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eProcurement Support

This document provides a guide of the procedures to be used to
provide support for the eProcurement web platform. It includes a
description of the administrative rights of the web platform as well
as of the most usual support cases regarding the eProcurement web
portal along with the possible solutions to these issues.
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1 Web Portal Administrative Rights

1.1 Users and Candidate Suppliers

Each time a vendor registered or is created through the system, a new “User” is created. This is the main
entity in the web portal. Each user has:
v' A username and a password. These are the credentials used to access the web portal.

v' An associated candidate supplier. The candidate supplier contains all the supplier data including
company details, bank details, documents etc.

v Alist of RFQs. All RFQs that have been sent to this user can be visible in the appropriate tab.
A user can be created:
v" When a new vendor registers for the first time

v" When a vendor who has been created within ProjectVIEW is sent an RFQ for the first time. In
this case, the system will first check if the user already exists in order to avoid the creation of
duplicates.

1.2 Vendors’ Suppliers

Some vendors could want their own suppliers/subcontractors to contact you directly for a quotation. In
that case the following steps should be followed:

1. The 1°tvendor should notify you of this and provide the name of their supplier.

2. A new vendor with the name given in step 1 should be created in the system.

3. The new vendor should be added to the Requisition in question and afterwards sent the RFQ.
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1.3  Web portal walkthrough

1.3.1 Login screen
The web portal can be accessed using any browser.

The first screen is the Log in screen:

Log in

=]

Email

®

Password

© [] Remember Me

oo B

Forgot your password? @

To access his area, the admin has to:

1. Fillin his email (1)
2. Fill'in his password (2)
3. Click the “LOG IN” button (4)

v By clicking on the “Remember Me” check box (3), the admin can toggle whether he would like
his information to be stored on this particular computer for future use.

v By clicking on “Forgot your password?” (5), the admin can request to reset his old password. In
the next screen, his email will be requested in order for the system to begin the reset procedure
for this account.
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1.3.2 Home screen
This screen is the main screen from which the admin can navigate to the list of users and candidate
suppliers.

@ PrOjECtVieW Candidate Suppliers Users Contact

(1) 2] 3]

The user can:

1. Request the list of Candidate Suppliers (2)
2. Request the list of Users (3)

The admin can navigate back to this screen at any time and from any other screen by clicking on the
“ProjectView” button (1).
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1.3.3 List of Candidate Suppliers

This screen displays the list of all Suppliers that have accessed the web portal.
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1. Close button. By clicking the “X” in the upper right corner, the admin can return to the main
screen.

2. Edit Button. By clicking on the pencil AFTER HAVING SELECTED a Candidate Supplier, the
selected Candidate Supplier is displayed on screen.

Utility Bar. Contains a number of helpful options for managing the list.
List Column Headers

List Column Filters

o v o~ow

List of Candidate Suppliers. Select row and press the Edit Button to display the selected
Candidate Supplier’s details.

7. Save Column Configuration. Saves the list and state of visible columns.
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Utility Bar

The utility bar contains the following buttons:

& Refreshes the displayed list
B Exports a single or multiple rows from the list
Ej Brings the “Column Chooser” widget which allows the admin to select which

columns will be visible in the list

QL Searches the list for a specific value

Further to the aforementioned buttons, an admin can drag and drop a header from the list to any
location on the Utility Bar in order to group or filter the list by that column. To remove the grouping or
filter, the admin has to simply drag and drop the Header back to the list.

1.3.5

Column Headers

The Column Headers in this screen (as well as in any other screen in the web portal) are similar in

functionality to those found in any datasheet management software. Specifically:

v

1.3.6

Clicking on a Header sorts the list by that column in ascending or descending order. Please note
that if a column is used for sorting, an arrow will be shown on its Header next to its text.

Clicking on a Header’s filter symbol (=) displays a new selection box which the admin can use to
filter the list. Please note that if a filter is applied in this fashion, the aforementioned symbol
turns blue. To remove the filter, the admin simply has to click on the symbol and remove the
filter conditions.

An admin can drag and drop a Column Header before or after another Column Header to move
that specific column.

An admin can also resize a column by placing the mouse pointer just between two consecutive
Column Headers. The mouse pointer will turn into a double arrow allowing the resize of the
column by dragging the mouse sideways.

Furthermore, as described in the previous section of this manual, a Header can be used to group
or filter the RFQ list

Column Filters

Just below each column Header, a magnifying glass can be found. An admin can click next to it to the
filter icon and type some text in to filter the list. By clicking on the icon itself, an admin can select a
number of filtering options (Contains, Starts with, Equals etc.). These options are used in conjunction
with the text an admin enters next to the icon in order to filter the list.
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1.3.7 Candidate Supplier Details

This screen displays the details of a specific Candidate Supplier.
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1. Save button. Saves all changes made.

2. Submit Application Button. Submits the Data. Also Changes the Supplier’s Staturs to
“Submitted”.

3. Tabs. Used to navigate to the various sections of the Candidate Supplier’s Data.

4. Candidate Supplier Data. Can be changed by the admin.

DANAOS PROJECTS ProjectVIEW Manual 8




'ProjectVIEW™

Cost Monitoring Solution

1.3.8 User List

This screen displays the list of all web portal Users.
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1. Close button. By clicking the “X” in the upper right corner, the admin can return to the main
screen.

2. Edit Button. By clicking on the pencil AFTER HAVING SELECTED a User, the selected Candidate
Supplier is displayed on screen.

Utility Bar. Contains a number of helpful options for managing the list.
List Column Headers
List Column Filters

List of Users. Select row and press the Edit Button to display the selected User’s details.

N o v ok~ ow

Save Column Configuration. Saves the list and state of visible columns.
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1.3.9 User Details — Basic Data

This screen displays the list of all web portal Users.
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1. Change Email button. Changes the username which the vendor will use to login with.
2. Change tab. Switch to the Quotations tab.
3. EmailConfirmed indicator. If enabled, the user has confirmed their email.
4, LockoutEnabled indicator. Can be used to indicate that an account has been locked due to

successive uses of an incorrect email (not used at this time).

b

User Name. The username which the vendor will use to login.

6. ChangePasswordRequired. If enabled, the user has not yet changed his password.
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1.3.10 User Details — Quotation List

This screen displays the list of all web portal Users.
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1. Change tab. Switch to the Basic Data tab.

2. List of Quotations. Click to select one.

3. Edit Quotation. Displays the selected Quotation.

4. Toggle Interested button. Changes the value of the “Not Interested” field.
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2 Troubleshooting Guide

2.1 Browser not supported

2.1.1 Issue

Data on the website is incomplete or the graphics and buttons on the website are missing.
2.1.2 Course of Action

Start

A

Send email
template

2.1.3  Email Template
Dear Sirs,

We are contacting you with reference to your exchanges with us.
The browser you are using is not supported. Please try another browser like Google Chrome:

Get Google Chrome
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2.2 Changed password

2.2.1 Issue

Someone from the Vendor’s side has changed their password and cannot access their account.

2.2.2 Course of Action

Start

A

Send email
template

2.2.3  Email Template
Dear Sirs,

We are contacting you with reference to your exchanges with us.
It appears that someone in your company has already logged in and changed the password.

Kindly follow the next steps:
e Proceed to the log in page and click on "Forgot your password?".
e Inthe next screen, provide the existing username: "username”.
e You should receive an email with instructions in the aforementioned email account.

Please let us know if this has solved your issues.
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2.3 Documents not uploaded

2.3.1 Issue
The vendor gets the error:

“The following Documents are not uploaded...”
2.3.2  Course of Action

Start

A

Send email
template

2.3.3  Email Template
Dear Sirs,

This message is displayed if either you have not uploaded all necessary documents or you have not
assigned a document type to the necessary documents.

Please follow the following steps.

Go to the “Connected Documents” tab.

For each uploaded document, go to the “Connected Document Type” column.

Select the appropriate document type.

Click on the “Save” button on the top left corner of the screen (next to the “Add” and “Undo”
buttons).

5. Save and submit your application.

PwnNPRE

In case the issue persists, please let us know.
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2.4 Invalid login attempt

2.4.1 Issue
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A vendor cannot access his account (but can access the web portal). The “Invalid login attempt” message

is displayed. This might be because:

v' Someone has changed the credentials (from the Vendor’s side)

v' The wrong credentials are being used.

2.4.2 Course of Action

Send email
template

Default Credentials
valid?

See.

Changed Password N

2.4.3 Email Template
Dear Sirs,

We are contacting you with reference to your exchanges with us.

We successfully logged in with the credentials we sent you.

Please make sure you are entering the username and password correctly.
We are resending them below for the sake of good order:

username: username
password: password
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2.5 More information needed

2.5.1 Issue

There is not enough information to determine the nature of the problem.

2.5.2 Course of Action

Start

A

Send email
template

2.5.3 Email Template
Dear Sirs,

We are contacting you with reference to your exchanges with us.
Please provide more information in order for us to assist you.

For your easy reference, please click on the following link to view the manual:
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2.6 No credentials

2.6.1 Issue
The Vendor claims that they have received no credentials to login. This might be because:

v" The credentials were not sent (due to a network issue)
v' The credentials are in the Vendor’s spam folder

v' Someone has changed the credentials (from the Vendor’s side)

2.6.2 Course of Action

Send email
template

Default Credentials
valid?

See.
Changed Password

2.6.3 Email Template
Dear Sirs,

We are contacting you with reference to your exchanges with us.
Please find below your credentials for accessing our eProcurement web portal:
username: username
password: password
If you would like to change your log in username once you log in, please do the following:
e Click on "Hello username" on the upper right corner of the screen.
e Change your email.

You should receive a confirmation email asking you to confirm your email. Kindly do so.

Please note that your username must be a valid email address.
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2.7 No Registration link

2.7.1 Issue

A vendor does not have the link to register or they want to register a second company.

2.7.2 Course of Action

Start

A

Send email
template

2.7.3 Email Template
Dear Sirs,

We are contacting you with reference to your exchanges with us.

Please use the following link to register:

Register here

'ProjectVIEW™
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2.8 No RFQ on the web portal

2.8.1 Issue
A Vendor can see no RFQs online. This might be because:

v" There is no RFQ available for that vendor

v" There is a duplicate of this supplier. The duplicate supplier was sent this RFQ. Therefore, the two
suppliers should be merged.

v' The RFQ’ due date has expired.

v The RFQ is online but the Vendor cannot understand how to access it.
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2.8.2 Course of Action

Decide the final

Vendor (to be kept) ve

\ 4

Copy all data from
second Vendor to
final Vendor

Delete second
Vendor

Send RFQto final
Vendor

Send email
template 2

Send email
template 1

Quotation existsin
ProjectVIEW?

Yes

Isthere a duplicate Vendor
with another Quotation

No

Request Vendor’s
credentials

Quotation due date passed?

Yes

)

Extend due date RFQexists online?

No

'ProjectVIEW™
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Yes

A 4
Send email
template 2 Contact Danaos
support

Contact Vendor and explain

the web portal’s
functionality

Send email
template 3
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2.8.3 Email Template 1
Dear Sirs,

We are contacting you with reference to your exchanges with us.
There is no RFQ available for you at the moment. As soon as one is prepared, you will receive an email.

Thank you

2.8.4 Email Template 2
Dear Sirs,

We are contacting you with reference to your exchanges with us.
The issue has been resolved. You should be able to see your RFQ after you login.

Thank you

2.8.5 Email Template 3
Dear Sirs,

The BOQ items are online. You can access them by logging in to your account by clicking on the link:

Please click on "Requests for Quotation" on the top of the website. A list of RFQs will be displayed.

Each of these RFQs is a BOQ. By clicking on it and clicking on the "Edit" button on the top left, the BOQ
items will be displayed.

Please fill in your quantities and prices and submit your quotation there.

For more information, please review our manual (available in video and pdf format):
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2.9 Registration instead of Logging in

2.9.1 Issue
A vendor has registered instead of logging in. An indication that this has happened can be:

v" The vendor states this in their email.

v" The vendor has logged in but the “Request For Quotation” option is missing.

Danaos should be notified so the old vendor (the one from the registration) should be deleted.

2.9.2 Course of Action

Start

A 4

Send email
template

A

Send old registered
user details to
Danaos

2.9.3 Email Template
Dear Sirs,

We are contacting you with reference to your exchanges with us.

It appears you have registered in our web portal instead of logging in. To avoid confusion, please find
below your credentials for accessing our eProcurement web portal:

username: username

password: password

Please login and re-enter your company details
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2.10 Vendor cannot access website

2.10.1 Issue
A vendor cannot access the website. This might be because:

v" The Vendor’s browser is not supported/up to date
v' The Vendor is experiencing a technical issue or a firewall issue

v" There is an issue with the web portal’s server

2.10.2 Course of Action

Send email
template

Web portal accessible
through ASGC?

Contact Danaos
Support

2.10.3 Email Template
Dear Sirs,

We are contacting you with reference to your exchanges with us.

Please click on the following to access our eProcurement web portal and the second one for the
manuals:

We have tried the above in multiple browsers and they work. If you cannot access them, could you
check your firewall or network settings?
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In case of any queries or support issues, please
contact us:

DANAOS Projects Software Solutions
Tamani Head Office - Office 1923
Business Bay

Dubai - UAE, P.O. Box 24051

Email: support@danaos-projects.com
Tel: +971 4 8714149
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