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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/ .

Tiene nuevas natificaciones
€5 Responder | %) Responderatodos | —> Reenviar

aena, it it
Para M ju. 27/02/2020 10:13
Sistema de Notificacion Electronica

Tiene una notificacién en su bandeja de entrada del Sistema Informatico de Licitacion Electronica, referente al expediente "20200227/MN.001" y registro de salida "27022020101326".
Puede consultarla en la siguiente direccién: http://elicita.aena.es/SNE Internet
Atentamente,

Aena

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.

26/09/2024 10:55 (CEST)

Sistema de Notificaciones Electronicas de Aena ELICITA. - 3k

Acceder al Sistema de Notificacion Electronica

Para poder acceder, usted necesita tener instalada la aplicacion Autofirma del
MPTFP y un certificado digital valido o DNI Electrénico

Consultar la lista de certificados permitidos aqui

Area de Descarga
Documento de requisitos técnicos

Acceder con usuario y contrasefia

Accesibilidad | Politica de privacidad | Aviso Legal | Mapa Web | Cookies | Contacto

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

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

icon Acceder

@firma |

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 | Consuttar )18

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.

Sistema de Notificaciones Electronicas de Aena ELICITA. - 3
INICIO

NOTIFICACIONES
ELECTRONICAS NO LEIDAS Sistema de Notificacion Electronica

MIS NOTIFICACIONES
ELECTRONICAS Notificaciones no leidas

GUIA RAPIDA DE ACCESO A N — P
NOTIFICACIONES ELECTRONICAS IT\ene 5 notificacionss ne leidas I

Otros tramites

Consultar tedas mis notificacicnes

Accesibilidad | Politica de privacidad | Aviso Legal | Mapa Web | Cookies | Contacto
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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:

Sistema de Notificaciones Electronicas de Aena ELICITA. - 3

INICIO

NOTIFICACIONES
ELECTRONICAS NO LEIDAS Notificaciones no leidas

MIS NOTIFICACIONES
ELECTRONICAS

Ayuda para este formulario
GUIA RAPIDA DE ACCESO A
NOTIFICACIONES ELECTRONICAS
Este form ulario le muestra las notificaciones pendientes de leer, para consultarlas seleccione una de ellas

Notificacién-La
502400 documentacion de 18/09/2024 oy
20240018-1 subsanacion fue enviada 12:00 Mo leida
correctam ente
Notificacién-La
o o docum entacién de P
20240915-1 subsanacion fue enviada No leida
correctamente
502400 Notificacién-Oferta ida
202400181 registrada correctamente No leida
o . Notificacidn-Oferta P
20240018-1 registrada correctamente Mo leida
UTELO00000000000061 Solicitud de incripcion UTE No leida

en la Plataforma ACEPTADA

5 elementos encontrados

Accesibilidad | Politica de privacidad | Aviso Legal | Mapa Web | Cookies | Contacto

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
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Sistema de Notificaciones Electronicas de Aena ELICITA. - ;‘1%

INICTIO

NOTIFICACIONES _
ELECTRONICAS NO LETDAS Notificaciones no leidas

MIS NOTIFICACIONES

ELECTRONICAS .
Ayuda para este formulario

GUIA RAPIDA DE ACCESO A

NOTIFICACIONES ELECTRONICAS
Este formulario le muestra las notificaciones pendientes de leer, para consultarlas seleccione una de ellas

Notificacién-La
correctamente
Notificacion-La
202409151 SS;:;? t:a'(n ?Sede()wiada 1 g;g-sg,-’mz:t Rajleida

correctam ente

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,
1 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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Sistema de Notificaciones Electronicas de Aena ELICITA.

*  INICIO

» NOTIFICACIONES |
ELECTRONICAS MO LEIDAS Detalle de notificacion

#  MIS NOTIFICACIONES
ELECTRONICAS .
., Ayuda para este formulario
* GUIA RAPIDA DE ACCESO A
NOTIFICACIONES ELECTRONICAS
Se muestran a continuacién los datos basicos de la notificacion seleccionada:
- Para acceder al contenido completo debe aceptar la notificacion pulsande "Leer”.

- Pueda asimismo rechazar la notificacidn pulsande "Rechazar”.

Datos basicos de la notificacion

Entidad notificadora: AENASME, S A
Namers de registro: 02252024000000000496

Fecha de registro: 18/09/2024 12:09

Tipo de notificacion: SUBSAMACION
Procedimiento: CONTRATACION

Mimero de expediente: 202409151
Denominacion expediente: ENTORNO AENA
Empresa notificada: E42592808 - EMPRESAFICTICIA
Interesado:

Estado: Mo leida

Confirmo que he leido v acepto los términos v condiciones legales detallados en el correspondiente
documento

<= Vaolver

Electronic Tendering SystemeLicitafrom Aena. Quick guide for accessing and reading
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In case you identify yourself in the system with Username and PasswordThe following screen will be
displayed:

Detalle de notificacion

Ayuda para este formulario

tenido com pleto debe aceptar la notifica:

rechazar In notificacién pulsando "Rechazar”

Datos basicos de la notificacion

Entidad notificadora: AEMA Desarrolio Intemacional
Namero de registro: 081S2024000000000105
Fecha de registro: 25/08/2024 09:00
Tipo de notificacién: OTROS
Procedimiento: CONTRATACION
Nimero de expediente: 24092024FRUEBASINGLES
Denominacidn expediente: 24092024FRUEBASINGLES
Empresa notificada: 503184868 - EMPRESA PRUEBAS VICTOR
Interesado: BO3154858 - EMPRESA PRUEBAS VICTOR
Estado: Mo leida

Confirmo que he leido v acepto los términos v condiciones legales detallados en el correspondiente
documento

Cadigo Captcha:

Cadigo de verificacion seguro (#}:

Leer

== Wolver

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

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

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

Leer . . . . . N I .
- The functionality associated with this button initiates the notification reading process.

Rehusar
- The functionality associated with this button initiates the notification rejection process.

Electronic Tendering SystemeLicitafrom Aena. Quick guide for accessing and reading
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v To proceed with thereadingeitherrejectionof an electronic notification,The bidder
4 must use his electronic certificate or, where applicable, his username and
[ password.to perform a signature operation, in the same way that happens when
17 the postman delivers an electronic notification notice to you in person.
. |

BASIC DATA

Sistema de Notificaciones Electronicas de Aena ELICITA.

» INICIO

» NOTIFICACIONES L]
ELECTRONICAS NO LEIDAS Detalle de notificacion

» MIS NOTIFICACIONES
ELECTRONICAS

. . ° Ayuda para este formulario
» GUIA RAPIDA DE ACCESO A

NOTIFICACIONES ELECTRONICAS
Se muestran a én los datos dz la

Datos basicos de la notificacion

Entidad notificadora: AENASME SA
Namero de registro: 02252024000000000496
Fecha de registro: 18/09/2024 12:09
Tipo de notificacién: SUBSANACION
Procedimiento: CONTRATACION
Nimero de axpedienta: 20240918-1
Denominacion expediente: ENTORNO AENA
Empresa notificada: E42592808 - EMPRESA FICTICIA
Interesado:

Estado: Leida

Contenido de la notificacién

Asunto: Mofi ion-La doct ion de fu di

Texta: Se ha regisirad el envio de la de
en el Sistema de Licitacion Electronica con los siguientes datos:
- Expediente: 20240913-1 - ENTORNO AENA
- Licitador: E42592308 - EMPRESA FICTICIA
- Apoderado: 45357730P - MIGUEL LOMEARDC HERNANDEZ
- Registro de Entrada: 022E2024000000000365 - 18/09/2024 12:09
- Codige Seguro de Verificacion de |a oferta

V Operacion correcta

[——

Electronic Tendering SystemeLicitafrom Aena. Quick guide for accessing and reading
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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.

Contenido de la notificacion

Asunto: Notificacion: - ACTO SUBSAMACION

Texto: Se requiere la subsanacion del DEUC presentado en el sobre administrative
en un plazo de 10 dias.

Reciba un cordial saludao,

FILES

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

1

contract has been sent, by clicking on this icon

Adjuntos

Nombre Acciones

MNata subsanacian

OPERATIONS

He

Electronic Tendering SystemeLicitafrom Aena. Quick guide for accessing and reading
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Detalle de notificacion

Datos basicos de la notificacion

Entidad notificadora: AEMA S.ME, S.A.
MNamere de registro: 02252024000000000496
Fecha de registro: 15/09/2024 12.09
Tipo de notificacion: SUBSAMACION
Procedimiento: CONTRATACION
Numero de expediente: 20240913-1
Denominacidn expediente: ENTORNO AEMA
Empresa notificada: E42592808 - EMPRESAFICTICIA
Interesado:
Estado: Leida

Contenido de la notificacion

Asunto: Nofificacion-La documentacion de subsanacion fue enviada correctamente

Texto: Se ha registrado comectamente el envio de la documentacicn de subsanacion
en el Sistema de Licitacion Electronica con los siguientes datos:
- Expediente: 20240%15-1 - ENTORNO AEMA
- Licitador: E425%2808 - EMPRESA FICTICIA
- Apoderade: 45357730P - MIGUEL LOMEARDO HERNAMDEZ
- Reqgistro de Enfrada: 022E20240000000003565 - 18/092024 12:09
- Codigo Seguro de Verificacion de la oferta:
AWACa2d9d9Th26449cab7193585504f2f0c51943

Operacion correcta

<< Volwer

Electronic Tendering SystemeLicitafrom Aena. Quick guide for accessing and reading
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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 quide 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 quide to submitting bids ".

<< Volver

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.

Guardar acuse

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

Guardar notificacion

The bidder may download the content of the
notification in PDF format.

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

Sistema de Notificaciones Electronicas de Aena ELICITA. -

INICIO

NOTIFICACIONES
ELECTRONICAS NO LEIDAS

MIS NOTIFICACIONES
ELECTRONICAS Motificaciones no leidas

GUIA RAPIDA DE ACCESD A
NOTIFICACIONES ELECTRONICAS

Sistema de Notificacion Electronica

Tiene 4 notificaciones no leidas

Otros tramites

Consultar todas mis notificaciones

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.

Mis notificaciones

Ayuda para este formulario

Introduzca un criterio de seleccion y pulse "Buscar”

Criterios de seleccion

Nimero del Expediente:
Denominacion Expediente:
Fecha Recepcion Desde:

Hasta:

Leidas (*): |No ¥
Procedimiento: hd
Tipe de Notificacion: hd

Electronic Tendering SystemeLicitafrom Aena. Quick guide for accessing and reading
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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 quide to submitting bids

If the bidder has to correct documentation, he will have to use the
methodology described in section 3 of the “Quick quide 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.

Sisterna de Notificaciones Electronicas de Aena ELICITA. ® &

INICIO

NOTIFICACIONES
ELECTRGNICAS NO LEfDAS Detalle de notificacion

MIS NOTIFICACIONES
ELECTRONICAS

Ayuda para este formulario

GuiA RAPIDA DE ACCESO A
NOTIFICACIONES ELECTRONICAS

S& Muestran a continuacisn los datas de la nowficacidn seleccionada,

Datos basicos de la notificacién

Entidad notificadora: AENASME, S.A.
Himero de registro: 02252024000000000485

Fecha de registro: 16/09/2024 12:05

Tipe de notificacion: SUBSANACION
Procedimiento: CONTRATACION
Nimero de expediente: 20240918-1
Denominacién expediente: ENTORNO AENA
Empresa notificada: E42502808 - EMPRESA FICTICIA
Interesado:
Estado: Leida

Contenido de la notificacién

Asunto: Nofificacién-La documentacion de subsanacion fue enviada correctamente

Texto: Se ha registrado comectamente el envia de 2 documentacion de subsanacion
&n el Sistema de Licitacion Electrénica con los siguientes datos
- Expediente: 20240916-1 - ENTORNO AENA
- Licitador. 42592503 - EMPRESA FICTICIA
- Apoderado’ 45857730F - MIGUEL LOMBARDO HERNANDEZ
- Registro de Enfrada: 022E2024000000000364 - 18/09/2024 12:05
- Codigo Sequro de Verificacion de | oferta:
1e16eae47 181

Operacién correcta

Electronic Tendering SystemeLicitafrom Aena. Quick guide for accessing and reading
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REQUIRED FIELDS

Datos notificacion

Tipo de procedimiento CONTRATACION
Respuesta a la notificacion 02152022000000000033

Subject of the response.Accents and special s s et e ACTO SUBSANACION
characters are not allowed in the text field.

Tipe de notificacion SUBSANACION
Respuesta de la notificacién

Asunto de Ia respuesta ()

Response text.Accents and special characters p—
are not allowed in the text field. SRR sLEsEsEss mann rmen 0

Documentos adjuntos a la respuesta

If the bidder wishesprovide documentation to the P e
electronic communication, you must click e

names of attached files may not contain spaces e e s e e e e S e
or accents xlsx, .xlsm, .xitx, .xIsb, .pptx, .pptm, .ppsx, .ppsm, .potx, .sldx, .sldm, .txt, .csv

‘ 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

£ tions i

N the legal conditions, click on the button LI NTEIN- 1 d make use of your certificate
’! electronic to sign and send the electronic communication.

Electronic Tendering SystemeLicitafrom Aena. Quick guide for accessing and reading

Aena electronic notifications and sending communications. 19/19



