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Taknia Libya Engineering Company

INVITATION FOR OPEN BID 11/05/2023

Sub: :DESIGN, DEVELOPMENT AND INSTALLATION OF ELECTRONIC DATA MANAGEMENT
SYSTEM (EDMS) FOR TAKNIA LIBYA ENGINEERING COMPANY

1. Taknia is a Dynamic and Distinct company in the oil & Gas and Energy sectors in the
fields of Execution of engineering, projects, Project Management, and technical
support assistance offering services to customers expectations and satisfaction
through competent work teams mostly consisting of National Staff.

1.1  The requirements of above mentioned works are more particularly described
in the RFP Document attached hereto.

2. We are pleased to submit your proposal without any obligations or expenses on our
side for such proposal of the above-mentioned works.

3. Submission of RED WAX sealed Proposal:

The technical Proposal shall deliverd to the company address as detailed below:

a) The comercial Proposal must be addressed and delivered by DHL or other
courier services to:

Taknia Libya Engineering Company,

167 Al Naser St. Tripoli — Libya

or submitted encrypted by email:
b) Email: salhodairy@taknia.ly

on or before the end of woking day hours of Thursday 25/05/2023

4, Specifications & Procedure of Works:

4.1  Therelevantinformations and technical requirements applicable to the Works
have been provided in the attached RFP Documents.
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4.2 In case there being any item, for which the technical specification or
requirements are not available in aforementioned RFP document, the Bidder
shall notify such specification/requirements in his Bid and quote accordingly.
However, minimum standard of quality shall be as per the aforementioned
specifications / requirements.

4.3 The bidder shall be deemed to have satisfied himself before tendering as to
such nature of works, existing Systems with reference to proposed new design
& development works, and workmanship necessary to the execution and
completion of Works.

4.4 Any negligence or failure on the part of the Bidder in obtaining the necessary
information on the foregoing or any matter affecting the execution of works
shall not relieve him from the entire responsibility of the Completion of works
to the entire satisfaction of the Owner and in strict compliance with work
order.

5. Programme of Works:

The Bidder shall submit a plan for the completion of Works in a bar chart format
indicating the break down of various activities along with their duration and
methodology to be used to implement the new proposed Web design for TLEC.

6. Method of Payment:

Payment shall be made upon completion and acceptance of works with in 30 days of
approving the completion report.

7. Training:
The bidder shall propose the required training to cover the followings:

e System administation and configuration training
e End user training.
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8. Taknia Libya Engineering Company, reserves the right to decline any or all Tenders
without assigning any reason.

Yours faithfully,

Taknia Libya Engineering Company,

Encls:
- RFP Document
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EDMS FOR TLEC COMPANY

TLEC EDMS Specification
EDMS-G-SP-0001 REV 03
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1.

1.1

1.2

INTRODUCTION

General

" Taknia Libya Engineering Company (TLEC) was established in May 2009 as a

Libyan share company totally owned by National Oil Corporation (NOC). TLEC's
head office is located at Tripoli city centre.

TLEC is taking up an initiative to implement an Electronic Document
Management System (EDMS). The prospective EDMS shall change the way that
TLEC manage, trace and control project documentations from using manual
simple excel sheets to a more effective, collaborative and integrated system. This
will allow TLEC to quickly respond to project issues, drive down costs and
increase customer satisfaction.

The EDMS shall handle Project documentation, correspondences, emails,
automate the work follow of the project documentation, trace documents
revisions and actions and report overdue comments and project progress.

The main users of the EDMS are TLEC's projects and engineering department.
However, the system should be able to serve other departments.

Acronyms, Definitions and Abbreviations

Abbreviation Description

EDMS Electronic Data Management System

RFQ Request for Quotation

ITB Instruction to Bid

Document Project Documentation

sow Scope of Work

GIS Geographical Information System

OCR Optical Character Recognition

TLEC Taknia Libya Engineering Company

Vendor Provider of equipment/services outlined in this
specification

2. PURPOSE

This specification has been prepared for Vender tcunderstqnd TLEC main requirement

of the EDMS. \,v‘ ~\ N
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3. EDMS REQUIREMENTS:

3.1

3.1.1

3.1.2

3.1.3

3.1.4

Document Control

"""""""" The EDMS system should be able to:

Storing

All file formats currently used by Taknia shall be storable in the EDMS
database (i.e. MS Office formats, Adobe suite formats, AutoCAD, Hysys,
PDMS)

Bulk import large amounts of documents and files

Automated import based on polling in different folders

Ability to store single documents with up to 500 MB size

Full text indexing to be carried out in the document types used by Taknia

Scanning

Integration between scanner and EDMS, so that scanned documents are
automatically received in the EDMS

Automatic Optical Character Recognition (OCR) and full-text indexing of
scans

Search

L

®

Free text search using a search engine that indexes the content in the
document database enabling efficient retrieval

Simple search function with web browser interface
Advanced search in metadata fields

Full text search in various common formats currently used by Taknia (MS
Office formats, Adobe suite formats)

Highlighting of searched words in the results

Metadata

L]

Registration interface for metadata for all types of documents), which all
staff can use without specific training

TLEC to make changes in the filing-strasture and transfer of records to new
or modified files can be lip BRIk

b” !
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3.1.5

3.1.6

Life cycle management of documents (automatic tracking of retention,
transferral and destruction periods)

Audit trail of complete life cycle

~Customization and ‘modification (add or delete fields, change labelling,

confidentiality settings) in the metadata fields of the registration card are
limited to the TLEC database administrator role

Safety mechanism prohibiting changes to the retention schedule by mistake
or unauthorized users

Archiving

It provides a central repository to archive high volume of documents that can
be accessed and shared between multiple users, locations or the entire
enterprise. This need the system not to be a passive/dead archive. Different
document types and content are archived through rights based
archival. Enable content to be archived based on age, type, size and other
attributes, and flexible schedule archiving activities.

Enable the system to take advantage of automated archiving by avoiding
inactive and duplicate file content. Built to improve storage management and
increase operational efficient and implement compliance and reduce risk.

Manage millions of documents and models without limits on data or
participants. Any number of files, any size, any type.

Drawings in AutoCAD format could be opened in pdf file by auto conversion
(option shall be provided to open in either CAD file or pdf file).

The function of archiving shall extend to load, store, transform, retrieve and
deliver.

Compress content automatically to minimize wasted space.

Allow quick review of activity logs around archived content, including who
viewed or edited documents, when, and why.

Handover of Documents Process

The EDMS should have a functionality to facilitate the handover of large amounts
of documents at the end of the project. The EDMS should simplify this process
while keeping the user in full control.

The EDMS should enable documents and metadata to be exported, organised,
and indexed. The output packages should allow the client to browse through and
can choose to view the native or pdf format of the documents.

Electronic emails and correspondence:

lectronic emails and correspondence are considered as a part of our daily work,

89 should be archived automatically and easy searchable. As part of an
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3.3

Importing, classifying, and archiving emails and Correspondences securely
in a digital document repository is the starting point for effective email
management. The process of importing and indexing emails and attached
files shall be fully automated, ensuring no communications that meet the pre- -
defined conditions are overlooked, improperly indexed, or miss their timely
entrance into pertinent workflow processes.

All e-mails shall be made possible to store in an exclusive storage system
and easy retrieval shall be considered with search of text, date, etc.

All letter correspondences shall be made possible to store and retrieve
easily.

Seamless and secure access to archived emails and attachments, based on
user permissions.

All emails related to a particular project are archived in a structured way that
allows easy retrieval. This archive should be stored in project folder by the
end of the project.

Document Planning

The EDMS should have the capabilities of document planning and progress
reporting. The EDMS should have the following capabilities as minimum:

®

Import project master document register (MDR) from excel including
automated document numbering based on company document numbering
system.

Assign documents/activities weights (Hours required to produce the
documents) to be used in progress calculation.

Assign documents production steps weighting for each deliverable (not less
than 8 production steps)

Documents should be able to be grouped into modules, divisions and work
packages to calculate overall progress for the grouped documents.

Assign number of work packages/division and/or documents to project
milestone (trigger payment).

Assign planed, re-planed and forecast for each deliverable. Capabilities to
exporting / importing these dates from external data source (excel).

Able to link the production of each deliverable with predecessor and
successor documents/activities. So if a document missed the planed date and
forecasted date has been provided, subsequent documents should be
automatically forecasted based on document duration. This feature should
have the capabilities to be enabled or disabled.
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¢ Setup document reviewing durations for project for IDC and client based on
working days. (can recognize holiday)

¢ Import Document Distribution Matrix (DDMR) from excel

3.4 Software Integration
In order to make best use of documents, EDMS should be accessible from other
applications.

The EDMS shall have integration with the following applications (as minimum
requirement) either natively or through officially supported add-ons.

» Microsoft Office applications; namely Outlook, Excel, Project, and if possible
Dynamics AX.

¢ Oracle Primavera.
» CAD Applications; namely Autodesk AutoCAD and related products.

3.4.1 Integration with Outlook:

The integration of EDMS and Microsoft Outlook should provide the following
functionality.

) Every project should have a common place for project team to archive their
email's related to the project.

@ Tractability of emails from the proposal phase of the project to project close
out and archived.

o Drag and drop functionality for archiving emails
. Mass import of emails
o Advanced search tools in archived emails.

3.4.2 Interfacelintegration with Planning Software Primavera P6

The EDMS should interface with Primavera P6 for download of projects schedule
consisting of WBS, activities and milestones dates and progress and upload

updated data to P6.
e Full integration with Primavera planning software (versions 6 to 10) import /
export

® Capabilities to export progress to Primavera at WBS level.
o Capabilities to import dates and links from Primavera
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Should be able to report planned v/s actual progress based on production
steps and planned, actual and forecast dates of deliverables at level-4, and
roll up to activities level-3.

""" Reporting-all-documents-missed; planned, forecasted and/or re-planned

dates per discipline.

Should be able to produce graphical representation of the progress per
package and week for further processing of data.

Exporting the report to Excel

Enables project progress to be exported to the overall project planning tool
P6.

3.6 Workflow

The system should have a workflow tool with the following capabilities:

Model a complex business process

Creation of different action codes (attributions) for different tasks with
different automatic deadlines (e.g., today’s date plus 14 days)

Define tasks to be performed by user manually or by the system
automatically

Possibility to attribute one document to several persons with different action
codes.

Attributed persons can themselves close attributions and make re-
attributions to different staff members indicating the dates of attribution and
closure as well as the name of the person who made them.

Clear overview in one window of the registration card of the attributions,
deadlines and closing dates of one document

Send different numbers of document in a workflow.

Set up a logic in the workflow to control the flow of the tasks. As in the
Approval tasks, the next task can be forwarded to Publish or rejected to Edit.

A mechanism to specify location, security, ownership and other policies that
govern the document in each phase of its existence

Automatic e-mail notification of persons attributed indicating key metadata
of the record and hyperlinked to registration card

Clear overview in one window of all attributions to a person or to a
department (reminders diary)

Search for persons/departments and their attributed, closed, open and
overdue attributions

Set up different routes for different documents in accordance to project
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3.7

3.8

» Version control for documents

Document Collaboration

combination of Share Point and Office offers a spectrum of document
collaboration methods, whether it is co-authoring a spreadsheet or routing a
business plan through a workflow Understanding the ways, we can collaborate
on documents is vital to making the best choice for our needs and improving our
productivity as an information worker.

The system should facilitate teamwork through the easy sharing of documents
and help multiple people work together on a single document or file to achieve a
single final version When multiple employees are working off of one document
and editing is constantly happening, document management systems ensure
workers always have the most up-to-date copy Employees waste no time on
printing revisions or double-checking to make sure they have the current version.

Remote File Access

¢ The EDMS Shall allow access to documents/material for offsite remote
users.

» The EDMS will allow such access by way of a Web Portal, that will allow the
authorized user to login and browse, upload, and download material

seamlessly, while allowing for the transfer of large file sizes between users
and customers.

e The web access user should have the following functionality:

. Files search using metadata and URL search

. Browse for documents via folders and folder structures
= Listing and retrieval of documents and files

» Document creation and modification

. Create documents and files based on existing profiles
" Document production based on templates

“ File import

. Revision management

. Create and work with Workflows and activities

u Mass download of files

. Access control and logging

" Configurable web layouts for “New document” and “Search”
= Enable and disable some features based on user rights
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3.9
3.91

3.9.2

3.10

3.11

3.12

Data Protection

Security

»»»»»» Solution-should-have a-form of DLP,-and access rights-management system-in—

place.
To prevent Data Theft/Loss and unauthorized usage and/or manipulation.

User Rights

CONTRACTOR shall guarantee the security of the entire Document
Management System to the Company.

The system shall have the following access level to end-users.

e Read - User can read the content, annotate, send document via e-mail, but
cannot edit the content.

» Write - User can read the content, annotate, send document via e-mail and
edit the content.

+ Delete - User can read the content, annotate, send document via e-mail, edit
the content and delete the content from the system.

» View - User can see the file name, but cannot Read or send file via email

Arabic Support (Optional)

The search feature shall support Arabic language as an optional feature. This is
not a mandatory requirement of the system.

Backup integration

Backups are used to ensure data which is lost can be recovered from another
source. It is considered essential to keep a backup of any data in most industries
and the process is recommended for any files of importance to a user.

Vendor shall provide Backup and Restore detailed procedures document.
User Friendly

¢ Simple user-friendly interface providing quick access to common features or
commands with a well-designed graphical user interface GUI

Cloud Services

The reliability of the internet in the country could be an issue while working
overseas in our joint venture partner's office. The EDMS should support a cloud-
ased solution which will allow users access to the system on-site and off-site,
llowing for high availability, both for company personnel and customers, this
cloud based solution can either be a local cloud or a hybrid external solution.
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The cloud solution will be device agnostic and run on a multitude of company
approved device, ranging from mobile phones, tablets, to laptops.

This solution should be purchased on demand when there is a business need

(working-overseas in a project). The ED MS vendor should quote for
this service as an option that can exercised at any time.

-Training:
.The bidder shall propose the required training to cover the followings:

.System administation and configuration training.
End user training.






