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About the Guide

This Guide will provide support for you throughout the process for a direct award of contract,
hereafter referred to as a direct award. A direct award refers to purchases of goods or services
for which there is no contract and the value is below SEK 700,000. Kommers must always be
used for a direct award if the value is at least SEK 100,000. You can, of course, use Kommers
for a direct award even if the value is below this threshold. If you are uncertain about whether
the value exceeds SEK 100,000 you must always carry out the direct award using Kommers.
Once the procurement is concluded, the contract is to be entered in the Kommers contract
catalogue. There is a specific guide for how this is carried out.

In addition to this Guide, you can find system support in Kommers. Use “?” in
the top right-hand corner. Here, you will find help texts linked to your current

stage in the process.
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Part 1 — Direct awards using Kommers

1 Before you start your procurement

General information on direct awards and a link to the guidelines for direct awards:
https://www.medarbetarwebben.lu.se/stod-och-verktye/inkop-faktura-ekonomi/inkop-
och-upphandling/direktupphandling

Information on the Kommers system: https://www.medarbetarwebben.lu.se/stod-och-
verktyg/inkop-faktura-ekonomi/inkop-och-upphandling/kommers-avtalskatalog-och-
verktyg-upphandling

How to calculate the contract value: https://www.medarbetarwebben.lu.se/stod-och-
verktyg/inkop-faktura-ekonomi/inkop-och-upphandling/berakna-kontraktsvarde

Information on data processing agreements (DPAs) at Legal and Records
Management: https://www.medarbetarwebben.lu.se/stod-och-verktyg/personuppgifter-
och-dataskydd/overgripande-information/personuppgiftsbitrades-avtal-puba
Information on W3D3 at Legal and Records Management:
https://www.medarbetarwebben.lu.se/dokument-och-
arendehantering/dokumenthantering/diarieforingdiarieforingssystemet-w3d3

Before you start your direct award, you are to have done the following:

Checked in the contract catalogue that what you need to buy is not covered by a
contract.

Needs analysis — examined your needs in order to specify them in your procurement.
Market analysis — examined which suppliers are active in the market and the offering
they provide. Using the knowledge gained from your needs analysis and market
analysis, you can formulate your contract notice documentation in the best way.

Will a DPA be needed? See link above.

Calculated the contract value — performed a calculation of the total contract value
including options and the possibility of renewal. If there is uncertainty, the calculation
is always to be rounded upwards. See link above.

Authorisation in Kommers — you need to be authorised for the role of Purchaser in
Kommers. You also need to have completed online courses, see information on
qualification criteria and authorisation on the page about Kommers, see link above.
Authorisation in W3D3 — you need to be authorised as an administrator in the register.
This gives you the authorisation to administer the procurement/contract case in W3D3,
see link above. Alternatively, in an urgent case, a colleague of yours who has
authorisation as a Purchaser in Kommers as well as authorisation in W3D3 can create
the procurement, fill in the Register case window, click on <Save> and then add you
as administrator. See Section 3.1.

Been tasked with carrying out the direct award by the head of department or person
who has been delegated this power by the head of department.
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2 Start a direct award

2.1 Log in to Kommers, Procurement module

A. When you have authorisation as a Purchaser in Kommers and administrator in W3D3
and have completed the online courses for purchasers, you can log in to Kommers
using your Lucat ID, see Section 1 for link to Kommers. Continue according to the
points below.

B. If you are authorised as a Purchaser but not as an administrator in the register, ask a
colleague who has both authorisations to log in to Kommers using their Lucat ID, see
Section 1 for link to Kommers. The colleague then starts the case according to the
points below and the following steps up to and including Section 3.1.

e  Click on the Procurement module in the menu in the blue field at the top
e  Click on the <Create procurement> button.

4 LUNDS UNIVERSITET  Start Market Project Request Procurement Contract

Start > Procurement

Procurement

. Create
Procurement Q, Search procurements

Start a new procurement

2.2 Navigate in Kommers

The work involved in carrying out a procurement is a step-by-step process. The work process
in Kommers is described by two blue process flow arrows at the top of the screen. The upper
one shows the main steps. The lower one shows the sub-step you are in within the main step.
The main step and sub-step you are in are shown in a darker shade of blue. You can click on a
specific main step if you wish to go straight there.

The buttons <Save> and <Next> are at the bottom of the screen in most sub-steps. Sometimes
there is also a <Back> button. The <Next> button both saves and moves you on to the next
sub-step in the work process. You can also use your browser’s back button to go back to the
previous screen.

If you want to step forward and back faster one sub-step at a time in the process, you can use
the two blue arrows next to the page heading. If you have clicked on <Save> or <Next>, the
input information is kept regardless of whether you step forward or back in the process.
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3 Register the direct award case

e Fill in the entire form. See suggestion in the image below.

e  Write a suitable name foe the procurement object in the field Procurement title, such as
X-ray machine, Software consultant, etc

e Leave the Connect to umbrella case field blank.

e The Registration number field is initially grey but once you have filled in all the other
details and clicked on <Save> a number will be retrieved automatically from W3D3.

e Inthe Procurement type field, you select what the procurement refers to. If the
procurement includes both goods and services, you select the type that you estimate will
account for the largest proportion of the cost relating to the transaction.

e Inthe Procurement process ficld, you select Direct award — Word document.

e Inthe Estimated value field, you state the calculated contract value according to the
instructions in Section 1.

e The Language field is not used. Instead, the language is set in the top right-hand corner
of the screen by clicking on the circle containing your initials.

e In the Purchasing role field, you select Purchaser

e In the Institution field, you select the department or equivalent responsible for
registering the procurement in W3D3.

e In the Contract type ficld, you select Framework agreement if your contract does not
contain purchase obligations, and is mainly in the form of a price list and contract terms.
Otherwise, you select Contract.

o Inthe Who is processing this procurement? field, you select Ovrig verksamhet (=Other
organisation).

e In the Procurement specification field, you write a brief text that aims to give a general
introduction concerning the intention of the procurement and which provides more
information than the procurement title. E.g.: AV equipment for installation in the V
Building conference room.

e Click on <Save>.

3.1 Changing administrator

If you have created the case for your colleague who is the actual administrator — and have
authorisation as a Purchaser but no authorisation in W3D3 — it is now time to transfer the
assignment to them. You do this in the left-hand column. Click on Related features and select
the Procurement access sub-heading. Add the person who is to be given authorisation for the
procurement using the authorisation, Admin. Remove your own authorisation. Click on Save.

In the left-hand column, you then click on Change owner. Select the person in the drop-down
list who is to be the new owner. Click on OK.

Your colleague will need to help you again in connection with registration of the contract
folder in Section 11.

3.2 Complete registration

Click on <Next> to go on to the next step.
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Ctritclick here to return to the section Register the procurement (Retroactive registration of a

direct award).

4 Category coding

Ctritclick here to read more about Category coding.

Here, you need to state the category code for various aspects, see the fact box below, which
explains category codes. You will see a red box on the left of the screen that shows which
mandatory codes remain to be filled in. When you have added all the category codes that have
been requested, use your browser’s feature to update the page. The red box will then turn
green to confirm you have finished.

—

Click on the drop-down list along with Code system and select a heading.

2 Search for category codes by clicking on the category selector in blue. For Contract
category, you can start by searching for words that correspond to the contract content.
Write in the search term or click through in the structure. If there is a black arrow along
with a selection, you can further expand the structure. The more steps you take to expand
the list, the clearer your categorisation will be.

Category codes <« »

Code system Ordering g

Category code Search category code or use the

category chooser

[98)

Mark an appropriate category and click on <Select> and <Close>.

4  Repeat for other categories in the system until you have at least one value for each
mandatory category. You can repeat the procedure if you want to have several values, e.g.
for Ordering organisation.

5 The category code for Department is already set when you register the procurement and

follows along automatically to this step.

The list below is filled in as you select your category codes. Then click on <Next>.
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Category codes « »

Code system

Category code Search category code or use the Q

category chooser

You can select a main category per code system by selecting in the list below. Main category is mandatory in the folowin
code systems: CPV - Product category code, NUTS regions

Category Main
Code system code Name c - Delete
Contract category 6.2 Furniture and furnishings X
CPV - Product 39000000-  39000000-2 - Furniture (incl. office furniture), furnishings, 0
category code 2 domestic appliances (excl. lighting) and cleaning products X
Data Processin
9 Nej No, should not be signed X
Agreement
Department in
W3pD3 1269 Sociology of Law, department X
NUTS regions SE224 SE224 - Skéne lan X
Orderin
. g. SAM Sambhillsvetenskapliga fakulteten X
arganisation
UNSPSC 56000000 56000000 - Mébler och méblemang O X

The picture shows an example where also the non-mandatory categories have been assigned
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ommers

Select category codes

Code system

38510000-3 - Microscopes

38511000-0 - Electron microscopes

38511100-1 - Scanning electron microscopes
38511200-2 - Transmission electron microscope
38512000-7 - lon and molecular microscopes
38512100-8 - lon microscopes

38512200-9 - Molecular microscopes

38513000-4 - Inverted and metallurgical microscopes

oo o0 oo oo oo

38513100-5 - Inverted microscopes

v

l search

v

The picture shows an example when selecting the CPV code with the search term “microscope”

Ctril+click here to return to the section Category coding (Retroactive registration of a direct award).

10
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5 Contract documents as appendices — Add and edit
appendices

Here, you can handle your contract documents. Contract documents is an umbrella term for
the documents — requirement specifications, descriptions, contract drafts etc. — that you intend
to submit to the market in your invitation to tender. All documents included in the
procurement documents are called appendices in the system. Templates for necessary
documents are available in the system.

Contract documents

Appendices <« »

The folder Contract documents contains subfolders for each of the notices. Put documents in the
corresponding folder for them to be published with the notice. Please note that if you create sub-
folders and add files, they will also be published.

Add ~ Hide/show folders Settings

‘ Filename Restriction  Size Linked Doc. Modified Locked by

5.1 Folders

Kommers has a structure that uses folders for different types of documents. You will
automatically be taken to the Contract documents/Main notice folder. The files in this
folder will constitute your contract notice documentation and will be accessible to the
tenderers.

There is also a Working documents folder. It is intended for the user’s working documents if
they do not wish to save them on their computer or if several users are to cooperate on a joint
document and lack a common file interface. In other situations, we recommend that the folder
not be used. When work in the folder is finished, the final files must be transferred to Main
notice.

You can always find the folder structure by clicking on Hide/show folders.

Add ¥  Create folder Hide/show folders Settings

v m Documents Filename Restriction  Size Linked Doc. ||
m Appeal documents T Reque 318 KB p
_ T Comn 43 KB p

m Applications
B Contr. 41 KB p
m Award decision

v m Contract documents

m Priorinformationi
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e Mark the Main notice folder. Doing so means that the documents you add to the file
interface on the right are added to that folder (or equivalent if you want to work in the
Working documents file).

e Click on Add in the grey list. Alternatively, you can right-click on the folder and select
Add in the pop-up menu (right-click on PC corresponds to a two-finger click in 10S).

e Click on Templates.

e Select from the list the file or files that correspond to your needs. For
recommendations, see below in Section 6.2.

e Mark the templates you want to use and click on <Save> and <Close>.

If you have worked in the Working documents folder, you need to transfer the final file to
the Main notice folder when you have finished.

Ctrl+click here to read more about Working documents.

5.2 Select documents

It is recommended that these documents be included in an invitation to tender, depending on
the choice of process:

(Note: Currently, the term Direct procurement is used in the system. It will be changed to
Direct Award)

Normal process

Under the heading Direct procurement SEK100,000-700,000
1. Request for quotation
2. Contract template (goods, services or equipment)

Under the heading Faktureringsbilagan (Invoicing appendix)

3. Krav vid fakturering/Invoicing requirements

Process without contract template (the contract is drawn up after the winning tender
has been announced)
Under the heading Direct Procurement SEK100,000-700,000

1. Request for quotation

2. Commercial terms (goods, services)

Under the heading Faktureringsbilagan (Invoicing appendix)

1. Krav vid fakturering/Invoicing requirements

Please note that there are corresponding template documents under the heading Direct
procurement SEK 0-100,000 for these cases. These templates are simplified.

In addition to the standard files that are available in Kommers, you can upload other files
from your computer. These include specification requirements and drawings. The easiest way
to do this is using the drag-and-drop feature.

Ctrl+click here to read more about the drag-and-drop feature.
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5.3 Edit documents

You can download documents to your computer for editing and then upload them again. Bear
in mind that if you name a file in Kommers, you are to state the complete file name including
the file extension e.g. “.pdf”’. Kommers does not allow two files to have the same name. A
new file with the same name does not replace an existing one.

If you edit files in Kommers, it is important that you are careful about finishing the editing. If
a file is in editing mode in Kommers when Kommers closes, the file will be locked and will
then need to be unlocked by a system administrator. In this case, contact the Division of
Finances, see Section 1.

It is not possible to copy specific files to your computer, rather the whole folder is copied.

Ctrit+click here to read more about editing documents.

File size

Please note that the file restriction is normally set at 80 megabytes per file. If a large
number of appendices is to be attached, you need to use the Add> External archive
feature. This requires the file or files to be packed in ZIP files, which can usually be up to
300 megabytes. It is possible to have several External archives.

5.4 Designing procurement documents

You need to describe any requirements that you may have, for example regarding

e the supplier’s ability, experience, capacity, availability for support

¢ functionality, performance, content, scope of goods/services

e need for additional services such as servicing, maintenance, consumables
e contract period, renewal option

You must also state the basis or bases for evaluation that you have decided to apply. Click the
link below to find more information about evaluation criteria.

Ctrl+click here to read more about designing procurement documents, and about evaluation

criteria.

5.5 Completed procurement documents

Once you have added the documents that you will include in your invitation to tender and
made the necessary amendments to the documents, you have finished. Click on <Next> at the
bottom of the window.

6 Checklist

The Checklist step provides you with a final check before you send out the documentation.
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Enquiry

- Simple notice [1  Questions and answers [

Checklist < »

The checklist is a help to make sure all internal processes are followed. Check the boxes for each statemenet.

Have you checked if there is a central Ja v
contract that can be used instead of your

own direct award? *

Have you made a correct calculation of the Ja v

- £y
value of your contact? w Click on the question mark symbel for a link where to read mora about contract
value calculation

Have you attached all the attachments? * Ja v

Have you checked the documentation and Ja v
removed any notes and instructions? *

Please provide the name of the head of
depart: t/division/equivalent or

someone to whom he/she has formally
delegated the right to certify and who has
approved that the direct award should be
processed *

Susan Smith

Detta regleras av "Attestordning — fGreskrifter om behdrighet att farfoga dver myndighetens medel” STYR 2024/1911
eller beslut som trader | dess stélle

When you have finished, Click on <Next> at the bottom of the window.

Ctrl+click here for support

14



7 Simplified notice

Ctritclick here to read more about simplified notices.

In this step, you send out your invitation to tender to the market. Request for quotation is
sometimes used synonymously in the system.

Simple notice < » Create PDF

With simplified notice you get tenders via the supplier portal Kommers Annons.
Instructions:
o Describe for the supplier what you need.
o Check or change date for last day to submit quotation or to ask questions.
o If you want to do a selective invitation, add email addresses.
o If you want to do a public notice leave email-address field empty.
o In case you later need to adjust the notice you can modify the contract documents, do not forget to click Save and update Kommers Annons!

Procurement specification * A super microscope for biological markers

Last day for quotation 2025-10-11
Tender valid until 2026-03-21
Last day for questions 2025-10-07

Previous publication ID

Email addresses for invitation mans.weimarck@eken.luse X

Number of invited parties

All added appendices in Contract documents will be published in the notice.

CPV and NUTS codes will be published. You can view and change category codes here.

Save & publish to Kommers Annons

Information that you stated earlier in the process is brought together here. You need to check
that the information you stated in each field matches what you stated in your documentation.
You stated the Procurement specification in the Register procurement window. Any
change you subsequently make in one of these windows does not affect the others.

Please check that all dates and details are correct and adjust them if necessary. Bear in mind
that the notice must be published for a “reasonable period” — at least 10 days. For more
complex procurements, however, a longer tender period is recommended.

Ctrl+click here for support
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Also remember to allow time in your time plan for communication with suppliers via
questions and answers. The recommendation is that the Last day for questions is set to 10
days before the final date for submission of tenders.

The Tender valid until is recommended to be set at least six months from the final date for
submission of tenders.

Leave the Previous publication ID field blank. Ctr/+click here to read more about Previous
publication ID.

You are now to select whether to publish your invitation to tender for the entire market via an
advertising database or to aim it at specially selected companies via a selective invitation, see
below.

7.1 Specific to selective invitations

State the email addresses of the companies to which you want to send an invitation to tender,
separated by a semicolon (;) in the Email addresses for selective invitation field. If you do
not state any email addresses, a public notice will be created instead. Please note that
according to the University’s guidelines for direct awards at least three suppliers are to be
invited to submit a tender.

Ctri+click here to read more about Selective invitations and the handling of invited suppliers.

7.2 Specific to public notices

A public notice makes your requirements visible to the entire market and may be a good
choice when you want to maximise the potential for competition, particularly for higher
contract values, or in a case where you are uncertain about who the suitable suppliers are.
If you choose to send out a public notice, you can, if you so wish, also inform known
suppliers directly.

Ctri+click here to read more about how to do this and about Public notices.

7.3 Notices: common aspects

Ctrl+click here to read more about common aspects for notices.

Please note that regardless of whether you choose to publish the invitation to tender as a
notice or send out a selective invitation, the terms “notice” and “publish” are used below.

Preview notice

e C(Click on the <Save & preview> button. A pop-up window opens. Click on <Click
here to open the preview of the notice> as soon as it is shown.

e A new tab opens, Kommers Annons is shown and you are logged in as a user named
xxxx@preview.se (see upper right-hand corner)

e In the left-hand menu, click on Appendices to check that the documents are there and
have the correct content.

e Click on Log out in the top right-hand corner or close the tab in the browser.

e Click on Close to close the pop-up window.

Publish notice

Ctrl+click here for support
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e Click on Save & publish to Kommers Annons. As mentioned above, this is done
regardless of whether you are to publish a notice or send out a selective invitation. A
pop-up window opens which informs you that the notice is only sent to the email
addresses you have stated if you have chosen to send out a selective invitation. Click
on <OK>.

e The publication sequence is shown in a pop-up window. Click on the <Close> button
when it indicates that the notice process is finished.

e Check that there is now a large green field showing the text The notice is active on
the left. The field is green during the period in which the notice is shown. Prior
information notices (if your chosen date for publication is in the future) and contract
award notices (when the notice period has expired) are shown in a red field.

e In the green field on the left, you can see how many have submitted a declaration of
interest regarding the procurement. This means that they receive ongoing information
about any questions and answers, and that they may submit tenders in the
procurement. Ctrl+click here to read more about interested parties.

In some cases, there may be a need to extend the tender period. Ctr/+click here to read more
about extending the tender period.

8 Questions & answers

Ctrl+click here to read more about Questions and answers.

Answer questions no later than six days before the final date for submission of tenders.

Once you have sent out your notice there may be questions coming in that you need to
answer. This needs to be done promptly (preferably the same day or next working day). If you
receive questions by phone or email, ask the questioner to present the question again via the
question feature in Kommers.

You receive a notification via email when new questions have been received. To view any
questions received regarding the ongoing direct award, do the following:

e Click on the Lund University icon in the top left-hand corner to get to the Start page.

e Scroll down to Cases in Kommers.

e Click on Procurements with unanswered questions under the Procurements block.
Please note that the heading is only visible if questions have been received!

e Click on the heading of your procurement.

e Click on the “X unanswered questions” link in the green field on the left.

To answer a question, follow the steps below:
e Click on the question.
e In the Question for publication field, you can amend the questions and remove any
personal information such as “Best regards, Agne”, or information on the supplier, e.g.
“Here at Philips, we are wondering about...”. This is important as all tenderers have
access to the question. The questioner is to remain anonymous.

Ctrl+click here for support
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In the Answer for publication field, you write your answer (this is also to contain no
information on who is asking the question).

Scroll down in the pop-up window.

Change Current publication status to Published.

Click on <Save>.

Note that the question has been given a number and that the status is Published.
Click on <Close>.

Note that it now states “0 unanswered questions” in the green field on the left.

Ctrl+click here for support
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9 Evaluation and decision

9.1a Retrieve tenders

(Note: some of the terms used is in process of being adjusted in the system, thus you might
find some slight differences. The meaning should be clear though. E.g. should the term
Download equal Retrieve).

You can access the received tenders once the response period has expired.

e The start page shows a “New tenders to retrieve” symbol plate. Click on it.

e Ifyou are in Questions and answers mode, proceed using <Next> so that you come to
the Opening of tenders step.

¢ Note the warning text “There are tenders in the supplier portal that have not been
retrieved”

e Click on the <Download tenders from Kommers Annons> button.

e Check that “X electronic tenders have been received by Kommers Annons” is shown.
For the top tender, click on the link “Transfer tender from Kommers Annons to
Kommers”

e Click on the <Download> button. It indicates that the quotation has been downloaded.

e Click on <Next>. Note the text “1 of X has been downloaded to Kommers”.

Note that tenders are collected one at a time. If several tenders have been received,
you follow the same procedure for each tender.

e Click on <Close>.

e Check that there is a table showing all the received tenders.

The tenders go in the Tenders folder in one sub-folder per tenderer. Click on Hide/show
folders to see the file catalogue with folders. Double-click on the Tenders folder to open it.
Then do the same with its sub-folders to familiarise yourself with how the files are saved.

9.1b Adding a tenderer manually

If a tenderer has technical problems or for some other reason cannot submit their tender to
Kommers Annons, you can add the tenderer manually. This must be done at the latest on the
deadline day of the tender period. Ctr/+click here to read more about adding a tender
manually.

9.1c Opening of tenders

Once all the tenders have been retrieved or manually added, you ask a colleague to take note
of the compilation. You show on the screen that you have retrieved all the tenders and who the
tenderers are. You do not need to open tenders or specify the quality or prices in the tenders
for your colleague. Their role is limited to noting that the tenders have been received and who
the tenderers were. This measure stems from legislation that aims to minimise the risk of
cronyism by ensuring that all tenders are processed.

Ctrl+click here for support
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9.2 Negotiate

In a direct award it is permitted to negotiate with the suppliers concerning all parts of their
tenders. One precondition is that you give all the suppliers the same access to information and
the same opportunity to negotiate.

Ctritclick here to read more about negotiating.

9.3 Evaluate

You now go through the tenders and compare them with your notice.

Compile the result. Click on the tenderer that is to be accepted in the Accepted column and
state a short reason for this in the Motivation column. This is for your own notes. The tender
price field is (normally) left showing a zero.

Eva | ut|on & dec‘s‘on .‘ = Download tenders from Kommers Annons ‘ More ¥

Mo. Tenderer Tender date Tender price  Motivation Accepted

1 [ Atea Sverige AB (Sundsvall) ) 2025-06-13 0 O w s

Below the table showing the tenders are three free text fields. The information you state will
be entered in the direct award report you create later in the process. The report will be
registered. Your wording should therefore be clear, concise, and use respectful language.

Free text field 1: Enter the names of the persons who opened the tender.
Here, you write the names of the two people who took part in the tender opening (see 10.1c).

Free text field 2: State the basis for evaluation, eg price, experience, capacity. It is
mandatory in case of selective invitations during direct award to state the reason in case
of less than three invited suppliers.

e Mandatory: if in a selective invitation you have invited fewer than three companies,
you are to state the reason for this. Write clearly and concisely, but use complete
sentences.

e State which criterion has been used for the evaluation. One or more can be stated.

Ctrit+click here to read more about evaluation criteria.

Free text field 3: Reasons for the choice of supplier in relation to the evaluation criteria.
e Briefly state the reason for the choice of supplier linked to the evaluation criteria.
Write clearly and concisely, but use complete sentences.
e C(Click on <Save>.

Ctrl+click here for support
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Eva|ut|on & deCISIOﬂ 4 ) Download tenders from Kommers Annons More ¥

No. Tenderer Tender date Tender price  Motivation Accepted

No records to display.

Enter the names of the persons who opened  Tenders were opened by Peter Ahlqvist and Mans Weimarck.

the tender. *

y,
State the basis for evaluation, eg price, Only twao suppliers were invited, as gne of the valid options was guite
experience, capacity. It s mandatory in case  [ecently liquidated. Of the two remaing suppliers, gnly gne chose to
of selective invitations during direct award orovide \trhei-' tender.
to state the reason in case of less than three
P . 7~
invited suppliers. * -
Reasons for the choice of supplier in Company Y was selected, as both quality and price proved to be
relation to the evaluation criteria. * superior to the tender provided by Company X.

“

9.4 Create direct award report

As a public authority, we have an obligation to fill in a direct award report for direct awards
over SEK 100,000. Kommers provides support to help you create and register this. In order
for the registration to work, it is important to follow the working procedure below.

Download tenders from Kommers Annons ‘ More ¥

Evalution & decision <« »

No. Tenderer Tender date Tender price  Motivation Create

Mo records to display.

e C(Click on More and select Create PDF.

Kommers 0 x

Procurement report

Select the document you want to create. For some processes you can select tender lot. You also select in which
folder the document will be saved.

Select document

Direktupphandlingsrapport v
Mall fér direktupphandling version 202502012
Save to folder

Procurement reports v

Preview Save

v

Ctrl+click here for support
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e In the Select document drop-down list, you select Direktupphandlingsrapport.

e In the Save to folder drop-down list, you select Procurement reports.

¢ You can check what it looks like and that the information is correct by clicking on
Preview.

e Ifyou are satisfied, click on Save. The document is then ready and saved in the right
folder before the forthcoming registration.

e Ifyou are not satisfied, you can edit the free texts you wrote under Section 10.3 above
and click on Save. Then repeat the step above in Section 10.4 and click on Save.

Ctrl+click here to return to the text Finish and document (the section Retroactive
registration of a direct award).

9.5 Communicate result of the procurement

Once you have identified who has submitted the best tender, you must inform all the tenderers
of the result. You communicate this by sending a portal message.

Send portal message
Under Message in the left-hand menu is the Contact companies feature.

V 2025/2609 testupphanddlin.. ¥

Upphandlare / Procuremento.. ¥

Related features v

Message

Contact companies
Send internal message
Message box

ail history

Select all the tenderers in the list (1), select email template “Thank you for participating” (2)
and then click on Portal message (3).

Ctrl+click here for support
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Kommers O X

Contact companies

Selection of supplier Search in market Search in UC Search from Annons

Company container

Select from suppliers registered on this procurement. 1
Show a v
Company Contact O
Atea Sverige AB ) .
. 0 A Anna Johansson (anna johansson@atea se) [}
(Sundsvall)
2.

Close
v

Portal message

Check the content of the message and add the parts that are missing. Then click on <Send>.
You do not need to fill in the Deadline for answers field, as you are not expecting a reply
from the supplier. Click on<Close>.

Click on<Next>.

Ctrl+click here for support
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10 Create contract

You are now in the Contract main step.

Ctritclick here if you do not have authorisation in the W3D3 records management system.

10.1 Register a contract with your supplier

e C(Click on Create new contract. The measure brings you to the contract catalogue
where a new page opens.

e [fanswers to mandatory questions are missing, you are to answer them. These are
questions marked with an asterisk or those that have multiple choice answers in drop-
down lists.

Name of procurement:

e Those contracts that nobody else will or can order from, one-time purchases and
faculty-specific agreements are to be prefixed by Non-orderable before the contract
name itself. An example: Non-orderable flow cytometer for the Faculty of Medicine.

e A contract that could be used by several orderers within the faculty can be named in
this way: Service contract safety cabinets for the Faculty of Medicine

e Contracts that could be used by more than one faculty without organisation name:
Service contract for safety cabinets

e Use the following standardised names when specifying:

e Joint Faculties of Humanities and Theology
e Faculty of Medicine

e Faculty of Science

e Faculty of Social Sciences

e University Library

e The University’s Specialised Centres

e MAXIV

e Faculty of Engineering (LTH)

e University Administration

e School of Economics and Management
e Faculty of Law

e Faculty of Fine and Performing Arts

e Cultural and Public Centres

Other fields:

e Contract type: a framework agreement is an agreement without purchase obligations
that can be seen primarily as a pricelist with conditions. Other contracts are to be
named as Agreement.

e Department: the department/equivalent that signs contracts and is responsible for
registration.

e Check that the contract value is correct based on the chosen supplier’s tender. This list
is to exclude any options, which are outlined in the following field.

e If the contract is to include Options, state their value.

Ctrl+click here for support
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e If'the contract is intended to run for a longer period, state how many times it may be
extended and the duration of each extension (Terms for prolongation). As a rule, a
framework agreement may not run for more than a maximum of four years, extensions
included.

e Payment terms are always 30 days for public authorities.

e General information: this is the text that someone reading the contract will read first in
the contract catalogue as a description of the contract. You will have the opportunity to
edit this later, which is why a short description is sufficient at this stage.

e Subcontractor’s capacity: Select Yes from the drop-down menu
Underleverantor/aberopad kapacitet if your supplier uses a subcontractor to
perform a substantial part of the assignment, for example if the entire production of a
good or the provision of a service is carried out by a third party. Then enter the name
of the subcontractor in the field that appears. If your supplier is a wholesaler selling
goods produced by others, the manufacturers of those goods are not regarded as
subcontractors.

¢ In the drop-down menu Who has performed the procurement activity? select Other
department if this is not already preselected.

e I[fthe contract is to be used by several ordering parties, state how call-offs/orders are
to be made in the Public information field.

e Click on<Save>. This returns you to the Procurement module.

Create contract <« »

Create an contract for each winning tender. Then click on the supplier name in the Contracts table, to administrate the
contract.

Winning tenders

No Name

1 [0 Atea Sverige AB (Sundsvall) () Anna Johansson 2025-06-13
Contracts

Supplier & Name Contract category Type Valid from  Contract manager Published

Antligen Libraries, publications and language

] Atea Sverige AB
o easverge fredag services

Agreement 2025-06-24 Mans Weimarck No *

¢ A new heading, Contract, has now been created and under it is your contract with its
title in blue to indicate that it contains a link to click on.

e Repeat the above if your procurement will lead to more than one supplier being
chosen.

You have now initiated the process for creating a contract folder in the Kommers contract
catalogue. A contract folder will include the title, contract period and other necessary
metadata. It will also contain the contract documents. The <Create new contract> button
therefore creates a contract folder, not the contract itself. The contract will have a different
registration number to the procurement but there will be a link between the numbers in the
register. Wait to click on the blue link (containing the supplier s name) to the contract until
you have finished this Guide according to below.

Ctrl+click here for support
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Ctri+click here to return to the text Create contract (the section Retroactive registration of a

direct award).

Ctrl+click here for support
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11 Finish and document

11.1 Report: Case communication/Arendekommunikation

Next, create the report Arendekommunikation. It includes the documentation you have sent
via portal messages. This could, for example, be direct information on the procurement, a
request for clarification or a new tender after negotiation. It also contains your message about
who has won the contract (“Thank you for participating”).

Go to Related features in the left-hand menu.

Select Procurement reports.

In the Select document drop-down list, you select Arendekommunikation.

In the Save in folder drop-down list, you select Procurement reports.

You can check how it looks and if the information is correct by clicking on Preview.
Click on Save.

11.2 Report Questions, answers and supplementary
information

The report includes the questions and answers that arose during the procurement process and
any messages sent with the supplementary notification feature. Follow the same steps as for
Arendekommunikation, but instead select report Frigor, svar och kompletterande
information,

Save the report in the Procurement reports folder.

11.3 Register (Archive)

In accordance with the regulatory framework, documentation from direct awards over SEK
100,000 is to be registered. When you have finished your direct award, the documents that are
to be preserved are sent from Kommers to a register case in W3D3. In Kommers, registration
is carried out by clicking on Documents and classifications in the left-hand menu.

Upphandlare / Procurement officer v
Related features v
Message v

Documents and classifications

Ctrl+click here for support
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Once registration is complete, you are to continue the procurement process using the blue
navigation arrows at the top of the page. Click on Finish — End procurement.

If you have made an error

In a case where a procurement has been registered incorrectly and no work has been
initiated — for example due to duplicate registration — no documents are to be registered.
Instead, the case is to be voided in W3D3:

1. Ask a person with the Registrar role at your department to apply the Cancellation
Template to the case (V YYYY/XXXX) in W3D3.

2. Then proceed as follows in Kommers:
In the left-hand menu of the procurement, select Related features — Cancel/Delete
procurement, and confirm by selecting Delete procurement.

If, on the other hand, the procurement has been initiated but subsequently cancelled, the
documents are to be registered. Further instructions on how to carry out a cancellation can
be found by clicking the question mark (Help) in the top right-hand corner of Kommers.

Ctrl+click here to read more about registration.
Ctritclick here to return to the text Finish and document (the section Retroactive registration
of a direct award).

11.4 Finish the direct award

e Answer the optional questions How long did the case take? and Takeaway. At
present these are not included in any form of report, the aim is rather to act as
support for you as a user in future.

e The Archive question is a confirmation question to support you. Select the option
that is appropriate.

e Finish the case by clicking on <Finish>. If the registry case is not closed, a warning
is displayed prompting you to complete the registration.

e Now the procurement is finished and its registration has been carried out!

Ctrl+click here for support
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@© The archiving process is not yet

complete.

Afterwards, you can search for the finished case using the search filter Status = Finished.

11.5 Set up the contract

You are now ready to start work on the contract and the contract catalogue. According to the
University’s guidelines, a procurement and the contract to which it leads are to be handled as
separate register cases with a link between them. The guide below provides you with support

for this.

Return to your procurement and go to the Contract step by moving back in the process using
the blue navigation arrows at the top of the page. If your procurement led to contracts with
several suppliers, you handle them one at a time. Follow the instructions in Kommers Guide:

Setting up Contracts.

Create contract <« »

contract.

Winning tenders
No Name

1 [ Atea Sverige AB (Sundsvall) () Anna Johansson

Contracts
Name

Supplier & Contract category

ntligen
redag

Libraries, publications and language

Atea Sverige AB R
services

Create an contract for each winning tender. Then click on the supplier name in the Contracts table, to administrate the

2025-06-13

Create contract

Type Valid from  Contract manager Published

Agreement 2025-06-24 Mans Weimarck No 4

Ctritclick here to read more about setting

up the contract.
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Part 2 — Retroactive registration of a direct award

If a direct award has been carried out outside Kommers, the procurement is to be registered
retroactively and, in some cases, a contract is also to be created from scratch. In this way you
can ensure that the information is registered and that you document in the correct way in
accordance with the University’s guidelines.

Ctritclick here to read more about retroactive registration of a direct award.

The approach for retroactive registration is described below. Some of the steps refer to aspects
that are described above in Part 1. Follow the instructions back to each section referred to and
carry out the actions described, then return to the description below.

1 Go to the procurement module

e  Click on the Procurement module in the menu at the top in the blue field.
e  Click on the <New procurement> button.

2 Register the procurement

Register the procurement as specified in Section 3 Register the direct award case in this
Guide but select process: Post registered direct award.
Click on <Save> and <Next>.

Ctritclick here to go to Section 2, Register the direct award case.

3 Category coding

Follow Section 4 Category coding. Ctrl+click here to go to Section 4, Category coding

Ctrl+click here for support
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4 Evaluation and decision

e C(Click on More/Select tendering supplier

e Search for the tenderer and click on <Select>. Select the supplier’s contact person if
they are listed. If the person is not listed, you select Create contact person and answer
the questions.

e If'you do not find your supplier, click on <Create supplier>. State the information
that is requested. Also add contact person and details.

Kommers (@]

Register tenderers

Search company. If the company cannot be found, you can enter a new company manually after you have made a search,
provided you are authorised to do so.

ernst search

Company Office Contact person
. Ernst & Young Aktiebolag )
- Ernst & Young Aktiebolag Daniel Lantz -
556053-5873 daniel lantz@se.ey.com o

Lund

Ernst & Young AB

Ernst & Young Aktiebolag Linda Andersson

= Box 7850 Select
556053-5873 avrop@se.gy.com
Stockholm
Ernst & Young AB lu.projektrevision@se.ey.com

Ernst & Young Aktiebolag i B
—_ Box 7850 lu.projektrevision@se.ey.com Select
556053-5873 : o
Stockholm lu.proiektrevision@se ev.com

v

e Then follow step 9.3 Evaluate. Ctri+click here to go to step 9.3 Evaluate.

5 Create contract

Follow Section 10 Create contract.

In a case where, in accordance with the introduction to Part 2, you will not create a normal
contract, and need to create a contract from scratch, your scanned in written confirmation is
uploaded and saved along with the winning tender. Click on Tender evaluation in the process
flow chart at the top. Mark the Tender/[Supplier name]/Confirmation folder and click on
Add, select File and upload your written confirmation.

Ctritclick here to go to Section 10 Create contract.

6 Finish and document

You are now to upload your prefect’s approval. Turn to Tender evaluation/Evaluation &
decision. Click on the black arrow to the left beside the word Documents. A file tree will
expand below and the file management box open to the right. Add the approval document to
the folder Award Decisions.

Ctrl+click here for support
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Then follow Section 9.4 Create direct award report. You create the Direct award report
here. However, in contrast to Part 1, you will not create the reports Case communication and
Questions, answers and supplementary information.

Otherwise, follow the instructions in Section 11.3 and onwards.

Ctrit+click here to go to 9.4 Create the direct award report.

Ctritclick here to go to Section 11.3 Register (Archive).

7 Set up the contract

You are now ready start work on the contract and the contract catalogue. According to the
University’s guidelines, a procurement and the contract to which it leads are to be handled as
separate register cases with a link between them. The guide below provides you with support

for this.

Go back to your procurement, to the Contract step, and click on the blue link with the title of
your contract. If your procurement led to contracts with several suppliers, you handle them
one at a time. Follow the instructions in Kommers Guide: Setting up Contracts.

Create contract <« »

contract.

Winning tenders

No

Contracts

Supplier o Name

. Aintligen
Atea Sverige AB
fredag

1 [ Atea Sverige AB (Sundsvall) ()

Name

Anna Johansson

Contract category

Libraries, publications and language
services

Create an contract for each winning tender. Then click on the supplier name in the Contracts table, to administrate the

2025-06-13

Create contract

Type Valid from Contract manager  Published

Agreement 2025-06-24 Mans Weimarck No
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Part 3 — User support in Kommers

How is the work organised locally?

Every division or department is to have a designated purchasing coordinator whose role is to
be knowledgeable on the rules and guidelines for procurement and purchasing. The
purchasing coordinator may also offer guidance on matters concerning how the head of
department/division has chosen to organise and allocate the work locally.

Courses, guides and built-in help feature

The Division of Finances provides online courses via Kompetensportalen, which are available
for all employees. In addition, the Division of Finances has produced three guides. The guides
follow the working method in Kommers so that as a purchaser, you will have support for
understanding and carrying out the different steps. For each screen shot there is also built-in
support in Kommers when the user clicks on the question mark in the top right-hand corner.

User support from Antirio, the system supplier

Users who have completed the training for Kommers, such as for Purchaser and Strategic
Buyer, can contact Antirio’s customer support.

Regarding questions about the system, or in the event of a fault being found in the system,
contact customer support at Antirio, the system supplier, kommers.support@antirio.com.

To get prompt assistance, state:

e that you work at Lund University

e that you have the role of Purchaser in Kommers

e the module you are in and which main selections you have made (e.g. Procurement,
direct award) and what you are trying to do

e which steps you have completed and what the expected result is

e the result you got instead

e have you tried again and seen that the problem recurs?

e if you work in a PC or Apple environment and which browser you use, and

e provide a screenshot to clarify the issue in question

If your question concerns the processes for procurement or reopening competition, you also
need to be prepared to give Antirio access to your work in Kommers. You open procurement/
reopening competition in the procurement module. In the column on the left you expand
Related features. Under Procurement access you then click on <Add Support> and then
<Save>. Afterwards, in the same place, you can remove access to the work for Antirio’s
support staff.

Antirio also offers telephone support from 08:00 to 16:00 on weekdays. Be prepared to
provide the same information over the phone as outlined above. Telephone number: +46 8-
612 34 53.
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Internal user support at Lund University

If you deem that your problem is not primarily a problem for Antirio’s user support but rather
concerns the descriptions in the Guide or issues regarding LU’s rules and guidelines, please
contact the Purchasing and Procurement Office at the Division of Finances via this support
form: https://forms.eken.lu.se/.
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Part 4 Further information

More about category coding

The Common Procurement Vocabulary (CPV) category code is not stated in the system as
mandatory but it is necessary in a case where your intention is for the invitation to tender to
be advertised publicly to the entire market. It is possible, but not necessary, to state the CPV
code even in a case where your intention is to carry out a selective invitation to specific
suppliers. In many cases, the CPV code will be proposed automatically by Kommers.

Category codes explained

e Contract category — Lund University’s categories for contracts.

e Ordering organisation — state who the contract is intended for. A single faculty? Two
faculties? University-wide?

e NUTS (Nomenclature of Territorial Units for Statistics) — region code. Explains where
the procuring public authority is located geographically. The normal code for LU is
SE224 — Skane.

e DPA (Data Processing Agreement) — if a DPA is to be signed or not. See Section 1.

e CPV (Common Procurement Vocabulary) — the EU’s purchasing category codes. This
selection is necessary if you are to publish your invitation to tender for the entire
market in an advertising database. The code is not required if your invitation is for
selected suppliers

e UNSPSC - the UN’s classification codes for products and services. Based on your
choice of contract category, the system suggests a code. You do not need to select this
code yourself.

Ctrit+click here to return to the text (Category coding).

More about Working documents

If you have worked in the Working documents folder, you need to move the final file to the
Main notice folder when you are finished. Follow the steps below:

e C(Click on the Working documents folder so that it is marked

e Drag the file to the Main notice folder (On a touch device such as an iPad, it is better
to use Add/Case document.)

e Click on the Main neotice folder so that it is marked. The folder opens and you can
check that the file has been moved. It is therefore no longer in the Working
documents folder. Working material that you no longer need in this folder can be
deleted by right-clicking on the file and selecting Remove.
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Ctri+click here to return to the text (Working documents).

More about selecting documents

Drag and drop

Ensure that you have marked the folder in which you want to save the files. Then move the
file using the mouse cursor from its position on the computer to the file interface in Kommers.
The file is saved automatically.
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Ctritclick here to return to the text (Select documents).

More about editing documents

Editing documents in Kommers

If you use the Microsoft Edge browser, you can also edit files in Kommers by double-clicking
on them. You can also do this if you use Google Chrome or Mozilla Firefox. For these, you
may need to allow the add-on to be installed. Local security settings may prevent you from
receiving a request to download. It is not possible to use Apple Safari to edit files in
Kommers.

Downloading and editing files

In the folder structure, right-click on the folder you want to copy (in OIS: click with two
fingers) and copy it. You can then open the folder on the computer and edit its content. When
you are ready, you can use drag-and-drop to move the individual, edited files back to the file
interface and to the folder in which they will be saved.

Ctrl+click here to return to the text (Edit documents).

More about designing procurement documents

Bear in mind that sometimes a requirement can be satisfied in different ways. By wording a
description of requirements in functional terms, you may pave the way for new solutions. You
can also word your description of requirements so that it paves the way for, or puts a premium
on, eco-friendly or resource-efficient solutions.

You can choose to describe the criteria you will use to choose a winning tender. Are you
looking for the most inexpensive standard solution? This is to give the supplier a chance to
optimise their offering according to your needs. However, no requirements are set for full
transparency on evaluation criteria in connection with an invitation to tender in a direct award.
You will need to account for, in brief, the reasons for your choice of supplier in conjunction
with your documentation of the procurement.

Examples of grounds for evaluation

Price

Assessment of references

Documented measurable properties

Expertise of the staff who are to carry out the assignment (CV)
Quality of the service / goods

Assessment of work samples

Social requirements

Environmental requirements
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More detailed tips on the aspects mentioned above are included in the template documents in
Kommers.

Ctritclick here to return to the text (Designing procurement documents).

Ctri+click here to return to the text (Evaluation criteria)

More about simplified notices

Previous publication ID

Previous publication ID is only used in a case where you want to state that the procurement
replaces a previous, cancelled procurement of the same goods or services Otherwise leave this
field blank.

Ctrl+click here to return to the text (Previous publication ID).

How to extend the tender period

This is done in the Simplified notice step.
Follow these steps:
1. Update the two first date fields. Also amend Last day for questions, if required
Click on Save & publish to Kommers Annons
Click on the Write additions note link in the green field on the left.
Click on Add
State information on why the tender period has been extended.
Click on <Save>. Supplementary notifications are published immediately.

AR ol

Later in the day, the Kommers Annons supplier portal will send out a notification about
something having changed in the notice.

Ctrl+click here to return to the text (Simplified notice).

More about selective invitations

If you choose to send out a selective invitation and there are fewer than three suppliers who
can be invited, the reason for this is to be documented later in the process. The reason is to be
perceived, from the perspective of an outside observer, as being evidently reasonable.

How do I change or add recipients in a selective invitation?

If a supplier gets in contact because they cannot access a selective invitation, this is often
because they have been delegated the matter by a colleague who received the invitation via
their email address. Only the invitees have authorisation regarding the selective invitation.
The solution is to add another recipient, which is possible after the first invitation has been
sent. This is done in the Simplified notice step.

1. Add the email address of the new recipient

Ctrl+click here for support
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2. Click on the Update receivers list on Kommers Annons button. This sends the
invitation only to the person who has been added.

Please note: The Save & publish in Kommers Annons button is intended for additions and
the notification will be sent via email to all recipients on the list, which may be confusing if
nothing has actually changed.

Ctrl+click here to return to the text (Specific to selective invitations).

More about public notices

In this case, the field for email addresses is to be left blank and instead you send a portal
message to the chosen suppliers via Kommers.

Send portal message

This is used to send messages equivalent to emails via the system. When using the feature,
you ensure that important information affecting the tenderers’ chance to submit competitive
tenders in a fair way is given to everyone at the same time. The communication is also saved
in Kommers for cases in which handling is subsequently called into question. However, it is
not mandatory, email can also be used.

V 2025/2609 testupphanddlin... ¥

Upphandlare / Procurement o.. ¥

Related features v

Send internal message
Message box

Mail history

Under messages in the left-hand menu, you will find Contact companies.

Click on Portal message at the bottom edge of the box.

State email addresses in the To field.

If you want to send a link to the notice, you can copy from the Simplified notice step
and the green box below. Select View the notice.

=
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Latest publishing 2026-03-27
View the notice

1 interested parties

Write additions notice
View portal history

Ctri+click here to return to the text (Specific to public notices).

More about common aspects for notices

In the case of a selective invitation, the invited suppliers receive an email to inform them that
Lund University is conducting a direct award which may be of interest to them.

There may be other suppliers who have retrieved the material and not yet decided whether
they will submit a tender. If you click on the link, you can see who the registered interested
parties are.

If one of your selected recipients has still not registered after three days, you will receive an
email notification from Kommers to inform you that “There are still recipients who have not
registered for the notice”. It is then appropriate to try to contact the recipient in some other
way, e.g. by phone. Please note that the recipient does not need the email to access the notice,
but does need to log in using the email address to which the email was sent.

Ctri+click here to return to the text (Interested parties).

Ctri+click here to return to the text (Notices: common aspects)

More about questions and answers

Points to bear in mind when answering questions:

o Ifthe questioner has included any information that could identify a person or a
supplier, this must not be included in your reply. Delete any such information before
publishing your answer.

o The starting point is that all questions are to be answered publicly. The exception is if
the question genuinely only concerns the questioner, for example: “Have you received
my tender?” or if the question is unclear. Otherwise, answers are to be sent to all
tenderers so that they receive the same information at the same time.

Questions are to be answered promptly (preferably the same day or the next working day). If
you receive questions by phone or email, ask the questioner to submit the question again via
the question feature in Kommers.
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Questions can be filtered by status. At the top of the Questions and Answers view there is a
filtering tool where you can set which questions and answers are to be shown. Sort questions
by clicking on the column heading. Here, you can filter by questioner (4sked by), which
questions have been answered publicly (Publish), and which questions have been answered
privately — only to the questioner (Do not publish). You can also filter to display answers that
you have started but not yet published (Draf).

Ctritclick here to return to the text (Questions and answers).
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More about adding a tenderer manually

This is how you add a tenderer manually.

Tender evaluation
.

E\/a|utlon & d ecision 4 ) Select tendering supplier Jore ¥
No. Tenderer Tender date Tender price  Motivation Accepted

No records to display.

Click on Select tendering supplier.

You start in the Register tenderer dialogue box by searching to establish whether this
tenderer is already registered in the Kommers market module. Write an appropriate search
term and mark the Include results from UC (Upplysningscentralen) box.

If you find the tenderer, mark Select. Then continue and select or create the tenderer’s contact
person.

If you do not find the tenderer, click on Create supplier and fill in the details. Then continue
and create the tenderer’s contact person.

You can now add the tenderer’s tender documents by clicking on the pen and notepad symbol.

Download tenders from Kommers Annons More ¥

Tender price  Motivation Accepted

Fill in the date the tender was received in Tender date.

At the bottom is a file catalogue for the supplier’s tender. Click on Hide/show folders to
show or hide the file structure. The tender is to be filed in the folder named [Supplier
name]/Confirmation. Follow the instructions in Section 6.1 on how to handle files.

Click here to return to the text (Adding a tenderer manually).

More about negotiating

A negotiation is completed when the supplier submits a new tender that replaces the original
or the supplier submits a supplementary tender that refers to the original tender and states the
new information. One example could be: “We are now pleased to offer the goods in
accordance with our previous quotation no XXX, for only SEK YYY”.
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If, after negotiation, the supplier submits a new tender that replaces the previous one, it is only
the latest tender that is to be saved in the [Supplier]/Tender folder, to be registered at a later
stage.

If, after negotiation, the supplier submits a supplementary tender, the original tender along
with the supplement constitutes the total tender in a legal sense. Therefore, both documents
are to be saved in the [Supplier]/Tender folder, to be registered at a later stage

After the deadline for tenders has expired, no new tenders can be submitted via Kommers
Annons. A new or supplementary tender must be entered manually. Any older tender replaced
by an updated version is to be moved up one step in the file structure, where it is accessible
for reference without being registered.

See above in Section 10.1b regarding how documents are handled in the file structure.

Ctritclick here to return to the text (Negotiate).

More about setting up a contract

Publication of a contract in the contract catalogue

As a purchaser, you do not have authorisation to publish a contract in the contract catalogue.
The reason for this is that the contracts typically procured by purchasers are intended solely
for the purchaser’s own organisation — not for the entire University. If you nevertheless have a
reason to make a contract publicly available in the contract catalogue, contact the Purchasing
and Procurement Office.

Ctri+click here to return to the text (Set up the contract)

More about creating contracts

If you do not have authorisation in W3D3

The Guide’s introduction describes the procedure if you do not have authorisation as an
administrator in W3D3 and a colleague who has authorisation carried out the registration of
the procurement. It was also stated that the person would continue to have the Admin
authorisation. That person now needs to carry out the registration of the contract folder in the
contract catalogue.

e Note the procurement’s registration number

e Leave the procurement, e.g. by clicking on the Procurement heading

e Ask your colleague to log in and find the procurement

e Ask the colleague to carry out the measures in Section 11.2 and then log out or leave
the case

e You can then log in and continue according to the Guide

Ctrl+click here to return to the text (Create contract)
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More about registering (archive)

Kommers states on the page which files it has registered and made an assumption that they
are to be registered. It has also made an assumption on whether each file has been received,
sent out or drawn up. You need to check that these assumptions are correct and amend them if
necessary.

In a case where you have allowed the supplier to submit a supplementary tender so that there
is more than one tender from a winning supplier, you are to deselect older, invalid documents
as these are not to be registered.

Kommers also allows registration to be to be carried in stages, even if the normal working
procedure is that all files are handled at once. The files that are copied to the register on the
first occasion always remain in the list in Kommers but the edit symbol for each of them is off
and it is not possible to mark them again for transfer.

There is a field for stating whether the case is to be left open or closed: Mark archive as
closed? When you mark that it is to be closed, the register case in W3D3 will be closed and
marked there as ad acta. This means that only a registrar can reopen the case to add further
material. The procurement is not finished until you have communicated that the register case
can be closed.

The text on the Archive page in Kommers states which documents are to be registered.

Follow these steps to register the documents:

Step 1: Check the files:

1. Click in the blue process flow arrow at the top of the screen on Finish and ensure that you
are in its Archive sub-step.

2. The files from the procurement are shown under the W3D3 Archive heading. Here, you
will also find instructions about which files are to be registered.

3. Regarding the question on whether the register case is to be closed, you answer No, as you
have not yet transferred any files [see illustration on the following page].

4. Check that the files to be registered are marked. Marking and unmarking are done by
clicking in the box in front of the file name.

5. Check and amend, if necessary, the date and the document’s direction type, i.e. if the
document is set up, received or outgoing. Click on the edit symbol on the far right to make
changes.

6. When you click on the edit symbol, a dialogue box opens. Check that the information is
relevant and correct.

e Name: Here, you can choose to amend the name the file will have in the register.
Perhaps you want the winning tender to be called “Volvo Tender”.

e Description: The text you write here will be used in the register as a description of the
document. This is optional and is used if there is cause for clarification.

e Direction type: you select whether it is received (e.g. tender), set up (e.g. contract) or
outgoing (e.g. invitation to tender).

e Medium: You state digital if the original is digital. You state both physical and
digital if your original is physical (e.g. signed contract) but you have also scanned in a
digital copy.
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Confidentiality: The register has a feature for marking documents for confidentiality.
This may be due to the documents containing personal data, the supplier’s business
secrets, details that would lead to financial damage for the University or information
regarding protective security (threats of violence, theft, sabotage). As administrator,
you are responsible for the confidentiality assessment in dialogue with your manager.
The register does not support confidentiality for specific information in a document
and therefore the entire document is to be made confidential. This means that if there
is a request to disclose it as a public document, you will have to carry out a more
specific review on that occasion.

Confidential restriction regulation (Provisions on limits of secrecy): here, you refer
to the section of the Public Access to Information and Secrecy Act that applies or write
a description of it.

Link: not used.

Click on <Close>.

Repeat the above for each file you want to amend.

Files that are not to be registered/marked:

Working documents
Non-winning tenders
Tenders that have been replaced by a new tender after negotiation

Step 2: Transfer the files to the register

Mark archive as closed?

O File name Last changed

D J 2026-02-03.docx 2026-04-21
Tenders

0O / 2026-02-03.docx 2026-04-21

Contract documents

CREATE W3D3 ARCHIVE

7. Then click on Create W3D3 archive. This button executes your request immediately,
there will be no more supplementary questions.

8. The files are sent over to the register case in W3D3.

9. You have the option at a later date to come back here and transfer additional files
according to the instructions above

10. When all the files to be registered are in the register, change the toggle Mark archive as
closed? so that it changes colour and points to the right. Click on Create W3D3 archive
(in this mode the button acts as “Save”’). With this, the register case closes and no further
documents can be added.
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If you want to save files from the procurement in an archive on your computer, you can
follow the instructions under ZIP -arkivering at the top of the page.

Physical archiving

The documents that you have archived as above but which exist as a physical original are to
be archived. One example could be a manually signed contract document. This is done in
accordance with local procedures. An example of this could be: “print out the register card
and put this together with the physical original in a binder that is labelled with the register
number and then placed in the department’s archive room.”

Please note that it may take some time before all files have been transferred.
A You will receive a notification when the transfer is complete.

By following the steps above, the procurement has been documented.

According to the University’s guidelines, a procurement and the contract to

which it leads are to be handled as separate register cases with a link between

them. In the Kommers Guide: Setting up Contracts, you will find support on

how to set up your contract in the Kommers contract catalogue and how to
register it.

Ctrl+click here to return to the text (Register (Archive).

More about retroactive registration of a direct award

First, ensure that the head of department/equivalent has provided you with a written decision
that you have the right in this case to confirm the contract. It may be by en email or a specific
document where the prefect approves that you can handle the procurement, what it consists of
and its value in SEK or other currency. The document should preferably be stored I pdf-
format and will in alter step below be uploaded to Kommers.

Normally, a contract document is always to be created, even in the case of retroactive
registration. However, in certain situations transactions can be of such a limited/simple
character that a contract would be disproportionately unreasonable and inefficient, as the
transaction refers to something that will be thoroughly and clearly described in the supplier’s
tender. In such a case the contract, in a legal sense, will be constituted by the supplier’s tender
along with your written confirmation. This may consist of a confirmation via email that you
then save in PDF format. In such a case, your written confirmation in the Kommers contract
catalogue will be handled as if it were a contract document. The confirmation thus replaces a
signed contract document.

Ctrl+click here to return to the text (Retroactive registration of a direct award).
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