INDEX

Electronic Catalogs Platform ManuUal...........oeiiiiiiiciiie et e s e s s e e e sbreeesnnsneee s 2
T o o [V Tord o] o FOUT O PSP PP PRURIPPOP 2
Data Loading and SEarch WOTKFIOW ..........uuviiiiiiie ettt e s e rrae e et ae e e e aaee e e nres 2

1. ACCESS TOthe PIatfOrM. ... ettt et e e st e et e st e s bt e e sareesneeas 2

PN O 1 - (o= [o - o [Ta =8V (=10 o DTSR 3
D20 B o Y=o [T = o 1=y VY o e Yo ¥ ot 3PP 3
D2 2N \Y, FoTe [V Tor- 14 oY g o il o] o Yo [ -y USSRt 6
D20 TR (=100 [0 1V =1 o] o] e o [ [ 13Ut 8

B PrOTUCE FINABI ittt ettt ettt e st e s bt e e bt e e s abe e s sabe e sabeesbeeesabeesseeesnseesabaeesabeesnses 9
N Y T Y ol s =T o o T =T U TSP 10

B o 1o 1V o [T USRI 11

R 1 41 1P PSP PP PO PPPROPPPTN 12

T (01 (o] o =14 [ ] o OO O OO PO PSP P U POTUPTUPOPPTO 13

7. USEI MANQGEIMENT ...ttt s 13

8. BUSINESS MANAZEMENT...ciiiiiiiiiiiiiteee ettt e e e e s e st r e e e e e s s s s saabtaeeeeesssasasartaaeeessssssssseanaesesnns 15



CSMC Electronic Catalogs Platform Manual

Electronic Catalogs Platform Manual

Introduction

The aim of this manual is to explain the operation of the Electronic Catalog Platform developed by the
Consorci de Serveis Universitaris de Catalunya (CSUC).

This platform is necessary for the presentation of offers by approved providers and for consultation, price
comparison and subsequent processing of orders by affiliated entities. Users of Universities and Research
Centers can access the data in real time, search freely in the Catalog and make comparisons and similarities
in order to achieve the best possible conditions.

The contact details of the affiliated providers and those responsible for supporting the purchases, who are
responsible for maintaining the platform and solving incidents, also appear.

Section 6 (Information) of the manual explains how to access the platform's manuals and video tutorials.

Data Loading and Search Workflow

= = ) = ACSHIC = 8 = [

First, the provider must upload their articles using the template provided by the CSUC. These articles are
automatically uploaded to the Electronic Catalog database and would already be available for later
consultation by users.

Users can search for the products in question and generate the corresponding ordersthrough their own
purchase platforms.

1. Access to the Platform

Access to the Platform is done through the web address https://mlaboratori.csuc.cat/ using User and
Password or Digital Certificate:
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Accés a la plataforma:

Iy ] \
Usuard i g 4 % Certificat
Contrasenya C®1 Digital

You have a Test Catalog available, which can be accessed with the following credentials:

- User: prov
- Password: prov

Once the Definitive Catalog is available, those users who already have access to the previous version of the
Platform will be able to access using either of the two methods described above.

New users must ask the managers of their center to register them or request access by email to the platform

administrators:

Nerea Carrera: nerea.carrera@csuc.cat / 935516238

Reynaldo Martos: reynaldo.martos@csuc.cat / 935516217

To access via SSL digital certificate, once the user has the certificate, they need to ask the administrators
(mentioned above) to give them access. You will have to provide your NIF / NIE / ID.

2. Catalog loading system

2.1.Loading new products

To load a product, the provider has two possible options.

The first option is manual insertion, which is used to load articles one at a time. The provider goes to the

“Manual” page of the main menu:

O B BH & (=2

Cercador Proveidors Entitats Carregar Manual

Informacio
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The next step is to fill in the following information and click on "Add product".

1 - Productes quimics i reactius

Codi Article

Quantitat Unitats

Descripcio

Rebaixa

Afegir producte

TS————

Manual data entry

Mandatory and non-mandatory fields are found in the Electronic Catalog Template. This template can be
found on the "Information" page of the main menu and as an Annex to the contractor profile of the
corresponding tender.

Informacio

Enllacos d”interés

The second option is intro via template, which is a massive way to upload products. The provider must
download the template, mentioned above, and fill it with their products.

Codi Codi Descripcio  Format de Marca Preu final URLde
Categoria Article Fabricant CodiCAS de l'Article 1'Article  Comercial IVA% (SenselIVA) [|'Article

Template example
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Templates have a tab with instructions to avoid problems while doing product uploads and which fields are
required. These fields and their mandatory nature may vary depending on the corresponding tender. Example:

Categoria Si
Codi Article: Codi de I'article de la vostra empresa. Pot o no, coincidir amb el Codi del Fabricant. Si
Codi Fabricant: Codi de I'article que dona el fabricant. Si
Codi CAS, pels productes quimics: No pot haver cap text, ha de ser un valor numeéric. Si
Descripcio de |'Article Si
Format de I'Article Si
Marca Comercial Si
IVA %: 0,00 / 0,10 / 0,21. No pot haver cap text, ha de ser un valor numéric. Si
Preu Final (Sense IVA): Descomptes, ports, taxes i altres tributs ja aplicats. Mo pot haver cap text, ha

de ser un valor numéric. Si
URL de I'Article: Pagina web de I'article, sigui a la vostra propia web o la del fabricant amb el http://
davant. No

Once the provider has made his catalog, he goes to the "Upload" page of the main menu:

O =B =

Cercador Proveidors Entitats Carregar Manual

Select the Excel file to upload and click on the upload icon:

Gestio de Catalegs

-—- CSUC (Proves) — v

Carrega de dades

Carrega i
Verfificacio

There cannot be duplicate products in the catalog.

Providers can register new products, update existing products and deregister obsolete ones at any time of
the year.
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ASECOS SEGURIDAD Y PROTECCION DEL 1 2
MEDIOAMBIENTE, S.L.

Importacié de catalegs de proveidors

Lots homologats

Importacié de catalegs de proveidors

ASECOS SEGURIDAD Y PROTECCION DEL e o
MEDIOAMBIENTE, S.L. -_

5ls 7

v

Duplicats importacio Duplicats existents

UGB 17 C4 DISPROMERGI, S.L..xIsx
LELLETAVEY 16,506

porCodi  Cock i Format v Cock Cod i Farmat

Ultima fila I3
Ultima Columna [

Denominacio

Familia Article Fabricant Format

Marca Preu % Preu final IVA

P Analisi i proccessat de dades
|
|
1126 1.615 85

No pot haver articles duplicats a I'Excel

2| 701 |DP0109 Davantal peto pvc 120 x 75 antigreix|Deliplast | 10.40[15} 8.84[ 21 Esborrar dades pendents i corregir W
3| 701 |XX001 Bata laboratori m/ll D 21.07]15) 1791 21

4] 701 [XX001C Bata laboratori cotd Dispromergi| 22 Sﬁﬁ: 19.13] 21

5] 701 [XX0651A] Davantal peto amb dos D 8 40{15 714 21

64 715 [MAMI-O Manta ignifuga 100x100 Marca 23.20[15 1972 21

65 715 [MAMI-1 IManta ignifuga 150x100 Marca 26.80[15] 2278 21

66| 715 [MAMI-2 IManta ignifuga 200x120 Marca 34 40[15] 2924 21

671 715 [MAMI-3 Manta ignifuga 200x150 Marca 39.56[15 3363 21 o

Familia sense codi (ler registre:68, 2 casos)
Article sense codi (ler registre:68, 2 casos)
Article a preu @ (ler registre:68, 2 casos)
IVA amb valor NO numéric (ler registre:69)
Descompte amb valor NO numéric (ler registre:69)

Importacio de catalegs de proveidors

Lota hamalogets
A3 2 A A | R Py
S

ASECOS SEGURIDAD Y PROTECCION DEL
MEDIOAMBIENTE, S.L.

Analisi i proccessat de dades

Articles Duphicats importaci Duplicats existents Registres
o Carileg  per Procossar perCodi  Cooll I Formas perCodi  Coo [ Forma nous
1.126 85 0 0 0 0 85

Importar els articles al cataleg >

from providers, to make mass uploads.

o The catalog upload system supports both CSV and XLSX.

e Ability of the provider to upload the data file independently.

e Possibility of individual manual introduction of each product.

e Online processing (web) of XLS documents

e Management of articles by the administrator and the provider.

e Analysis of the content of the data file, with information on the incidents found.
e Processing with elimination of duplicates, conflicts, limitations, etc.

2.2. Modification of pro

To modify a product, the provider has two possible

ducts

options.

The first option the provider has to modify products is the manual way and is done by going to the "Searcher"

page:
@ ZN /==
5 [<] (=] B
Cercador Proveidors Entitats Carregar Manual
Informacio

The provider searches for the product in question and ticks the pencil box. For example:
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Descripcid

agua oxigenada

D Recerca ampliads

Preu amb
descompte
e

SHS

20 1.0??

Data

130

1,48 E‘
180€

197€
240€

25/120

2520

R B

Then modify the product in question and update the product data:

Modificacié de productes

m VWR INTERNATIONAL EUROLAB, S.L.

|101 - Acids i Bases v|
Codi Article Codi Fabricant Marca

ALCHAOLMBTO02
Format Quantitat Tipus Unitat
1250 m )

Descripci6 del producte

Agua Oxigenada 4,9%

v
URL:| |

Preu Ref. Descompte IVA Total (senseiva)

[ 1,600 le (18,000 |% 2100 |9% 1312€
ﬁ Esbor Actualitzar dades del producte ]
2020-11-25 2021-07-29 Alvarez, Roger
08:27:46 16:3912 2 VIWR INTERNATIONAL EUROLAB, S.L.

The second option is modification via template. The provider goes to “Upload”, loads the new Excel with the
modified product and the data will be updated.
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Gestio de Catalegs

Carrega de dades

Seleccionar archive
(Excel)

e Providers and administrators have the possibility to modify the product data from the product sheet.

e Providers can modify all fields except the item code and format.

e The system, when adding and modifying amounts, performs the calculation itself, to avoid
discrepancies and variations of any kind.

e You can modify the products directly, without having to cancel them beforehand.

2.3.Removal of products

To remove a product, the provider also has two possible options.

The first option is the manual way. The provider must search for the product in question and check the pencil

icon:

2501120 1'0?2

25/11/20

251120

Then check the “Remove product” box:

L~

(

w

Actualitzar dades

The second option is deletion via template. The provider must load the new Excel by putting a price of 0 on

the products he wants to remove and they will be unregistered:

Reynaldo Martos and Nerea Carrera
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Preu

cataleg, IVA
exclos

0,00
0,00
0,00
0.00

Analisi i proccessat de dades

Articles Registres a actualitzar Registres nous Registres a

al Catileg per Processar per Codi Codi i Format per Codi Codii Format esborrar

Productes que s'esborraran del catileg

Referencia Format Denominacid Preu
PLA200200 CR5x20 Plac; 000
PLA200204 C/24x10 Placa Petri 12( 000
PLA200214 C/lix15 Placa Petri 140X20Mm 000
PLAZ00201 C/80x15 Placa Petri 55X14Mm 1000
e

Procedir amb el processat de les dades E—:)

(¢] @
Esborrar dades Afegir productes
provisionals i tornar  nous i actualitzar
enrera productes existents

Removal of brands

To remove products of a specific brand, you must search the catalog for the brand in question. The provider
must export the data:

‘ [P Exportar

To remove products of this brand, you will load the Excel by setting price 0 and they will be unsubscribed.

3. Product Finder

To search for a product, the provider must go to the "Search" page of the main menu:

Reynaldo Martos and Nerea Carrera November 2022 page9|16



CSMC Electronic Catalogs Platform Manual

O) B B
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Informacio

B
g
.

You must define your needs so that the Platform shows the available products that best suit them:

Netejar Filtres
--- C5UC (Proves) --- Nous productes
Categoria Marca Format
- Filtrar per Categories - v @
‘\
Descripcio Codi Import Min./Max.
[ Recenca ampliada Ampliadz [ cas:[]

e Search system with simultaneous multi-filtering capability. Once we have defined our needs through
the filters, click on the magnifying glass to search.

e High search speed (maximum 0.01s), faster than in Excel or Access.

o The system is limited to the search for own products.

e Access to the original documentation from which the data has been extracted.

e Product search systems by "match" (exact search of complete words)

e To search for all words or codes that start the same, you can put an asterisk "*" or activate the
Extended Search.

3.1.Search engine results

Registres: 730 1 2 . 4 [E Exportar
) y o N
Empresa Descripcio de |”Article
4-Material General de laboratori VWR International Eurolab,  MMMAIOTE-1BMM |\ oy o 4 tamvsom 2 r T1Roll 3M Deutschland 28/092022 229€ 733
& 6-Altre material fungible de Laboratori SL 10iE / 7100135739 Troll GmbH Ver:2 e 260€ g7, W
3-Productes accessoris Quimica i 264€ T
Mediambient Waters Cromatografia, SA. 600001899 Chemistry Mask; = Waters 11/01/2022 N
& 1-React, mat. fung i acc. Cromatografia % 300€ 7, A
: b
5-instrumentacié generali awsliarlaboratori  Fisher Scientific, S.L. Fovecd Iso Safety Sign - Wear A Mask 1PCS mf{ scentfieSes  movaozs 20% 33:745 @, AW
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e Compact view, showing the offer data. These data may vary depending on the corresponding tender.

e Ascending and descending sorting system in the header of each column (1).

e Pagination of 100 products, with free scrolling and summary of found products.

e Direct links to the product website (www) (2).

e By clicking on the provider's name (3) you can access the provider's file, which provides more
information, such as their website, order e-mail...

e Data export to CSV (up to 400,000 records) and Excel (up to 10,000 records) (4).

4. providers

By going to Providers from the main menu, the list of providers admitted to the tender appears, information
on the conditions of sale of offers (which will vary depending on the corresponding tender), access to the
contract and the number of uploaded articles that the providers have on the platform (clicking on Products

(1)).

Providers can only see their data, but users can see everything.

o‘© Q& a =

Cercador Proveidors Entitats Carregar Manual

Informacio

Proveidors
s

Termini Ports

Lliurament  -100€ RS

Nom de |"Empresa Contracte Responsable

- CSUC (Proves) - <24h o€ 0€ v v v ¥ ¥ 4

Clicking on the provider's name in blue (2) gives access to data such as the CIF, address, website, telephone,
contact, e-mail, logo, etc.
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- CSUC (Proves) -
Desenvolupament
CSUCPROVES
VATES-BO8080808 Responsable
08001 - Barcelona ﬁ;l'gf-'
Barcelona (ES) TEIEfoP
http://www.csuc.cat Sl

5. Entities

The platform has a portal of entities, from which it is possible to see the data of the entities affiliated to the
corresponding tender and the categories to which they are affiliated.

"© @5

Cercador Proveidors

Entitats

Carregar Manual

Under "Entities" in the main menu, you will find the following list with information on the corresponding
entities, membership agreements and contracting profiles.

&)  Entitats adherides

Entitat R bl o8 Acords Perfil

ntital esponsable 1234567 coras rFerri

CRG L Repulio, 5 & b
k g Centre de Regulacio Genomica (CRG) Sl VYT
CTFC E’ Centre Tecnologic Forestal de Catalunya (CTFC) A A A
Consorci Institut d'Investigacions Biomédiques Au Castro, Nuria 5 i

IDH BAPS (IDIBAPS) & q ¢ (A 932275707 vV %%
* Consorci Serveis Universitaris Catalunya (CSUC) Mg";g;gg;d;éﬁ{ggﬁgo VYV

Fundacié Clinic per a la Recerca Biomédica (FCRB) (@i v vV S %“

P = 932275707 for I
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6. Information

Q& — [E=

Cercador Proveidors Entitats Carregar Manual

Informacio

In Information you will find information about the corresponding tender, the providers manual and the
details of the person in charge of the catalogue, who can be contacted, preferably by email, to resolve any
doubts.

By clicking on the provider's manual, Unidisc is accessed, where you can find: the product import template,
the manuals and video tutorials for operation, the manuals and video tutorials for possible errors while

making uploads and the corresponding contest FAQs.

.
Informacio
Informacié del Cataleg Enllagos d”interés Responsable del Catilogo
SDA Material de Laboratori Reymaldo Martes Castateda
(MatLab E22/38) Consorci Serveis Universitaris Catalunya
Compres Conjuntes
PDF Gran Capitd, 2 (Edifici Nexus)
Barcelona 08034
7y S e

reynaldo.martos@csuc.cat

Productes Quimics
935516217

Material General de Laboratori

Equips de Laboratori i Instrumentacio Electronica

Material i Equips de Seguretat i Proteccio

Mobles de Laboratori

o R W =

Essers Vius per a | experimentacio

Vigéncia:
Inici: 2022-11-09  Final: 2032-11-09

7. User management

The platform has a user registration and manager in the system, where it is possible for coordinating users
to create, delete and modify users of their entity. However, a normal non-coordinator user cannot do this.
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By clicking on the User (top right), the following screen is reached:

Usuari: CSUC Fictici, Rey 9

8 \ Seleccionar un Usuari

Usuarios de la Empresa
--- CSUC (Proves) ---

Cognoms,Nom Usuari Modificat Coordinador
2a33aa, aaaaa £ azagzaa.com 2021-08-24 Plataforma, Desenvolupament 6
a3za aaama 08:45:22
bbbb, bbb [ bbbbebbb.com T 2021-08-30 Platsforma, Desenvalupament .
bbb 121410
G CSUCFictici, Rey = 123g123 2027-03-07 Carmers, Nerea
=4 R 095715 I

By clicking on the "Select a User" boyx, it is possible to search for a specific user from the company itself, but
not from other companies. All users are authorized to search and view the other users of their own entity.

By clicking on the "Personal" box, all users can manage their personal data, the catalog access system (digital
certificate or password) and can view their accesses.

Gestio d'Usuaris E@

Nom / Cognoms & CSUC Fictici Desactivat: | (55

NIF /NIE /ID Coutinacor B &)

(3)1:;—~W — CSUC (Proves) — - Desenvolupamen

Departament

T
Poblacié / C.P.
Provincia/Pais

I LFTN 123@123
Teléfon
Actualitzar dades
2021-06-30 2022-03-02 0 Carrera, Nerea
09:51.04 09:57:15 Consorci Serveis Universitaris Catalunya

It is possible to change the language of the platform. In order for it to be effective, you must log out after

changing the language and log back in.

User coordinators are authorized to deactivate and delete users.

By clicking on the “Add user” box, coordinating users can create new users:
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Usuari

Nom / Cognoms

NIF /NIE/ ID
Empresa

Departament

Gestio d'Usuaris

—- CSUC (Proves) — - Desenvolupamen

&

Centros de Costes

| - Seleccionar Centre de Cost -

Adreca
Poblacio / C.P.
Provincia/Pais

E-Mail

Teléfon

Castellano v I

Contrasenya
Repeteix-la

Actualitzar dades

Add new users

The DNI, Mail and telephone are optional, but the rest of the data are mandatory. An appropriate password

must be created.

8. Business management

By clicking on the Company (top left) (in this case CSUC Proves), you will reach the following screen:

Empresa: --- CSUC (Proves) ---

Escollir imatge(200x75)
T
I Gesti6 d'Empreses Ah &
Responsable del Cataleg
Codi Fiscal VATES-B08080808
Nom: — CSUC (Proves) — Camec
Seccié: Desenvelupament Teléfon:
Marca: CSUCPROVE E-Mail:
Comentarios
Organo Gestar Oficina Contable
bk | U Taadr O roporeic
Adreca:
Pablacié: Barcelona
et o1
Pravincia: Barcelona Ofertes:
Pais ES o -
Web:  http:/ferww. csuc.cat icidincies
'rd:'jl Facturacié:
" Licitacions:
E-Mail
Actualitzar dades
Data manager of the company itself
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All users are empowered to view their own entity's data.

The personal data of companies and entities that can be modified are those referring to: tax code, name,

registered office, the contact of the person in charge of the entity, the data of the electronic invoice and the
corresponding contact e-mails, among others
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