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Creating a user account 
 

In this document you will learn how to set up an account on the e-Procurement 
Platform in the selected tole 
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On the most views of the Access Portal, which is available at:  https://ezamowienia.gov.pl, 

contextual help is available 

Views of contextual help have a contextual help icon in the header (marked in red in the image 

below). 

 
 

 

Contextual help icon 

 

Clicking this icon will display the places for which contextual help is available.  

To view contextual help, click on the help icon next to the selected item.  

A window will appear with information about what the selected contextual help is about and a “Go 

to instructions” button (“Przejdź do instrukcji”).  

After clicking the “Go to instructions” button, the appropriate instruction for the selected item will 

be displayed in a new browser tab. 

 

Login screen - contextual help 
 
 

CONTEXTUAL HELP 

https://ezamowienia.gov.pl/
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In order to set up a user account “Simplified account” (“Konto uproszczone”), you need to go 

to the e-Procurement Platform page, which is available at: https://ezamowienia.gov.pl, and 

then click the “Register” button (“Zarejestruj się”) in the upper right corner". 

 
 

 

Access Portal home page 
 

 

SIMPLIFIED ACCOUNT REGISTRATION 

https://ezamowienia.gov.pl/
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After clicked "Register" (“Zarejestruj się”) an account type selection screen will be displayed. To 

create a user account for a simplified account, select the tile named: “Simplified account” 

(“Konto uproszczone”) and then click the “Next” button (“Dalej”). 

 
Users are individual persons with an account on the e-Procurement Platform. They may be 

subscribers  of information about notices and/or procurement procedures, may report comments 

and questions via  the Ticketing System (System Obsługi Zgłoszeń, SOZ). 

 

 

 

Registration form - user selection 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

SIMPLIFIED ACCOUNT REGISTRATION 
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The “User data” (“Dane użytkownika”) registration form will be displayed. Fields marked with a 

red star are required. After filling in the data, accepting the Platform Regulations, Privacy Policy 

and marking CAPTCHA, click the “Create account” button (“Utwórz konto”).  

The password must consist of at least 8 characters, including: lowercase letter, uppercase 

letter, digit, special character.  

The “Create account” button is activated only after entering correct data, accepting the 

Platform Regulations, Privacy Policy and CAPTCHA. 

 

 

 

Registration form - user data 

 

SIMPLIFIED ACCOUNT REGISTRATION 
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If the form did not contain errors, a green message about successful account creation will appear. 
 
 

Account creation message 

 

An email with an activation button has been sent to the email address provided in the form. 

You need to open the received message and click the “Activate” button ("Aktywuj”). 
 

Message with activation button 
 

A website with a message “Your account has been activated” (“Twoje konto zostało aktywowane”) 
will be displayed. 

 

Account activation information 
 

SIMPLIFIED ACCOUNT REGISTRATION 
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In order to set up a Contracting Body account, please visit the e-Procurement Platform website, 

which Is available at: https://ezamowienia.gov.pl, and then click on the “Register" button 

(“Zarejestruj się”) in the top right corner. 

 
 

 

Access Portal home page 
 

REGISTRATION OF CONTRACTING BODY ACCOUNT 

https://ezamowienia.gov.pl/
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After clicking “Register" button (“Zarejestruj się”), an account type selection will be displayed. To 

create an Contracting Body account, select the “Contracting Body” (“Zamawiający”) tile and 

then clictct the  to choose tile about name "Purchaser", and the "Next" button (“Dalej”). 
 

Registration form – choice of the Ordering Body 
 
 

REGISTRATION OF CONTRACTING BODY ACCOUNT 
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The registration form "Entity details –  the Ordering Body" (“Formularz rejestracji – 

Zamawiający”) will be displayed. F ill in  all fields marked with an asterisk and then click the  

"Next" button (“Dalej”). 

 

Registration form of the Contracting Body – entity details 

 

REGISTRATION OF CONTRACTING BODY ACCOUNT 
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The system validates following fields: 

• Contracting Body name – the field must not be blank nor contain semicolon (';'). 

• Part of Contracting Body name – the field must not contain semicolon (';'). 

• REGON – 9 digits, the last  digit checksum, 

• NIP – 10 digits, the last digit checksum, 

• National Identification Number – required, If no NIP nor REGON provided, 

• Location – selection from the NUTS-3 list, 

• Postal code - format XX-XXX, or XXXXX (e.g. 63-055, 63055), 

• City – selection from the TERYT list, 

• Website address - acceptable formats: www.adres.pl, http://adres.pl, https://address.pl, 

address.pl, 

• Point of contact – the name of the department, division, other organizational unit or 

details of the person responsible for conducting procurement procedures for a specific 

Contracting Body, 

• E-mail address - must contain @ and domain (e.g. address@com.pl), 

• Contact phone number- may consist of digits and characters: "+", "-", “.” and space (e.g. 

+48 123 456 789, 123 456 789, 123-456-789, 123456789), 

• Fax number - may consist of digits and characters: "+", "-", “.” and space (e.g. +48 123 456 

789, 123 456 789, 123-456-789, 123456789). 

If the data in the fields validated by the system do not comply with the assumptions described, 

a corresponding message will appear next to each field. 

 
Some of the entity's data, such as its name, NIP or REGON numbers, and contact details may 

be downloaded from the Central Statistical Office (GUS) base. To do so, enter the NIP or 

REGON on the field and click on "Download from Central Statistical Office" (“Pobierz z GUS”) 

button located next to the relevant field. 

Registration form of the Contracting Body- download from Central Statistical Office 

REGISTRATION OF CONTRACTING BODY ACCOUNT 

 

http://www.adres.pl/
http://www.adres.pl/
http://adres.pl/
http://adres.pl/
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In the entered number Is correct, the entity’s data will be downloaded from rh Central 

Statistical Office base and completed by the system in the form. The message about the 

success of the data download will also be displayed. 

 

 

 

Registration form of the Contracting Body - download from Central Statistical Office completed 

 

 

REGISTRATION OF CONTRACTING BODY ACCOUNT 
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If the incorrect number has been entered, the message that the number is incorrect will appear. 
 
 

Registration form of the Contracting Body – incorrect NIP number 
 
 
 

If an entity with the number  entered exists in the system, a message will be displayed. 
 
 

Registration form of the Contracting Body – entity with the given ID already exists 

 
 

 
If the search in Central Statistical Office base failed, a message will be displayed. 

 
 

Registration form of the Contracting Body – download from Central Statistical Office base 
failed 

 
 
 
 
 
 
 
 
 

 

REGISTRATION OF CONTRACTING BODY ACCOUNT 
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The entity Supervisor registration form will then be displayed. Fields marked with a red asterisk 

are required. Once the details have been complement, click the "Next" button (“Dalej”). 

 
 

Registration form of the Contracting Body –supervisor data 
 
 
 
 

REGISTRATION OF CONTRACTING BODY ACCOUNT 
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If the data In fields validated by the system do not comply with the assumptions described a 

corresponding message will appear next to the field. 

 
A summary information of the data entered will be displayed. After verifying the correctness of 

the data, click on the "Next" button (“Dalej”). 

 

 

 

Registration form of the Contracting Body – summary 
 

REGISTRATION OF CONTRACTING BODY ACCOUNT 
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Version instructions: ZKU-5.2 
After clicking "Next" (“Dalej”),the message "Entity and  Supervisor account has been  created" („Konto podmiotu oraz 
Supervisora zostało utworzone”) will be displayed. 

 

Registration form of the Contracting Body – summary 
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A message with a button to  activate your Supervisor account has been sent to the e-mail 

address entered in the form. You should open the message you received and click on the 

"Activate" button (“Aktywuj”). 

 
 
 

 

 

Message with activation button 
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A website with a message “Your account has been activated” (“Twoje konto zostało 
aktywowane”) will be displayed. 

 

 
 

 

 
 
 

 
Account activation information 
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The next step is to activate an entity account. 

 
To do so, log in to the Platform using the Supervisor's account. Go to the 

https://ezamowienia.gov.pl/logowanie  website and enter the correct  login data (username and 

password), and then click on  the “Login" button (“Zaloguj się”). 

 
 

 
 

 

 
 

 

Login screen 
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ENTITY ACCOUNT ACTIVATION 

https://ezamowienia.gov.pl/logowanie
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A website will be displayed where the login details must be selected. To activate the entity 

account, select the option with the name of the entity being registered and the description 

"Select to complete activation" (“Wybierz, aby dokończyć aktywację”). Then click on the "Next" 

button (“Dalej”). 

 

 

 
 

Entity activation – download an  xml file 
 
 

 

The “Application Registration” website will be displayed. You need to download the xml file 

(containing the entity's registration data, entered by the Supervisor in the entity's account 

registration process) by   clicking on the  "Download file" button (“Pobierz plik”). 

 
 

Entity activation – download an  xml file 
 
 

 

ENTITY ACCOUNT ACTIVATION 
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The downloaded XML file should be saved locally on the computer and then signed with a 

trusted profile, qualified signature electronic, personal signature or electronic seal. The file 

must be signed with an internal (enveloped) signature. It should be then uploaded by clicking 

on the  "Add signed application file (XMP  format)" button („Dodaj podpisany plik wniosku 

(w formacie XML)). 

 

 
 

 

Entity activation – upload an  xml file 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ENTITY ACCOUNT ACTIVATION 
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The data from the application will be displayed on the website - it must match the data from 

the XML file. Check the correctness of the data and click “Send file” (“Wyślij plik”) to confirm 

the registration of the entity. 
 

Entity activation - uploading signed xml file 
 

 

Version instructions: ZKU-
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A message about entity activation will be displayed 
 

 

Entity activation - activation message 
 

Version instructions: ZKU-
5.2
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To create an Economic Operator account, you need to go to the e-Procurement Platform 

website, which is available at: https://ezamowienia.gov.pl, and then click the “Register” button 

(“Zarejestruj się”) in the upper right corner. 

 
 

Hom page of the Access Portal 

 

REGISTRATION OF ECONOMIC OPERATOR ACCOUNT 
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The account type selection screen will be displayed. To create an Economic Operator account, 

select the tile named: “Economic Operator” (“Wykonawca”) and then click the “Next” button 

(“Dalej”). 

 

 
 

 
 
 

 

Registration form - Economic Operator selection 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

REGISTRATION OF ECONOMIC OPERATOR ACCOUNT 
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The “Entity data (Economic Operator)” registration form will be displayed. Fill in all fields 

marked with an asterisk and then click the “Next” button (“Dalej”). 

 

Economic Operator registration form – entity details 

 

REGISTRATION OF ECONOMIC OPERATOR ACCOUNT 
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The system validates the following fields: 

• Economic Operator name - field cannot be empty or contain a semicolon (';'). 

• Part of Economic Operator name - field cannot contain a semicolon (';'). 

• REGON – 9 digits, last digit checksum, 

• NIP – 10 digits, last digit checksum, 

• National Identification Number– required, If no NIP nor REGON numbers is provided, 

• Location – select from the NUTS-3 list, 

• Postal code - format XX-XXX or XXXXX (e.g. 63-055, 63055), 

• City – selection from the TERYT list, 

• Website address - acceptable formats: www.adres.pl, http://adres.pl, https:// address.pl, 

address.pl, 

• E-mail address - must contain @ and domain (e.g. address@com.pl), 

• Contact phone number- may consist of digits and characters: "+", "-", “.” and space (e.g. 

+48 123 456 789, 123 456 789, 123-456-789, 123456789), 

• Fax number - may consist of digits and characters: "+", "-", “.” and space (e.g. +48 123 456 

789, 123 456 789, 123-456-789, 123456789). 

 
If the data in the fields validated by the system do not comply with the assumptions described, 

a corresponding message will appear next to each field. 

 
Some of the entity's data, such as its name, NIP or REGON numbers, and contact details may 

be downloaded from the Central Statistical Office (GUS) base. To do so, enter the NIP or 

REGON on the field and click on "Download from Central Statistical Office" (“Pobierz z GUS”) 

button located next to the relevant field. 

 
This is described in detail  in the section instruction concerning    Registration of Contracting Body account. 

 

 

 
 

 
 

 
 

 

 
 
 

REGISTRATION OF ECONOMIC OPERATOR ACCOUNT 
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Then, it will be displayed a form for registration an entity Supervisor, who is responsible for 

managing the entity data and roles and entity users. Fields marked with a red asterisk are 

required. After completing the data click on the Next”  button ("Dalej"). 

 

 
 
 

Economic operator’s registration form – summary of data entered 
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The message “ displayed side With summary entered data. After verification correctness data 

belongs click button "Next". 
 

Form registration accounts Contractors – summary entered data 
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The message "Entity and  Supervisor account has been  created”  is displayed. 
 

 
 

 
 
 

Successful entity and supervisor account creation message 
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A message with a button to  activate your Supervisor account has been sent to the e-mail 

address entered in the form. You should open the message you received and click on the 

"Activate" button (“Aktywuj”). 

 

 
The process o f  an entity’s account activation is described in detail in the section pf the 

instructions concerning    registration of Contracting Body account 
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