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1 RECEIPT OF ELECTRONIC NOTIFICATIONS
This quick guide outlines the steps to follow when reading electronic notifications sent by the 
corresponding Aena contracting unit.

An electronic notification is a message that a contracting unit sends to a bidder through the 
notification module of the Electronic Tendering Platform.eLicitafrom Aena, which may or may not be 
in response to a communication made by the bidder.

1.1 Step 1. Access to the electronic notifications module
Bidders can access the electronic notification module in two different ways:

1.Electronic Notification NoticeThe bidder receives an email at the address provided, notifying 
them of a new electronic notification. The email also provides a direct access URL to the 
notification module: https://elicita.aena.es/SNE_Internet/ .

2.Direct accessto the electronic notification module from the URL:
https://elicita.aena.es/SNE_Internet/ .

- If the bidder has not received the email in their inbox, they should check that it is 

not in their spam folder.

Likewise, there are 3 types of electronic notifications:
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- GPA. Electronic notifications rrelated to the registration of the bidder (natural or legal person) 
on the platform.The electronic notification email is sent to the address provided in the 
registration application.

- UTESElectronic notificationsrelated to the registration of the bidder (temporary business 
association) on the platform. The electronic notification email is sent to the address provided 
in the registration application.

- Hiring.Electronic notificationsrelated to a tendering procedure The electronic notification 
email is sent to the email address provided when submitting your bid for the specific tender.

1.2 Step 2. Authentication in the notification module
To access the notification module, the company or joint venture must authenticate with the electronic 
certificate or username and password of the representative who previously submitted an offer or who 
appears as such in the application for registration in the system.

To access the system with a digital certificate, the bidder must click on

the icon
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To access the system with Username and Password, the bidder must click on the

icon

The notification module provides bidders with a direct access to download

Autofirm@from the Download Area (see ) .

The notification module makes a technical document available to bidders,Technical Requirements 
Document, with the requirements that the user's local equipment must meet to proceed with the 

reading of electronic notifications (see ) .

1.3 Step 3. Notifications pending reading
The first screen that the bidder sees when accessing the electronic notifications module, whether 
using an electronic certificate or a username and password, shows a direct link to the number of 
unread notifications.
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The bidder can access the list of unread electronic notifications from the shortcut indicated in the 
previous step or throughUNREAD NOTIFICATIONSin the menu on the left, as can be seen in the 
following screenshot:

1.4 Step 4. Reading electronic notifications
Regardless of how the bidder accesses the pending electronic notifications, the system will display a 
list with the details of each electronic notification.

Once the bidder has accessed the list of unread electronic notifications, they can click on the icon to 
access the electronic notification.

If you log in to the system with a digital certificate, you will see the following screen:

Electronic Tendering SystemeLicitafrom Aena. Quick guide for accessing and reading 
Aena electronic notifications and sending communications. 9/19



Contracting Directorate
Planning, Control and Systems Division

Code
Version: 1.8

February 2025

Notifications will appearrejectedWhen the reading period established by the 
contracting unit has expired or they have been intentionally rejected by the 
bidder. Even so, in these cases, the system allows them to be read. Subsequently, 
the status of that notification will change from rejected toread-rejected.

The “Notification Detail” screen displays the following data, distributed as shown below:
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In case you identify yourself in the system with Username and PasswordThe following screen will be 
displayed:

The operations that the bidder can perform on this screen are the following:

The functionality associated with this button returns to the unread notifications window.

The functionality associated with this button shows the electronic signature data with
which the electronic notification has been made.

The functionality associated with this button initiates the notification reading process.

The functionality associated with this button initiates the notification rejection process.
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To proceed with thereadingeitherrejectionof an electronic notification,The bidder 
must use his electronic certificate or, where applicable, his username and 
password.to perform a signature operation, in the same way that happens when 
the postman delivers an electronic notification notice to you in person.

BASIC DATA

is
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CONTENT

The same screen displays the content of the electronic notification: the subject and the text written by 
the contracting unit.

FILES

The bidder may download the documentation attached to the notification, in case the body of

contract has been sent, by clicking on this icon

OPERATIONS

He
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This feature allows the bidder to submit a written 
request to the contracting unit. It is not intended 
for:

- Submission of bids. If the bidder is 
required to submit a bid, it must use 
the methodology described in section 2 
of the “Quick guide to submitting bids

- Submission of corrections. If the 
bidder has to correct
documentation, you will have to use 
the methodology described in section 
3 of the “Quick guide to submitting 
bids ”.

- Documentation requirement from the 
potential successful bidder. If the tenderer 
is required to submit documents as a 
potential successful bidder, it must use the 
methodology described in section 4 of the 
“Quick guide to submitting bids ”.

The functionality associated with this button displays 
The functionality associated with this button returns 
to the unread notifications window.

The functionality associated with this button displays 
the data of the electronic signature with which the 
electronic notification was made.

The bidder may download the acknowledgment of receipt in 
PDF format.

The bidder may download the content of the 
notification in PDF format.
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1.5 Step 5. Query notifications
If the bidder prefers, they can view all their electronic notifications, both those pending and those 
previously read in previous days.

You can do this through “My Notifications” in the menu on the left or by clicking the “View all my 
notifications” link on the home screen.

Whether accessed through the menu or the link, the following search screen will appear, where you 
can select whether the notifications you want to view are read or unread, among other filters.
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1.6 Step 6. Response to the notification

The notification response feature is not intended for submitting bids, submitting 
corrections, or requesting documentation from the potential successful bidder.

- If the bidder has to submit an offer, he will have to use the methodology 
described in section 2 of the “Quick guide to submitting bids

- If the bidder has to correct documentation, he will have to use the 
methodology described in section 3 of the “Quick guide to submitting bids ”.

- Documentation requirement from the potential successful bidder. If the 
tenderer is required to submit documents as a potential successful bidder, 
it must use the methodology described in section 4 of the “Quick guide to 
submitting bids ”.

The bidder may respond to a notification sent by the contracting unit using the "Reply to Notification" 
feature.
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REQUIRED FIELDS

Subject of the response.Accents and special 
characters are not allowed in the text field.

Response text.Accents and special characters 
are not allowed in the text field.

If the bidder wishesprovide documentation to the

electronic communication, you must click The 
names of attached files may not contain spaces 
or accents.

Remember that the process of sending electronic communications from the notification module 
does not end until the bidder checks the box indicating that he has read and accepted

the legal conditions, click on the button and make use of your certificate
electronic to sign and send the electronic communication.
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