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1 Introduction 
 
e-CERTIS is a free, on-line source of information to help companies and contracting 
authorities to cope with the different forms of documentary evidence required for cross-
border tenders for public contracts. 
 
e-CERTIS presents the different certificates frequently requested in procurement 
procedures across the EU. Currently, the documents required differ from one country to 
another. e-CERTIS help tenderers and contracting authorities to find their way through 
this maze. In particular, e-CERTIS can help: 
 

o companies to find out which certificates issued in their country they need to 
include in tender files submitted to an authority in any partner country; 

 
o contracting authorities to establish which documents issued by a partner country 

are equivalent to the certificates which they require to confirm the eligibility of 
the tender. 

  
This document describes how to use the e-CERTIS application from an end-user 
perspective. e-CERTIS has been designed to help companies and contracting authorities 
alike, first to understand what information is being requested or provided and, second, to 
identify mutually acceptable equivalents. This can be done fairly quickly, using a range 
of search criteria, including keyword searches in the original language of the document 
being searched for.   
 
You will find e-CERTIS useful in the following cases: 

1. in a purely national context (if a supplier is interested in bidding for a contract 
put out to tender by an authority in his own country) e-CERTIS can be useful for 
first-time bidders. It offers newcomers to procurement procedures a handy 
reference system on the types of documents that they will usually be required to 
submit and their contents. 

2. Cross-border tendering: companies submitting a bid in another Member State are 
sometimes asked for certificates which do not exist in exactly the same form in 
their own country or for familiar information in a different format. This creates 
costs and uncertainty for potential bidders and could ultimately deter them from 
bidding. 

3. Equally, contracting authorities need to be sure that the documents they receive, 
possibly from several countries, meet the requirements set out in the terms of 
reference as regards content and the authority of the issuer. 

 
e-CERTIS does not cover the full range of documentary evidence that contracting 
authorities may request; it focuses on just the most frequently requested documents. 
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1.1 Glossary 
 

 Certificate 
Legal or official document required in eProcurement such as evidences, 
attestations, official letters and lists of economic operators. 

 
 Document type (type of certificate)  

This informs about the metadata structure of a certificate.  Up to now, there are 
17 known types of certificate. 

 
 
 Document types set 

A collection of types of certificate whose metadata have the same layout.  Up to 
now, there are 4 defined document types sets covering: 
 the documents typically required for participating in public procurements; 
 the documents typically required after the completion of public 

procurements; 
 the lists of accredited economic operators and qualification systems – 

general information;  
 the lists of accredited economic operators and qualification systems in a 

sector. 
 
 Metadata  

Information about a certificate.  Not only about its content but also about all its 
other characteristics.  E.g. Delivering office, electronic support attributes, 
applicable fee, … 
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1.2 End- user Login  
Anybody can connect himself to the application by entering the Internet address (url) of 
the e-CERTIS application in the address bar of his internet browser: 
 

 
Then, the home page is displayed. 

1.2.1 Home page 
The home page text shortly presents the e-CERTIS application. 
The page also contains a useful e-mail contact address (2) and a link (1) towards the 
end-user application page. 
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1.2.2 End-user application page 

 
The page of the end-user application is composed of  

 the standard banner 
 the main menu (2) 
 the search page (3)  

1.2.3 Use of language for the end user 
Within the standard banner the user can specify the language (1) to be used by the 
application to display the titles of the fields of the page. E.g. the names of the search 
criteria here above (3).  
When a new language is selected the current page is reloaded using labels translated into 
the chosen language.  That means currently entered data as search criteria are lost. 
This choice does not affect the display of the metadata text fields (there is no dynamic 
translation). 
The next figure here below is the display of the metadata of a certificate. It helps to 
localize the objects in a page.   
The labels (1) of the metadata are shown in the language selected by the user in the 
standard banner. 
The text (2) of the metadata is shown in the language used to encode it.  There is no 
dynamic translator within the application.  
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1.2.4 End-user application main menu 
The main menu is vertically expanded on the left side of the screen (2). 

 
  

 “Home page” 
Allows to go displaying the home page (see §1.2.1). 
 

 “Search” 
To go to the search menu. 

 “Manual” 
To download the user's guide.  The standard download mechanism installed on 
the user's PC is used. 
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In practice, both these buttons have the same behaviour.  They offer the cleared box of 
search criteria. 

1.2.5 End-user application search page 
The search page is the main part (3) of the end-user page. 
The search and viewing page and most of the search mechanism are common to the end-
user and the “maintenance user”. 
 
Chapter 2 “Search and viewing” describes them. 
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2 Search and viewing 
Search and viewing can be performed by any user. 
The search page is loaded by clicking on the button “Search” in the main menu. 

2.1 Clear search page 
The search criteria are cleared by clicking on the “Search” button in the main menu.   

 
Search page 

2.2 Dependencies between search criteria 
In the “Document search” page all the fields but “Specific term” are set with help of 
fixed lists of values. 
 
“Document type set” can be used to limit the number of values in “Document type”.  
 
Choosing a “Document type” automatically sets the covering “Document type set” if 
it was not already set. 
 
“Available language” can be filled only if the “Country” above it has been filled. 
This represents the language which has been used to encode the target information. 
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The second “Country” on the right side can be specified only if the first one has been 
filled. 
This is used for comparison of information of same type between two MS (see §2.7). 
 
 

2.2.1 Selecting/unselecting "Document fields" names 
The “Document fields” are representing the labels of the main fields in the metadata.  
E.g. Evidence source, Flexibility of submission, Applicable fee… 
 
A list of “Document fields” can be used to refine the search when at least “Document 
type set” and “Available language” have been specified.  
 

 Field content statistic 
When a field content statistic is required ((3) has been selected),  

o "Document fields" is made available when “Document type set”, 
"Document type" and “Available language” have to be specified; 

o only one "Document fields" name can be selected. 
 

 Refining normal search 
 

 
 

o Selecting the first chosen "Document fields" name is made by 
simply clicking on it (1). 

o Further "Document fields" names are selected by typing <Ctrl> 
while clicking on it (2). 
 

 Unselecting "Document fields" name 
At any moment a "Document fields" name can be unselected by typing 
<Ctrl> while clicking on it. 
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2.3 Show a specific document 
Suppose you’re working in the office of a contracting authority in Belgium. You’ve 
received an offer from a French tenderer , and you wish to determine if the presented 
document “Evidence of non-bankruptcy and financial status”  indeed meets its 
requirements and to know how to determinate the validity of the document.  You need 
thus to view the metadata of the French certificate “Evidence of non-bankruptcy and 
financial status”. 
 
→ Choose the “Document type” (1) and the “Country” (2) and click on  (3) in 
the search criteria area of the search page: 
 

 

2.3.1 Displaying information from the search results list 
The search result is displayed and by clicking on the line corresponding to the target, 
wanted information is shown. 
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Displayed information: 
 

 
 
When the user wants to get back to the search results list, he has to click  
at the bottom of the view document page: 
 

 
 
If he wants to get back to the cleared search menu, he clicks  in the main 
menu. 

2.4 Show the list of certificates in a country 
Suppose you’re a tenderer and you wish to know which documents are required to 
participate in public procurements in Denmark. 
→ Select the following criteria and click : 
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The search results list is then displayed: 

 
 

The content of a document can be displayed by clicking on the corresponding line (see § 
2.3.1). 
 

2.5 Statistical information on the documents of a same 
country 

Suppose you’re the same tenderer as above (§2.4) and you wish to know how much 
you’ll have to pay to obtain all the documents required to participate in public 
procurements in Denmark and which office deliver them. 
You just need to see only this information for all documents.  You can simply refine the 
search criteria by selecting both the corresponding field names in “Document fields”. 
To select more than one field name, press <CTRL> while you click on the requested 
field name. 

 Press <CTRL> while selecting “Applicable fee” (1) 
 Press <CTRL> while selecting “Evidence source” (2) 
 Position the cursor on “Source reference” by scrolling down 
 Press <CTRL> while selecting “Source reference” (3) 
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 Click on   (4) 
 

 
 

 
The search result is the content of the 3 selected fields in all specified documents. 
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3 lines are shown for each document.  They contain the metadata of the specified fields: 
“Applicable fee”, “Source reference” and “Evidence source”.  
  

 

2.6 Search for a specific term 

Suppose you’re working in a contracting authority which has received a document from 
an Austrian tenderer.  This document is clearly labelled with a given name in German. 
You’ve however no idea what this document refers to, because the explanations in the 
offer are ambiguous. 

You choose a specific term (e.g. “Strafregisterbescheinigung”) in the document text 
which seems to be specific to this document.   

Then you initialize the search criteria  

 “Country” by selecting “Austria” 

 “Specific term” with the chosen term  “Strafregisterbescheinigung” 

And you click on . 
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The term has been found twice.  The fields containing it are displayed in the result list 
with the title of the document they pertain to. 

 

The complete document can be viewed by clicking on the corresponding line in the 
result list (see §2.3.1). 

Note: the “Specific term” can be used to search for a group of words also.  E.g. To 
know which are the documents requiring a declaration under oath in Austria, select 
“Austria” in “Country” (1) and enter the expression "under oath" in "Specific term" 
(2).  Click on  (3) and you'll see the list of fields containing "under oath" in all 
Austrian documents (4). 
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2.7 Comparison between two MS 
Suppose you want to see how the document “Evidence quality assurance” is interpreted 
in Austria and in Spain and compare them side by side, to determine their similarity.   
To do this, the following search criteria have to be set: 

 “Document type” by selecting “Evidence quality assurance” 
 Both the “Country” names and the languages of the texts of the documents have 

to be selected also. 
Note: when the criterion “Country” on the right is filled, the criteria “Document 
fields” and “Specific term” are no more available. 

 
By clicking on , a table is shown in the result area. 
Each line consists of 3 columns. The first one (Label) contains the labels of the 
documents fields and the two others (country name), the texts of the documents fields. 
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2.8 Statistical analysis of a specific field 
This function allows comparing the content of a specific field of a specific 
document between all MS. 
 
Suppose in a context of European certificates harmonization, a study is made 
about the validity period of documents.  A user wants to know the validity period 
of the document "Evidence of economic and financial standing" in all MS. 
He has to 

 Select  (1) to indicate he wants to do such an 
analysis.   
At this moment, the fields "Country", "Available language" on the right 
and "Specific term" are made unavailable. 

 Select "Evidence of economic and financial standing" in "Document type 
(2). 

 Select the language of the text of the documents (3). 
The selection of a field name is then made available. 

 Select the document field name "Validity period" in the screen field 
"Document fields". 
Note: only one document field name can be selected for this function. 

 Click . 
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The result is shown in two columns: the first one indicating the country and 
the second one showing the content of the specified field in the 
corresponding document. 
 

 
 

2.9 Comparison from the search result list 
When the search result contains a list of documents with the same layout (same 
document type set), it is possible to compare two of them.   
In such a result list, a check box is inserted at the beginning of each line.  It allows 
selecting items in the list.  A button “compare” is foreseen at the bottom of the list. 
When the user wishes to compare two documents from the search result list, he has to 
click on the two corresponding check boxes to select the documents.  Clicking on the 
button “compare” will show the comparison result in 3 columns: 
The first one (Label) contains the labels of the documents fields and the two others 
(Document type (country), the texts of the documents fields. 
 
Suppose a user is analysing documents required after the completion of public 
procurements in whole Europe.  He has selected “Letters of acceptance from the 
contracting authority” in “Document type” and has clicked on  : 
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The following result is displayed: 

 
 
Now, the user wants to compare the Austrian and the Danish “Letters of acceptance”.  
He selects thus the two corresponding lines in the list ((1) and (2)).  The button 
is then enabled and the user can click on it (3). 

 

 
The comparison result is shown on 3 columns: the first one containing the labels of the 
documents fields and the two others, the content of the fields in the two documents. 
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The user now wishes to return to the result list.  He clicks on  at the bottom of 
the “Search criteria” area to do this. 

.   

 
 
 
Note: documents of a same MS can be compared between them.  E.g. The German 
document "evidence of absence of conviction for natural person" has been published in 
German.  A responsible person wants to verify if the English version is the correct 
translation of the German one. 
He has to select "evidence of absence of conviction for natural person" in "Document 

type" and "Germany" in "Country". He clicks on  and then sees the identifying 
data of both these documents in the result list.   
He selects both the two lines by clicking on the corresponding checkboxes and clicks on   

 at the bottom of the search result list.  The comparison table is then shown and 
he can evaluate the translation in English in regard of the German version
 

2.10 View a certificate template 
Displaying a template can be done while viewing a document. 
Viewing a specific template can be also directly requested via the search criteria. 

2.10.1 Open template while viewing documents 
Suppose you're viewing the Belgian "Evidence of absence of conviction for natural 
persons" and you want to see the included template. 
 
You scroll to the field "Template" and click on the link to the file containing the 
template: 
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The template content is shown in another window where it was open by the program 
able to do so.  In the example here, a Word document is used but it would be better to 
use pdf files as template container. 

 
 

2.10.2 Open template from the search result list 
To access directly to a template, it is possible to use search criteria in the search menu. 
Suppose you want to view the template included in the version in English of the Belgian 
"Evidence of absence of conviction for natural persons". 
 
You have to 

 select "Evidence of absence of conviction for natural persons" in "Document 
type" (1) 

 select "Belgium" in "Country" (2) 
 select "English" in "Available language" (3) 
 select "Template" in "Document fields" (4) 
 click  (5) 
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The content of the field is then shown in the search result list.  Simply click on the link 
(1) to the file containing the template. 
 

 
 The template content is then shown in another window where it was open by the 
program dedicated to the type of the file. 
 

2.11 Generating a pdf report of published documents  
It is possible to generate a pdf report containing documents selected from the search 
result list. 
Suppose a user is analysing documents "Evidence of compliance with fiscal obligation" 
for all MS. He wants to collect them in a same document.  To do this, he acts as follows: 

 He selects "Evidence of compliance with fiscal obligation" in "Document type" 
and clicks . 

 In the result list he clicks  (1) to select all documents found but he doesn't 
want to put the Belgian document in the pdf report. He then unselects it (2).  

 He clicks  to display the "Pdf generation" page. 
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The pdf report can be generated  

 Either on line by clicking  (1). Then a dialog box is displayed (2) 
offering the possibilities to directly read the pdf report or to save it on the user's 
pc. 

 
 

 Or off line by entering an e-mail address (1) and clicking  (2).  In this 
case, the report will be sent to the specified mail box. 
In case the user has already been defined in the e-CERTIS application by the 
administrator (e.g. contributors, validators), the specified address is saved in the 
database and will be used as preset value the next time the user will require a 
pdf report generation. 
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 The following dialog box is then displayed to inform the user 
the request has been taken into account: 
 

 
 

The content of the pdf report is described in §2.12. 
 
Now the user can return to the action list page 

 Either by clicking  to return to the current search result 
keeping the specified search criteria. 

 Or by clicking   in the main menu to return to the cleared search 
menu. 

 

2.12 Pdf reports content layout 
The header page of a pdf report consists of 

 A title (1)  
 The timestamp of the pdf file generation and information about the user (2)  
 The search criteria used for file selection (3)  
 The list of documents put in the pdf report (4).  When this list is too long, the 

second page of the report is used to put the end of the documents list. 
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A page break is inserted before each document. 
A document header describes each document.  It contains 

 The document type and the set of document types it pertains to 
 The country  
 The language of the document text 

 

 
 
When the document text is split on two pages, the document title is copied at the top of 
the second page: 
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3 Problem- and error handling 
Some unexpected events could occur.  The aim of this chapter is to give 
recommendations to the user how to react when such an event occurs. 

3.1 Navigation blocked when trying to login for maintenance 
When the user environment has not been initialized to recognize the site of the 
application as secure, the Internet browser displays the dialog page here below.  The 
user has just to accept to go to the application site by clicking on 

  and the connection to the 
application will be set up. 
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3.2 Unrecoverable application error 
In case the application cannot handle an error occurrence, an error page is displayed 
such as the following one: 
 

 
In order to improve the application, it is recommended to the user who encounters such 
a problem to send a mail to the administrator by clicking on .  At least, 
this mail should contain 

 The login name of the user (1) 
 What he was doing (2) 
 The copy of the “Error description” shown in the error page (3) 
 Probable additional notes 
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3.3 The Internet browser cannot display the web page 
 

If you receive the following report page and you cannot repair the situation with help of 
information.  For example, with Internet Explorer you can get by clicking on 

 and/or on , it is recommended you 
prevent the administrator to determine the cause of the problem. 
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