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Portal Registration

Chapter 1 - Procedure for Supplier’s self-registration

Chapter 2- Management and maintenance of supplier users



CHAPTER 1

Procedure for self-registration of the supplier

STEP 1 - ACCESS TO THE PORTAL

The ITALGAS IT4BUY portal is accessible at https://it4buy.italgas.it/
If you do not already have access credentials, you must register on the platform, using the "REGISTER" function

Each supplier already registered can access the private area in 2 alternative ways:

1. By selecting "LOGIN" if you have a user ID and password

2. By selecting «LOGIN WITH RIE USE» if you have a RIE account created by ITALGAS.By following this second option, you 
are taken directly inside the portal, bypassing the home page.

https://it4buy.italgas.it/


CHAPTER 1

Procedure for self-registration of the supplier

STEP 2 - ACCEPTANCE

If you do not already have a user account, you must register on the platform by clicking REGISTER. To proceed with 
registration, the system requires the supplier to accept the INFORMATION ON THE PROCESSING OF PERSONAL DATA 
and the REGULATIONS FOR USE OF THE PORTAL.



CHAPTER 1

Procedure for self-registration of the supplier

STEP 3 – REGISTRATION DATA

After accepting the documents, you need to fill in the information about the Company and the user. To proceed to the 
next step, you need to fill in at least the mandatory fields, marked with an asterisk

By selecting the "Save" button, the data is confirmed, and the system sends a confirmation email with the login credentials 
(username and temporary password). The registration email may not arrive immediately, and can take up to 15 minutes. The 
first time you log in, you must change the password provided in the email.



CHAPTER 1

Procedure for self-registration of the supplier

STEP 4 – ONBOARDING PAGES

At this point the user lands on the first page of the questionnaire. Onboarding of the supplier. On this page and the 
following ones, you will be asked additional. Once you have completed at least the mandatory information on each page, 
you must click "Confirm" to move on to the next one.



CHAPTER 1

Procedure for self-registration of the supplier

STEP 5 – CATEGORY SELECTION

At the same time as completing the questionnaire, onboarding, the supplier is required to select the product categories 
for which qualification is requested.
To access the section dedicated to categories, you need to select the "My Category Selection" menu. The system will 
display a drop down menu of the product categories.
The user will have to select with a "check" the "leaf" categories of interest and press the "Confirm" button.



CHAPTER 1

Procedure for self-registration of the supplier

STEP 6 - CONFIRM

If the procedure was successful, the message with the green checkmark will appear indicating the success of the 
operation. If the user has forgotten to enter any mandatory data, the system will display a red error icon in 
correspondence with the sections where the mandatory questions are missing answers.



CHAPTER 1

Procedure for self-registration of the supplier

Access to the portal IT4BUY by ITALGASwith the final credentials will take place at https://it4buy.italgas.it/

Each supplier already registered can access the private area by selecting "LOGIN" and entering their access credentials 
(user ID and password)

https://it4buy.italgas.it/


CHAPTER 2

Supplier user management and maintenance 

EDIT USER DETAILS

After the first login, you can modify the information related to your profile (Super User) by clicking on the little man icon 
in the top right and then on "User Profile"



CHAPTER 2

Supplier user management and maintenance 

EDIT USER DETAILS

To change user details and/or preferences related to the user, select the "pencil" icon. From the page you can also 
change the password to access the system, using the specific "Change Password" function.



CHAPTER 2

Supplier user management and maintenance 

EDIT USER DETAILS

Click on «Save» to confirm the changes made.
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Participation in Tenders

Chapter 1 – Public Opportunities

Chapter 2-RdO

Chapter 3 – Visualization RdO

Chapter 4 – Answer RdO

Chapter 5 – Award RdO

Chapter 6 –RdO multi-lot

Chapter 7 -RdI



CHAPTER 1

Public Opportunities

To view the list of active and/or past Public Tenders, use the link inside

of the Italgas homepage



CHAPTER 1

Public Opportunities

The link allows you to view current and past Public Tenders



CHAPTER 1

Public Opportunities

By clicking on the corresponding line, the details are displayed and it is possible to proceed with the access

(if you have active credentials) or upon new registration



CHAPTER 2

RdO

Enter inside the Tab «RdO» from the sourcing menu, the available tenders are displayed. Then click on «RdO for all» 

to view public tenders, «My RdO» to view the RdO to which the supplier was invited



CHAPTER 2

RdO

In the case of a closed competition (by invitation) the RdO It is not published on the Italgas institutional website, but 

an informative email is sent directly to the invited suppliers certifying their request for participation.



CHAPTER 2

RdO

In the case of a closed competition (by invitation) theRdOIt is not published on the Italgas institutional website, but 

an informative email is sent directly to the invited suppliers certifying their request for participation.

Log in to the portal, select «RdO»; and in « My

RdO», if the user has been invited to 
participate to a closed tender, it will appear on 

the list



CHAPTER 3

Viewing RdO

On the homepage the supplier will see the tab 

«RdO» “waiting for response" when invited to 
a tender to which he has not yet responded



CHAPTER 3

Viewing RdO

By clicking on the "Response Area" tab, the 

supplier will be able to view the details of the 
envelopes and express their intention to 

respond or refuse the invitation to the tender.

Through the "Configuration" tab you can see the details of 

the tender, through the "Attachments" tab you can access 
any attachments provided  by the buyers



CHAPTER 3

Viewing RdO

The second tab is dedicated to messages. It will be possible read 

messages and send messages to Italgas



CHAPTER 4

Answer RdO
INITIAL POP UP

Scroll down the page and click on the pencils to add your answers to 

each envelope displayed.

Remember that it is not mandatory to set all three



CHAPTER 4

Answer RdO

Now fill in the respective envelope just opened by inserting your answers for each parameter configured by the Italgas 

Group; the symbol * inside the description indicates that the answer is mandatory.

Once you have completed the section, click on "Save and Exit" and move on to the next envelope (if there is one).

If necessary, you can insert attachments to complete the document.



CHAPTER 4

Answer RdO

When all the answers have been entered correctly, click on «Submit Answer»

Ability to export envelopes to 

Excel, reply and reimport them 
into the platform



CHAPTER 4

Answer RdO

The response has been sent (a confirmation email will also arrive) and, at the end of the offer collection period, Italgas 

will be able to proceed with the individual evaluations



CHAPTER 4

Answer RdO

It is possible to modify the data previously transmitted, within and no later than the deadline set by Italgas for the 

submission of participation applications/offers, by proceeding as indicated below:

a) access the RdO as well as the response area where the change must be made;

b) click on “Withdraw Response” to then access the various envelopes via the “Response Summary” box or via 

the «pencil» icon (located on the right of the screen, next to each envelope);

c) click on Save and Exit”;

d) click on “Send Reply”.



CHAPTER 5

Award RdO

If your offer was the one selected by Italgas, you will see the word "Winner" in the status of your response and you will 

be informed of the award.

Italgas may also decide to reopen the response collection round to have interested suppliers sign up for new offers.

Following this procedure, contractual activities can begin.



CHAPTER 6

RdO multi-lot

In the case  RdO Multi-Lotto are created, more RdO are belonging to the same Tender, one of the RdO for

«Qualification only» and the remaining ones are «Technical/Economic» .

Acccess «My RdO» if it is a by-invitation only tender or in «RdO for All" if it is a

public tender



CHAPTER 6

RdO multi-lot

Enter the first RdO (administrative)

Note: in ​​these cases it is always necessary to fill out the qualification envelope only first and then continue with the 

subsequent ones.



CHAPTER 6

RdO multi-lot

Then click on "Intention to respond" and follow the steps indicated on slide 12 which are valid for all questions. When 

finished, click on Send Reply.

Answer question to the others RdO belonging to the same lot



CHAPTER 6

RdO multi-lot

Fill in the remaining batch envelopes by selecting the «RdOMulti Lotto) and clicking on the corresponding lines in the 

"Lots" section



CHAPTER 6

RdO multi-lot

After filling out all the envelopes and sending the answers, at the RdO deadline, Italgas will open and evaluate all the 

proposals received, and will then choose one or more winners.

Within a multi-lot tender, the individual RdOs can be assigned to different suppliers



CHAPTER 7

RdI

A further possibility is that Italgas sends a Request for Information (RdI). The procedure and response methods are the 

same as those already seen in the case of standard RdO.

The RdI can be either public or invitation-only; and similar to the RdOs will be listed under «RdI for All» or  «MyRdI».

Following the conclusion of an RdI, ItalGAS can decide to transform it into an RdO to carry out the official tender.



CHAPTER 7

RdI

After viewing the details, click on "intention to respond" to start the process of entering the answers requested by 

Italgas through the envelopes



CHAPTER 7

RdI

The compilation process is identical to theRdO(slide 12).

When finished, click on "Send reply"



CHAPTER 7

RdI- Conclusion

Once the deadline for the evaluation of the offers has passed, Italgas has various options available, including the 

definitive conclusion of the RdI or, as already reported, the conversion and transfer of suppliers and/or offers in an RdO.

It is therefore important to follow the update of the specification statuses of the RdI to monitor the phases and choices 

made by Italgas
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Qualification

Chapter 1 – Procedure for the qualification of one or more product categories

Chapter 2– Renewal Procedure

Chapter 3 - Other Pages of the «My Company» Module: Company Profile, 

Ratings and Scorecard



INTRODUCTION

• The following chapter will show the method by which the supplier can carry out the qualification of one or 
more Product Groups (GM or Product Categories) in order to be eligible for the award of invitation to tender 
(in fact, for public procedures the selection of a GM is not necessary);

• Please remember that this process can only take place after the automatic creation of the Qualification 
Assessment, which is done by the system at the end of the Onboarding (the supplier must therefore be 
enabled on the portal);

• Depending on the GM chosen, the questionnaire to be filled out changes: it is in fact composed of a generic 
part and a specific part relating exclusively to the selected Product Categories;

• You will therefore find questions that are valid for all GMs, questions relating to individual GMs and questions 
relating to the Qualification System (SDQ) that coincide with those of the specific GM but also require the 
provision of specific digitally signed attachments.



CHAPTER 1

Procedure for the qualification of one or more product categories

To start the qualification process for a Product Category, access the IT4BUY portal and click on the "My 
Categories" link. You will be taken back to the "My Categories" page



CHAPTER 1

Procedure for the qualification of one or more product categories

To start the qualification process, click on «Add Category»

42

Choose the desired GM (even 
more than one) using the search 
or the navigation of the product 
tree, expanding it into the various 
sub-levels



CHAPTER 1

Procedure for the qualification of one or more product categories

Fill out the questionnaire by 
answering the questions provided. 
The questions can be different,  
single/multiple choices, attachments, 
text fields, etc.



CHAPTER 1

Procedure for the qualification of one or more product categories

Each section can contain one or more parameters reporting title, description (very important to be guided 
in the correct compilation) and space for the answer; there may also be parameters that can be modified 
by ITALGAS to insert any notes in the evaluation phase. The questions marked with * are mandatory.



CHAPTER 1

Procedure for the qualification of one or more product categories

Scroll through the entire questionnaire by filling in the required fields

45

Answers to some questions may 
require answers to related questions



CHAPTER 1

Procedure for the qualification of one or more product categories

It is recommended to periodically save your answers by clicking on the "Save" button at the top right. A 
pop-up will then appear stating that the mandatory fields have not been completed. Two options will be 
available, "Skip Mandatory Parameters" and "Complete Current Form".

46

Missing answers are 
highlighted in red and 
you are taken back to 
the first of these. There 
is NO saving associated 
with the questionnaire 
being filled out.

Your answers are saved 
and you are taken back to 
the "My Categories" list, 
where, at a later time, you 
can return to the 
questionnaire to continue 
and/or fill it in.



CHAPTER 1

Procedure for the qualification of one or more product categories

When you re-access the questionnaire after saving, click on the pencil icon to be able to modify the 
document and continue filling it out.

47

Delete category: possibility to 
delete the questionnaire before it 
is evaluated by ITALGAS
Print: Print entire questionnaire 
(with answers entered)



CHAPTER 1

Procedure for the qualification of one or more product categories

To facilitate the compilation and navigation of the questionnaire, we recommend using the Find function, 
which can be activated by pressing the "CTRL+F" key combination on the keyboard.

Example with 
search for the word 
«Self» (7 results)



CHAPTER 1

Procedure for the qualification of one or more product categories

Once all the answers have been entered, click on "Save" and, unless there are any errors, your 
qualification request will be saved and sent successfully. Answers provided on previous questionnaires 
are automatically pre-populated for new questionnaires (this way only any additional/different fields will 
need to be filled in).

49

Mandatory data 
complete

Mandatory data 
incomplete



CHAPTER 1

Procedure for the qualification of one or more product categories

If the questionnaire has been filled out and completed correctly, ITALGAS will be able to assign the 
status "QUALIFIED" to the specific Product Category in order to make the qualification effective.



CHAPTER 2

Renewal Procedure

The supplier receives a notification 120 days before the qualification expires, following which he has the 
possibility to send requests to modify the qualification questionnaire to start the Renewal process, 
through the message area present within each evaluation.

Click on the rating you want to review.
send messages to the user ITALGAS

Click on «Category 
Ratings»

Click on "Messages" and "Create Message" 
to proceed with the creation of a new 
message.



CHAPTER 2

Renewal Procedure

After receiving the unlocking of the questionnaire by the ITALGAS internal user, it will be possible to start the 
renewal process by accessing the "Modifiable Evaluations" section



CHAPTER 2

Renewal Procedure

Once the questionnaire has been filled out with the necessary changes, it will be possible to send it back to the 
evaluator for validation by clicking on "Send Category Form to Evaluator"



CHAPTER 2

Renewal Procedure

If the questionnaire has been filled out and completed correctly, ITALGAS will be able to assign the 
status "RENEWAL QUALIFICATION" to the specific Product Category in order to make the qualification 
effective.



CHAPTER 3

Other Pages of the «My Company» Module: Company Profile,

Ratings and Scorecards

This chapter provides details of the “Company Profile”, “Ratings” and “Scorecard” pages, which are 
always present within the “My Company” module.



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

The «Company Profile» page, first of the 3 pages, contains five tabs inside it



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

On the «Registration Data» page, you can view the Company information and the Details of the 
associated Super User



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

It is possible, via the «Pencil»      icon, to modify some company information; this excludessome fields 
such us Legal Identification,  Company Name, Tax Code, VAT Number.

Print Dossier



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

Inside the "Profile Data" tab, you can view the list of profile information entered during the registration 
process «Onboarding»; by clicking on the corresponding line you can modify the answers



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

E.g. Viewing and editing the sales contact person



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

By accessing the "Parameters" section, it is possible to view the list of all the parameters to which a 
response has been given and the corresponding value entered; in this case, the search via filter is useful 
to view specific parameters



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

By clicking on the line of interest, you can access the details of the individual modification



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

The «Ratings» page is divided into:
• Editable Ratings: screen in which only category ratings will be visible whose questionnaires can be 

edited by the supplier, following the ITALGAS user's authorization
• Category Ratings



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

In the «Category Ratings», you can view the detailed list of all the ratings associated with specific 
Product Categories (for which the questionnaire was filled out)



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

By clicking on the corresponding line you enter the Evaluation Details and the Status associated with it



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

There is also the «Associated Classifications» tab to see the Details of the Classification Associated with 
the Evaluation: by clicking on the displayed line you can access the relative questionnaire filled out by 
the supplier (no longer editable).



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

The last page analyzed in this chapter is the one related to the Scorecards. Here the score evaluations at 
the Company level (Predictive Rating) are reported. The Page is divided into two sections: Survey in 
Progress (always empty) and Company Scorecard.



CHAPTER 3
Other Pages of the «My Company» Module: Company Profile,
Ratings and Scorecards

In the «Company Scorecard», the Company Scorecard Ratings are displayed with all the details and 
calculated scores.
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