

Document Data Uzer Workzpace
Search
Show: [Documents (Gensral) | =] Search by: |Content Modifier [*] using value: | || Search | Extended Search |

Search Results
Content Content Modifier Name

E£5lA_CTR_E TRAINING_01 15.05.2012 12:37:23

Document Builder

Create . || Edit || Copy || Delete || Save || Save az User Template || Releaze Log Off

Header Data Dialeg Document Summary 1 ]r&-.-i&w Attachmentz

Document Summary

Document Sections E Element Summary
i 1l.l’iv.aﬂ.l'.r|[Stii|r|:jii|rcl View] |v| | Export « | Create
= Index

18

Verzion No.

00001

Status
HELD

Delete || Utilties § || Update Report |9
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Update of a document after modification 3/3

Document Builder shows:

B New clauses (1)
[i] Modified clauses (2)

By the “Update All” (3) all articles will be updated.

Element Summary

Views|dario [=] | [Export 4 |[ Update |[ Rejecfl|[ Update Al || Reiect All|[ Show 4 ][ Close iter Settings
Position Element Effective Date Description Inclusion Element Chanfje =
14 | Z3.00080.0000.00 | 23.05.2014 1 o O
15 | Z3.00080.0010.01 122011 3 3.8.1.1 Scheduled performance -Engineering il [} Ii‘
16 | Z3.00010.0010.01 | 25122011 5 3.1.1.1 Work order a [} m
17 | Z£3.00040.0010.02 Az.z201m 3 .2 Drawings and specificationz O ﬂ
18 | Z24.00030.0010.02 Az220m 3 4.3.1.2 Provisienal acceptance-Enginsering o O m
19 | Z24.00040.0010.02 Az220m 3 4.4.1.1 Final acceptance-Enginsering [AY O IIl
20 | Z8.00020.0010.01 22011 3 8.2.1.1 Defects liabilty-Engineering A ] III
21 | Z8.00040.0010.03 | 25122011 3 .3 Liabilties and Indemnities-Engineering A ] [T
22 7800050001002 25122011 5 8.5.1.2 Ingurance-Services A D Ii‘
23 | Z28.00050.0010.03 | 2512.2011 8 8.5.1.3 Inzgurance-Engineering il O 2 Ii‘ -
Element Details Full Text Fil-n= Rules
Element Type: |Standard Clause
Effective Bate: | 25.12.2011
4 Comment: § Established the mi raiting reg for instituitions issuing insurandes Text: |QLEMENT MODIFIED 16.01.2014
5 Without limiting any of itz obligations under this CONTRACT or
PPLICABLE LAW, CONTRACTOR shall maintain or cause to be maintained,

througheut the term of the CONTRACT, with insurers with a minimum Standard &
Poor’s rating *BBB” or equivalent or other reputable insurers acceptable to COMPANY
and =hall pay for the following insurance pelicies:

....OMISSISS

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

¥
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System parametration 1/1

To avoid to click on “Start Search” (1) again for selection of
the “Template” :

System Template Hame: General Value List

A Hicle Fitter Criteria Perzonal Walue List Seftings...

Cortert: =| zs14_CTR_F
Cortent Modifier;
Cregted by: < | |

Documert Selection; |

]

Template Category: <
Effective Date: <

Mame: <@ |

Yersion Mo <@ I:l

1 | Start Search @:teset |

4

Restrict Mumber of Yalue List Ertries To

More Search Helps: |Templates

[=]

Select “Settings” (2) and clear “Show Search Criteria of Standard Value

List” as follows:

vvvvvvvvvv ZTIUS MISOOUUS 10.UL U1 18.3U.31

Systern Template Name: Settings E m

el
o

“alue help for System Template Name All Yalue Helps
Preferred Display of Personal Walue List

["]Showy Search Criteria of Standard Yalue List

Reset

]

[l Override System Defautt Setting (500) of Maximum Number of Ertries in General Yalue Liste

N

T ==l CIT ] Teeel

bera Caaveb Halnee | Tamlotas -

20
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