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You can access to the SPARTACUS supplier collaborative Portal of Aéroports de Paris by 

clicking on the following adress : 

https://fournisseurs.Aéroportsdeparis.fr/ 

 

The tool allow you to : 

 Consult all the Contract  notices made public by Aéroports de Paris 

 Create your own account and self registered your company in order to be notified when 

a Contract notices enter in your activity scope – using the European Union CPV standart 

codification – Common Procurement Vocabulary. 

 Candidate to a Contract notice 

 Be involved by the purchasing Team of Aéroports de Paris to consult a Rfx. 

 Make a proposal on a Rfx.  

The aim of this document is to present you the several features released on SPARTACUS and 

give you the keys to make this experience easier. 

 

 

1 - INTRODUCTION 

https://fournisseurs.aeroportsdeparis.fr/
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2 – PUBLIC PAGES 

1 – SPARTACUS Private Access 

2 – Self Registered Form Access 

3 – « View all Contract notices» Access 

https://fournisseurs.Aéroportsdeparis.fr/ 

- For all question on how to use 
Spartacus 
- Supplier Procedure download 

https://fournisseurs.aeroportsdeparis.fr/
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All Contract notices made public by Aéroports de Paris are captured in this page.  

 

 

 

 

 

 

 

 

 

 

 

The screen is split into 3 parts, depending on the Contract notice typology:  

- Contract notices 

- Qualification system notices  

- Contract notices that follow the OJEU process (Official Journal of European Union). 

  

 

 

2A – CONSULT AND CANDIDATE TO A CONTRACT NOTICE 

To candidate, click on the pen 
Pre requisite : You need to have an account to 
candidate. 
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 You can create you own supplier account within SPARTACUS in order to 

send proposal and receive notification when contract notice new inputs 

are made public within your business scope (Using CPV codes). It takes only 

few minutes. 

Before processing the self registering, please contact Spartacus support 

department to make sure your supplier account is not already existing. 

 

2B – SELF REGISTERING 

 

 

 

0 

1 

2 

3 

4 

 
0 – Fill out all the mandatory fields 
 
Those ones are marked by a red star *. 
 
1 – Control code 
 
Enter the Code in appropriate field to release the 
security ckeck. 
 
2 – Regulatory ID 
 
Please enter your DUNS number and your VAT code. 
These fields are mandatory and are our primary keys 
to make the supplier database proper. 
 
3 - Password 
 
Make sure the password you create follow the 
related rules. 
 
4 - CPV codes:  
 
Select the CPV codes linked to your business 
activities. 
 

1 

1 
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Enter your login         and password           then click on login button to access your 
SPARTACUS private account . 

 

2C – ACCESS TO YOUR PRIVATE ACCOUNT 
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 In case you forgot your password, click on « Forgotten 

password » link and fill out the form.  

 Type your e-mail adress and copy the Control word in the 

appropriate field. 

 Once done, click on « Received your password » button. A temp 

password will be sent to your email adress. 

 Fill out the Identification Frame with your login and the temp 

password. Then click on « Login » button. 

 Fill out a personnal password and confirm it again. 

 

. 

2D – PASSWORD LOST? 
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3A – HOMEPAGE OF YOUR PRIVATE ACCOUNT 

2 – Main sections 

1 – Account settings 

3 – Quick access to the open 
Contract notices and Rfx 
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To access to your private settings, click on your login (right corner on the top of each page) 
then on « My Account ». 

3B – ACCOUNT SETTINGS 

 
 
 
1 - Identity   
 
You can specify or change existing email 
adress. This email will be use for the 
notifications sending. 
 
2 - Password 
 
Edit your password in this section by fill out 
the required fields. Make sure to follow the 
password rules. Once done, click on 
« Update » button. 
 
3 - Account Preferences  
 
Check and update if necessary the timezone 
linked to your account.  This is important to 
make sure the answer deadlines setted up 
by Aéroport de Paris  are well transcribed.  
 
  
 
 
 

1 

3 
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 You can manage the master data linked to your account in this section, such as company name, adress 

and CPV codes. 

 These datas are also available on Aéroports de Paris portal side so it is important to keep them up to date 

and trustables.  

 During your first connexion to SPARTACUS, we highly recommend you to check and in the end update your 

master data if needed. 

3C – MANAGE YOUR COMPANY MASTER DATA 
IDENTITY TAB 

1 

To select the appropriates 
CPV codes, enter a key word 
reflecting your business 
activities and launch the 
research. 

2 

1 

 Fills in the «1.3 – Company 
profile » FRE form field 

1 
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You can manage the legal master data linked to your account in this section, such as 

company ID, DUNS, and VAT number. 

  Pay to adress can be entered in this section for information (optional) but will be reminded 
in case you win a market. 

3C – MANAGE YOUR COMPANY MASTER DATA 
ADMINISTRATIVE TAB 

Fills in the «4.1 – Legal form of the company» FRE  
form field 

Fills in the «1.3.4 – Identification number  / Duns 

number» FRE form field 

1 
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 This tab allows you to manage your contacts. A contact is defined as someone who can have access to SPARTACUS. 

 You can add with no restriction any people in your company who can have an interest to a Rfx or Contract notice.  

Click on « Add a contact » button and fill out the appropriated form. 

 You can also add new contacts and assign them one or several roles (roles are either just informative, or dedicated 
to fill in the master FRE form ( see page 16 ) 

 To activate the user account link to a contact, please contact SPARTACUS support department. 

3C – MANAGE YOUR COMPANY MASTER DATA 
CONTACT TAB 

Supplier administrator:  
 
Entry point with Aéroport de Paris for any question link to 
SPARTACUS usage. 
 
Legal documents: 
 
This kind of contact is in charge of relationship with 
PROVIGIS,  the Aéroports de Paris subcontractor for legal 
documents governance : KBIS / URSAFF / Social and 
Environmental responsability 
  

1 

1 
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3C – MANAGE YOUR COMPANY MASTER DATA 
CONTACT TAB : CONTACT’S ROLES 
 

 
 
 
 
 

 
 
 
 
 
 

 
 
 
ASSIGNING ROLES TO A CONTACT 

 
Sections of the FRE form concerned  by Contacts data 

Predefined roles in Contact Tab fill in the contacts section of the FRE form 

Roles Section FRE Alimentée 

« FRE – Chargé d’affaires »   FRE 1.4 : Contact point informations. 

« FRE – Director  »  FRE 1.5 : Chairman informations. 

« 1-SiEL: CEO/ Contract signatory » 
 FRE 12 : Name and position of the person empowered to act 

on behalf of the candidate 

 If required, contacts roles and specific data cannot be modified directly in the master FRE form : first enter and save updated data in 
the corresponding Contacts tab pages, then go on FRE tab and click on "Save" button to take them in account. 
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3C – MANAGE YOUR COMPANY MASTER DATA 
CONTACT TAB : CONTACT DATA 

 

Contact specific data 
 

- Person title , Last name *, First name *, Email*, Phone*, Cell Phone*, 
Fax*, Position*,  Language, Status, Photo, Suppliers 

 
 
- Adress : Name - Additional, N° et street*, Adress - additionnal,   
        Postal Code*, City*, Country. 

 
 

- *contact’s specific data collected in the master FRE form when contact 
has been assigned predefined roles. 
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3C – MANAGE YOUR COMPANY MASTER DATA 
COMPANY INFORMATION FORM (FRE) 

 
 
 
 

When preparing an Answer to a Contract Notice, 

Specific proposal FRE form is automatically completed with data collected on master FRE form.  

 Original master FRE form data should be entered and modified  in the « Informations-FRE » tab : 

- Then, any change can be made on the proposal specific FRE form without affecting master FRE form. 

 

- This button                                        enables you to collect updated data from « Informations-FRE » tab master 
FRE form, to specific proposal FRE form 

 

Master FRE form pre-entered or updated data : 
 
 FRE 1.3 - Company profile  
 FRE 1.4 - Contact point informations ( Contact Chargé d’affaires)  
 FRE 1.5 - Chairman informations ( Contact Director ) 
 FRE 2 - Commercial informations  
 FRE 4 - Legal and societal informations  
 FRE 5 - Financial informations  
 FRE 6 - Human resources  
 FRE 7 - Technical resources  
 FRE 8 - Quality / Environment / Health and Security   
 FRE 9 - Subcontracting management  
 FRE 12 - Name and position of the person empowered to act on behalf of 
the candidate ( Contact 1 - Siel CEO / Contrat Signatory ). 

 

Proposal FRE form specific data : 
 
 FRE 1.1 - Object of the contract notice. 
 FRE 1.2 - Lots/Segments 

 
 FRE 1.6 - Group of companies 

 
 FRE 10 - Additional comments.  
 FRE 11 - Declaration on honour of the candidate  

 
 
 

 



SPARTACUS  - Système de Pilotage des Achats  et Rationalisation du Traitement des Affaires et des Contrats UtiliséS 19 

 This screen gathers all Contract notices that have directly been sent to you, whatever their status (on going, 

close). 

 

 To access to the Contract notices on which you have answered and which are on a « close » status, 

remove the « open » filter settled by default and relaunch the research. 

3D – CONSULT YOUR ON GOING CONTRACT NOTICES 
 

1 

1 

2 

2 
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3D - CONSULT YOUR ON GOING CONTRACT NOTICES 
EXPLANATION OF AVAILABLE FIELDS  
 

Field Description 

ID SPARTACUS  ID 

Label  label 

N° Round Round of negociation 

Begin date Date on which the Rfx or Contract notices starts. 

End date Date on which the Rfx or Respond to Contract notices ends. 

 

AR Status Acknowledgement of Receipt Status 

Status Rfx or Contract notices status (new / on going / validate) 

Forum Give an alerte if a message has been put on the forum tab 

Rfx Status Rfx Status:  

- Validate : Rfx has been approved by Aéroports de Paris purchaser 

but offers can’t be remitted 

- Open: Offers are possible 

- Close No more offers are possible 

- Viewable offres: Aéroports de Paris can analyse the offers 

- Close without further actions.  

Remaining time Time remaining before the Rfx closing 
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 In this area are captured all Contract notices that have been released by Aéroports de Paris, with a OJEU 

process and on which you can make candidate. 

 The screen is splitted in three parts, depending on the procedure applied :  

- Standard Respond to Contract notices 

- QS (Qualification system) Respond to Contract notices Avis d’appel à candidature pour système de qualification 

- Respond to Contract notices that follow the OJEU process (Official Journal of the European Union).  

 

 

3E – DISPLAY ALL ON GOING CONTRACT NOTICES 

1 

1 
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To answer to a contract notice, click on its label 

 

 

 

 

 

 

 

 

 

Three tabs are available and give you relevants informations :  

 - General informations:  ID, label, begin and end dates 

 - Contract notice: Allow you to display the contract notice 

 - Documents : Allow you to display the documents Aéroports de Paris Purchaser 
have  released. 

 

 

4 – ANSWER TO CONTRACT NOTICES 

« DISPLAY THE CONTRACT NOTICE  » SECTION 

      – Reference code:  
 
Use this reference code when interacting with 
Aéroports de Paris. 
 
      – Closing date: 
  
No offers can be submitted after this date. 
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 Within this chat room section, you will be 

abble to exchange informations or 

documents with the Aéroports de Paris 

purchaser, along the entire life cycle of 

the contract notice .  

 

 If you need clarification or want the 

purchaser to bring your more details on 

specifics points, this place is appropriate. 

       

  

 

4 - ANSWER TO CONTRACT NOTICES 

« QUESTIONS/ANSWERS » SECTION 

MENU « QUESTIONS/RÉPONSES » 

1 

1 
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The Team section lets you invite collaborators of your company you want to be part of the 
contract notice .  

You can create if needed new contacts using « Informations » main menu, « Contact » tab 

and then add them directly in the  team. See. slide 16. 

 

 

 

  

 

 

4 - ANSWER TO CONTRACT NOTICES 

« TEAM » SECTION 

MENU « EQUIPE » 
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 This section has two fonctions :  

 Notify the Aéroports de Paris Purchaser that you have received the contract notice. 

 Inform him of your intention to answer or decline to it 

 Sections « Answer » and « History » will be accessible only when « I’ll inform you of my intention to answer » 

checkbox has been key in. 

  

 

 

4 - ANSWER TO CONTRACT NOTICES 

« ACKNOWLEDGE OF RECEIPT » TAB 

MENU « ACCUSER RÉCEPTION » 

1 
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 « General informations » tab allows you to give label (mandatory) and enter a brief summary of your answer 

(optional) 

 

 

 

 

 

 

 « Documents » tab allows you to enclose required documents that are visible by Aéroports de Paris.. 

Click here to upload 
the document 

4 - ANSWER TO CONTRACT NOTICES 
« ANSWER » SECTION 

1 

1 

2 
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 Tab FRE, is a web form you need to fill out if 

you want your answer can be considered as 

acceptabe by Aéroports de Paris. Partners 

companies are also defined in the FRE 

section. 

 For each partners companies defined, FRE 

need to be filled out. Use the Excel template 

available on 1.6.2 section. 

 All fields marked with a red star are 

mandatory. 

 Also, in case of batched contract notices , 

you will have to specify the batch you work 

on within the FRE. 

 Please fill out FRE with caution and high level 

of precision. 

 

4 - ANSWER TO CONTRACT NOTICES 
« ANSWER » SECTION 

1 
1 

2 

2 
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 Survey tab is a manner of checking that no mandatory action or item has been forgotten. 

 This tab is optional and is only displayed if the Aéroports de Paris purchaser has decided to activate it. 

4 - ANSWER TO CONTRACT NOTICES 
« ANSWER » SECTION 
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 To confirm your answer, click on the « validate » button  

 Then click on the « send your answer » green button on pop up window. 

 A confirmation email will be sent to you. 

 If you do not validate your answer, Aeroports de Paris won’t be abble to consider it. 

 

  

 

 

4 - ANSWER TO CONTRACT NOTICES 

CONFIRM YOUR ANSWER 

1 

1 

2 
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Your answer has been 
submited to Aéroports 
de Paris. 

Only one answer per Call for tenders is possible: 
 
To update your answer, you have to create a new answer and delete the 
previous one. 

 All answers you submit to Aéroports de Paris with key datas are gathered in this section.  

 You can create a new answer if needed. This new answer will erase the previous one. To do that, just click 

on  « Delete and replace the submitted answer » button. 

 

 

  

 

 

4 - ANSWER TO CONTRACT NOTICES 

« HISTORICAL » SECTION 

1 

1 
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 Create an answer by copy:  

 

 Click on 

 Then click on 

  A new pop up displays all the answers you have validated earlier. 

 

 

 

 

 

 

 

 Click on           on the answer you want to copy and approve your choice by clicking on OK in the next 

screen. 

 

 

4 - ANSWER TO CONTRACT NOTICES 

« HISTORICAL » SECTION – CREATE AN ANSWER BY COPY 

 

1 
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 In this section, we will only make the focus on qualification system specificities, as the process 
of answering is similar between a standard contract notices and a contract notices for 
qualification system. 

Contracts notices for qualification are displayed on Homepage      (if you have been invited 

to give an answer by the buyer) or on All actives contracts notices menu.  

 

 

 

 

5 - ANSWER TO CONTRACT NOTICES FOR QUALIFICATION SYSTEM 

1 

2 

2 

1 
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1 

 Tab FRE, is a web form you need to fill out if you 

want your answer can be considered as 
acceptabe by Aéroports de Paris. Partners 
companies are also defined in the FRE section. 

 For each partners companies defined, an new 
FRE need to be filled out. Use the Excel template 
available on 1.6.2 section. 

 

 All fields marked with a red star are mandatory. 

 

 For qualification system, and in case of multiple 

segments, you will have to specify the segment 
you want to be part => section 1.2.1. 

 

 Please fill out FRE with caution and high level of 
precision. 

 

5 - ANSWER TO CONTRACT NOTICES FOR QUALIFICATION SYSTEM 

1 
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 Survey tab is a manner of checking that no mandatory action or item has been forgotten. 

 This tab is optional and is only displayed if the Aéroports de Paris purchaser has decided to activate it. 

5 - ANSWER TO CONTRACT NOTICES FOR QUALIFICATION SYSTEM 
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 In some cases, you will be asked to provide the Aéroports de Paris NDA signed. 

 

 

 

 

 

 

 

 

Once submitted, access to the Rfx is given to you. 

 

 

 

 

6 – ANSWER TO AN RFX* / MAKE AN OFFER 
« NON DISCLOSURE AGREEMENT » (OPTIONAL) 

FR – Accords de confidentialité ADP 
Download the template. 
 
Sign it and upload it. 

 

* In case of multiples rounds Rfx, this step can be repeated. 
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1 –  reference code:  
 
Use this code for any 
question with Aéroports de 
Paris 
 
2 – Closing date: 
  
No offer can be submitted 

after this date. 

 To answer to a Rfx? Click on its label. 

 

 

 

 

 

 

 

 

 

 

 This section is splitted into three main parts :  

 - 1) General informations: Reference Code, label, beginning and closing date, 

 - 2) Documents : Allow you to consult documents linked to the Rfx, 

 - 3) Quotation : Allow you to see items on which you have to give a quote. 

 

 

6 – ANSWER TO AN RFX* / MAKE AN OFFER 

« SEE THE RFX »  

2 

1 

2 

3 

1 

1 
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 Within this chat room section, you will be 

abble to exchange informations or 

documents with the Aéroports de Paris 

purchaser, along the entire life cycle of 

the Rfx.  

 

 

 

 If you need clarification or want the 

purchaser to bring your more details on 

specifics points, this place is appropriate. 

 

 

  

 

 

6 -  ANSWER TO AN RFX / MAKE AN OFFER 
QUESTIONS/ANSWERS » SECTION 

1 

1 
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The Team section lets you invite people in your company you want to be part of the Rfx. 

  

You can create, if needed, new contacts using « Informations » main menu, then « Contact » 
tab and then add them directly in the  team. See. slide 16. 

 

 

 

  

 

 

6 - ANSWER TO AN RFX / MAKE AN OFFER 

« TEAM » 
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This section has two fonctions :  

 Notify the Aéroports de Paris Purchaser that you have received the Rfx.  

 Inform him of your intention to answer or decline it. 

 

Sections « Answer » and « History » will be accessible only when « I’ll inform you of my 

intention to answer » checkbox has been key in. 

 

6 -  ANSWER TO AN RFX / MAKE AN OFFER 
« ACKNOWLEDGE OF RECEIPT » TAB 

1 

1 

2 

2 
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« General informations » Tab let you define a label and a brief summary of your answer. 

 

 

 

 

 

 

On « Quotation » tab, fill out the Offer global amount (mandatory). 

You can export the quotation grid on excel in order and complete it directly on Excel. 

6 - ANSWER TO AN RFX / MAKE AN OFFER 
« ANSWER » SECTION 

Fill out Global Amount 
of the offer. 
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Enter a label then select the 
document you want to attach. 

In some cases, the buyer can 

ask you to answer to a set of 

questions (as a checklist)  to 

make sure no mandatory 

item has been forgotten. 

« Documents » tab allow you to attach required documents. 

 

6 - ANSWER TO AN RFX / MAKE AN OFFER 

« ANSWER » SECTION 
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To confirm your answer, click on the « validate » button  

 then on the « send your answer » green button on pop up window. 

A confirmation email will be sent to you. 

 If you do not validate your answer, Aeroports de Paris won’t be abble to consider it. 

6 – ANSWER TO AN RFX / MAKE AN OFFER 

CONFIRM YOUR OFFER 

1 

1 

2 

2 



SPARTACUS  - Système de Pilotage des Achats  et Rationalisation du Traitement des Affaires et des Contrats UtiliséS 46 

All offers you submit to Aéroports de Paris with theirs key datas are captured in this section. 

  

You can create a new answer if needed. This new answer will erase the previous one. To do 

that, just click on  « Delete and replace the submitted answer » button. 

 

 

  

 

 

6 - ANSWER TO AN RFX / MAKE AN OFFER 

« HISTORICAL » SECTION 

Your answer has been 
submited to Aéroports 
de Paris. 

Only one answer per Call for tenders is possible: 
 
To update your answer, you have to create a new answer and delete the 
previous one. 
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Create an answer by copy:  

- Click on 

- Then click on 

  A new pop up displays all the answers you have validated earlier. 

 

 

 

 

 

 

 

Click on           on the answer you want to copy and approve your choice by clicking on OK 

in the next screen. 

 

 

6 - ANSWER TO AN RFX / MAKE AN OFFER 

« HISTORICAL » SECTION – CREATE AN ANSWER BY COPY 

 

1 


