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1. INVITATION TO RE4AUESTFORPROPOSAL

Thebiddingprocessbeginswith an Invitationto Requesfor Proposal Thebuyerincludesthe biddersandpublishes
the bid request.Onceit is publishedthe bidderswill receivean e mail (*) with the following content:

(*) Email addressthat appearson your registrationdatain Repsol'systems

Dear Supplier, We hereby invite your company to participate in the following Request for Proposal:
REQUEST FOR PROPOSAL NAME - n0:8100XXXXXX

Deadline for presenting the bid: Deadline
We remind you that your username is: PXXXXXX.

If you do not wish to make a bid, we request that you please enter the tool, access the Request for Proposal and
click on 'Not participating'.
Use the following link to access the application: http://extranet.repsol.com

SUPPORTED BROWSERS:
- ECONOMIC PROPOSAL: INTERNET EXPLORHERSIONES 8 Y 11, GOOGLE CHROME
- TECHNICAL PROPOSAL: INTERNET EXPLORER VERSIONES 8 Y 11.

Remember that all information regarding this quote request must be submitted through the electronic
tool for call for Request for Proposals.

PLEASE read the bid presentation manual carefully through the following link.

https://www.repsol.com/en/aboutus/suppliersand partners/index.cshtmi

IMPORTANT INFORMATION:

1. Remember to access the tab "notes and attachments" to perform the following actions:

- See al Request for Proposal documents.

- Present your bid attaching the files deem necessary.
- Technical offers must be identified by means of the marker: “technical offer”

2. To submit your bid you must attach the do cuments you deem necessary and complete the
following steps: save, process and send.

3. We recommend the attached files size be no larger than 10MB in order to optimize the
system's performance.

4. If you do not wish to present a bid, please enter the tool, access the Request for Proposal and click "Do not
participate".
5. To learn about Repsol's general conditionsfor purchasing and contracting, which are

mandatory for all invited suppliers, please use the following link:

https://www.repsol.com/en/about-us/s uppliers-and-partners/index.cshtml
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6. If you have any questions or would like to report an incident, ALWAYS USED SUPPORTED
BROWSERS, you may contact supplier help desk (SAC POVEEDORES), through:

Telephone contact per countries:

- Angola: +244 2-2642-7849

- Bolivia: +591 3-36-60549

- Brazil: +55 21-25597200

- Colombia: +57 1-7-05-19-86

- Ecuador: +593 22-976-610

- United States: +1-832-442-1198
- Peru: +51 1-5172040

- Portugal: +351 213-119-148

- Spain: 902-18-1993

- Trinity and Tobago: +1 868-623-1770 (int.66300)
- Venezuela: +58 281-500-4997

- Others: +34 913387243

Regards, REPSOL

2. ACCESSINGHE APPLICATION

Throughthe link http://extranet.repsol.com _indicatedin the invitation e mail you canaccesshe
Repsobiddingapplication.
Toaccesghe systemthe suppliermustwrite their usernameand password.
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If all the informationis correctyouwill enter the nextscreen:

ToAccesgyour bids,pleaseselectthe link:
Gestidnde ofertas/ Bidmanagement/ Gestaode ofertas

Thefirst time yourregisterin Repsolyouwill getan Emailwith youusercodeandalink to create
your password.

If youdon't receivethis email,you canaskto resetyour passwordollowingthe steps:

r Select'ForgotPassword?
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r Inthe nextscreenyouwill haveto fill the usernameandselect’ SendChange
Request

rFinally,a lastscreenis displayedndicatingthat an emailwill be receivedwith the
instructionsto follow for the resetof the password
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rif youhavefollowedthesesteps,in afew secondsyou will receiveanemailwith alink to
accesgo changethe password Oncechangedyeturn to the initial screenand enter them.

If your Emailaddresshaschangeandyou knowyou usercodeand passwordyou canenter the
systemand changethe Emailaddresgollowingthe steps:

1. rFillyouusernameand passwordand enter the system:
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2.rinthe following screenselectUserManagement:

3. rtHereyou canchangeyour passcodend changeyou basicdata:

3.1.rChangemy password Click*Modify my profile”:

Fillyour new passwordn the field PasswordPassword’and confirmin the field “ ConfirmPassword,
onceyoufinishpleaseselect‘submit'.

3.2.rChangébasicdata: (Name,Lastnamesecondastname telephonenumber,Email). And submit
the changes Submit:
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Changehe profile and select* Submit.

If yourregisteredEmailhaschangedyou don’'t rememberyour passwordandyou don't receive
Emailspleasegetin contactwith the HelpDesk.

Note: If the accesdo the biddingprocesshasa delay,pleasewait for afew minutes.If the Access
pageshowsthe following Message:

Tryfollowingone of thesetwo procedures:

* Presghe F5button to updatethe pageandwait for it to load.
» Ifthe error persistsclickon Exitthe systemandtry againlater.

Tryto avoidclosingthe browserusingthe crosson the right top cornerof the screenwhenyouarein
the system,asyour usersessiorcouldbecometemporarilyfrozen.

Thefollowingimageshowsthe error messagehat youwill seeif your usersessiorhasbecome
temporarilyfrozen,or if it isopenin a different mode:
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In this caseyou shouldexit the systemandwait few minutesuntil the systemunblocksyour user
sessioror, if it isurgent, callthe HelpDeskin order for them to unblockit.

3. ACCESSINGHE RE4AUESTFORPROPOSAL

Onceyou haveenteredyour usernameand passwordyou canaccesghe applicationinternal
personalmenu.

Inthe new version,suppliershavethe opportunity to seeall the Requesfor Proposathey havebeeninvitedto in
the past. If the event that you wish to accessdoesnot appearin the main window, carry out the
followingchecks:

rRefreshthe screenin either casetwo buttons markedin red

Thedate will matchthe currenttime:



MANUAL FORPRESENTIN@IDS

rOpenup the searchfieldsin the drop down menuandcheckthere is no activeselection:

If you still cannotviewthe Requestfor Proposalyouwishto look at, write the codein the event"Number"field and
pressapply:

10
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rFinally by clickingon the eventnumberyouwill havedirectaccesgo the internalinformation
regardingthe Requesftor Proposal.

4. INFORMATIONABOUTTHE RE4AUESTFORPROPOSAL

If youhavefollowed the instructionsof the previoussectioncorrectly,youwill now be in the Requesfor Proposal,
whereyou canview all the relevantinformation.

1. Thefirst page("Information aboutthe Requestfor Proposal"containsgeneralinformation about the Requesftor Proposal.

2. Thesecondisthe "ltems"tab where,shouldthe buyeraskfor specifichidsper items, the
differentitemsto be quotedwill be specifiedfor the supplierto enter their prices.It is possible
that the buyerwill not requestquotesper items. In this casethis sectionwill be empty,asshown
in the followingimage,andyou do not haveto do anything.

11
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If the buyerhasaskedfor quotesper items,animagesimilarto the followingwill be seen.Byclicking
on the item "Description‘field, you canaccesshe details.

3. Thethird tab ("Notesand Appendices"tontainsthe appendiceselatingto the Requesfor ProposalThis

sectionis where buyersusuallyincludeanyspecificationsand the basicdocumentationrelating
to the Requesfor Proposal.

Todownloadit clickon the "Descriptiofi field.

*IMPORTANT:

Thescreencandisplaya maximumof five appendiceslf the buyerhasincludedmore than five

documentsa scrollbarwill appearon the right handsideof the appendicesvindow. Usethis to
accesshe restof the documents.

12
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5. READINGAND DOWNLOADINGDOCUMENTS

*IMPORTANT
Toviewthe appendiceghe buyerhasattachedto the Requestor Proposalyou musthavethe downloadfiles
function enabledin your browser.It is normallyactivatedby defaultbut, shouldyou haveany
difficulties,you cancheckit andactivateit by followingthesesteps:

rOnthe homepageof Internet Explorer,openthe "Tools menuandselectthe lastitem "Internet

options":

rinthe "Security tab, select(1 clickonly on the mouse)the first icon,"Internet" and clickthe
"Customlevel.."button:

13
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rOnthis screenyou shouldhavethe 3 "Downloads"sectionsenabled.

If your browseris configuredcorrectly,to accesghe notesandappendicesll you needto doisclick
on the documentDescriptionfield.

6. UPLOADINGRESPONSES

Tomakeyour bid, clickon the "CreateResponsetab, from whichyou canaccesshe window enabled
for publishingthem. Shouldyou not be interestedin the makinga bid, you must selectthe "Not
participating” option whichwill turn downthe invitation.

14
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Whenyou clickon the "CreateResponsetab, a screenwill openwith the termsof usefor the tool,
whichyoushouldread carefullybefore accepting.

Belowwe will explainthe differencesbetweenthe two mostcommontypesof Requestor Proposal:

RFQEconomical)bidsare exclusivelyeconomical are loadedin the ReTuestfor Proposal notesand appendicesor
in the items (if itemsareincluded).Thedetailedexplanationis madein the followingsection:1. RFQ
(Economical)

TechnicalEconomicalbids,canbe economicalndtechnicalor only technical,areloadedin the
Requesfor Proposahotesandappendices.
Butwhenloadingthe technicalbidsyou shouldcheckthe option: technicaldocument

If the option technical documentis not marked, the system understandsthat it is a technical
document. In the TechnicaEconomicalbidding there is an obligation to present at least one
technicaldocument.

15
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Thedetailedexplanationis madein the followingsection:2. TechnicaEconomical.

5)4 (FRQRPLED®WDEHXSORDIGWGERLIIHWZHDOWHSHQ RLIPYKHW KAHIH
Requestior Proposahasitemsor not.

Forcaseswhere ltems have beenincludedin the ReTuestfor proposal you will accesghe Items tab to
quote your price. Thiscanbe donein two ways:

a. Directlyenteringin the table columnsthe datarequestedby the buyer("Price",units,
deliverydates,productreference,etc...)

b. Clickingonthe "Linenumber"field. Andcompletingthe requiredfieldsin the Item Data
field.

16
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Thisoption alsoallowsyouto add specificnotesand appendicego the item, althoughthisis not
recommended(t isbetter to addnotesandappendicedo the mainbody of the Requestor Proposal).

Forcaseswvhere Items do NOTexist, the suppliermustsimplyincludethe filesthat makeup their bid
in the Notesandattachmentsor select“No Files”in BasidData.

The"Add attachment” sectionis whereyou shoulduploadthe filesthat makeup the bid.

17
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The"Notessection”allowsyou addtext whichwill reachthe buyer:

Or select“No Files”in BasidData

18
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2. TechnicalEconomical Theprocessof submittingbidsin the caseof atechnicaleconomichid is
different from the previousone dueto the obligationto includeastechnicalannexat leastone of
the documentsto be presented

Theprocessbeginsidenticallyto the RFQEconomicalprocessinsidethe Requesfor Proposalgclickon "Create
responseg, acceptthe termsandafterwardsawindow will openin whichyou cancreatethe bid.

In the option: Notesand Attachments=e Add Attachment

19
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Youcanaddthe files;

If the documentto be annexedis atechnicaldocumentit is necessaryo markthe option: technical
document

Thenpressl:|

Note: Canalsoindicatethe option: technicaldocumentafter attachingthe documentto the bid

20
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Note: In caseof not markanydocumentasatechnicalthe systemwill not let you sendthe economic
technicaloffer until at leastone documentis markedastechnical:

7. SENDINGBIDS

Tofinalisethe biddingprocessyou mustsendoff the bid by clickingon the "submit' button.

Bidsmay be savedbefore beingsentif you havenot had time to completeit or youwishto checkit
over before sendingit. However,pleasebearin mind that the bid will not be deliveredto the buyer
until yousendit.

21
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IMPORTANTRemembethat whenyou savea bid, it remainswithheld andtherefore not sent

It will not reachthe buyeruntil you clickon "edit responsé andthen"Submit:

22
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8. MODIFYINGBIDS

Bidsmadecanbe modified,aslongasthe deadlinefor presentingbidshasnot passed.There
aretwo waysof accessin@ bid you havepreviouslycreated:

r In one step: Throughthe direct link to the bid from your ReTuestfor Proposalsummarytable
clickingon the bid code.

r Intwo steps:Accessinghe direct link to the ReTuestfor Proposalfrom your

Requesffor Proposalsummarytabla, andthen clickingon the link to the bid in the headinginformation
of the Request for Proposal.

23
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Onceinsidethe bid, to modify it clickon the "edit” button.

Topublishthe bid oncemodified, clickon the "Send button.

24
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*IMPORTANT:

If you clickon the "Savé button the modified bid will not reachthe buyerbut will stayWITHHELID»
Savedstatus(checkin the bid heading) Remembeto alwayssendyour bidsonceyou havemade
modificationsby clickingon the "SUBMIT'button

9. APPLICATIONCOMMANDS

=

Refreshthis commandupdatesthe Requesfor Proposalnformation.

Closethis commandis usedto closethe Requestor Proposaivindow.

3. Participate:this commandtells the buyerthat the providerisregistered.Thisactionis not
obligatoryto perform by the buyer

4. DoNot Participate:this commandis usedto turn down an Invitationto Requestor Proposal.

5. CreateResponsethis commandis usedto presentyour bid. A newwindowsopens,whereyou
canuploadyour bids

6. Questionsand answers:Thisisa functionwhichallowsyouto communicatewith the buyer.This

doesnot sendinstantmessagesso the buyerwill not seeit until he accessethe Requestor Proposal.

7. Export:thiscommandallowsto exportthe datato excel

N

B.BIDSCOMMANDS:
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Submit:this commandis usedto sendoff the offer onceyouhaveuploadedyour proposals.
ReadOnly: this commandexecuteghe displaymode

Print Preview:this commanddownloadsa pdf documentwith the summaryof the offer and
its status

Checkthis commandreviewsthe supplyandreportsthe defectsto be remedied

Closethis commandisusedto closethe invitation to Requestor Proposaivindow
Savethis commandwill savethe enteredinformationuntil the currentmomentandto
modify a previouslycreatedbid, aslongasthe presentationdeadlinehasnot elapsed

*IMPORTANTIf the bid hasnot beensavedor sentbeforehand,youwill loseall the
information.

Questionsand Answers this commandallowsto havea communicatiorwith the buyer.The

communicationdoesnot sendinstantemails,the buyerwill not seethe messagesintil he
doesnot accesghe application
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