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1. Preamble 
 

 
1.1. Purpose of the document 

This document aims to describe the operating procedures of the Platform in support of the Economic 

Operators during the registration phase. 

 
 

1.2. Precautions  

Although this manual is periodically updated to incorporate all significant changes, it is possible that the 

templates included in this manual differ from those used by the application.  

This manual describes all functionalities involved, but it is not possible to detail all the specific instances 

that may occur when using the application in this document.   
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2. SYSTEM OVERVIEW 
 

 

By accessing the Platform from their web browser, an unregistered general user can browse through the 

public functionalities available without entering login credentials.  

Specifically, they can navigate between the following sections: 
 

• Home → to access all public information relating to tenders, documents and regulations 
required for accreditation and participation in tenders via the platform  

• Suppliers' Register → to access, if registered, the Qualification Systems (Suppliers' 
Register) reserved for Economic Operators  

The e-Procurement section, although visible in the system, can only be consulted after logging in by 

entering your access credentials in the appropriate section. 

From the home page (Home section) the user will be able to access a framework of different functionalities 

depending on the authorisation status, in other words, a public view (Public Homepage) will be shown to a 

generic user or a private view (Private Homepage) for an accredited/registered user.  The following 

paragraphs explain the main differences between the two modes.  

The homepage of the Platform can be divided into four distinct areas as shown in the figure below.  

(cont.) 

AREA1 

 
 
 
AREA2 

AREA3 

 
 

AREA4 

 

Figure 1 - Platform Homepage 
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• Area 1 - Apex and Modules: remains visible on any page you navigate within the 
platform.  Area 1 shows the official date and time and the different accessible modules of the 
platform.  

• Area 2 - Left frame: the various functionalities relating to each module are indicated. In 
the Homepage this functionality is divided into the following subsections: 

• Login: to access the system or retrieve your credentials  

• Tenders: to view all public tenders and published tender results  

• Website and references: to view documents such as Regulations, Code of Ethics, and 
access the Contact Section for technical support  

• Economic Operators: to proceed with registration and view user manuals 

• Area 3 - Information releases: to view published information releases.  The most recent 
releases are visible immediately. To have visibility of all published releases, click on 'All releases'.  

• Area 4 - Tenders: to view and search all public tender procedures.  

 
 
 

3. PORTAL REGISTRATION 
 

 

The generic non-registered user can access the area dedicated to the activities of registration and 

consultation of the documentation for the Economic Operators in the ‘Left Frame’ menu. 

To access the registration phase, simply select the "Portal Registration" link as shown in the figure 

below.  

 

 

 
 
 

Figure 1 - Portal Registration Link 
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The Platform then shows the user a message asking them to confirm that they intend to register and that 

this registration is the preamble to the process of accessing ADR's Qualification Systems via the "Supplier 

Register" links, in order to complete the qualification steps, set out in the ADR regulations.  

The user can then proceed to register with the Portal by clicking on the link called "Portal Registration" as 

shown in the following figure: 
 

Figure 2 - Informational Message 

 
 
 

The user will then respond to a series of questions relating to "Information on the protection of personal 

data” and will fill in the following fields accordingly: 

• Identification - provide your portal access credentials  

• Company Contact - where the user's and/or legal representative's personal data can be defined 
(e.g. tax code, name, power of attorney, etc.) 

• Company/Professional Data - define the data relating to the registered office, the VAT number and 
anything else necessary to identify the company or the professional  

• Registration Contact - to indicate the references of the persons to be contacted in case of the 
request of additional information and/or clarifications concerning the registration in the Suppliers' 
List.   
   
  

 
 

 

 
Figure 3 - Privacy Policy 
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Once finished, simply click on the "Proceed" button at the bottom of the page.  
 
 
 

 
Figure 4 - "Proceed” Button 

 
If all mandatory fields are not filled in, the system will signal an error in red, an example of which is shown 

below: 
 

 
Figure 5 - Error notifications during registration 

 
 
 

At the end of this first step, the Platform asks the user to select which of the product categories they are 

interested in.  The following figure shows an example of selection from the three main categories (Supplies, 

Services, Works).   

  
 

 

Figure 6 - Category Selection 

 
Once the categories have been selected, click on 'Proceed' to complete the step. 

 
 

The Platform shows the user a summary window with their entered data. To complete the registration 

simply go to the bottom of the page and select "Proceed" as shown in the figure below: 
 

Figure 7 - Registering 
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3.1. PORTAL ACCESS 

Once the registration process has been completed, you can access the Platform directly with the 

credentials established, from the home page by clicking on the "User Access" link.  
 

 
 
 
 
 

Figure 8 - Portal Authorisation 

 
 
 

After accessing the Portal, users can change the data previously entered during registration or their 

password by using the following links:  

• " Edit Information"  

• " Change Password"  
As shown in the figure below: 
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Figure 9 - Login Data 

 
 
 
 

3.2. Reset Password 

If the user has forgotten or lost the password for the Portal access, they can use the "Forgot password" 

function during the authorisation phase and then start the password reset process.  

The user enters the username and e-mail for which a new password is to be generated and clicks on 

"Send".  



OE Registration 

10 

 

 

 
 

 
 

Figure 10 - Password Recovery 

 
The Platform will send an e-mail to the indicated e-mail address containing instructions for setting the new 

password to be used to access the Platform.   
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4. REGISTRATION IN THE SUPPLIERS’ REGISTER 
 

 

 
Access the site using the web address https://adr.i-faber.com and enter the credentials 
(Username/Password) established during the platform registration, then click "Login". 

 
 

Click on the "Suppliers’ Register" link to access the Register and proceed to enter your company 
information. Then select the product categories you wish to apply for.  

 

 

 

 
Once you have arrived at the Suppliers' Register Homepage, in order to gain access, you must select the 
relevant company and click on the "LOGIN" link in the "Vendor Login" box.  

 
 
 

 
 

 
4.1.  Contact Management  

Access the site and log in to the platform with the username and password of the user whose data you 
wish to change.  
In the top left-hand corner, select the "SYSTEM PREFERENCES" button to access the "Contact 
Management" section:    

 

https://adr.i-faber.com/
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Click on the "ADD" button to add a new contact, indicating their e-mail address: additional contacts can 

view data relating to the company but cannot submit qualification requests.  These users will also receive 

communications and be able to participate in tender processes relevant to the company.   The new user 

will receive an e-mail and will only be able to access the company data after completing the new user 

registration procedure.  
 

 
 

5. MANAGEMENT OF ELIGIBILITY REQUESTS 

5.1. Summary of information on both General and Eligibility requests 

To view the Summary, you need to access the Vendor: click on the "LOG IN" button at the bottom left of 
the screen.   

 
 

This gives access to the Summary, displaying all information relating to both General and Eligibility 
requests made by the Company.   
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5.2. New Eligibility Request: Company Data 

To edit the general company data questionnaire, click on 'EDIT' in the Dashboard and then 'Company 
Data':    

 

 

The page that allows you to fill in the questionnaire will open:  
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The "Company Data" questionnaire is divided into 6 different sub-categories.  
After filling in one section, clicking "Next" will take you to the next section.  Once all fields have been filled 
in, the dot next to the section will turn green (it will show as yellow if all mandatory fields are not completed, 
and red if they have not been filled in yet).  If the colour showing is green, it will be possible to continue to 
the next step and the Signatory Data Management page will be displayed by clicking "NEXT STEP".  

 

 

On this page it is possible to modify the signatory's data.   The system will show the data of the user-
contact (if no previous changes have been made to the name), otherwise it selects the data entered during 
the last application submission.  Click on "Next Step" to access the "Company Data" application page.   
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By clicking on the "Download PDF" button you can download the PDF document showing a summary  
of the answers given in the questionnaire.   You need to save and re-attach the file using the "Upload" 

button and then click the "Submit General Questionnaire" button to proceed with the submission.   

 
 

A message confirming the submission of the general questionnaire will appear:  
 

 

In the Dashboard, in the "OVERVIEW" section, the correctly submitted application is shown:  
 

 

5.3. New Eligibility Requests: Product Categories  

On the Summary page click "ADD CATEGORIES":   
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The category eligibility page is shown:  

 

Select a category from the list or search for it using the internal search engine: by category name or among 
the codes associated with the categories.  

 

Select the category of interest:  
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By clicking "Add Selected", the category is added to the list of those selected by the supplier above the 
search function:  

 
 

 

Click “Next Step”. 
 

From the drop-down menu select the category for which you wish to submit an Eligibility request.  If 

several categories have been chosen, the operation must be repeated for each individual category.  
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On this page you can change the details of the signatory for the application to be submitted.  The system 
presents the data of the user-contact (if no changes were previously made to the name), otherwise it 
selects the data entered during the last application submission - no longer the user-contact's data, even if 
this was changed at a later date.  Clicking on "Next step" will take you to the category application page.   
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In order to proceed with the submission of the category questionnaire you need to click on the "Submit 
Eligibility Application" button.  The submitted questionnaire will be uploaded automatically. If you wish to 
download a PDF copy of the submitted questionnaire, simply click on the "Download PDF" button.  

 

A message confirming the publication will appear:  

 

 
In the Dashboard, in the "OVERVIEW" section, the correctly submitted application is shown via the 
"Pending" status:  
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6. MANAGEMENT OF QUALIFICATIONS ON THE SUPPLIER SIDE 

6.1.  Withdrawal of an Eligibility Application yet to be processed 
 

Access the site with the supplier's user-contact.  
 

If an application for qualification has not yet been processed by the back end (recognisable by the 
status "Submitted") it can be modified by clicking on the "WITHDRAW" button:   

 

 
The status of the application changes back to "DRAFT".   It is now possible to amend the questionnaire 
and then resubmit it.  

 

6.2.  Renewal of an expiring qualification  

When an eligibility request (company data or categories) is due, 30 days before or as a result of what is 
foreseen for the specific application, a reminder PEC message is sent to the supplier.  The eligibility 
request can be renewed by using the "RETURN" button under the application to be updated.  

 
 

6.3. Removal of a Qualified Category by a Supplier  

In the Dashboard you can see the category applications that have been submitted: if an eligibility 
application has not yet been processed by the back end (recognisable by the "Pending") status it can be 
withdrawn by clicking on the "WITHDRAW" button next to the category concerned:  

 
 

 
At this point, the withdrawn category is no longer present in the list of "New eligibility requests".   


