
 



Guide for Submitting a Bid 
 

Starting from April 1, 2025, with the new updates to the Electronic Public Procurement System 
(EPPS), the process of submitting offers has been significantly simplified and standardized. 
Instead of manually creating the financial offer, it is now sufficient to complete the financial form, 
after which the document is automatically generated. 

Additionally, the system allows for the automatic generation of the statement on steadiness and 
the offer form, reducing administrative burden and minimizing the possibility of errors. New fields 
have been introduced for attaching key documents, such as: 

• Authorization for submitting the offer 
• Technical offer 
• Additional licenses, permits, and other documents proving professional activity 

Furthermore, the new functionalities enable digital signing of documents directly within the 
application. With just one click, the digital signature is applied to all attached documents in the 
appropriately defined fields, enabling a faster, more secure, and more efficient offer submission 
process. 

This guide has been created to help you navigate through the offer submission process, providing 
step-by-step instructions, practical examples, and useful tips for correctly and timely submitting 
your offer. 

TIP: We recommend that offers be prepared and submitted on time, at least 1-2 days before 
the deadline. Avoid submitting in the last few hours to prevent potential technical issues 
with the digital signature and the digital signing tool. Timely submission allows enough time 
for checking and correcting any possible errors, as well as for responding promptly in case 
of unforeseen circumstances. 

The guide is divided into several sections: 

− Submitting Documentation 

o Regular procedure (only one lot) – Instructions for filling out the offer  

▪ Via web form 

▪ Via Excel document 

o Procedure divided into lots – Instructions for filling out the offer 

▪ Via web form 

▪ Via Excel document 

− Signing Documentation 

− Submitting a tender 

− GROUP OFFER – Notes on group offers 

Submitting Documentation 



Once the procedure for which you want to submit an offer is selected, the following dropdown 
menus will appear: 

 

1. Details for the Economic Operator – Enter the company details, which will be used for 
the automatic generation of the offer form. 

 

2. Documents – In this section, all documents required by the notice and tender 
documentation should be attached. Depending on the type of procedure and what is 
requested in the tender, the field names will vary. 

 

By clicking the "Attach Document" button for each of the fields, the corresponding document in 
.PDF format is selected and attached. 

Note: Documents are attached in .PDF format, and they DO NOT NEED to be digitally signed 
beforehand. After attaching the documents, a "Sign Documents" button will appear, and all 
required documents will be automatically signed (this will be explained in detail later). 



 

Note: The only exception to this rule applies to the "Bill of quantity" field, where bidders must 
attach an Excel document with a price list and digitally sign it before uploading it to the system. 

 

The document "Serious statement" is automatically generated by clicking the "Generate 
Serious statement" button. The document automatically fills in the details such as the name of 
the economic operator (the bidder), the name of the contracting authority that published the 
notice, the notice number, and the subject of the procurement. The document is automatically 
attached to the system (it will be signed simultaneously with all the other documents). 

 

In the "Authorization for submit bid" field, an authorization document is attached if there is a 
designated person authorized to submit the offer. 

Note: The offer in the EPPS is submitted by the responsible or authorized person, meaning the 
digital signature of the responsible/authorized person must be installed on the computer from 
which the offer is being submitted. 

In the "Technical Offer" field, you should attach your technical offer. Depending on the type and 
subject of the procurement, the contracting authority may attach a template for the technical 
offer as part of the tender documentation. If such a template is provided, you must complete and 
upload it to the system. If no template is provided, you should prepare the technical offer yourself, 
in accordance with the requirements of the tender documentation, and attach it in the 
appropriate format. 

 

The "Offer Form" and "Financial Offer" fields are documents that the system automatically 
generates, just like the "Serious statement". 

For these documents to be generated, you must first fill in the price list from the financial offer. 
This is done by clicking the "Defining Financial Offer" button, which will open a third dropdown 
menu with the same name – "Defining Financial Offer." In this menu, you will need to enter 
detailed price information, after which the system will automatically generate the documents. 



 

3. Defining the Financial Offer – There are two ways to define the financial offer: 

• Direct entry into the system – You can manually enter the prices for each item in the 
designated fields in the application. 

• Via Excel template – The system allows you to download an Excel template that you need 
to fill in with the prices for each item. After completing it, you must upload the filled 
template back into the system. 

The following sections will explain both methods separately for regular procedures and 
procedures divided into lots. 

 

Instructions for Filling Out the Financial Offer for Regular Procedures 

Submitting an Offer via Direct Entry into the System 
 
In this case, you need to manually enter the unit prices for each of the defined items and select 
the VAT amount. The system will automatically calculate the total price excluding VAT, as well as 
the total price including VAT. In the upper table, the total price excluding VAT for the entire 
procedure will also be automatically calculated. 

 

Note: It is required to enter prices for all items in the offer. 

Note: In the "VAT (%)" column, you can select the option 🗹 "Same VAT for all products" if all 
items have the same VAT percentage, for example, 18%. 

 



Note: The contracting authority may, when defining the financial form, add an additional column 
that must be filled in with values by the bidder. For example, in the additional column "Country of 
Origin," the country of origin for each item must be entered. 

 

Once the price list is filled in, the "Finalize financial offer" button is clicked, after which the 
system automatically takes you to the "Documents" menu to sign the entire documentation. 

 

Submitting an Offer via Excel Template 
If the financial offer form contains a large number of items for which you need to provide 
an offer, a prepared Excel template is available for download, where you can directly fill 
in the prices for the items. Afterward, the completed Excel file is imported into the 
system, and all items will be automatically filled in. 

Once you click the "Download Template" button, an Excel document will be 
downloaded, formatted in a way that allows you to enter the required data (unit price and 
VAT %) that the system asks for in order to complete the form. 

 

Before opening the Excel document, right-click and select Properties, then go to the 
General tab. If there is a security warning (Security), click Unblock, then click OK. 



 

In the Excel document, only the "Цена - Price" and "ДДВ - VAT" columns need to be 
filled in. Once you enter the data, save the document locally on your computer before 
uploading it to the system. 

 

Click the "Import template" button and attach the saved Excel document. After 
successful attachment, all items in the table will be automatically filled in. 

Click the "Finalize Financial Offer" button and proceed with signing the offer. 

 



Instructions for Filling Out the Financial Offer for Procedured Devided 
into Lots 

Submitting an Offer via Direct Entry into the System 
In the case of a procedure divided into lots, you can choose which part(s) you want to submit an 
offer for. For this reason, you first select the parts for which you want to submit an offer, after 
which a table with the financial form will appear, where you need to fill in the prices for all the 
items from the selected parts. 

 

In this case, you need to manually enter the unit prices for each of the defined items (for all 
selected parts) and select the VAT amount. The system will automatically calculate the total price 
excluding VAT, as well as the total price including VAT. In the upper table, the total price excluding 
VAT for each of the parts will also be automatically calculated. 

 

Note: The offer cannot be finalized until prices are entered for all items from the selected parts. 
Note: In the "VAT (%)" column, you can select the option 🗹 "Same VAT for all products" if all items 
have the same VAT percentage, for example, 18%. 



 

Note: The contracting authority may, when defining the financial form, add an additional column 
that must be filled in with values by the bidder. For example, in the additional column "Country of 
Origin," the country of origin for each item must be entered. 

 

Once the price list is filled in, click the "Finalize Financial Offer" button, after which the system 
will automatically take you to the "Documents" menu to sign all the documentation. 

 

Submitting an Offer via Excel Template 
If the financial offer form contains a large number of items for the parts for which you 
need to provide an offer, a prepared Excel template is available for download. You can 
directly fill in the prices for the items for all the parts. Afterward, the completed Excel file 
is imported into the system, and all items for which prices have been entered in all the 
parts will be automatically filled in. 



Once you click the "Download Template" button, an Excel document will be 
downloaded, formatted in a way that allows you to enter the required data (unit price and 
VAT %) that the system asks for in order to complete the form. 

 

Before opening the Excel document, right-click and select Properties, then go to the 
General tab. If there is a security warning (Security), click Unblock, then click OK. 

 

In the Excel document, only the "Цена - Price" and "ДДВ - VAT" columns need to be 
filled in. Once you enter the data, save the document locally on your computer before 
uploading it to the system. 

 



Click the "Import Document" button and attach the saved Excel document. After 
successful attachment, all items in the table will be automatically filled in. 

Click the "Finalize Financial Offer" button and proceed with signing the offer. 

 

Signing the Documentation 
Once you click the "Finalize Financial Offer" button, the system will automatically take you to 
the previous step, "Documents." 

Here, the documents "Offer Template" and "Financial Offer" are automatically generated and 
attached. You can click on the document to review it. 

Note: If you need to modify the financial offer, click the "Delete Offer Template and Financial 
Offer" button, after which the data in the "Defining Financial Offer" dropdown menu will become 
editable again for any changes. 

 



 

Once all documents are attached, click the "Sign Documents" button. A window will appear 
showing all the certificates installed on your computer. You need to select the digital certificate 
from KIBS or Telekom that was issued to the responsible person or the person authorized by them 
(depending on who needs to sign the offer) and select it by clicking the arrow. 

 

All documents that are digitally signed will display the icon   

 



Note: The digital signature is applied to those documents created by the economic operators. For 
example, the document "Certificate for paid taxes..." will not be digitally signed as it is issued 
by the Public Revenue Office. Similarly, the "Single document for public procurement" and 
"Document for registered activity" will not be signed, as they are issued by the Central Registry. 

Note: Documents can be downloaded and opened before submitting the offer to ensure they are 
correctly signed and that the content of both the generated documents and those you uploaded 
is accurate. When downloading a document in .PDF format, it must be opened in a PDF viewer 
(e.g., Adobe Reader) to view the digital signature. 

Note: If you discover that there is an error in the financial offer, you can click the "Delete 
Financial Offer Template" button. This will automatically delete the generated documents 
"Offer Template" and "Financial Offer" and allow you to make corrections to the data entered in 
the "Define Financial Offer" menu. 

IMPORTANT NOTE FOR SIGNING AND SUBMITTING OFFERS FOR PROCUREMENT OF WORKS 

In the case of participating in a procurement procedure for works, the process for submitting an 
offer and signing all documentation is the same as described above. The only exception in this 
case is if the preliminary calculation is attached by the contracting authority in an Excel format. 
In that case, the bidder needs to download the Excel document, fill it out, and digitally sign the 
final version directly on the document using their digital certificate. The signed document should 
then be attached accordingly to the offer form. 

The preliminary calculation template will be available for download as part of the tender 
documentation or via a link in the offer submission form – see the image below: 

 

The attachment of the completed preliminary calculation template, digitally signed by the bidder, 
is done at the following location in the offer submission web form: 

 

   

Submitting the offer 
After attaching and generating the documents, as well as signing them, to submit the offer, you 
need to click on the "Submit offer" button. At this moment, the system encrypts the documents 
and the offer is submitted. After submission, it is not possible to review the documents as they 
are encrypted and will only be available for review after the public opening. 



 

Note: The offer can be withdrawn until the deadline for submitting the offer expires. 

In the "Business Secret" menu, there are no changes. 

Group Offer 
In the "Group Offer" menu, there are no changes. It is important to note that the "Agreement for 
Submitting a Group Offer" is automatically signed along with the other documents of the offer.  

However, the documents proving the capability of the group members should be signed outside 
of the ESJN system, and these documents are then uploaded in the respective fields for each 
specific economic operator. 

 

 

 

 

 

 

 

 

 



 


