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CHAPTER 1
Public calls for tenders
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To view the list of active and/or past Public Tenders, use the Link found on Hera’s website

Accessing public calls for tenders



1
52 43 4

The link allows you to view current and past Public Calls for Tenders

Accessing public calls for tenders
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Clicking on the corresponding row displays the details of the tender and allows you to log in (if you 
have active credentials) or set up an account 

Accessing public calls for tenders



CHAPTER 2
Procedure for preparing tender 
envelopes



1 2 3
8

3 4

View RFQ for All

You can view all available public tenders within the tab “RFQ for All”
Then click on the corresponding row desired.
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In the case of a closed (invitation-only) tender, the RFQ is not published on Hera’s website, but an 
invitation to participate is sent by email directly to the selected suppliers.

View Invitation-only RFQ

Log in to the portal and then click on “RFQ”; in the 
“My RFQ” tab, if your company is among those 
invited to participate you will see the private tender 
invitation
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View RFQ

Useful Information and Details on the RFQ in 
question; if the supplier is qualified and interested 
they can proceed by clicking on “Express Interest” 
in the upper right corner.
After expressing interest, the RFQ appears in the 
“My RFQ” section.

Return to the 
previous 
screen 

PDF report with info on 
the RFQ and its 
progress

Product Group covered 
by the tender
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View RFQ

The internal RFQ Homepage can then be opened; from 
here all activities and resources related to the current 
process can be managed. From now on, all 
change/update/advancement emails are also active

The “RFQ Details” page in turn contains four tabs:
- Configuration view data, features and information
- Buyer Attachments list of all attached tender 

documentation that Hera Group has associated with the 
RFQ

- My Response Create and manage responses to 
configured envelopes

- Associated Users select other Users from the same 
Organisation to give them access to the RFQ
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View RFQ

The second Page contains Sections to create 
Messages to Hera, view those received, those sent and 
those still in draft status
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View RFQ

In the “My Response” Tab, view the 
details of the envelopes and, if interested, 
proceed by clicking on “Intention to 
Respond”
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RFQ Response

Scroll down the page and click on         to add your 
responses to each envelope displayed.
Remember that the Hera Group may also decide not 
to configure all three envelopes

Initial pop-up 
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RFQ Response
Now fill in the respective envelope just opened by entering your answers for each parameter configured by 
the Hera Group; the symbol * within the description indicates that the answer is required.
After completing the section, click on “Save and Exit” and move on to the next envelope (if any).
Attachments can be included if needed.
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RFQ Response

Once all responses are entered correctly for 
all configured envelopes, click “Submit 
Response”

Option to export envelopes 
to Excel, respond and re-
import them to the platform
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RFQ Response

The response has been sent (a confirmation 
email will also arrive), and when the bid 
collection period expires, the Hera Group will 
be able to evaluate the individual bids



1 2 3
18

3 4

RFQ Response

It is possible to change previously submitted data, no later than the deadline set by Hera 
Group for the submission of applications/bids, by proceeding as follows:

a) access the RFQ and the response area where the change is to be made;
b) click on “Withdraw Response” and then access the various envelopes via the “Response 
Summary” box or via the pencil icon (located, to the right of the screen, next to each envelope);
c) click on “Save and Exit”;
d) click on “Submit Response”.
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If your bid was the one chosen by the Hera Group, you will see the words “Winner” in the status of 
your response and you will be informed of the award.
The Hera Group may also decide to reopen the response collection round to have interested 
suppliers enter new and better bids.
Following this process, contracting activities can begin.

Award of RFQ



CHAPTER 3
Procedure for preparing envelopes for a 
tender with Multi-Lot RFQ
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View Multi-Lot RFQ
In the case of a Multi-Lot RFQ, multiple RFQs belonging to the same Tender are created, one of which 
is “Qualification Only” and the remaining “Technical/Financial”.
Click on “My RFQ” if it is an invitation-only tender or “RFQ for All” if it is a public procedure
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View RFQ

Click on the first RFQ. 
N.B. In such cases it is always necessary to fill out the 
qualification-only envelope first and then continue with the 
subsequent ones.
Then click on “Intention to Respond”.
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RFQ Response

Click on the edit icon and respond to 
the qualification envelope, then click 
on “Submit Response”
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RFQ Response

Fill in the remaining lot envelopes by selecting the 
“Multi-Lot RFQ” page and clicking on the 
corresponding lines in the “Lots” section
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RFQ Response

Complete the required sections and 
submit the response; then move on to 
the remaining technical/financial 
RFQs

After the Hera Group has opened and evaluated all 
responses received, it will choose one or more 
winners; within a Multi-Lot tender, individual RFQs 
may be assigned to different suppliers
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Procedure for conducting an RfI
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RfI
An additional possibility is for a Request for Information (RfI) to be sent from the Hera Group.
The process and manner for responding are the same as those already viewed in the case of standard 
RFQs.
RfI can be either public or invitation-only; in the former case, within the portal’s Sourcing section, they will 
be displayed in “RfI for All”, while in the latter in the “RfI List” tab.
Following the conclusion of an RfI, The Hera Group may decide to transform it into a RFQ to carry out 
the official tender.
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RfI - Response

After viewing the details and expressing interest in the RfI, 
click on “Intention to Respond” to start the process of 
entering the responses required by Hera Group through 
the envelopes
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RfI - Response

The response process is similar to that seen in previous 
chapters. Then respond to the individual parameters of 
the configured envelopes by clicking on the symbol 
and click on “Send Response” once done.



1 2 3 4
30

RfI - Conclusion

Once the deadline has passed and the bids have been evaluated, the Hera Group has several options 
available including closing the RfI or, as already stated, converting it and transferring the suppliers and/or 
their bids into an RfI to be configured and published. 
Therefore, it is important to follow the status updates of the specific RfI to monitor the steps and choices 
made by Hera Group. 



Thank you for reading

www.gruppohera.it
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