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1. Soon afterwards you have received Saipem’s
invitation mail, you have to:
- choose your Username and Password
- insert a Question and the relative Answer to be
used in the case you lose the password

- insert your e-Mail and the Vendor activation
code as indicated in the activation mail

Then click the Vendor Account Activation button. 

2. If you are already registered on 
Saipem website insert your
Username and Password in the 
RESERVED AREA



3. Click this link to view the list of 
the commodity codes requested
for the qualification process



4. It’s possible to add commodity codes in the 
qualification process searching them with a 
litteral description and then act with a double
click on the commodity code tree

5. Hereby is reported a 
complete list of all the 
commodity codes
involved in the process



6. Click this link to start to fill in 
the on line questionnarie



7. Click this button to open each
of the required part of the 
questionnarie



8. Compile this fields to identify the 
person who is going to fill in each part
of questionnarie then click the Save
button



9. Use this box or the Next
Section button to go through 
each section of the questionnarie



10. Click this link to manage/attach the 
necessary documents for the 
qualification process



11. Click the Add row button to
attach a document



12. Attach each document selecting its typology, description, field of activity. Click the 
‘Sfoglia’ button to search the document on your PC. Then click the Upload button. 
Finally click the Insert button



13. Hereby is reported a list 
of all the documents
attached in the process. 
Click the Back button to
return to the main page



14. Once attached all the documents and filled
in all the questionnarie click the Release
button to submit your data


