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1 ACCESS TO THE PLATFORM

The web address to access the Tender Platform
ElectronicseLicitaAena's is:

https://elicita.aena.es/SLE_Internet/

The minimum requirements to access it are:

- Have an Electronic Certificate recognized by @firma installed 
in the Browser.

- Configuring the computer with thespecific technical 
requirements (seeTechnical Requirements Guide)

When the user accesses the URL where it is hostedthe Electronic Tendering System the following 
page will be displayed:
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The screen that appears consists of the following components:

1. Access via desktop application

2. Access via Internet browser

3. Access to public consultation of tenders

4. At the top right of the screen, by opening the Help menu, we will find:

- User Manual.This document describes the operation of the platform from the bidder's 
point of view.

- Technical requirements documentLink to a PDF document describing the technical 
requirements required to interact with the application.

- System configuration tool.This link provides access to the platform's configuration 
wizard, helping you configure your device for electronic bidding.

It is necessary to perform the necessary checks on the computer configurationand also install the 
required components to be able to bid successfully. Without these components installed, bids 
cannot be submitted.

1.1 Access to the Electronic Tendering System via desktop application.

In order to use the Electronic Tendering PlatformeLicitafrom Aena,One of the essential 
requirements is to have the desktop application installed.

Depending on the operating system you are going to use, you will have to click on one or the other.

For specific information on how to install the desktop application on operating systems
MAC, see theTechnical Requirements Guide .
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DOWNLOAD THE APP

Clicking on the link will 
start the download 
process.
application
When
this
we press
executable
the following screen.

of
desk.
application

downloaded
about the

and will appear

the

the

START PROCESS

To start the process, click 
on the “Run” button, the 
following screen will 
appear where you will 
have to select
the language of the
facility.

CREATE SHORTCUT

By pressing
will appear
screen, in which we have 
to mark whether or not 
we want a shortcut of 
the application in the

computer desktop, and 
click on the “Next” 
button.

in
the

"Accept",
following
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FACILITY

For
installation, there will be
Click on the “Install” 
button on the screen 
that appears
continuation.

begin the
that

ENDING

When you're done
This screen will appear.
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Once the Desktop Application is installed, the bidder must verify that the Autofirma application is installed. 
Otherwise, they will not be able to access the platform either through the Internet browser or through the 
Desktop Application (seeTechnical Requirements Guide ).

Once the Desktop Application is installed, the bidder must verify that the Autofirma application is installed. 
Otherwise, they will not be able to access the Electronic Tendering Platform.eLicitafrom Aena neither through the 
internet browser nor through the Desktop Application (see Technical Requirements Guide).

Autofirm@ is a signature application from the Ministry responsible for this matter. This application 
allows users to sign documents and authenticate themselves on various websites.

Using Autofirm@ on the platform is required for any transaction you carry out, except for public 
tender consultations. For example:

1. Access the Electronic Tendering PlatformeLicitafrom Aena and register any request in it.

2. Sign and submit the documentation in the bid submission process.
3. Any other operation that requires signature or sending (electronic communications and 
notifications).

If you do not have Autorfim@ installed, you can download it from the following link https://
firmaelectronica.gob.es/Home/Descargas.html , or by accessing the home page of the Electronic 
Tendering SystemeLicitafrom Aena (https://elicita.aena.es/SLE_Internet/) and click on the “Install 
the Autofirma application” button in the sectionAccess via Internet browser.
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When you access the Download Area, select the 
version of Autofirma to download based on your 
computer's operating system.

The contents of the downloaded file will be the 
Autofirma installer. Once downloaded, you must 
follow the steps in the installer.

The bidder must allow the execution of 
Autofirm@ so thatany browser invoke its 
services for both the authentication and signing 
of offers, the sending of communications and 
access to electronic notifications.
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You can submit a bid from the desktop application as long as you are previously registered on 
the Electronic Tendering Platform.eLicitafrom Aena (explained in the “Quick Guide to Submitting 
Bids for Bidders “.

1.2 Access to the Electronic Tendering System through the browser with an electronic 
certificate

To access the Electronic Tendering SystemeLicitaFrom Aena through the browser, the bidder must 
go to the main screen, having accessed the URL, and click on the “Access” button.

Once pressed, a window will appear with the electronic certificates installed in the internet browser.
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When the bidder clicks on the digital certificate with which he will access the Electronic Tendering Platform
eLicitafrom Aenavalidates if the userThe person being identified appears registered as a representative or 
authorized representative in a registration request on the platform, and therefore, in the supplier and 
representative management system.

Once the user is successfully authenticated, they will be able to access the Electronic Tendering 
System and perform the operations corresponding to their assigned role.

If the user is not registered as an agenteitherauthorizedIf you do not have any application for 
registration on the platform, you may still submit a bid. For this purpose, Quick Registration will be enabled 
in the GPA (Supplier and Representative Management) when you access the bid submission process for a 
specific file.

If the user also appears as a representative or authorized representative in one or more companies,
upon entering the platformThe applications in which you are registered will be listed., and you must 
select the one with which you wish to identify yourself in the application. However, you can also select to 
access withanother companyIn these cases, the system's behavior toward the user will be that of a bidder 
not registered as a representative or authorized representative.
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Once you've selected the company, the main screen will appear, with the details for the company 
you've accessed in the top right corner.
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1.3 Registration and access to the system with username and password.

This option is exclusively for foreign companies.. To access with username and password the bidder mustpre-
register.

To do this, click on the “Access” button and then click on the “Register new user” button.

The application will ask you to complete the following information, and then click the "Register" button. To confirm your 

registration and ensure your username is registered, you will receive an email from which you must confirm your 

registration. Once your registration is confirmed, you will be able to log in to the system with your username.
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If the bidder already has a username and passwordTo access, you will need to enter your email 

address, the password you set when registering, and the Captcha code to access.

You will be able toreset passwordat any time by clicking the “Reset Password” button and following 

the instructions.

In order to submit an offer, you mustREGISTER YOUR COMPANYTo do so, you can download the 
“quick bidder registration guide” that you will find in the “Help” menu, or go to the section of this 
guideStep 3. Pre-register to submit an offer (Quick Registration).

The process for theOFFER PRESENTATION, it will be the same regardless of whether you identify yourself with a 
username and password or with a digital certificate, the only change will be in the process of signing and sending 
the offer, which will be explained in this guide in theStep 5. Sign and submit the offer.
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1.4 Access to public consultation of tenders

By submitting bids, bidders can view all tenders that are within the bid submission period and submit 
bids.

If you click on the "Actions" button for the selected file, you will access the following screen, where 
you must click on the "Start submission of bids" button and, after selecting the corresponding digital 
certificate, access the initial bid submission screen through the browser (explained in point "2. Access 
to the Electronic Tendering System through the browser" of this same section).

Electronic Tendering SystemeLicitafrom Aena. Quick guide for submitting bids.

20/58



Contracting Directorate
Planning, Control and Systems Division

Error! The reference source cannot be found.
Version: 1.10

September 2025

Electronic Tendering SystemeLicitafrom Aena. Quick guide for submitting bids.

21/58



Contracting Directorate
Planning, Control and Systems Division

Error! The reference source cannot be found.
Version: 1.10

September 2025

2 GUIDE FOR SUBMISSION OF OFFERS.
The steps to follow for submitting bids through Aena's eLicita Electronic Tendering Platform, using an 
internet browser, will be explained below.

The steps explained below are the same whether you log in with a username and password or a 
digital certificate.

The bidder may encounter different deadlines for submitting documentation 
depending on the type of tender procedure:

- Tendering of a phase

The bidder submits documentation in all envelopes at a single event.

- Two-phase tender

The bidder first submits documentation in the DA (administrative) Envelope. A 
subsequent submission period opens for the DT (technical documentation) and OE 
(economic offer) Envelopes for those bidders admitted after the first phase.

- Tender with more than two phases

The bidder submits documentation in Envelope DA. Subsequently, another period 
for submitting documentation opens in Envelope DT and OE for those bidders 
admitted after the first phase. If the bidder is admitted at the end of this second 
phase, they will have another period to submit their bid.

- Dynamic Acquisition Systems

The bidder must take into account the specifics of this tendering method, which 
requires an initial deadline for submitting bids, after which the possibility of 
submitting offers remains open throughout the duration of the dynamic 
procurement system.

2.1 Step 1. Search for the file.

To search for the file and start submitting the offer, the bidder will go to the menu on the left and 
click on the option““Submission of bids.”

Once pressed, the file search screen will appear.
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We can perform searches by applying search criteria to any of the fields that appear on the search 
screen, or by directly clicking the "Search" button.

By clicking onLook forWithout any search criteria, the files that Aena has published and are within the 
deadline for submitting offers will be displayed.

2.2 Step 2. Select file.

To start submitting the offer, you will have to select the file by clicking on it.

icon .
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If you wish to consult the tender form, you will have to click on the icon
tender, the basic data of the file will be displayed, as shown in the following screen:

. In the tab of
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2.3 Step 3. Pre-registration to submit an offer (Quick Registration).

PREVIOUS CONCEPTS

If this is your first time accessing the Electronic Tendering PlatformeLicitaAena, in the upper right corner of 
the screen, your first and last name will appear and the application will inform you that you do not 
represent any company.

In this case, when selecting the file (STEP 2. Select file), the platform will ask you for aPRE-
REGISTRATIONin order to continue with the presentation of the offer.

To register your company through Pre-Registration, you will need to complete the following mandatory 
information:

- Entity Details. Enter the company's details (type of business entity, tax code, company name, etc.). 

This section also includes the CPV (Company Name) subject. Clicking on the magnifying glass will 

reveal the categorization of all economic activities, or you can search by code or keyword to add the 

appropriate one. You can add one or more categories.

- Registered office. Information referring to the company's physical location (country, address, 

province, and postal code) will be provided.
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- Contact information. Please fill out your first and last name, email address, and phone number. You can include 

multiple contacts. Once the information is complete, we can delete your contact information.

by clicking on

- Representatives. Representatives' information will be automatically filled in, as the application collects it from 

the digital certificate with which they have identified themselves on the platform, or from their user 

registration if they log in with a username and password.

- Authorized parties. This section is optional. The NIF (Tax Identification Number), first name, and last 

name must be entered. The authorized party for the Platform is the person who can authenticate 

themselves in the system on behalf of the company to perform tasks such as consulting and uploading 

files and data to a file or registration application, but they cannot sign or submit bids. Please note that 

entering the authorized party's information is not mandatory.
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Once the required data has been completed, the bidder will have to check the data veracity box and 
click on the button .

If you want to delete the completed data, click on .
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Once you click “Next”, as you can see on the following screen, the platform will show you your 
company data and the data of the representative, so you can confirm them, if any data is not
correct, by clicking on the button will take you back to the pre-registration screen.

If your company information is correct, you will need to click on the button
registration and access to the submission of offers for the selected file.

to finish

Clicking the "Sign Application" button will open the Autofirm@ application, allowing you to select the digital 
certificate you will use to sign your company registration.

If theregistration is correct, the following screen will appear, showing the registration number, the date 
and time you registered your application, and the details of both the company and the representative.
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You can also download the PDF proof of your company registration by clicking on the button
.

If the application has been accessed with username and password, you will need to fill in the secure 
verification code, and click on the button .
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A security code will be sent to the email address you entered when you registered your account. You'll need to 
complete the registration process to complete your application.
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Pressed on the button
Documentation” which we explain in STEP 4 of this guide.

The application will take us to the “Select” step.

Pre-registration for UTE

If the user selects pre-registration for a temporary employment contract, the proxy information will be 
automatically filled in, as the application collects it from the digital certificate used to identify the user on 
the platform to access the contract.

Furthermore, in order to register a UTE, the companies that form it must be previously 
registered on the Elicita platform.If they are not, they must first register as we reported in theQuick 
guide for the registration of bidders section 2. “Registration in the system).
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Once you have completed the data, you will have to check the data veracity box and click on
.

If you want to delete the completed data, click on .
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As you can see on the following screen, the platform will show you a summary of the UTE details you 
have completed and the representative's details so you can confirm them. If any information is 
incorrect, clicking the Back button will take you back to the previous registration screen.

If the information is correct, you will need to click the 
button to access the file.

to complete the pre-registration

Clicking the "Sign Application" button will open the Autofirm@ application, allowing you to select the digital 
certificate you will use to sign the registration.

If theregistration is correct, the following screen will appear showing the registration number, the date 
and time you registered your application, and the details of the UTE, the representative, and contact 
information.
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You can also download the PDF proof of registration by clicking on the button
.
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2.4 Step 4. Select documentation.

In this step, the envelopes that make up the tender file will be displayed.
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MANDATORY DOCUMENTATION

To move on to the next step and complete the submission of your bid, you will need to attach the 
required documents to each envelope (marked with an asterisk). To do so, please note:

- The maximum size per document is 51 Mb.
- Files attached for submitting a bid must be stored on the bidder's desktop or directly on the 

c:\ drive of the bidder's PC.
- The names of the attached files must not contain spaces, special characters, “ñ”, or accents.

- File names must not have a maximum length of 20 characters.
- The supported file types are:

. pdf,.odt,.ods,.odp,.jpg,.xsig,.zip,.docx,.xlsx,.pptx,.txt,.csv,.xml,.rar
following:

To select a document you will have to click on the button
will display a screen to select the document we want to include in the corresponding envelope.

. At that moment the application

Once the document is selected, its path and the date it was selected will be displayed.
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- By clicking on the offer 
icon.-

You can check the signature of the document added to the documentation of the

-
-
-

By clicking on the icon the selected document will open.-
If we want to delete the document to add another, we will click on the following icon -
If any of the mandatory documents have a form attached that must be completed, the following 
icon will appear in the column labeled "Form." To download the form

click on the icon -
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ADDITIONAL DOCUMENTATION

For each envelope, the bidder may attach additional documentation.

To do this you will have to click on the button
additionally to the envelope. For each envelope, a maximum number of additional documents to be added will be 
established:

and select the document you want to provide

- About DA: maximum 5 additional files.
- About TC: maximum 5 additional files.
- About OE: maximum 5 additional files.

Once the additional document is selected, just like with the mandatory document, we can view and 
delete it.
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NOTICES OF THE OFFER PRESENTED.

The bidder must provide an email address to which electronic notifications for the file for which 
they intend to submit a bid will be sent.

Additional notification emails can also be added, but this field is not required.

It is advisable that you provide additional email addresses (mailboxes or distribution lists, if possible) 
because the contracting unit will communicate with the bidder using these email addresses during 
the bidding and contract execution processes.

Once all the documents in the envelopes have been selected and an email address added
electronic notification, we will click on the button The path of the included documents will be saved.
in each envelope. Once saved, we can continue with the bid presentation or continue at another time 
(although the latter option is not recommended).

The button perform the Save action and move on to the next step: Signing and Sending the offer.
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Batch files:

In this type of file, the submission of offers is carried out in the manner described above, with the 
following particularities:

- The lots for which a bid will be submitted must be selected so that the envelopes can be made 
available.

- If there are exclusive batches, a warning will appear informing you which batch is exclusive of the 
selected one.
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2.5 Step 5. Signing and submitting the offer.

In Step 4. Signing and Submitting the Bid, a summary of the files and data we have attached and 
completed throughout the bid submission process will appear.

By clicking on the icon You will be able to view the documents we selected in step 4, and

by clicking on the icon You will be able to check the signature of the added document.
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To enable the “Sign and Send” or “Pre-Send” button, the following checkboxes must be selected:

- It is confirmed that all offer documents have been reviewed.

- I have read and accept the legal conditions.

Once these conditions have been accepted, the bidder may select two options:

- Sign and send (recommended option).
- Pre-shipment (not recommended option).

If access to the application has been made with a username and password, you will see a secure 
verification code that you will need to enter to continue signing the offer.
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You will then receive the security key to your email address (the one you added when you registered 
as a user) so you can continue signing and submitting. You will then need to click the "Sign and Send" 
button to complete your offer.
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If the offer is sent correctly, the following screen will appear, from which, by clicking on the
button The PDF receipt for the presentation of the offer will be downloaded, in which
the date and time of registration of the offer will appear.
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2.5.1 Signature and shipment

By clicking onSign and sendThe “Autofirm@” application will open, and the certificate or certificates 
installed on your computer will appear.

- If the offer is signed and submitted using the digital certificate of the company's legal 
representative, it is not necessary to incorporate the files into Aena's eLicita Electronic 
Platform after prior signature.

- If the offer is signed and submitted using the digital certificate of a person registered 
as a representative on the platform, but who does not meet the requirements of the 
company's legal representative, the documents must be signed by the company's legal 
representative prior to being included on the platform.

To continue with the signing and shipping process you will have toselect the certificatewith which you have 
been identified on the Electronic Tendering PlatformeLicitafrom Aena.

Once the certificate is selected, the following will appear:progress barof presentation of the offer.
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If the offer is sent correctly, the following screen will appear, from which, by clicking on the
button The PDF receipt for the presentation of the offer will be downloaded, in which
the date and time of registration of the offer will appear.

2.5.2 Pre-shipment
This option allows for the pre-signature submission of each and every document comprising the bid in 
an electronic bidding document within the maximum bid submission deadline.

NOTE! This action does not imply submission of the offer, as it requires the subsequent 
submission of the complete documentation, as explained further in this section below.
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This option is useful if, for example, the bid is very large and the bidder cannot submit it within the 
deadline. In this case, they would use the pre-signature submission, allowing 24 hours to submit the 
complete documents through the platform, starting from the pre-submission.

When the document signing process is successful, the system will display an informative message 
indicating that the offer has been successfully registered. In addition, there will also be the
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possibility of printing the receipt for acknowledgment of receipt of the offer registration.

The bidder will have the option to download the acknowledgment of receipt as a guarantee that the tender 
has reached the administration. It will be displayed in PDF format. Its content will include the assigned 
electronic registration number along with the registration date. This receipt also indicates that it is a
deferred shippingof the tender documentation.

The company may submit the complete bid within 24 hours after sending the signature of the 
bid documents through the Electronic Tendering Platform.eLicitafrom Aena.

To complete the bid submission, the bidder must go to the "My Bids" section in the left-hand menu 
and search for the file using the available criteria. Once the file is visible, the bidder must click the 
pencil icon to access the bid and submit the documentation.
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Selecting this option will bring up the offer signature and submission screen with the option to finalize the submission 
beforehand.

When the transaction is completed successfully, the platform will display a confirmation message and allow you 
to download the receipt.

NOTE! If you don't complete the submission process after selecting pre-submission, your 
offer will not be complete.

2.6 Step 6. Cancellation of offer and submission of new offer

Once the bid has been submitted, and as long as the tender is within the established submission 
period, a new bid may be submitted to replace the one initially submitted.

To do this, click on the "My Offers" menu, search for the file for which you have already submitted 
an offer, and click on .
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By clicking on the icon
confirmation message, advising that theSubmission of the new offer INVALIDATES the previously 
submitted offer.

the Electronic Tendering PlatformeLicitaAena will launch the following

If the bidder clicks on the "Accept" button, the platform will delete the bid that he has submitted and 
he will have to sign and send the new bid., following the steps explained in steps 4 and 5 of this guide.

If you click the "Cancel" button, the platform will return to the file search screen, without canceling 
the offer you initially submitted.
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3 CORRECTION OF DOCUMENTATION.
The contracting unit may request the bidder who has submitted a bid in a tender to complete or 
correct the documentation constituting the bid. This request will be communicated to the bidder via 
an email notifying the bidder of the issuance of a new electronic notification.

The steps to follow to submit the required correction documentation during the file processing 
process, through the Electronic Tendering Platform, are explained below.eLicitafrom Aena.

The procedure for submitting the correction documentation will be the same for correcting documents in 
the Administrative Documentation envelope DA, the Technical Documentation envelope DT, and the 
Economic Offer envelope OE.

This channel will be the only one accepted by Aena for submitting bid correction 
documentation.

3.1 Step 1. Access to correction and adjudication and file search.

You access the option of“Correction and award” menu, from where the search for the file for which 
we want to submit the required correction documentation is carried out.

We can perform the search by applying selection criteria to any of the fields that appear on the screen 
or by directly clicking the "Search" button without entering any other search criteria.
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3.2 Step 2. Documentation selection.

In this step, the bidder must attach the required documentation to the platform for correction.

Preliminary considerations

- Correction documentation may only be submitted by:

either Representatives of companies whose file documentation is in the “Pending 
documentation correction” status.

either Within the date range defined by the Contracting Unit for the submission of 
documentation.

- The files attached to the submission of correction documentation must be stored on 
the bidder's desktop or directly on the c:\ drive of the computer.

- The names of the attached files must not contain spaces, special characters, “ñ”, or 
accents.

-

-

File names must not have a maximum length of 20 characters.

The maximum size per document is 51 Mb.

Once the file search is complete, click on the icon
The documentation selection screen is accessed, from where the bidder, by clicking on the "Browse" 
button, can attach to the platform the files with the correction documentation that he/she will submit.

from the “Options” column,
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When attaching the correction documentation, the path of the documents and the dates on which 
they were selected are displayed on the screen.

- By clicking on the 
correction icon.

You can check the signature of the document added to the documentation

-

-

By clicking on the icon

If we want to delete the document to add another, we will click on the following icon

the selected document will open.

.
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Once the documents to be submitted for correction have been selected, we will click on the

button
documents, we can continue with the presentation of the correction documentation or continue with 
it at another time (the latter option is not recommended).

. The path of the submitted documents will be saved. Once the documents are saved,

The button
documentation submitted for correction.

performs the Record action and moves to the next step ofSign and Sendthe

3.3 Step 3. Signing and submitting correction documentation.

In this step, the required documentation for the correction that has been attached to the Electronic 
Tendering Platform is signed and sent.eLicitafrom Aena in Step 2.

Preliminary considerations:

- You will not be able to sign and submit the correction documentation until 
you have selected at least one file in Step 2.

- If the signature and submission of the correction is made using the digital 
certificate of the company's legal representative, it is not necessary to 
incorporate the files into Aena's eLicita Electronic Tendering Platform after 
having previously signed them.

- If the signature and submission of the correction is made using the digital 
certificate of a person registered as a representative on the platform, but 
who does not meet the status of legal representative of the company, the 
files must be signed by the company's legal representative prior to being 
included on the platform.
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By clicking on the icon the documents we selected in step 2 will be displayed and

by clicking on the 
correction icon.

you can check the signature of the document added to the documentation

To enable the "Sign and Send" button, you must check the box at the following link:

- I have read and accept the legal conditions.

By clicking on the button
certificate or certificates that the bidder has installed on his/her equipment.

The “Autofirm@” application will open and the following will be displayed on the screen:

To continue with the process of signing and sending the correction documentation, the bidder will have to
select the certificatewith which you have been identified on the Electronic Tendering Platform eLicitafrom 
Aena.

Once the certificate is selected, a progress bar will appear on the screen indicating that the 
documents are being sent to the server.

Upon completion of the process of signing and submitting the correction documentation, the following 
screen will be displayed, presenting the online receipt for the registration of the submission of the 
correction documentation for the corresponding envelope.
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From this same screen, by clicking the "Print" button, you can download the PDF receipt for the 
correction documentation submitted.

If the identification to the application has been made with username and passwordWhen you click the 
“Next” button, a secure verification code will appear, and a security key will be sent to your email, which you 
will need to enter in the corresponding field.
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Finally, to complete the correction submission process, you will need to click the "Sign and Submit" 
button.

Bidders may download proof of registration for submitting correction documentation at any time 
from the "Proof of Correction Documentation" option in the corresponding envelope, which will be 
enabled in the tender submission details sheet.

Once the process for submitting correction documentation is complete, an electronic notification will 
be automatically sent to the bidder who submitted the correction documentation, informing them of 
the registration of the documentation.
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4 PRESENTATION OF DOCUMENTATION PRIOR TO AWARD.

Once the provisional tender award has been made, the corresponding contracting unit will send an 
electronic notification to the potential successful bidder requesting the submission of various 
documents.

To submit this documentation, the bidder will have to follow the same steps indicated in section 3 
(CORRECTION OF DOCUMENTATION), that is: go to the menu“Correction and

award",search and select the file, click the corresponding 
documentation icon.

and select and present the

It is recommended to submit this documentation compressed in two different files:

-
-

Economic and Financial Solvency. 
Technical Solvency
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