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General Provisions. 
The purpose of the procurement activities carried out by ERIELL International Oilfield 

Service Group is well-timed and complete supply of production processes with quality goods, 

works and services. 

The information about tenders is published on the Electronic ТеnderPlace of ERIELL Group 

and is available for registered participants of the procurement process allowed for participation 

in the tender. 

All information concerning the terms of participation in a specific tender can be found in the 

tender documentation. Procedural questions related to the competition(s), as well as clarifying 

questions aimed at submitting a correct proposal by the participant, should be sent directly to 

the tender’s Administrator specified in the tender’s card. 

This guide describes basic functional capabilities of a counterparty related to registration at 

the E-market and working with tenders published on the E-market. The list of functional 

capabilities, displayed form elements and information messages may have minor differences 

due to the development of the E-market and/or introducing changes in order to meet the 

regulations stipulated by ERIELL Group. 

Technical Requirements. 
In order to work with the E-market, please enable JavaScript in your browser. You will find 

instructions on enabling JavaScript in most popular browsers here: http://www.enable-

javascript.com/ru/. 

To work with the E-market, you should use Internet Explorer v.11+, Mozilla Firefox v.47+ or 

Google Chrome v.40+. The security level in the browser should be set by default.  

Compatibility mode in Internet Explorer must be disabled. You will find tips on how to 

configure compatibility mode here: http://windows.microsoft.com/ru-ru/internet-

explorer/use-compatibility-view. If you cannot disable compatibility mode on your own, please 

contact IT support in your area. 

The recommended connection speed when working with the E-market server is at least 1 

Mbps. We don’t recommend using a proxy-server connection. 

When uploading files to the E-market, the maximum file size should not exceed 5 Mbytes. 

All e-mail notifications on the E-market are sent automatically via the internal server of 

ERIELL Group. If you haven’t received a letter when registering on the E-market, please check 

the settings of your mail server, spam filters, stop lists and other software that is able to block 

mail delivery. 

Request for Registration at the E-Market. 
Registration and working at the E-market is only available through a personal invitation by 

an employee of ERIELL Group. 

To send a request for preliminary registration at the E-Market you need to visit 

https://iqvot.eriell.com/cab_regnew.php, read the terms of registration and the User 

Agreement, then click Proceed to registration. 
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At the preliminary registration page, you need to specify: 

• Default interface language. 

• Type of the organization: 

o legal entity 

o natural person / sole proprietor. 

• Country of registration. 

• Short name. 

• Full name. 

• TIN. 

• KPP (Tax Registration Reason Code), unless you stated natural person or sole 

proprietor as the type of organization. 

• OGRN (Primary State Registration Number); for non-residents of the Russian 

Federation, specify the commercial register number in the country of registration. 

• Contact person’s full name. 

• Contact person’s e-mail. 

• Contact phones. 

When preliminary registration is completed, you won’t be able to change the data which 

you entered in the fields Type of the organization and Country of registration. 
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You must fill in ALL the fields. If any value is missing, please put a dash. 

After you fill in ALL the fields correctly, please click Register to complete the preliminary 

registration. 

After a responsible employee checks the accuracy of the information provided and 

approves registration, an invitation to continue registration with your access password to the 

Electronic ТеnderPlace will be sent to your e-mail address. 

If you are not receiving your password, please check your spam box, spam filters, stop lists 

and software that is able to block mail delivery, check the settings of your mail server. 

In case that you get the following message during registration: 

”The e-mail provided by you has already been registered at the ТеnderPlace”, you may visit 

this page to recover your password: https://iqvot.eriell.com/cab_restore.php. 

In case that you get the following message during registration: 

A counterparty with the TIN/KPP provided by you has already been registered at the 

Electronic ТеnderPlace. 

You may send a request for registration data to the address: tender.msk@eriell.com. 

Password recovery. 
To recover your E-market access password, you need to visit the “Password recovery” page 

(https://iqvot.eriell.com/cab_restore.php), enter your e-mail which you provided when 

registering your company, then click on “Remind password”. A letter containing E-market 

access information will be sent to the address specified. 

Access to the ТеnderPlace. 
To enter the E-market, you need to proceed to https://iqvot.eriell.com/cabinet.php, enter 

your user name, password and click “Enter“. 
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Personal account. 
As you work with the E-market, additional menu items appear on the left, under the 

“Personal account” caption. The additional menu contains the following items: 

• Personal account. 

• Tasks, requests, archives. 

• Available tenders. 

• Submitted bids. 

• Log out. 

 

As you choose any specific item, more navigation options (menu subitems) may appear 

under the selected item. The full list of additional items is also available at the top of the main 

screen as additional navigation buttons. Some items may be inactive, you will only be given 

access after performing certain steps. 

The messages at the top, in a red box or in red font, will inform you of the need to perform 

certain steps or correct a mistake in the data you provided. 

To finish your session at the E-market, select Log out. 

Changing user name, password, contact address. 
When you log in to the E-market the very first time, we recommend that you change your 

password (and user name, if necessary). To change your user name, access password to the E-

market or main contact address, please select Password subitem in the Personal account item. 
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User names and passwords should not be shorter than 3 characters or longer than 15. 

To make changes, you have to enter your current access password to the E-market. 

After you successfully change your user name, password or contact address, you will have 

to log in to the E-market again. 

The results of the changes made will be sent to the e-mail that you provided. 

If you specify an invalid or wrong e-mail address, you will not be able to receive 

notifications concerning the tenders published on the E-market and will not be able to use the 

password recovery function. 

Providing registration information. 
When you log in to the E-market, you find yourself at the Personal account page. 

In order to receive current information on the beginning of the events for selecting 

suppliers of goods and/or services and on participation, you must perform the following: 

• Fill in the Counterparty’s profile and keep it updated. 

• Select the nomenclatures in regard to which your company is eligible to take part in 

tenders, so that you receive information on the tenders held. 

• Upload scans of constituent and registration documents, balance sheet, other 

documents required for participation in tenders, and keep them updated. 
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To continue providing registration information you need to confirm your consent with the 

User Agreement, then click the button Proceed to registration. 

Filling in the company's profile. 

To change information about your company, choose Profile in the Personal account menu 

item. 

All fields of the Counterparty’s profile page must be filled in. If any value is missing, please 

put a dash. Entering ‘zero’ (0) is equal to leaving the field blank. 

Blank fields will be highlighted in red. 

After you complete the Profile, you must click on Save changes at the bottom of the page. 

After that, Print out the profile and Continue buttons will be unlocked, so you may proceed to 

the next step. 

You need to print out the completed profile, obtain your director's signature, scan it and 

upload to the E-market on the Documents page. 
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Selecting the nomenclatures. 

In the Nomenclature section of the Personal account page you need to specify the 

nomenclatures for which your company is eligible to take part in tenders, so that you receive 

information on the tenders held. 
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In accordance with the selected nomenclatures, you need to scan and upload additional 

documents in the Documents section (licenses, dealership certificates, other certificates, etc.), 

confirming your company's ability to manufacture/deliver goods or provide Services. 

You may select any number of nomenclatures.  

To select a nomenclature you need to click  button and state the status of your Company 

(Manufacturer, Agent, etc.). If necessary, you may add a commentary (note). 

 

 

To change the company’s status or add a note to a previously selected nomenclature you 

need to click  button. To cancel a previously selected nomenclature, click  button. 

After you select all of interest, you need to click Save changes at the page bottom. Then 

click Continue to proceed to the next step. 

Uploading documents. 

To upload scans of constituent and other documents which have to be submitted to the E-

market, you need to choose Documents in the Personal account menu item.  

 

 

Upload scans of ALL mandatory documents on the Document scans page. The documents 

mandatory for uploading are highlighted in red. 
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All documents may be split into 2 groups: 

• Basic documents. 

• List of supplementary documents. Supplementary documents may include licenses, 

dealership certificates, other certificates, etc. The number and content of 

supplementary documents is determined by you based on the selected 

nomenclatures. 

When you upload supplementary documents, you must specify: 

• Document title (only for supplementary documents). 

• File containing the document scan. 

The uploaded file size should not exceed 5 Mbytes. 

The file will be uploaded automatically after you select it with the Upload a file button. 

Depending on the size of the file, the Internet connection speed and the current load on the E-

market server, uploading the file may take a considerable amount of time. 

If a document contains multiple files (multi-page documents), all files must be first brought 

together in one archive, maximum 5 Mbytes in size. 

To update previously downloaded documents, you must click the Refresh the file button 

and specify a new file. 

You may delete supplementary documents in case that you submit them by mistake or 

when they cease to be relevant. 

After all the documents are uploaded, Continue button will become active. 

Completing the registration. 

 

After you provide all the necessary information, you will be able to send a request on the 

Personal account page to verify the information provided and perform the accreditation 

procedure. 

After completing the registration (or after changing the registration information) you must 

click Send for verification on your Personal account page. 
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After you fill in all the data and upload the documents, you will be granted access to work 

with current tenders according to the selected nomenclatures. 

Verifying the registration. 
The provided information and documents will be available to authorized employees of 

ERIELL Group for review and verification.  

When it is revealed that the information provided is inaccurate, authorized employees are 

entitled to add a remark. 

Authorized employees also have the right to terminate access to participation in tenders, 

stating the reason for such termination (ban).  

 

After the indicated faults are eliminated, you need to request another verification of your 

company data. 

Verification and additional verification of the data provided by competent services is 

performed on a regular basis and may take a considerable amount of time.  

Branches. Additional mailout addresses. 
If you need notifications on tenders to be sent to several addresses, you may specify 

additional addresses on the Branches page. 

When specifying branches, you must fill in all the required information in full: 

You will not be able to delete an additional address. You can only block it, if it becomes 

necessary. 
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Tasks. 
As the E-market proceeds, your company may receive various tasks related to placing 

information, participating in a tender or performing a delivery in case of winning the tender.  

The information concerning new or unfinished tasks is displayed in the upper right corner of 

the screen. 

The left part of the tasks page contains only the relevant list of unprocessed tasks. When 

you select any specific task, detailed information on this task will be available to you and, if 

necessary, advice on its performance. 

 

As you work with the E-market, you may encounter the following tasks: 

• Remark as the result of verification. 

• Invitation to take part in a tender. 

• Price reduction request 

• Invitation to take part in a re-auction. 

• Request for additional information. 

• Reply to the request concerning the tender. 

• Delivery within tender. 
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Questions, requests 
During tender procedures, the participants may have clarifying questions, and the 

Employees may require additional information. 

The list of such questions and answers to them is available in the Requests section. The list 

is limited to 500 latest questions. 

 

Mailout archive 
The Mailout archive section contains the list of mailouts sent to the counterparty during 

registration at the E-market, verification of the provided data, invitation to take part in tenders, 

other notifications and requests within tender procedures and working at the E-market.  

The list is limited to 500 latest mailouts. 

 

Tender notifications. 
After all the required information is correctly filled in, the following notifications about 

tenders may be sent to the registration e-mail: 

• Publication of a new tender. 

• End of bid collection within a tender. 

• Cancellation of a tender. 

• Changes in the tender period. 

• Changes in major conditions, technical documents or nomenclature of the tender. 



Page 15 of 23 

• Announcement of a reduction within the tender. 

• Selection of the winner within the tender. 

Working with a tender. 
The list of tenders available for participation and TCP placement is given in Available 

tenders. 

The list of available tenders may include three sections: 

• On-line re-auction. List of available tenders held in the form of an on-line re-auction. 

• Reduction. List of available price reduction requests. 

• Available tenders. List of tenders available for participation and initial TCP 

placement. 

For every tender you will see number, name, period (bid collection period) and participation 

stage (or possibility of participation) with regard to the tender. 

The following stages may apply: 

• potential participant (invited); 

• confirmed participation (the line will be highlighted in yellow); 

• proposal is ready (the line will be highlighted in green); 

• Refused to participate (the line will be highlighted in red); 

 

 

For the lots in the "Reduction” section, the remark of the tender administrator may also be 

displayed, specifying what it is necessary to pay attention to when preparing a commercial 

proposal. 

Tender’s card. 

The page Information on the tender contains complete information on the tender, 

including contact details of the tender administrator, the list of technical documents, the list of 

additional tender parameters, etc. 
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The list of documents and additional parameters for different tenders may vary. 

To take part in the tender, click Participate. 

At any moment, until the end of the bid collection period, you will be able to refuse to take 

part in the tender. To do this, go to Information on the tender and click the button Refuse to 

participate. 

To introduce changes to a previously placed proposal within the tender you need to click 

Change TCP. 

To get additional information on the tender from the tender administrator, you may select 

Ask a question. 

 

As the answer is received, a notification will be sent to your e-mail address. Most common 

and vital questions and answers will be published in the Information on the tender section. The 

list of all your questions and answers to them is available in the Requests, archives section. 

When preparing a technical and commercial proposal within a tender, information is 

provided in several steps. You can only proceed to the next step after you complete the 

previous one. 

Depending on the type and stage of the tender, you may need to: 

• Fill in specifications on the Filling in the specifications page. 

• Provide additional information within the tender and the necessary list of technical 

documents. 

• Upload a TCP scan.  

• Take part in an on-line re-auction. 
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Filling in specifications. 

The upper part of the form contains a unit for filling in general information on the 

specification and filling in all the volume of the specification according to the requirements of 

the tender. 

Additionally, the progress of filling in the specification is displayed, together with the total 

amount (cost) of the proposal. This information is updated only when the page is refreshed or 

when the proposal is saved. 

When filling in specifications, you must specify: 

• Currency of the proposal. 

• VAT rate. 

• Fill in all positions of the tender’s nomenclature (Name of the supplier’s 

nomenclature, Offered amount, Price, without VAT). 

The mandatory fields are highlighted in red. 

If you cannot supply a position, please put a dash in the “Price” column: "-". For non-

divisible tenders, you must be able to supply ALL the nomenclature in the required volume, you 

cannot put a dash in this case. 

In addition, you may specify (including all taxes): 

• Transportation costs. 

• Customs duties (charges, fees, certification). 

• Other expenses. 

To proceed to the next step, ALL lines of the specification must be filled in. 

After you fill in all the specifications, you will have to click Save changes, then Continue, in 

order to proceed to the next stage of working with the tender. 

 

TCP placement. 

For all tenders, you need to perform the following on the TCP placement page: 
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• Provide as much information as you can in all the fields of the “Additional 

information and assessment criteria” section (the list of fields may vary depending 

on the tender). Changes are saved automatically, in the background, after you leave 

the edit mode.  

• Upload the required documents for the lot in the “Mandatory documents” section 

(depending on the tender, this section may contain different values or may be 

missing). 

• Upload additional documents in the “Supplementary documents” section according 

to the requirements to the tender. 

• Provide your contact information in the “Performed by” section. Changes are saved 

automatically, in the background, after you leave the edit mode. 

• Generate a print out form in the “Commercial proposal print out form” section and 

print out the completed commercial proposal. 

• Obtain the signature of your director or other authorized person on the printed 

commercial proposal (or pricing specification) and affix your company’s seal (when 

available). 

• Upload the scan of the signed commercial proposal in the “Commercial proposal 

scan” section. The scan of the commercial proposal may contain several sheets 

(files). 

• Click Complete TCP submission button. 

After the scan of the technical and commercial proposal is uploaded, all information 

provided within the tender is registered at the E-market. At the same time, the stage of 

participation in the tender is automatically set to the offer is ready and the work with the 

tender is deemed finished. 

If you need to make any changes after you work with the tender is over, you need to click 

Change the TCP button on the Information on the tender page. Then, after all necessary 

changes are made, upload the scan of the technical and commercial proposal again and finish 

working with the tender. 

Until the end of the bid collection period, the tender may be canceled, or bid collection may 

be suspended in order to make changes to the technical documentation, tender’s 

nomenclature, or for some other reason. In this case, notifications are sent to the contact e-

mail address of all counterparties participating in the tender. 
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Reduction. 
Based on the results of consideration of the TCPs provided for the tender, a "Reduction” 

stage may be announced, i.e. request for price reduction. The participants who provided TCP in 

accordance with the tender requirements may be admitted to the reduction. 

Providing a TCP within reduction is completely identical to working with the tender when 

you initially place a TCP. 

On-line re-auction. 
Based on the results of consideration of the TCPs provided for the tender, an "On-line re-

auction” stage may be announced. The participants who provided TCP in accordance with the 

tender requirements may be admitted to the “On-line re-auction”. 
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Participation in the “On-line re-auction” is limited by the following restrictions: 

• Proposals within the tender should be submitted according to all nomenclature 

strictly in the amount of the demand. 

• The proposal is submitted in a single currency (the main currency of the proposal). 

To refuse taking part in the on-line re-auction, you need to click Cancel the TCP, quit the 

bidding button. After that the tender becomes unavailable for participation. You will only be 

able to return to the tender after a personal invitation from the tender administrator. 

In order to participate in an on-line re-auction, your PC must be connected to the web using 

a stable connection. In case that connection with the E-market server fails, data refreshing may 

be delayed. 

Until on-line re-auction starts, changing information on the page is not available. 

During on-line re-auction the participants may: 

• Change price characteristics of each nomenclature position of their proposals. 

• View the locked and current price and the total cost of their proposals. 

• View the best cost values for nomenclature items and the deviation percent of their 

proposals. 

• View the current ranking list of proposals submitted by the participants of the on-

line re-auction. 

• Make appropriate commercial decisions to promote their commercial proposals to 

the position of the best proposal. 

In the course of on-line re-auction it is not permissible to raise price characteristics of your 

locked TCP. 

Ranking of participants' proposals is performed automatically based on the lowest cost of 

supply criterion among the participants of the selected lot. 
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In that case, only your own ranking position is displayed directly. The names of other 

participants are available in an impersonated form, indicating only the commercial cost of the 

proposals and the position occupied in the ranking. 

After making changes to price characteristics of your proposal, you need to click the Make a 

bid button to lock the proposal. 

In case that the counterparty agrees to automatic reduction of price characteristics for each 

position of their proposal by the percentage of the bidding step, click the Accept the step 

button. You may use the Accept the step function only once at each interval of the on-line re-

auction step. 

As the on-line re-auction interval ends, the ranking of participants’ proposals is updated 

automatically. At the same time, the page is refreshed to show current information.  

In case that the ranking is updated due to changes made to their TCPs by other participants 

of the on-line re-auction, the counterparty receives a notification about the need to refresh the 

page to update the ranking. Availability of a ranking update is checked automatically every 

minute. 

 

After the work with the tender is finished, or within a day after the end of the on-line re-

auction, the counterparty must officially confirm their TCP, taking into account the changes 

made as a result of the on-line re-auction. To do this, find the "Completion of the TCP 

submitting process" section at the bottom right of the page, where you need to: 

• Generate a print out form of the commercial proposal and print out the completed 

proposal. 

• Obtain the signature of your director or other authorized person on the printed 

commercial proposal and affix your company’s seal. 

• Upload the scan of the signed commercial proposal in the “Commercial proposal 

scan” section. The scan of the commercial proposal may contain several sheets 

(files). 

• Click Complete TCP submission button. 

Tender processing. 

Submitted bids. 

The Submitted bids section contains the list of tenders in which your company participated 

at the E-market. 

For each tender you can see its number, name, period, current stage and participation 

stage. 
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To see detailed information on the tender, you have to open the tender’s card.  

The tender’s card also provides the list of documents submitted by your company when 

preparing the technical and commercial proposal. 

Selecting the winner of the tender. 

Based on the results of consideration of the proposals submitted by the participants, the 

winner (or several winners) may be determined within the tender or part of the tender. 

The winners within the tender receive notifications where the nomenclature and its volume 

for the winner are specified. 

The winner of the tender also receives the task “Delivery within the tender”. 

Delivery within the tender. 

The winner of the tender must indicate the current state of delivery within the tender in the 

Tender’s card section of the Submitted bids menu item. 

 

 

To do this, click Change information and specify the current state of the delivery: 

• In production. 

• Shipped. 
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• In transit. 

 

 


