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SUPPLIER ACCESS

In order to access the ANCAP Oil and Products Sourcing Portal, you must enter your
user name, password, and complete the captcha process.

If the user or password are incorrect, a message will be displayed on the screen.

You have up to 3 attempts. After that, your account will be blocked, and the system
will send you an email with a link to unlock it.

If the user is correct but the password is not, you will receive the same message and
also a warning e-mail notifying that an attempt was made to enter the site using your
credentials.

In case you forgot your password, please click on “Forgot your password?” and then
fill the form entering your user e-mail address. You will receive a link by e-mail that
will enable you to create a new password.

If this is your first time logging in, the system will ask you to change your password.
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SUPPLIER ACCESS

Every time you log in, the system sends an email with the authentication code
(2FA).The email is only sent to the account owner.

Once you have successfully logged in, you will have 5 hours before the system will
ask you to log in again.
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SUPPLIER ACCESS
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FORGOT PASSWORD
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FORGOT PASSWORD (2)
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FORGOT PASSWORD (3)
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ACCOUNT INFORMATION

Once logged in, you can edit your account information and change your password.
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EDIT ACCOUNT INFORMATION
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CHANGE PASSWORD
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ONGOING TENDERS

The site main page lists all the ongoing tenders, including its start date and end date
in UTC - 3 format.

For each tender, if you have already made an offer, the options Review and Remove
will be displayed.

In case you have not, then the option Bid will be displayed.

If you click “Remove”, a confirmation dialog will appear, allowing you to confirm or
cancel the action.

Please notice that every time a new tender is opened, you will receive a link by e-
mail allowing you to access the tender information, make enquiries or present
offers without logging in. Be aware that if you forward this e-mail, anyone who
accesses this link can act on this tender on your behalf.
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Invitation to Tender

Please notice that every time a new tender is opened, you will receive a link by e-
mail allowing you to access the tender information, make enquiries or present 
offers without logging in. 
Be aware that if you forward this e-mail, anyone who accesses this link can act on 
this tender on your behalf.
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TENDER DETAILS

By clicking Bid or Review, you will be redirected to the tender information page.

Tender information

All the information regarding the tender will be displayed, including: details,
documents, closing date and time left to make an offer.

Bidder information

In case the person who presents the offer is different from the registered user, the
information displayed on the screen can be changed.
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TENDER DETAILS (2)

Enquiries

Regardless if you make an offer or not, you may make any number of enquiries by
completing the enquiry text area and clicking Make enquiry.

Offer

The offer can be presented by: 1-uploading documents, 2-typing the offer details in
the “Notes” field (unlimited characters), or 3-using both options.

Please note that there is not document size and format restrictions.
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ENQUIRIES

Every enquiry submitted will be displayed on a list following the Enquiry text area,
including the date and text of the enquiry.

The enquiries will be answered as soon as possible, by uploading one or more new
documents to the tender information section.

An e-mail will be sent to you when a tender is updated including a link to the tender
information, in the same manner as when a new tender is opened.

Please note that the content of the enquiries and their answers will be free to
access for the rest of the bidders.
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MAKE OFFER

Offers

To make an offer, you must upload one or more documents and/or write on the
“Notes” text area and click “Make offer”.

To upload documents click “Browse…” and select the documents you want to upload.
You may select many documents at once. The documents will not be uploaded until
you click “Make offer”. If you have already selected documents to upload and need to
upload more, you can click “Add more files…” This option will display a new file input
where you can select more documents.

The user will be able to present only one offer per tender. In case the bidder wants to
include different offer options (eg. volume, quality, delivery date, etc.), or attach
several documents, all the information must be included in a single offer.

After making the offer you will be able to update it as many times as necessary.
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UPDATE OFFER

After you make an offer, if you access the tender information page, your offer 
information will be displayed in the “Offer” section. Your current documents will be 
displayed on a list where you can download them o remove them from the offer. You 
can upload new documents and edit your notes as many times as necessary while 
the tender is open. Any changes made to the offer will not be saved until you click 
“Update offer”.
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