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Minimum and Recommended System Requirements
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Minimum requirements: 
Relatively recent Operating System (e.g. Windows XP or 7, or equivalent)
Office tools (e.g. MS Office support MS Word, MS Excel, or equivalent)
Email client (e.g. MS Outlook, or equivalent) with access to the end-user's mailbox
Browser: Internet Explorer (11 or higher), or Firefox (40 or higher), or Opera / Chrome / Safari (latest)
Session Cookies: enabled
Window Resolution: 1024 x 768
PDF viewer (e.g. Adobe PDF Reader, or equivalent)
Compression/decompression software (e.g. 7zip, winrar, or equivalent)
JavaScript enabled, for full end-user experience
Access to the Internet through HTTP/HTTPS
A valid e-mail address
Pop-up blockers disabled

Recommended requirements: 
Windows 7, or above
MS Office 2003, or above
Email client (e.g. MS Outlook, or equivalent) with access to the end-user's mailbox
Browser: Internet Explorer (11 or higher), or Firefox (45.0.1 or higher)
Session Cookies: enabled
Window Resolution: 1024 x 768
PDF viewer (e.g. Adobe PDF Reader, or equivalent)
JavaScript enabled, for full end-user experience
Compression/decompression software (e.g. 7zip, winrar, or equivalent)
Access to the Internet through HTTP/HTTPS
A valid e-mail address
Pop-up blockers disabled






















[bookmark: _Toc180168813]General Functionality

[bookmark: _Toc447034636][bookmark: _Toc469410935][bookmark: _Toc180168814]General Usage Guidelines

The procurement modules of the e-GP system will provide the following common navigation behaviour/functionality:

Tabular display. Any data displayed in tabular format will have a header which helps the user to navigate.

[image: ]
[bookmark: _Toc294277401][bookmark: _Toc352233261][bookmark: _Toc358215114][bookmark: _Toc447034696][bookmark: _Toc469411018][bookmark: _Toc180171730]Figure 1: Example of a table header 

The arrows [image: ] are used for sorting the results (in ascending/descending order) by the corresponding field. The button [image: ] is used to hide/ show a number of fields in the table.
Any search query or list, with more than a page of results, will include the following navigation buttons.

[bookmark: _Toc447034809][bookmark: _Toc469411159][bookmark: _Toc180171978]Table 1: Pagination options
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	First Page
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	Last Page
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	Previous Page
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	Next Page

	
	



The following buttons are also widely used within e-GP.

[bookmark: _Toc447034810][bookmark: _Toc469411160][bookmark: _Toc180171979]Table 2: Additional options
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	Calendar Button.  Selecting this button opens a calendar enabling the user to select a date

	[image: ]
	Search Button.  Selecting this button opens a searching window enabling the user to search for various codes (e.g. UNSPSC codes)

	[image: ]
	Clear Button. This button clears the selection of the user








[bookmark: _Toc294277243][bookmark: _Toc447034637][bookmark: _Toc469410936][bookmark: _Toc180168815]The Tender Menu Functionality
During the creation of a tender, the Tender Menu contains all available choices to the user. The Tender Menu is collapsed by default.
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[bookmark: minimised_cft_menu][bookmark: _Toc294277402][bookmark: _Toc447034697][bookmark: _Toc469411019][bookmark: _Toc180171731]Figure 2: The Tender Menu (collapsed)

If the user selects the Tender Menu, it will be expanded to show all available functionalities. The user can select any of the provided functionalities.
[image: ]

[bookmark: _Toc294277403][bookmark: _Toc447034698][bookmark: _Toc469411020][bookmark: _Toc180171732]Figure 3: The Tender Menu (expanded)

Selecting the Tender Menu, again, will collapse it (Figure 2).


[bookmark: _Toc294277244][bookmark: _Toc447034638][bookmark: _Toc469410937][bookmark: _Toc180168816]Main Page
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[bookmark: _Toc294277404][bookmark: _Toc447034699][bookmark: _Toc469411021][bookmark: _Toc180171733]Figure 4: Main page

The main page of the e-GP system consists of the following elements:
· Top column, which contains the Login panel, Homepage Panel and Search option Panel. 
· Central column, which contains general information regarding the system, the Suppliers and the users of the Procuring Entity as well as the “Register” button that supplier organization will be in position to self-register in the system. Furthermore, it lists any uploaded news about the system usage. 
· Bottom column, which contains the Information menu panel, helpful links and functionalities which are available within all pages of e-GP. Additionally the aforementioned column contains the [image: ] button for online chat that guest users will be in position to contact live with helpdesk users providing their requests.   

The following are the most important sections within the main page.
[bookmark: _Toc294277245][bookmark: _Toc447034639][bookmark: _Toc469410938][bookmark: _Toc180168817]Login Section
[image: ]
[bookmark: login_panel][bookmark: _Toc294277405][bookmark: _Toc447034700][bookmark: _Toc469411022][bookmark: _Toc180171734]Figure 5: Login panel

In this section, functionality is provided to enable all users (Procuring Entity, Suppliers and Administrators) to login in the system providing that they use the correct credentials (username and password). Furthermore, functionality to recover a user’s password is included by selecting the “Forgot your password” option. 



[bookmark: _Toc294277246][bookmark: _Toc447034640][bookmark: _Toc469410939][bookmark: _Toc180168818]Search Section
[image: ]
[bookmark: search_panel][bookmark: _Toc294277406][bookmark: _Toc447034701][bookmark: _Toc469411023][bookmark: _Toc180171735]Figure 6: Search panel

The users can use this section to search for Tenders, Organizations, Users, Contracts and Annual Procurement and Disposal Plan entries. Advanced searching functionality, (by selecting the  [image: ] button) is also provided (Figure 6). Finally, the users also can search for Current Tenders.


[bookmark: _Toc294277247][bookmark: _Toc447034641][bookmark: _Toc469410940][bookmark: _Toc180168819]Login to the System
All users of the e-GP module should have an appropriate user name and password. In order for a user to login to the system, he must provide his/her credentials in the login section of the main page.

[image: ]
[bookmark: _Toc294277407][bookmark: _Toc447034702][bookmark: _Toc469411024][bookmark: _Toc180171736]Figure 7: User login

If the user provides incorrect credentials (either user name or password) an error message will be displayed.

[image: ]
[bookmark: _Toc294277408][bookmark: _Toc447034703][bookmark: _Toc469411025][bookmark: _Toc180171737]Figure 8: Wrong credentials

If the user provides an incorrect password for a username more than the allowed login failures (that is defined by SA user), his/her account will be temporally locked and a message will be displayed. 

[image: ]


[bookmark: _Toc294277248][bookmark: _Toc447034642][bookmark: _Toc469410941][bookmark: _Toc180168820]Login to the System for the First Time
The following steps are available, when the user logs in to access the e-GP services for the first time.
As a first step, the user will have to provide the transaction number (which is received by email after his successful registration on the platform).

[image: ]
[bookmark: _Toc447034704][bookmark: _Toc469411026][bookmark: _Toc294277409][bookmark: _Toc180171738]Figure 9: Confirmation email received during registration. 

After providing his user credentials, the user is requested to provide the transaction number received during the registration.

[image: ]
[bookmark: _Toc294277410][bookmark: _Toc447034705][bookmark: _Toc469411027][bookmark: _Toc180171739]Figure 10: The transaction number

If the user has misplaced the e-mail with the transaction number, it can be resent to the registered e-mail address by clicking on the  [image: ] button.

Finally, the user is prompted to read and accept the System User Agreement.







[image: ]
[bookmark: _Toc294277411][bookmark: _Toc447034706][bookmark: _Toc469411028][bookmark: _Toc180171740]Figure 11: Confirmation of the user agreement



[bookmark: _Toc294277249][bookmark: _Toc447034643][bookmark: _Toc469410942][bookmark: _Toc180168821]Logout from the Platform
The user can exit the e-GP services by selecting the “Logout” functionality.
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[bookmark: _Toc294277412][bookmark: _Toc447034707][bookmark: _Toc469411029][bookmark: _Toc180171741]Figure 12: Logout functionality
[bookmark: _Toc294277250][bookmark: _Toc447034644][bookmark: _Toc469410943][bookmark: _Toc180168822]Password Recovery
The user can recover his password from the “Forgot your password” functionality (Figure 5) available from the home page. 

[image: ]
[bookmark: _Toc294277413][bookmark: _Toc447034708][bookmark: _Toc469411030][bookmark: _Toc180171742]Figure 13: Password recovery/change

If the provided details are valid, the system sends an email to the associated address, containing a transaction number and a unique generated access link.

[image: ]
[bookmark: _Toc294277414][bookmark: _Toc447034709][bookmark: _Toc469411031][bookmark: _Toc180171743]Figure 14: Email containing a registration transaction and unique access link

In order to reset the password, the user accesses the displayed link. To trigger the password reset functionality, the system requires the user to provide: 

· New password
· Password confirmation
· Transaction Number
· Secret question response

[image: ]

[bookmark: _Toc294277415][bookmark: _Toc447034710][bookmark: _Toc469411032][bookmark: _Toc180171744]Figure 15: Resetting the password




[bookmark: _Toc294277251][bookmark: _Toc447034645][bookmark: _Toc469410944][bookmark: _Toc180168823]Maintenance of User’s Profile
After successful authentication the user can edit their profile by selecting the “Edit Profile” functionality accessible from the right drop-down menu. 
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[bookmark: _Toc180171745]Figure 16: Edit user’s profile option
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[bookmark: _Ref292359366][bookmark: _Toc294277416][bookmark: _Toc447034711][bookmark: _Toc469411033][bookmark: _Toc180171746]Figure 17: Edit User’s Profile
The password should follow a specific configuration. To view the password rules the user should click on the link “Password Rules” (Figures Figure 16 and Figure 17). The password configuration rules consist of:
· Letters (upper case/lower case) allowed to be used  
· Numbers allowed to be used
· Characters allowed to be used
· Allowed login failures
· Password lifetime
· Password length (min/max)
· Password history
· Password strength (weak/normal/ medium/strong/ very strong)

[image: ]
[bookmark: _Ref292359367][bookmark: _Toc294277417][bookmark: _Toc447034712][bookmark: _Toc469411034][bookmark: _Toc180171747]Figure 18: Password Configuration Rules

In case the password does not follow the password configuration the following message appears.






[image: ]
[bookmark: _Toc447034646][bookmark: _Toc469410945][bookmark: _Toc180168824]XLS File Format Support
All XLS files uploaded to the e-GP system must abide to the Microsoft Office Excel 2003 format.

	[image: MC900432547[1]]
	
All XLS files must abide to the Microsoft Office Excel 2003 format.

Users that have later versions should save their files in 2003 format (Save as type and select the option “Excel 97-2003 Workbook”).



[bookmark: _Toc447034647][bookmark: _Toc469410946][bookmark: _Toc180168825]XLS File Upload Validation
Every time a new XLS file is uploaded onto the e-GP system, the system performs validation checks to ensure that the uploaded file abides to the pre-defined template for the upload. There are several different templates supported by the system, namely:
· Annual Procurement Plan XLS
· Evaluation Report XLS

Whenever an invalid XLS file is uploaded onto e-GP, the system will either present to the end-user the reasons for not accepting it (e.g. invalid format), or will grant the end-user access to download an Error Report XLS, which details the precise reasons rendering  the XLS invalid.























[bookmark: _Toc294277252][bookmark: _Toc27473116][bookmark: _Toc180168826]Procuring Entity Management
The Users with a role of PEHP or PECPO can perform the following management activities for their Procuring Entity:
· Edit organisation details
· View the users registered within the procuring entity
· Add new users to the procuring entity
· Edit user’s details

The Procuring Entity Management functionality is provided through the “PE Management” menu:

[image: ]
[bookmark: _Toc294277418][bookmark: _Toc27473343][bookmark: _Toc180171748]Figure 19: PE management menu


[image: ]
[bookmark: _Toc294277419][bookmark: _Toc27473344][bookmark: _Toc180171749]Figure 20: Management of Procuring Entity Details

[bookmark: _Toc294277253][bookmark: _Ref447189907][bookmark: _Toc27473117][bookmark: _Toc180168827]Edit organisation details
Selecting “Edit Organisation” allows the user to edit the organisation’s details:

[image: ]
[bookmark: _Toc294277420][bookmark: _Toc27473345][bookmark: _Toc180171750]Figure 21: Editing Organisation details

[bookmark: _Toc294277254][bookmark: _Toc27473118][bookmark: _Toc180168828]View the Users Belonging to the Procuring Entity
Selecting “View Users” functionality allows displaying all the users registered within the selected procuring entity:

[image: ]
[bookmark: _Toc294277421][bookmark: _Toc27473346][bookmark: _Toc180171751]Figure 22: Display of users belonging to the procuring entity.

The name, the role, the country and the current status (active, inactive, deactivated, etc) of each user are displayed.

The following user roles are supported:
· Controlling Officer (CO): Such a user has access rights to manage the Procurement Committee members, to conclude the evaluation and to respond to appeals.
· Head of Procurement (PEHP): Usually assigned to leading officers of a PE. Such a user has access rights to manage the PE and its users and has increased visibility on tender details (i.e. evaluation reports etc.).
· Chief Procurement Officer (PECPO): Such a user has similar access rights to the PEHP and acts as a PEHP assistant.
· Procuring Entity Procurement Officer (PEPO): Usually assigned to officers that do not require increased level of access. These form a “pool” of officials that may be associated with a specific tender for performing specific activities for the tender.
· Procurement Committee Member (PC): Such a user will not be allocated any tasks in the ZEGP. They are created solely for record-keeping purposes so that other users of the PE can identify the current members of the Procurement Committee.

The following roles are only available in the organisation that has been selected to manage the Annual Procurement Plan:
· Head Compliance Officer (HCO): Such a user is assigned the task to review APP submissions and is allowed to publish accepted APP files at the end of the APP cycle. This user is also allowed to allocate CMO users to the “Auditor” role on any tender in the system.
· Compliance Monitoring Officer (CMO):  Such a user is assigned the task to review APP submissions and can also be allocated the Auditor role on any tender in the ZEGP.

[bookmark: _Toc294277255][bookmark: _Toc27473119][bookmark: _Toc180168829]Insert a new user in a Procuring Entity
The PEHP/PECPO user can insert a new user in a particular procuring entity by providing all of the following details:
[image: ]

[bookmark: _Toc294277422][bookmark: _Toc27473347][bookmark: _Toc180171752]Figure 23: Insert a new user in a procuring entity

[bookmark: _Toc294277256][bookmark: _Toc27473120][bookmark: _Toc180168830]Edit user’s details
The user can select to edit the details of a specific user:

[image: ]
[bookmark: _Toc294277423][bookmark: _Toc27473348][bookmark: _Toc180171753]Figure 24: Editing user details

[bookmark: _Toc27473121][bookmark: _Toc180168831]Login Notifications
A user can choose to be notified by e-mail whenever their credentials are used to login to the e-GP system. This is accomplished on the Edit Profile page by selecting the checkbox to enable login notifications.

[image: ]
[bookmark: _Toc27473349][bookmark: _Toc180171754]Figure 25: Login notifications

If the login notifications are enabled/disabled by an administrative user and not by the individual user, the user receives an e-mail notification that their profile has been modified.

[image: ]

[bookmark: _Toc27473350][bookmark: _Toc180171755]Figure 26: Login notifications administrator action confirmation e-mail

When login notifications are activated, each time the user’s credentials are used to login to e-GP, an e-mail notification is sent to the registered e-mail address of the user.

[image: ]
[bookmark: _Toc27473351][bookmark: _Toc180171756]Figure 27: Login notification e-mail



[bookmark: _Toc27473122][bookmark: _Toc180168832]Searching Functionality
The e-GP system provides both simple and advanced search mechanisms.  Both functionalities allow searching for Tenders, Organisations, Users,  Annual Procurement Plan entries and contracts.
[bookmark: _Toc294277258][bookmark: _Toc27473123][bookmark: _Toc180168833]Simple Search
The simple search functionality covers searching for available Tenders, registered Organisations, registered Users, published Annual Procurement Plan entries and contracts. 

Simple search queries are performed by:

· Selecting the search [image: ] button from the right side of the page
· Selecting the type of searching (Tenders, Organisations, Users, Contracts, APP) from the selection list.
· Providing the full name of the required record or part of it using the “*” wildcard.
· Selecting the button [image: ] “Search”.

The results, if any, are then presented in a tabular form.
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[bookmark: _Toc180171757]              Figure 28: Simple search (1)




[image: ]

[bookmark: _Toc180171758]  Figure 29: Simple search (2)
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[bookmark: _Toc294277424][bookmark: _Toc27473352][bookmark: _Toc180171759]Figure 30: Simple search for Tender

[bookmark: _Toc294277259][bookmark: _Toc27473124][bookmark: _Toc180168834]Advanced Search
The advanced search functionality enables searching for Tenders, Organisations, Users, contracts and Annual Procurement Plan entries. In addition, the functionality supports searching Organisations that fulfil a specific supplier profile. In order to perform an advanced search query, the user should:
· Select the search [image: ] button from the right side of the page
· Select the advance search [image: ] link 
· Select the type of the search by using the appropriate button
· Provide information in one or more fields (use of * wildcard is also enabled).
· Select the button “Search”

For further information on each criterion select the respective info icon   [image: ]
The results, if any, will be presented in a tabular form. 

[image: ]
[bookmark: _Toc294277425][bookmark: _Toc27473353][bookmark: _Toc180171760]Figure 31: Advanced search for a Tender

In order to search for an organisation, the user needs to first provide the organisation type (Procuring Entity/ Supplier). 

[image: ]
[bookmark: _Toc294277426][bookmark: _Toc27473354][bookmark: _Toc180171761][bookmark: advance_search_ca]Figure 32: Advanced search for a Procuring Entity

[image: ]
[bookmark: _Toc294277427][bookmark: _Toc27473355][bookmark: _Toc180171762][bookmark: advance_search_eo]Figure 33: Advanced search for a Supplier Organisation

In order to search for a user the organisation type (Procuring Entity or Supplier) must also be selected. 

[image: ]
[bookmark: _Toc294277428][bookmark: _Toc27473356][bookmark: _Toc180171763][bookmark: advance_search_ca_user]Figure 34: Advanced search for Procuring Entity users
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[bookmark: _Toc294277429][bookmark: _Toc27473357][bookmark: _Toc180171764][bookmark: advance_search_eo_user]Figure 35: Advanced search for Supplier users 


The user can search for a specific contract or contracts using also the advanced search. 

[image: ]

[bookmark: _Toc27473358][bookmark: _Toc180171765]Figure 36: Advanced search for Contracts




Annual procurement plan entries can be filtered by any combination of the publication date, the procurement type, the procurement method, the UNSPSC code or the procuring entity.

[image: ]

[bookmark: _Toc180171766]Figure 37: Advanced search for Annual Procurement Plan

[bookmark: _Toc294277260][bookmark: _Toc27473125][bookmark: _Toc180168835]Current Tenders Search
In order to view the latest tenders published within the service, the user can click on search icon[image: ]. The “Current Tenders” link, as depicted in Figure 38 is displayed. This will automatically present the list of the latest tenders that are available to the user (depending on his/her access rights).
[image: ]

[bookmark: _Ref447106600][bookmark: _Toc294277430][bookmark: _Ref447106540][bookmark: _Toc27473359][bookmark: _Toc180171767]Figure 38: Access to Current Tender link (1)


[image: ]

[bookmark: _Toc180171768]Figure 39: Access to Current Tender link (2)

[bookmark: _Toc285159773][bookmark: _Toc294277261][bookmark: _Toc27473126][bookmark: _Toc180168836]CSV Export
In order to download the search results with the retrieved list of users/organisations, the user can click on the [image: ] button. 

The exported file includes the full details of the organisation or user accounts exported e.g. name, username, department and organisation 

[image: ]
[bookmark: _Toc180171769]Figure 40: Export tender button



[bookmark: _Toc27473127][bookmark: _Toc180168837]Supplier Evaluation Comments
A supplier may have received ratings and comments while participating in tenders. A procuring entity user can view these comments by using the search facility to locate the supplier and view their profile. [image: A screenshot of a computer

Description automatically generated]
[bookmark: _Toc180171770]Figure 41: View Supplier evaluation comments

Clicking on the “View Evaluation Comments” button takes the user to a list of tenders. The comments received in that particular tender can be viewed by clicking on the tender name in the list. If the tender in question consisted of multiple lots and the supplier submitted a bid for more than one lot, each lot is visible in the results. The total number of suppliers that participated in the tender is shown together with the ranking achieved by the specific supplier. In addition, comments and a “Rating” can be provided by the Procuring Entity. The “Rating” is a subjective measure on a scale of 1 to 5, with 1 being the lowest rating.

[image: ]

[bookmark: _Toc180171771]Figure 42: Evaluation Comments Page 


These comments and ratings can be used by the Procuring Entity to obtain an indication of the performance of the supplier in previous tenders. This is useful, for example, when searching for suppliers to invite to participate in a Simplified Bidding or Direct Bidding tender. Inviting Suppliers who have previously performed well increases the chances of the procuring entity in obtaining the best value for money.
[bookmark: _Toc27473128][bookmark: _Toc180168838]Bidding/Tender Advertisement
Tender advertisements are managed through the “PE Notices” menu item displayed in the “PE Administration” section. Selecting this option, the user can create the tender advertisement notice.
[bookmark: _Toc27473129][bookmark: _Toc180168839]Creation & Publication of an Advertisement
As a PEHP user, navigate to the depicted top side menu.
[image: ]
[bookmark: _Toc180171772]Figure 43: Advertisements section

From the Prior Information Notice page, the user can continue with the following activities:
· Create a tender advertisement notice
· [image: ]Delete a tender advertisement notice 
· [image: ]Edit a tender advertisement notice
· [image: ]Publish a tender advertisement notice	

To create a new notice, click on the “Create Notice” button.

[image: A screenshot of a computer

Description automatically generated]
[bookmark: _Toc180171773]Figure 44: Create new advertisement

The System will pop-up a new window with one available option that the user needs to select and then enter the respective form by clicking the “Forms module” button.
[image: A screenshot of a computer

Description automatically generated]
[bookmark: _Toc180171774]Figure 45: Select Advertisement

User needs to fill in the mandatory information and click “Next”. 

[image: A screenshot of a computer
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[bookmark: _Toc180171775]Figure 46: Populate advertisement

In the final screen the user saves the form as final and the system generates the advertisement that is ready to be published.

[image: A screenshot of a computer

Description automatically generated]
[bookmark: _Toc180171776]Figure 47: Publish Advertisement

User clicks on “Publish notice” button in order to make the notice available to all Suppliers.

[bookmark: _Toc27473130][bookmark: _Toc180168840]Editing of an Advertisement
A created but not published advertisement can be edited by the user prior to publication. The user can select the advertisement that should be editing and click on the “Edit” button. The system will present to the user the respective form, pre-filled with the original data. The user may perform any changes before saving the advertisement as draft/final.

A created and published advertisement cannot be edited. Instead, a new advertisement must be published, which corrects the content of the initial advertisement. The user can select the advertisement that should be edited and click on the “Edit” button. The system will present to the user the respective form, pre-filled with the original data. The user may perform any changes before saving the advertisement as draft/final. Until the corrected advertisement is published, users will still only have access to the already published version of the advertisement. Upon publication, the new form will be available for end-users, in order to be informed about its new contents.

[bookmark: _Toc27473132][bookmark: _Toc180168841]Annual Procurement Plan (APP)
The Annual Procurement Plan process is a prerequisite for the initiation of a tender procedure.

[bookmark: _Toc27473133][bookmark: _Toc180168842]Create an Annual Procurement Plan Request
For launching a new APP process a HCO user of the Entity that has the “Manage the APP” option enabled will need to login to the e-GP. Under the “Annual Procurement Plan” tab the user may choose to create a new APP cycle by accessing the “Manage Plan Request” page.

[image: A screenshot of a computer
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[bookmark: _Toc180171777]Figure 48: Initiate "Annual Procurement Plan" Process

Upon visiting the new page, the user will be required to fill in the following:
· Expires At: Mandatory field. Date until which the Procuring Entities may respond to the APP request before the consolidation of responses on to a National Level and publication takes place.
· Description: User provides a description for APP

 [image: A screenshot of a computer
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[bookmark: _Toc180171778]Figure 49: “Manage Plan Request” Page

Once the mandatory fields are populated the user clicks on the “Create” button. Once the APP request is dispatched, the Procuring Entities will be enabled to send their responses. 

View which Procuring Entities have responded, and which ones have not yet responded to the APP request, under the “View Plan Submissions” page. The PEHP/PECPOs of these entities will be tasked to “Respond to Annual Procurement Plan Request” after the “Create” button is selected.

[image: ][image: ][image: ][image: ] [image: A screenshot of a computer

Description automatically generated]
[bookmark: _Toc180171779]Figure 50: "View Plan Submissions" Page
[bookmark: _Toc349925195][bookmark: _Ref447127688][bookmark: _Toc27473134][bookmark: _Toc180168843]Respond to Annual Procurement Plan

The PEHP/PEPCO users of all the Procurement Entities will be able to respond to the request for APP submissions. Either through the respective task or the available menu the user accesses the relevant page.

[image: A screenshot of a computer
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[bookmark: _Toc349925235][bookmark: _Toc27473371][bookmark: _Toc180171780]Figure 51: Respond to APP task

[image: A screenshot of a computer
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[bookmark: _Toc349925236][bookmark: _Toc27473372][bookmark: _Toc180171781]Figure 52: View Plan Submissions link

Please note that ONLY valid responses are accepted by the system. The user may download the APP template file, populate it and upload it as their APP response. Alternatively, the user may not upload any file and will not be included in the National Level Annual Procurement Plan after the consolidation process. In this case, it will not be possible to issue any tenders for this procuring entity as it is mandatory to link a tender to an Annual Procurement Plan entry.

[image: A screenshot of a computer
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[bookmark: _Toc349925237][bookmark: _Toc27473373][bookmark: _Toc180171782]Figure 53: Upload APP response

After browsing for the completed response file (in XLS format), the user should select the “Submit” button. The entity’s response is now submitted to the entity managing the APP for review before eventually being consolidated into the national plan.


If any of the criteria mentioned in the first page of the XLS file are not met, the user is alerted to the fact that the submitted file contains errors (Figure 53) and a hyperlink is available to download the error report, which is also in XLS format. The error report contains details as to which cell and which row in the originally submitted APP XLS file failed validation. 
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[bookmark: _Ref447112644][bookmark: _Toc27473374][bookmark: _Toc180171783]Figure 54: APP submission validation
[bookmark: _Toc27473135][bookmark: _Toc180168844]Review APP Responses
As each procuring entity uploads its APP file, the HCO user of the Entity managing the APP will be tasked to review the uploaded files.

[image: ]
[bookmark: _Toc27473375][bookmark: _Toc180171784]Figure 55: Review APP submission task

Each submitted plan can be opened by the user to view the contents of the APP by clicking on the “Download” link (Figure 55). Once the submitted file has been reviewed, the user needs to provide feedback to the entity that uploaded the plan by clicking on the “Review” link next to the submitted APP file (Figure 55).
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[bookmark: _Ref447113065][bookmark: _Toc27473376][bookmark: _Toc180171785]Figure 56: Review APP submission

When providing feedback, the user needs to select whether the file is Accepted or Rejected and must supply a comment in the Comment box.
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[bookmark: _Ref447113271][bookmark: _Toc27473377][bookmark: _Toc180171786]Figure 57: APP feedback

[bookmark: _Toc180168845]APP Entry with Reduced Floatation Justification

A new “Reduced Floatation Justification” column is added in the APP template. In case the aforementioned column is populated the system will not validate the timeframes that were specified for provided procurement procedure. The HCO user will be responsible to check the provided Justification and decide on whether to approve or not the submitted APP.  HCO user is able to view the justification the APP by selecting the “view” link or the “download” link before proceed with his/her decision.





[image: ]

[bookmark: _Toc180171787]Figure 58  View Reduce Floatation Justification – Select View Link (1)
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[bookmark: _Toc180171788] Figure 59  View Reduce Floatation Justification – Select View Link (2)
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[bookmark: _Toc180171789]Figure 60 View Reduce Floatation Justification – Select Download Link



[bookmark: _Ref447127721][bookmark: _Toc27473136][bookmark: _Toc180168846]Publish APP Responses
The system will enable the HCO users of the PE that created the APP request to publish the responses received (if any) even before the deadline for APP Submission ends. The HCO User may navigate to the “Manage Plan Publication” Page.
[image: A screenshot of a computer
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[bookmark: _Toc180171790]Figure 61: Manage Plan Publication option

In this page the User can view all the Plan Cycles, Information about the selected Plan Cycle, the Published Plans of the selected Cycle (if any) and if the User is viewing the current Cycle he can see the “Publishable Plans”. 
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[bookmark: _Toc180171791]Figure 62: "Published Annual Procurement Plan" Page
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[bookmark: _Ref447114893][bookmark: _Toc349925239][bookmark: _Toc27473378][bookmark: _Toc180171792]Figure 63: Publish APP responses

Individual plans can be downloaded by clicking on the “Download” hyperlink under the “Entity Plan” Column (Figure 59). In case the User wants to download a consolidated Plan for all the PEs that have submitted a plan, he/she can click on the [image: ]  button.

When the user is satisfied that all is in order with the submitted plans, they click on the “Publish” button to publish the individual plans. After the plans are published, procuring entities may initiate tenders linked to the items in their procurement plan and members of the public may view the published files or use the search functionality to find individual APP entries.

[bookmark: _Toc27473137][bookmark: _Toc180168847]View Published APP Plans

The published APP Plans can be viewed by all Users as well as Guest Users that do not have a login to the System in the “Published Annual Procurement Plan” page (Figure 61) of the e-GP. 
All Users, even Guest Users may find this Page in the footer of the main page. (Figure 60)
[bookmark: _Ref179382749][image: A screenshot of a computer
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[bookmark: _Toc180171793]Figure 64: Published APP in the main page
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[bookmark: _Ref447116624][bookmark: _Toc27473379][bookmark: _Toc180171794]Figure 65: View published APP Plans



















[bookmark: _Toc27473138][bookmark: section_AssociationOfCAUsers][bookmark: _Toc294277270][bookmark: _Toc180168848]Tender Workspace
In order to issue a tender via e-GP, a tender workspace must be created and configured with the appropriate options.
[bookmark: _Toc27473139][bookmark: _Toc180168849]Preparation of a Tender
Once the Annual Procurement Plan is published the PEHP/PEPCO user may click on the “Create New Tender” link in order to initiate the tender creation process. Upon clicking the aforementioned link, the system will automatically re-direct the user to a new page where a form containing the details of the new tender will be presented. Some default choices will have been made on the form. The remaining details on the form will need to be completed by the PEHP/PEPCO users.
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[bookmark: _Toc349925241][bookmark: _Toc27473381][bookmark: _Toc180171795]Figure 66: Launch tender creation

The user will need to provide all mandatory information.
The user must link the tender to an APP entry by clicking the search icon (Figure 63). The user can only choose from items that his organisation had included in their APP response. Any information included in the APP xls file, will be auto-populated in the form. Multiple tenders can be linked to the same APP entry, but a tender cannot be created without being linked to an APP entry.
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[bookmark: _Ref447126456][bookmark: _Toc349925242][bookmark: _Toc27473382][bookmark: _Toc180171796]Figure 67: Tender Workspace

The APP items can be filtered by completing the search criteria on the form before clicking the “Search” button. Leaving all criteria empty, will return all the entries in the published version of the APP for the user’s Procuring Entity.

[image: A screenshot of a search box
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[bookmark: _Toc27473383][bookmark: _Toc180171797]Figure 68: Search for APP entry to link to tender

The user can click on the “View” hyperlink next to each APP entry to see more details. When the correct entry has been identified, the user must click on the “Select” hyperlink to load the information from the APP item into the tender workspace (Figure 65).
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[bookmark: _Ref447127948][bookmark: _Ref447127931][bookmark: _Toc27473384][bookmark: _Toc180171798]Figure 69: APP search results

The user now completes the remaining details required by the form in order to create the tender workspace. Different parameters need to be provided depending on the procurement method and procurement technique applicable to the tender.
If the suppliers are expected to provide a bid security as part of their response to the tender, the user can select whether the bid security should be a fixed amount or a percentage of the total bid value. 
Once the user properly populates all required information the system will create the workspace. The user will receive a task to “Finalise Tender's Core Information”, before s/he is able to proceed with the publication. That user can edit the details before pressing “Save Changes”. (Figure 66)
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[bookmark: _Ref447184096][bookmark: _Toc349925244][bookmark: _Toc27473386][bookmark: _Toc180171799]Figure 70: Save Changes

After clicking “Save Changes”, some of the details of the tender are not allowed to be edited. If the user identifies any errors in these fields, the tender workspace must be deleted and re-created with the correct values before proceeding. The APP Entry that the User Linked to the Tender during the creation of the Tender will be un-linked in case the workspace is deleted and can be used again.


[bookmark: _Toc180168850]Link APP on Tender Including the Reduced Floatation Justification

In case the APP is accepted by HCO and Published, the PO/TC user will be in position to proceed with Tender preparation by linking the APP entry that contains the justification. The system will not validate the bid submission period.


[bookmark: _Toc27473140][bookmark: _Toc180168851]Association of Procuring Entity Users
In order to continue the procurement process, the user must then associate the following users with the tender:
· PO/TC. Procurement Officer Tender Coordinators (at least 1 user)
· PO/OS. Procurement Officer Opening Staff (at least 2 users)
· PO/ES and PO/ESR.  Procurement Officer Evaluating Staff (at least 1 user). At least one of the evaluators will be associated as head of the evaluation committee (PO/ESR). If only a single evaluator has been associated with the tender his role must be PO/ESR.
[image: ]
[bookmark: _Ref447627633][bookmark: _Toc349925246][bookmark: _Toc27473388][bookmark: _Toc180171800]Figure 71: Associate officers 

The following user role combinations are also permitted: PO/TC + PO/ES and PO/TC+ PO/ESR.  
The procurement officers assigned with the roles PO/TC and PO/OS should belong to the Procuring Entity where the particular tender is published.

By default, the creator of the tender is assigned with the PO/TC role. However, more than one officers acting as PO/TC may be associated in the context of a tender. Assign a combination of roles and/or select other users to associate with the specific tender.
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[bookmark: _Toc349925247][bookmark: _Toc27473389][bookmark: _Toc180171801]Figure 72: Define roles

System will offer a specific facility to search for users that are eligible for association with a specific role. 
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[bookmark: _Toc349925248][bookmark: _Toc27473390][bookmark: _Toc180171802]Figure 73: Search for user to be associated with a specific role

The associated procurement officers assigned with the PO/ES and PO/ESR roles can belong to other procuring entities.

The users and their roles under the particular tender can be modified at any time. Furthermore, a user can be disassociated from a particular tender by selecting the “Disassociate” link next to the user’s name (Figure 70). 

Finally, an evaluator can be replaced at any time during the procurement process (Figure 70).  In this case, all completed evaluations (draft or final) will be copied to the new user’s workspace. The status of all finalised evaluations will change to Draft, in order to allow the new user to edit and modify these evaluations.
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[bookmark: change_user_association][bookmark: _Toc294277446][bookmark: _Toc27473391][bookmark: _Toc180171803]Figure 74: Modifying the role of an associated user

[bookmark: _Toc27473141][bookmark: _Toc180168852]Code of Conduct
When users are initially added to the PO/ES or PO/ESR role, they are added as PO/ES Candidate or PO/ESR Candidate. The users need to review and accept the Code of Conduct which governs their behaviour as members of the Evaluation Committee. They need to indicate their acceptance of the Code of Conduct through the e-GP system by clicking on the task in their Task List.
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[bookmark: _Toc180171804]Figure 75: Task to accept code of conduct

The e-GP system provides standardised wording for the Code of Conduct. The candidate evaluator must indicate acceptance of the Code of Conduct. If they are not willing to abide by the Code of Conduct, a Comment explaining the reason for this is required. The user must click on “Save” in order to store their response to the Code of Conduct task.

An evaluator who declines the Code of Conduct must either be disassociated with the tender or must be replaced. In order to replace an evaluator, the replacement evaluator must have the same status as the original evaluator being replaced. For example, an evaluator whose status is PO/ES Candidate cannot replace an evaluator whose status is PO/ES Accepted.
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[bookmark: _Toc180171805]Figure 76: Code of conduct acceptance

The users allocated the PO/TC role are able to view the responses of members of the evaluation committee through the tender menu.
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[bookmark: _Toc180171806]Figure 77: View PO/ES declaration responses

The response status of each member of the evaluation committee is shown in a table layout.
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[bookmark: _Toc180171807]Figure 78: PO/ES declaration responses

[bookmark: _Ref289327077][bookmark: _Toc294277293][bookmark: _Toc27473142][bookmark: _Toc180168853]Tender Documents
From the tender’s menu the users that are allocated the PO/TC role may create, edit or delete the tender’s documentation. 

[bookmark: _Toc349925249][bookmark: _Toc27473396][image: ]
[bookmark: _Toc180171808]Figure 79: Menu option

The users assigned with the PO/TC role will be able to add and edit the desired documentation as needed. 
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[bookmark: _Toc180171809]Figure 80: Add tender documents

The user may select to automatically upload all documents from a subfolder of the Template Library by clicking the “Create Templates” button. The system will process the request and update the tender’s documentation accordingly.
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[bookmark: _Toc180171810]Figure 81: Create/load/edit document

The User may select to upload a document in Draft or Final Status. In order for the created documents with Draft Status to be available to the suppliers after the publication of the tender, the PO/TC will need to update said documents and set their Status to Final. The user selects the file and clicks the edit button, amends the status of the file and saves the modification.

In order to add other contractual documentation to the tender workspace the user should:
· Select the “Tender Documents” choice from the “Tender Menu”
· Select the “Tender Documents” tab
· Select the “Add Tender Document” button 
· Provide the title of the document 
· Provide the Language of the document 
· Provide a description (non mandatory) 
· Select the file to upload to the system 
· Select the status of the uploaded file (final or draft) 
· Select the button “Save” 

In order to edit a contractual document, the user should press the  [image: ]button. The system enables the user to upload a new version of the document. The user should provide a textual description of the differences between the current and earlier version of the document.  Selecting the button “Save” finalises the action. 

In order to remove a tender document the user selects the document and then presses the [image: ] button. The system always prompts the user to confirm his selection, prior to any deletion.

[bookmark: _Toc27473143][bookmark: _Toc180168854]Define Workflow
The user defines whether the various steps of the tender will be performed online or offline.
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[bookmark: _Toc180171811]Figure 82: Define Workflow


[bookmark: _Toc180168855]Tender Documents Page – Draft Tender Document from Template Library

Following the definition of workflow for a new Tender, the e-GP system will check for all the Documents with status final from template library that the corresponding procurement procedure has been selected for them and copy them within the Tender Documents Area as draft.
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[bookmark: _Toc180171812]Figure 83: Tender Documents Page - Document from Template Library

[bookmark: _Toc27473144][bookmark: _Toc180168856]Define Evaluation Criteria
The user is tasked to define the Evaluation criteria for the tender including weightings for tenders requiring evaluation on parameters in addition to price (if the “Define Tender Structure (and Awarding Criteria)” step is set to “Online” in the workflow). 

[bookmark: _Toc27473145][bookmark: _Toc180168857]Import Criteria
The criteria from a previous tender can be re-used, if they are similar to the criteria for the current tender, by importing an XML file that defines the criteria. The number of envelopes selected on the form should correspond with that in the XML file.
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[bookmark: _Toc180171813]Figure 84: Import evaluation criteria XML file

The evaluation criteria XML file can be located by searching for prior tenders in the “Template Structures” option under the “Tender Creation” menu in the main navigation.
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[bookmark: _Toc180171814]Figure 85: Template structures menu

Selecting this menu item provides the user with a search screen. After completing the search criteria the user clicks on the “Search” button to retrieve all tenders (across all procuring entities) that correspond with the criteria. If a large number of results are returned the search criteria may need to be refined further to the narrow the results.
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[bookmark: _Toc27473402][bookmark: _Toc180171815]Figure 86: Search for previous tenders

The required XML file can be saved to the user’s local computer by clicking on the “XML Structure” link next to each tender. This file can then be uploaded in the screen to import the evaluation criteria.
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[bookmark: _Toc180171816]Figure 87: Template structures search results

[bookmark: _Ref450557888][bookmark: _Toc27473146][bookmark: _Toc180168858]Define Tender Criteria
Prior to the publication of the tender, the PO/TC users are required to create the Tender Structure that includes the questions that bidders need to answer, to participate in the tender. Some of these questions may constitute evaluation criteria for the tender. For simplicity, throughout this section, all questions or requirements created within the Tender Structure are referred to as “Criteria.” The criteria are defined in a structured way, separating them into three categories, which can be grouped into 1 or 2 envelopes. 
· Preliminary Examination Criteria
· Technical Criteria
· Commercial Criteria
· Financial Criteria

The Preliminary Examination, Technical and Commercial parts of a Tender Structure are organised in sections and nested subsections which may contain numerous criteria.
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[bookmark: _Toc180171817]Figure 88: Definition and Management Menus

For each section or nested subsection, the following information is required:
· The label of the section;
· If the evaluation mechanism is a combination of Quality and Price, the weight of the section (the sum of all section weights should be equal to 100; sections in the Eligibility Criteria have associated weights only in case of procedures that include short-listing);
· The scoring threshold required for succeeding in the section (the supplier who scores less points than the threshold, is automatically disqualified).

To define a section, click on the “Definition” [image: ] menu button and then click on the “Add Section” option.
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[bookmark: _Ref274751415][bookmark: _Toc245622663][bookmark: _Toc275624879][bookmark: _Toc326827718][bookmark: _Toc361157731][bookmark: _Toc365315684][bookmark: _Toc395277086][bookmark: _Toc438657676][bookmark: _Toc27473405][bookmark: _Toc180171818]Figure 89: Define Section

Within each section or subsection, particular evaluation criteria types are available. The following types of criteria are supported:
· Text field
· Text area
· Number
· Date
· File
· List

The following properties are common between all types of criteria:
· The label of the criterion. 
· If the criterion is mandatory or not (i.e. a response by the bidder is required for mandatory criteria in order for the bid to be considered by the System as complete and the submission as valid).
· Supplier Read Only. A response is not provided by the supplier in the bid and a score is provided during the evaluation.
· Textual Evaluation. This choice is enabled if textual evaluation will be used for the specific criterion.
· If the criterion is included in the evaluation.  If yes,
· Criterion weight. The sum of all criteria weights within a specific section must be equal to 100, so as to define their relative weights. This weighting mechanism is used in the case of Quality-Price, or when the procedure foresees the short-listing of Suppliers.
· Criterion threshold. The required scoring threshold for a supplier to pass the criterion.

The following sections describe all the supported criterion types.

[bookmark: _Toc243209527][bookmark: _Toc245622536][bookmark: _Toc361157413][bookmark: _Toc365315343][bookmark: _Toc180168859]Criterion Type: Text Field
This criterion is used when the supplier is expected to provide short text response.

[image: A screenshot of a computer

Description automatically generated]

[bookmark: _Toc243209654][bookmark: _Toc245622665][bookmark: _Toc275624880][bookmark: _Toc326827719][bookmark: _Toc361157732][bookmark: _Toc365315685][bookmark: _Toc395277087][bookmark: _Toc438657677][bookmark: _Toc27473406][bookmark: _Toc180171819]Figure 90: Criterion type: text field

[bookmark: _Toc245622537][bookmark: _Toc361157414][bookmark: _Toc365315344][bookmark: _Toc180168860]Criterion Type: Text area
This criterion is used when the supplier needs to provide a longer text response which spans multiple lines and paragraphs.
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[bookmark: _Toc245622667][bookmark: _Toc275624882][bookmark: _Toc326827721][bookmark: _Toc361157734][bookmark: _Toc365315687][bookmark: _Toc395277089][bookmark: _Toc438657679][bookmark: _Toc27473407][bookmark: _Toc180171820]Figure 91: Criterion type: text area
[bookmark: _Toc245622538][bookmark: _Toc361157415][bookmark: _Toc365315345][bookmark: _Toc180168861]Criterion Type: Number 
The following parameters must be defined:
· Minimum and maximum range;
· Measurement units;
· Step. 

As the System can support the automated scoring of any quantifiable criteria, the user may select the type of the evaluation formula to be used:
· Linear Formula: The user defines Lower and Upper Limits with their associated scores.
· Step Formula: The user defines value ranges and their associated scores. Selecting the buttons “Add” and “Delete” inserts and deletes scoring ranges.

[image: A screenshot of a computer

Description automatically generated]

[bookmark: criterion_number_linear][bookmark: _Toc245622669][bookmark: _Toc275624884][bookmark: _Toc326827723][bookmark: _Toc361157736][bookmark: _Toc365315689][bookmark: _Toc395277091][bookmark: _Toc438657681][bookmark: _Toc27473408][bookmark: _Toc180171821]Figure 92: Criterion type: Number with linear evaluation formula
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[bookmark: criterion_number_step][bookmark: _Toc245622670][bookmark: _Toc275624885][bookmark: _Toc326827724][bookmark: _Toc361157737][bookmark: _Toc365315690][bookmark: _Toc395277092][bookmark: _Toc438657682][bookmark: _Toc27473409][bookmark: _Toc180171822]Figure 93: Criterion type: Number with step evaluation formula

[bookmark: _Toc245622539][bookmark: _Toc361157416][bookmark: _Toc365315346][bookmark: _Toc180168862]Criterion Type: File
For this criterion type the user should define the maximum allowed size of the file to be attached.
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[bookmark: _Toc245622672][bookmark: _Toc275624887][bookmark: _Toc326827726][bookmark: _Toc361157739][bookmark: _Toc365315692][bookmark: _Toc395277094][bookmark: _Toc438657684][bookmark: _Toc27473410][bookmark: _Toc180171823]Figure 94: Criterion type: file

[bookmark: _Toc245622540][bookmark: _Toc361157417][bookmark: _Toc365315347][bookmark: _Toc180168863]Criterion Type: List
In order to create a list, the following options should be defined:
· Type of list: A choice between radio buttons, check box and combination box;
· Number of options: The user provides the number of options that should be created ;
· Label: The label for each option created;
· Score: The automated evaluation score for each option.
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[bookmark: _Toc245622674][bookmark: _Toc275624889][bookmark: _Toc326827728][bookmark: _Toc361157741][bookmark: _Toc365315694][bookmark: _Toc395277096][bookmark: _Toc438657686][bookmark: _Toc27473411][bookmark: _Toc180171824]Figure 95: Criterion type: List

[bookmark: _Toc245622541][bookmark: _Toc361157418][bookmark: _Toc365315348][bookmark: _Toc180168864]Criterion Type: Date
In order to create this criterion type, the user provides the following information:
· The minimum and maximum allowed values for the date criterion.
· The evaluation formula (linear formula and step formula), similar to Number criteria. 

[image: A screenshot of a computer

Description automatically generated]

[bookmark: _Toc245622678][bookmark: _Toc275624893][bookmark: _Toc326827732][bookmark: _Toc361157745][bookmark: _Toc365315698][bookmark: _Toc395277100][bookmark: _Toc438657690][bookmark: _Toc27473412][bookmark: _Toc180171825]Figure 96: Criterion Type: Date

[bookmark: _Toc245622543][bookmark: _Toc361157419][bookmark: _Toc365315349][bookmark: _Ref450553960][bookmark: section_SupplierReadOnlyCriteria][bookmark: _Toc180168865]Supplier read only criteria
This choice is enabled for the criteria where the suppliers should not provide any answer (e.g. scoring of meetings, presentations, site visits, etc.). The supplier will view the existence of the criterion but the scoring will be provided directly by the evaluators. The automated evaluation mechanism will be disabled for all the supplier read only criteria.

In this respect, such criteria are “read only” for suppliers (they can see them but cannot provide answers to them) and “read/write” access is provided only to evaluators.
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[bookmark: _Toc245622682][bookmark: _Toc275624895][bookmark: _Toc326827734][bookmark: _Toc361157747][bookmark: _Toc365315700][bookmark: _Toc395277102][bookmark: _Toc438657692][bookmark: _Toc27473413][bookmark: _Toc180171826]Figure 97: Supplier read only criterion

[bookmark: _Toc245622545][bookmark: _Toc361157420][bookmark: _Toc365315350][bookmark: _Toc180168866]Definition of envelope weight
In order to define the weight of the envelopes (Technical and Financial) the user needs to select one of the envelopes and provide the relevant envelope weight.  The following rules must be followed:
· The sum of the weights of the Technical and Financial envelopes must be equal to 100.
· The user needs to define the weight in only one envelope. The other envelope will be assigned the remaining weight.
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[bookmark: _Toc180171827]Figure 98: Technical Envelope’s weight
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[bookmark: _Toc180171828]Figure 99: Financial Envelope’s weight

[bookmark: _Toc245622547][bookmark: _Toc361157421][bookmark: _Toc365315351][bookmark: _Toc180168867]Financial Envelope
The definition of the financial envelope includes the definition of the Financial Element and the introduction of the financial criteria. After the successful completion of these, the financial envelope is considered as complete.
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[bookmark: _Toc180171829]Figure 100: Example of the financial envelope

[bookmark: _Toc245622548][bookmark: _Toc361157422][bookmark: _Toc365315352][bookmark: _Toc180168868]Definition of the financial element
In order to define the financial element, the user must provide the following information:
· Choice if calculation will be performed at present value. 
· Number of years of the financial element (if more than one year, the present value calculation is automatically enabled);
· Discount constant: the constant (e.g. inflation rate) that will be used in order to discount the future prices into their current values;
· Further discount rate;
· Whether VAT should be provided separately;
· Whether other Taxes should be provided separately.
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[bookmark: definition_of_financial_criteria][bookmark: _Toc245622689][bookmark: _Toc275624900][bookmark: _Toc326827739][bookmark: _Toc361157752][bookmark: _Toc365315705][bookmark: _Toc395277107][bookmark: _Toc438657697][bookmark: _Toc27473417][bookmark: _Toc180171830]Figure 101: Definition of the financial element

The aforementioned advanced functionality of “present value calculation” permits evaluators to evaluate financial offers considering future payments through the contract years, also taking into account inflation and currency depreciation.
[bookmark: _Toc245622549][bookmark: _Toc361157423][bookmark: _Toc365315353][bookmark: _Toc180168869]Setting financial criteria
In order to create financial criteria, the user inserts the following information:
· The name of the criterion ;
· Whether the criterion is mandatory or not (at least one financial criterion should be mandatory);
· Whether an attachment (containing a detailed price schedule) is mandatory or not;
· If applicable, whether the Domestic Preference Discount applies to this criterion.
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[bookmark: _Ref274752647][bookmark: creation_of_financial_criterion][bookmark: _Toc245622690][bookmark: _Toc275624901][bookmark: _Toc326827740][bookmark: _Toc361157753][bookmark: _Toc365315706][bookmark: _Toc395277108][bookmark: _Toc438657698][bookmark: _Toc27473418][bookmark: _Toc180171831]Figure 102: Define Financial Criterion

[bookmark: _Toc245622551][bookmark: _Toc361157424][bookmark: _Toc365315354][bookmark: _Toc180168870]Validating and saving the Tender Structure
To validate whether the Tender Structure conforms to all the System evaluation rules, select the “Validate” option after clicking on the “Management” button. In case the Tender Structure is successfully validated, a relevant message is displayed. A different message is displayed if a validation rule is violated. In this case, the message also provides a description of the violation.
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[image: ]
[bookmark: tender_structure_validation_error][bookmark: _Toc245622693][bookmark: _Toc275624903][bookmark: _Toc326827742][bookmark: _Toc361157755][bookmark: _Toc365315708][bookmark: _Toc395277110][bookmark: _Toc438657700][bookmark: _Toc27473420][bookmark: _Toc180171833]Figure 104: Violation of a validation rule in a tender structure

Of course, the validation rules relate only to the soundness and completeness of the Tender Structure and not its “business” content. The validation rules will, for instance, check whether the weights of criteria in a section sum to 100 and will check whether there is a list criterion for which the possible answers are not defined. But it cannot validate whether all business questions/requirements for a tender are included by the user or whether there is a missing financial criterion.

[bookmark: _Toc245622553][bookmark: _Toc361157425][bookmark: _Toc365315355][bookmark: _Toc27473147][bookmark: _Toc180168871]Create Tender Structure with Lots
In the event of a tender with Lots, the PO/TC user needs to specify the relevant tender parameters during the Tender Structure creation phase, in order to create a tender which can be awarded in Lots. Creating the Tender Structure for each separate Lot does not differ from creating a Tender Structure for a tender without Lots. As shown  below, the user will be able to select the Lot to create and modify its structure.
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[bookmark: _Toc180171834]Figure 105: Selection of Lot

The only difference is that the Eligibility criteria are defined only once for all Lots, while the Technical and Financial criteria are specific to each Lot. After the selection of the appropriate Lot (already pre-defined during the tender workspace creation), the PO/TC user is able to add sections, subsections and criteria as for a tender that does not contain lots (section 8.7.2).

[bookmark: _Toc180168872]Copy Lot Structure between Lots
The System allows PO/TC users to copy the Tender Structure of one Lot to another Lot. This can be used when the evaluation criteria of one Lot are similar to one or more other Lots. The System allows the user, after copying criteria from one Lot to another, to then edit them, so that they are adjusted to the exact needs of each Lot.
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[bookmark: _Toc180171835]Figure 106: Copy Lot Structure

[bookmark: _Toc27473148][bookmark: _Toc180168873]Create / Publish Tender Notice
Once all documentation is finalised the user may proceed to the creation and publication of the Tender Notice (for Open/Limited National/International Bidding/Selection procedures). A respective task will be available in the user’s task list. The user will navigate to the “Notices” tab in the Tender Documents tab of the Tender.
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[bookmark: _Toc180171836]Figure 107: Create Tender Notice

In the pop-up window that opens when the user clicks on “Create Notice”, there is only a single option available for the user to select to create the Tender Notice. The form is loaded after the user clicks on the “Forms Module” button.
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[bookmark: _Toc27473424][bookmark: _Toc180171837]Figure 108: Form filling tool / notice details

Certain of the fields in the notice are drawn from the tender structure and cannot be edited by the user in the notice. After all the remaining details are populated, the user may save the notice as “Draft” or “Final”. Any notice saved in “Final” status is available for publication.
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[bookmark: _Toc180171838]Figure 109: Contract notice publication

[bookmark: _Toc294277297][bookmark: _Ref352150467][bookmark: _Toc27473149][bookmark: _Toc180168874]Invitations
Once all documentation is finalised the user may proceed to the creation and dispatch of invitations (for Simplified Bidding or Direct Bidding procedures). A respective task will be available in the user’s task list. The user will navigate to the Invitations tab in the Tender Documentation screen.
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[bookmark: _Toc180171839]Figure 110: Invitations tab / Create new invitation

The user will need to click on “Create New Invitation” for the system to auto-generate the respective information

The system populates all fields with any core information. The list of Suppliers is populated by the user along with a description and any additional attachments.
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[bookmark: _Toc180171840]Figure 111:  Invitation page

Upon clicking of the “Send Invitation” button the system will dispatch the invitation to all invited suppliers and will trigger the bidding process.

[bookmark: _Toc180168875]Approval of Flotation Period – Limited Selection Procurement Method 

In case of Limited Selection procurement method, when the PO/TC user creates/ modifies an invitation by providing a bid submission deadline period that is lower than minimum 28 days validation period, the Compliance Monitoring Officer (CMO) user of the authority that manages the compliance monitory should review the modification before the bid submission deadline date is updated in the system.

A comment field will be available in the “Invitation” page. PO/TC has to provide a mandatory comment and select the [image: ] button.
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[bookmark: _Toc180171841]Figure 112 Send invitation for Review


Upon selecting the [image: ] button the invitation will be sent for approval by CMO user the following message is displayed.
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[bookmark: _Toc180171842]Figure 113 Invitation has been sent to CMO for Approval


The task “Review the Authority Response” will be available on CMO user’s task list. 
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[bookmark: _Toc180171843]Figure 114 Review the Authority Response Task


Upon selecting the relevant task, the CMO user will be able to view the tender’s commencement date (if available), initial bid submission deadline (if available), new bid submission deadline date and the provided comment by the PO/TC. Also, the following options are displayed



· Approve bid submission deadline date: In case the CMO user approves the modification the TC user will be notified that the CMO user accepted the reduction request through email and the bid submission deadline will be updated. 
· Reject bid submission deadline: In case the CMO user rejects the proposed bid submission deadline date the CMO user will have to also provide a mandatory comment, the PO/TC user will be notified that the CMO user rejected the proposed bid submission deadline date via email. 

In order the user to provide the selected decision he/she has to select the [image: ] button.
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[bookmark: _Toc180171844]Figure 115 CMO approval flotation period page



The following mail notification will be sent to TC user including the attached file in case of acceptance of bid submission date.
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[bookmark: _Toc180171845]Figure 116 Email Notification - Accept bid submission deadline


The following mail notification will be sent to PO/TC user in case the rejection of Bid submission date.
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[bookmark: _Toc180171846]Figure 117 Email Notification – Reject Bid submission deadline



[bookmark: _Toc180168876]Modify Tender Structure

The PO/TC user will be in position to modify the tender structure during the bid submission period. The user selects the option “View Evaluation Criteria” from “Show Menu” drop-down menu for a specific tender.
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[bookmark: _Toc180171847]Figure 118 View Evaluation Criteria Option

On evaluation criteria page the user selects the [image: ] button in order to be able to modify the evaluation criteria
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[bookmark: _Toc180171848]Figure 119 Edit Button


Following the selection of aforementioned button the user can modify the number of envelopes or to import an existing XML structure and the information of existing or create new criteria, sections for each tab (Preliminary, Technical, Commercial, and Financial). 

[image: ]

[bookmark: _Toc180171849]Figure 120 Modify evaluation criteria

The tender structure modification isn’t completed when the user selects to save the modifications as “draft” or just to select the “edit” button. Also the task “Finalisation of Pending Tender Structure” will be available in order the user to be informed to finalise the modifications of evaluation criteria. 
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[bookmark: _Toc180171850]Figure 121 Finalisation of Pending Tender Structure Task
 
In this stage upon the user selecting the aforementioned task or the option “view evaluation criteria” from “Show Menu” drop-down menu will be able to finalise the structure by selecting the [image: ] button. Then, the modification of evaluation criteria will be completed

[image: ]

[bookmark: _Toc180171851]Figure 122 Finalise Modified Tender Structure 

In case the tender structure is modified by the PO/TC user all the already submitted bids will be automatically marked as invalid and the supplier organisations that have already submitted their bids will be informed through an email notification in order to re-submit their bids.

[bookmark: _Toc180168877]Tender Cancellation 

The system provides the addendum notice option to be done when the tender is cancelled at any point of the process. The cancellation button is available on tender details page. The user provides the reason of cancellation and selects the [image: ]  button.
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[bookmark: _Toc180171852]Figure 123 Cancel Tender


Following the tender cancellation the “Create Addendum for CfT cancelation “task is available
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[bookmark: _Toc180171853]Figure 124 Create Addendum for CfT cancelation task







The PO/TC user will be able to create an addendum notice. 
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[bookmark: _Toc180171854]Figure 125 Create Addendum Notice (1)
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[bookmark: _Toc180171855]Figure 126 Create Addendum Notice (2)


 The saved as draft addendum notice can be deleted [image: ] or edited [image: ]
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[bookmark: _Toc180171856]Figure 127 Edit/ Delete Addendum Notice
  
Addendum Notice with status “Final” can be edited  [image: ] or published[image: ]. The status of tender will be changed to “Cancelled” following the publication of addendum notice.
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[bookmark: _Toc180171857]Figure 128 Edit/ Publish Addendum Notice
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[bookmark: _Toc180171858]Figure 129 Publish addendum Notice



[bookmark: _Toc294277298][bookmark: _Toc27473150][bookmark: _Toc180168878]Clarifications
In the section of clarifications the system provides the following functionality to the user:
· To manage all clarifications which have been requested by Suppliers.
· To insert clarification requests which have been introduced by Suppliers offline.
· To provide information not associated with any particular requests.

Each clarification request has one of the following statuses:
	[image: ]
	The clarification request has not been answered

	[image: ]
	The clarification request has been answered

	[image: ]
	The clarification request has been published



Once the PO/TC of the tender receives a request for clarification a respective task will be created. The user may access the request and create an answer for it. 

[bookmark: _Toc349925257][bookmark: _Toc27473428][image: A screenshot of a computer
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[bookmark: _Toc180171859]Figure 130: View clarification request

In responding to the request, the PO/TC user is able to edit the initial request as well as provide a response. The request may need to be edited in circumstances where it contains details that could identify the source of the request, as all clarifications should remain anonymous. In addition to providing a response to the clarification, an attachment may be added for suppliers to read. If more than one document needs to be sent, these should be combined into a ZIP file and this file should be uploaded with the clarification response.

[bookmark: _Toc349925258][bookmark: _Toc27473429][image: ]

[bookmark: _Toc180171860]Figure 131: Reply to clarification request

Upon answering the clarification request, the response will still not be available to suppliers until the publication of the clarification by the PO/TC. 

[bookmark: _Toc349925259][bookmark: _Toc27473430][image: A screenshot of a computer
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[bookmark: _Toc180171861]Figure 132: Publish clarification request

Once the clarification is published it will be made available to all suppliers associated with the tender and not only the supplier who initiated the request for clarification. The PO/TC user also has the option to download a PDF file with all published clarifications.

[bookmark: _Toc349925260][bookmark: _Toc27473431][image: A screenshot of a computer
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[bookmark: _Toc180171862]Figure 133: View published clarifications
[bookmark: _Toc294277302]
[bookmark: _Toc27473151][bookmark: _Toc180168879]Create an Offline Request for Clarification
In order to create a clarification request which was received offline, the user selects the “Enter Offline Requests for Clarification” tab. The user can then provide the following information (Figure 107):
· Title of the request.
· Language of the request.
· Description of the clarification request.
· Name of the requestor.
· City.
· Address.
· Post Code.
· Phone Number.
· Fax number

[bookmark: clarification_request_offline][bookmark: _Toc294277509][bookmark: _Toc27473432][image: A screenshot of a computer
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[bookmark: _Toc180171863]Figure 134: Offline request for clarifications

[bookmark: _Toc294277303][bookmark: _Toc27473152][bookmark: _Toc180168880]Creation of a Clarification Without Request
In order to create a clarification without a request, the user selects the tab “Create Clarification without a Request”. The user then provides the following information:
· Title of the clarification.
· Language of the clarification.
· Description of the request.
· Details (Body) of the clarification.
· Attached file for the clarification (optional).

The user selects the “Send Request” button to send the request.

[bookmark: _Ref353884373][bookmark: _Toc27473433][image: A screenshot of a computer
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[bookmark: _Toc180171864]Figure 135: Clarification without a request


The PO/TC user will be in position to answer and publish his response on a supplier’s clarification request even after the end of bid clarification period. Additionally, PO/TC will be in position to raise a clarification without request even after the end of the bid clarification period, answer and publish his/her response on a supplier’s clarification request and raise a clarification without request until the bid opening expiration date.



[bookmark: _Toc294277305][bookmark: _Toc27473153][bookmark: _Toc180168881]Bid Opening
The opening of the bid documents is performed according to the four-eyes principle and requires the involvement of two procurement officers who have been associated as Opening Staff (PO/OS) to the specific tender. 

The first PO/OS user submits the list of bid documents which he proposes to be opened. The second procurement officer has the choice to either approve or reject the first opener’s choice.  All these actions are later registered in the automatically generated opening report. Where the bid requires a bid security, the bid security provided by each supplier is also recorded in the opening report.

[bookmark: _Toc349925208][bookmark: _Toc27473154][bookmark: _Toc180168882]Unlock Bids – 1st PO/OS
Once bid opening date is reached one of the PO/OS user will need to login. The user’s task list will be updated as per below.

[bookmark: _Toc349925274][bookmark: _Toc27473434][image: A screenshot of a computer
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[bookmark: _Toc180171865]Figure 136: Open bids task

The user will be able to view the preliminary tender opening page either through the task or the respective menu item from the Tender Menu. Where the tender workflow specified Offline bid submission, the user must add information for bids received offline (section 9.2) before proceeding to authorise the opening.

Where the tender allows submission of bids in foreign currencies, the PO/OS needs to provide the exchange rate for each of the foreign currencies in relation to the Zambian Kwacha.

[bookmark: _Toc349925275][bookmark: _Toc27473435][image: A screenshot of a computer
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[bookmark: _Toc180171866]Figure 137: 1st PO/OS view

The PO/OS user should then proceed to select all the bids that should be opened and confirm the bid opening.

[bookmark: _Toc27473436][image: A screenshot of a computer
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[bookmark: _Toc180171867]Figure 138: Confirm bids to be opened

[bookmark: _Toc349925209][bookmark: _Ref447619689][bookmark: _Toc27473155][bookmark: _Toc180168883]Offline Bids
In case offline bids have been specified in the tender structure, the PO/OS may update the system with the respective information. The only limitation is that the Supplier that performed the offline submission must exist as a registered Supplier in the System. 
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[bookmark: _Toc180171868]Figure 139: 1st PO/OS view for offline bid submission

The process may be repeated to capture the information for multiple supplier submissions.

[bookmark: _Toc349925276][bookmark: _Toc27473438][image: A screenshot of a computer
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[bookmark: _Toc180171869]Figure 140: Add tender received offline

The PO/OS searches for the respective Supplier through a dedicated search facility. When the tender is initiated by invitation rather than by publication, only invited suppliers are available for selection by the PO/OS user.

[bookmark: _Toc349925277][bookmark: _Toc27473439][image: A screenshot of a computer
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[bookmark: _Toc180171870]Figure 141: Search for the Supplier that submitted offline bid

Once all information is inserted the PO/OS will click the “Confirm Bids Opening” button to authorise the opening of bids. 

[image: ]

[bookmark: _Toc349925278][bookmark: _Toc27473440][bookmark: _Toc180171871]Figure 142: View of bids to be opened for offline submission

In case the user has grounds for not allowing a bid to be opened, then the respective bid should not be included in the list of bids to be opened (i.e. not tick the relevant entry).

[bookmark: _Toc349925210][bookmark: _Toc27473156][bookmark: _Toc180168884]Approve Unlocking – 2nd PO/OS
Once the 1st PO/OS authorises bid opening, the process reverts to the 2nd member of the opening committee. 
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[bookmark: _Toc180171872]Figure 143: 2nd PO/OS view

The user either accepts the proposed bids opening or rejects the list of bids and proceeds in re-performing the selection process for the bids that are proposed to be opened. In the latter case, the flow will revert back to the 1st PO/OS again to accept the new proposal.

Once the opening is approved the System (after a few seconds pass) will display the list of opened bids along with the report of the opening ceremony.
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[bookmark: _Toc180171873]Figure 144: Opened bids list view and opening report

[bookmark: _Toc294277309][bookmark: _Toc27473157][bookmark: _Toc180168885]Evaluation of Bids
Through the task or the respective tender menu item, the PO/ES users proceed to the evaluation of the bids until the conclusion of the evaluation process. 
[bookmark: _Toc27473158][bookmark: _Toc180168886]Conflict of Interest Declaration
Before being granted access to the submitted bids to conduct evaluation, the members of the evaluation committee need to complete the conflict of interest declaration indicating that they are not in a conflicted position with regards to the suppliers who have submitted bids for the tender. A task will be added to the users’ task list on their homepage.
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[bookmark: _Toc180171874]Figure 145: Conflict of interest task

Clicking on the task takes the user to the declaration screen, where they need to provide their declaration status. A comment may be provided if the user selects “Yes” for the perceived or actual conflict of interest question. In order to view the list of bidders the user selects the “View Bids” option through the provided link.
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[bookmark: _Toc27473444][bookmark: _Toc180171875]Figure 146: Conflict of interest declaration
[bookmark: _Toc27473159][bookmark: _Toc180168887]Replace Evaluator
The PO/TC user is able to view the response status of all members of the evaluation committee from the Tender Menu by selecting the “PO/ES declaration responses” option.
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[bookmark: _Ref447627259][bookmark: _Toc27473445][bookmark: _Toc180171876]Figure 147: PO/ES declaration responses menu selection

The results are shown in a table layout indicating the “Code of Conduct” as well as “Conflict of Interest” status of each evaluator.
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[bookmark: _Toc180171877]Figure 148: Evaluation committee member declarations

An evaluator who has declared a conflict of interest can be replaced by the PO/TC with another evaluator by accessing the Associated Officers option in the Tender Menu (Figure 63). The replacement evaluator must have the same status as the one being replaced, i.e. an evaluator who has not accepted the code of conduct cannot replace an evaluator who has accepted the code of conduct.
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[bookmark: _Toc180171878]Figure 149: Replace conflicted evaluator

Clicking on the “Replace Evaluator” link launches a pop-up window that allows the PO/TC user to search for a replacement evaluator. Only eligible replacements are shown in the search results. If no results are found, then the desired user must be added to the PO/ES role and must accept the code of conduct declaration before they can be selected to replace the conflicted evaluator.
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[bookmark: _Toc180171879]Figure 150: Search for replacement evaluator

[bookmark: _Toc27473160][bookmark: _Toc180168888]Disassociate Evaluator
The PO/TC user also has the option to disassociate an evaluator from the tender without replacing them. In this case, the evaluation committee size is reduced by one member.
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[bookmark: _Toc180171880]Figure 151: Disassociate conflicted evaluator

[bookmark: _Toc27473161][bookmark: _Toc180168889]Clarifications During Evaluation
During the evaluation phase, the evaluation team of a tender may contact a supplier that has submitted a bid in order to request additional information and/or obtain clarifications for the bid. To do so, a user may access the “Clarifications” section under the Tender Menu.
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[bookmark: _Ref353890684][bookmark: _Ref353890678][bookmark: _Toc27473450][bookmark: _Toc180171881]Figure 152: Clarifications link under the tender Menu

Once in the “Clarifications” section, the user must select the “Evaluation Clarifications” tab and then click on the “Requests for clarification” button. This will present to the user a new form for defining the clarification being sought, allowing the user to select the recipient supplier(s).
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[bookmark: _Toc27473451][bookmark: _Toc180171882]Figure 153: New clarification during evaluation

Once a response is provided by the supplier, a new task will appear in the Homepage of the user.
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[bookmark: _Toc180171883]Figure 154: New task for clarification during evaluation

To view the full details of the supplier response, the user can click on the task “View Answer for Evaluation Clarification”. The PO/TC user also has the option to download a PDF file with all the evaluation clarification responses.

[bookmark: _Ref447632579][bookmark: _Toc27473453][image: A screenshot of a computer
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[bookmark: _Toc180171884]Figure 155: Evaluation clarifications list

[bookmark: _Toc27473162][bookmark: _Toc180168890]Evaluation of Bids
Upon completion of the opening process, the system will generate the “Evaluate bids” task for online procedures or the “Enter offline results” for offline procedures. The user has access to the separate bid of each Supplier.

[bookmark: _Toc349925282][bookmark: _Toc27473454][image: A screenshot of a computer
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[bookmark: _Toc180171885]Figure 156: Evaluation task

The user opens each envelope of the bid and populates the respective scores for each criterion. 

In case and the PO/ES or PO/ESR users give a Score that is under the current Threshold, the “Justification” field [image: ]under the Evaluation Score is mandatory for both users. In case the Evaluation Score is over the Threshold given, the Justification is optional.
After all scores are provided, the PO/ESR user will then proceed in finalizing the evaluation process and generate the respective evaluation report. The PO/ESR user will be able to proceed to finalizing the evaluation process if at least one member of the bid evaluation committee has provided an evaluation for each supplier’s bid. 

In case of the below procurement methods at least 3 evaluators should save their evaluation as final before the PO/ESR user become in position to finalise the corresponding envelope (Eligibility, Technical, Commercial and Financial)
· Open Bidding National  
· Open Bidding International 
· Open Selection National 
· Open Selection International 
· Limited Bidding
· Limited Selection

The evaluators are able to proceed with next envelope only in case the previous envelope is finalized.
[bookmark: _Toc173846775][bookmark: _Toc349925283][image: A screenshot of a computer
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[bookmark: _Toc180171886]Figure 157: Preliminary Criteria Evaluation 

[bookmark: _Toc173846776][image: A screenshot of a computer
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[bookmark: _Toc180171887]Figure 158: Technical Criteria Evaluation 

[bookmark: _Toc173846777][image: A screenshot of a computer
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[bookmark: _Toc180171888]Figure 159: Commercial Criteria Evaluation 
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[bookmark: _Toc180171889]Figure 160: Financial Criteria Evaluation

In case the finalized financial value of the Supplier is modified during the evaluation, the corresponding Supplier admin user will be tasked to approve/reject the updated financial value. In case the supplier admin user selects the “accept” option, the financial value will be automatically updated. The PO/ES and PO/ESR users can be informed when they pass over the check icon[image: ].
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[bookmark: _Toc180171890]Figure 161: Financial Value Pending Review from Supplier

In case the supplier admin selects the “reject” option, the financial value will not be modified and  the PO/ESR will have option to pass/fail the evaluation and select [image: ]  button to finalise it.


[image: ]  
[bookmark: _Toc180171891]Figure 162  Supplier Rejection – PO/ESR options


Finally, the PO/ESR user can view the supplier response on overall evaluation page under the “Supplier Financial Score Review” section.
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[bookmark: _Toc180171892]Figure 163  PO/ESR Supplier Financial Score Review
 







The PO/ESR user has three options available when reviewing the evaluations of each member of the bid evaluation committee:
Accept the information provided and finalise the evaluation;
Request re-evaluation by one or more evaluators;
Discard one or more evaluations from the results (the scores are recalculated by the system to remove these evaluations from the final results).
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[bookmark: _Toc180171893]Figure 164: Review individual evaluations



[bookmark: _Toc27473163][bookmark: _Toc180168891]Evaluation Report
Once evaluation results are finalised   the “Generate evaluation report task is available on PO/ESR task list. The user select the “Generate evaluation report” button in order to proceed with evaluation report generation. 
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[bookmark: _Toc180171894]Figure 165: Evaluation report task
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[bookmark: _Toc180171895]Figure 166: Generate Evaluation report

[bookmark: _Toc180168892]Approve evaluation report


When the Evaluation report is generated the PO/ESR and PO/ES users may approve the evaluation report or upload a new version of evaluation report by selecting the “Approve” or “Upload a new Version” buttons. 

The PO/ESR user will be in position to view within the manage evaluation reports page whether a PO/ES user has approved the evaluation report or not. 
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[bookmark: _Toc180171896]Figure 167 PO/ESR Manage Evaluation Report Page – Approval Status of PO/ES   


Additionally the PO/ESR user will be in position to issue alert on PO/ES user that has not yet approved the evaluation report within the manage evaluation report page by selecting the “Send Reminder” option.
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[bookmark: _Toc180171897]Figure 168 Send Reminder to PO/ES 


Upon the PO/ESR selecting the “Send Reminder” option the below email notification will be dispatched to the PO/ES user.
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[bookmark: _Toc180171898]Figure 169 PO/ES Email Notification
In case the PO/ESR accepts the evaluation report, the flow will not expect the acceptances from the remaining PO/ES user but it will proceed with the “Manage evaluation Report” task of the PEHP user.


[bookmark: _Toc180168893]Manage Evaluation Report

In case the evaluators Approves the report, a new task will be made available for the PEHP User to “Manage Evaluation Report”. The User has the option whether to “Approve as Final” or “Reject and Request Re-Evaluation” the evaluation report. 
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[bookmark: _Ref179890350][bookmark: _Toc180171899]Figure 170: Approve as final/ Reject Evaluation Report


Upon the user selecting the [image: ] button a pop-up window is displayed an the user will be able to select the stage (if the tender consist of 2 stages) the envelope (if the tender consist of 2 envelopes) and “revert to state” with the following options

· Tender Opening: upon selecting the aforementioned option the tender will be reverted to bids opening stage and PO/OS users will proceed with bids unlocking again
· Tender Evaluation: upon selecting the aforementioned option the tender will be reverted to bids evaluation stage and evaluators will proceed with bids evaluation again
· Evaluation Report Generation: upon selecting the aforementioned option the tender will be reverted to generate evaluation report stage and PO/ESR will proceed with generation of evaluation report again.
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[bookmark: _Toc180171900]Figure 171 Reject and Request Re- evaluation Options


The user selects the [image: ] button in order to apply one of the above options.
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[bookmark: _Toc180171901]Figure 172 Apply Option


When the user select the [image: ] button the tender will procced with the next step of approval that is documented on section 10.8



[bookmark: _Toc180168894]Conclude Evaluation

According to the configured threshold, the tender needs to be approved by the procurement committee. The PO/TC or CO of PE that the tender was created will be tasked to provide feedback from the procurement committee meeting.
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[bookmark: _Toc180171902]Figure 173 PO/TC Procurement Committee Comments Task 



The user provides the comment as well as  an attached file and selects [image: ] the button.
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[bookmark: _Toc180171903]Figure 174 Procurement Committee Comments 
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[bookmark: _Toc180171904]Figure 175 CO Comments Task 

The user provides the comment as well as an attached file and selects [image: ] the button.
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[bookmark: _Toc180171905]Figure 176 CO Comments



Following the provision of comments the task “Conclude Evaluation” is available to PEHP.
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[bookmark: _Toc180171906]Figure 177 Conclude evaluation task
Depending on the comments from the procurement committee, the PEHP user can request the re-evaluation of the tender, can cancel the tender entirely or can proceed to the announcement of the results.
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[bookmark: _Toc27473464]
[bookmark: _Toc180171907]Figure 178 Conclude evaluation



Upon the user selecting the [image: ] button a pop-up window is displayed an the user will be able to select the stage (if the tender consist of 2 stages) the envelope (if the tender consist of 2 envelopes) and “revert to state” with the following options

· Tender Opening: upon selecting the aforementioned option the tender will be reverted to bids opening stage and PO/OS users will proceed with bids unlocking again
· Tender Evaluation: upon selecting the aforementioned option the tender will be reverted to bids evaluation stage and evaluators will proceed with bids evaluation again
· Evaluation Report Generation: upon selecting the aforementioned option the tender will be reverted to generate evaluation report stage and PO/ESR will proceed with generation of evaluation report again.
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[bookmark: _Toc180171908]Figure 179 Reject and Request Re- evaluation Options


The user selects the [image: ] button in order to apply one of the above options.

[image: ]

[bookmark: _Toc180171909]Figure 180 Apply Option



The PO/TC user is now tasked to communicate the results of the evaluation to the bidders. A “Message” is mandatory for both the qualifying suppliers as well as those that have been rejected. Additional attachments can be provided with the announcement.
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[bookmark: _Toc27473465]
[bookmark: _Toc180171910]Figure 181 Announce evaluation results



[bookmark: _Toc27473165][bookmark: _Toc180168895]Feedback
After the announcement of the evaluation results, a standstill period is in effect allowing suppliers to request clarification regarding the outcome of the evaluation. Through the respective task or the “Feedback” menu item in the tender’s menu the user may navigate to the respective page.
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[bookmark: _Toc27473466][bookmark: _Toc180171911]Figure 182: Feedback menu item

The submitted requests from suppliers are presented in a table layout.
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[bookmark: _Ref447716285][bookmark: _Toc27473467][bookmark: _Toc180171912]Figure 183: List of feedback requests

Saving the response in “Final” status makes it available to the supplier. If the PO/TC user needs to consult with other team members before finalising the response, it can be saved in “Draft” status until it is ready to be sent to the supplier.
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[bookmark: _Toc27473468]
[bookmark: _Toc180171913]Figure 184: Respond to feedback request



[bookmark: _Toc27473167][bookmark: _Toc180168896]Final Ranking
At the end of the standstill period, the PO/TC user needs to confirm the qualification and ranking of suppliers. The relevant task is available on user’s task list
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[bookmark: _Toc180171914]Figure 185 Post-standstill Ranking Task



This is the last opportunity to reject the evaluation process and revert the tender back to the opening, request re-evaluation, generate the evaluation report or to proceed to awarding stage by selecting the [image: ]  button.


[image: ]

[bookmark: _Toc27473474][bookmark: _Toc180171915]Figure 186: Confirm post-standstill ranking



Upon the user selecting the [image: ] button a pop-up window is displayed an the user will be able to select the stage (if the tender consist of 2 stages) the envelope (if the tender consist of 2 envelopes) and “revert to state” with the following options

· Tender Opening: upon selecting the aforementioned option the tender will be reverted to bids opening stage and PO/OS users will proceed with bids unlocking again
· Tender Evaluation: upon selecting the aforementioned option the tender will be reverted to bids evaluation stage and evaluators will proceed with bids evaluation again
· Evaluation Report Generation: upon selecting the aforementioned option the tender will be reverted to generate evaluation report stage and PO/ESR will proceed with generation of evaluation report again.
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[bookmark: _Toc180171916]Figure 187 Reject and Request Re- evaluation Options


The user selects the [image: ] button in order to apply one of the above options.
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[bookmark: _Toc180171917]Figure 188 Apply Options




[bookmark: _Toc173846928][bookmark: _Toc180168897]Postqualification

If the tender was configured to include a postqualification step, the members of the evaluation committee can access the respective page through the “Postqualifications” option in the Tender Menu.
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[bookmark: _Ref447720707][bookmark: _Toc173846781][bookmark: _Toc180171918]Figure 189: Postqualification menu selection

In the section of postqualifications the system provides the following functionality to the user:
To read all the postqualification responses which have been submitted by Supplier.
To insert postqualiciation requests to the Best evaluated Supplier.
To conclude the postqualifications period.
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[bookmark: _Toc173846782][bookmark: _Toc180171919]Figure 190: Postqualifications page

A request for postqualification must be compiled to be sent to the winning bidder by completing the form.
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[bookmark: _Toc173846783][bookmark: _Toc180171920]Figure 191: Request for postqualification

Through the respective task or the “Postqualifications” menu item in the tender menu the user may navigate to view the response provided by the supplier. 


[image: ]

[bookmark: _Toc180171921]Figure 192 View Answer for Postqualification Task 

If the response is acceptable, the user simply presses the “Back” button to acknowledge that they have read the response. If the response is not acceptable, the evaluator  can disqualify the Supplier by clicking on the “Disqualify Supplier” button.

[image: ]
[bookmark: _Toc173846784][bookmark: _Toc180171922]Figure 193: View postqualification response

The PO/ESR user needs to end the postqualification process by clicking on the “Proceed to Awarding Contracts” button. If there are still unanswered postqualification requests in the system, the PO/ESR user is prompted to confirm that these will be discarded before continuing.

[image: ]
[bookmark: _Toc173846785][bookmark: _Toc180171923]Figure 194: Conclude the postqualification phase



[bookmark: _Toc27473169][bookmark: _Toc180168898]Offline Evaluation Results
When the tender is configured for offline evaluation, the evaluation process takes place outside of the system and only the final evaluation results are captured into the system. The PO/ESR user provides the price or the score for each bid received and indicates whether the bid is approved or rejected. The evaluation report should be attached to maintain the audit information in the system. Once all results are captured, the evaluation can be saved as final.

[image: ]
[bookmark: _Toc27473479][bookmark: _Toc180171924]Figure 195: Provide offline evaluation results

The user then provides the supplier comments and rankings before proceeding to the announcement of results.

[image: ]
[bookmark: _Toc27473480][bookmark: _Toc180171925]Figure 196: Offline supplier ranking comments

[bookmark: _Toc180168899]Framework Agreement 


In case the tender includes an FA, once the Standstill Period Ranking results are announced, the TC user selects the “Award Contracts’” on order to proceed with the selection on Awarded Suppliers.

[image: ]

[bookmark: _Toc180171926]Figure 197 FA – Award Contracts page


Following the selection of awarded suppliers the task “Conclude Framework Agreement “is available to PO/TC user in order to conclude the FA.


[image: ]
[bookmark: _Toc180171927]Figure 198 FA- Conclude FA task


The user selects the FA end date and the PE or PEs that will take part on FA

[image: ]
[bookmark: _Toc180171928]Figure 199 Establish FA Page
 

The user from PEs that participate the FA can initiate a tender according to FA the user selects the “Mini Tenders” option from tender menu

[image: ]
[bookmark: _Toc180171929]Figure 200 Mini Tenders Option


The user select the [image: ] button to initiate a tender

[image: ]

[bookmark: _Toc180171930]Figure 201 Mini tenders page – Create mini tender option
[bookmark: _Toc27473170][bookmark: _Toc180168900]Contract Awarding
[bookmark: _Toc27473171][bookmark: _Toc294277370][bookmark: _Toc180168901]Draft Contract(s)
Once the Evaluation report is approved, the results are announced and the standstill period is over, the PO/TC will proceed to the Awarding phase. Either through the respective task or through the Tender’s details page, the user may navigate to the Awarding page.

[image: ]
[bookmark: _Toc349925287][bookmark: _Toc27473481][bookmark: _Toc180171931]Figure 202: Award contracts task

[image: ]
[bookmark: _Toc349925288][bookmark: _Toc27473482][bookmark: _Toc180171932]Figure 203: Proceed to awarding (through tender’s details page)

Once in the Awarding page, the user may create draft contract awards for the successful supplier(s) by clicking on the “Add Contract” button.

[image: ]
[bookmark: _Ref447723855][bookmark: _Toc27473483][bookmark: _Toc180171933]Figure 204: Tender contracts page

The user should select the supplier from the drop-down and the UNSPSC code that relates to the contract award. The contract award value will be automatically populated based on the financial offer of the supplier. If the award amounts needs to be adjusted for whatever reason, the user can click on the “CH” button to provide the amended amount as well as a justification for the adjustment. Additionally, the user must provide a Title and Description. The user creates the draft contract by selecting the  [image: ] button.


[image: ]
[bookmark: _Toc27473485][bookmark: _Toc180171934]Figure 205: Awarding page


The user is also able to edit [image: ] or to delete [image: ] the draft contract.


[image: ]

[bookmark: _Toc180171935]Figure 206 Edit /Delete Draft Contract




[bookmark: _Toc180168902]Submit to Supplier and Finalise contracts

Upon the draft contract or contracts have been created the [image: ] button will be available in order the awarded supplier organisation to approve or reject the contract awarding.


[image: ]


[bookmark: _Toc180171936]Figure 207 Submit to Supplier Button 

The supplier organisation has to provide acceptance or rejection of contract awarding.

In case all contracts or a contract are rejected by suppliers the task "Contract award has been rejected" will be displayed on PO/TC. 


[image: ]

[bookmark: _Toc180171937]Figure 208 Contract award has been rejected task



Upon the user selecting the aforementioned task the following options (buttons) will be displayed

· Re-award: upon selecting the user the aforementioned option the user can create a new contracts with the remaining suppliers and edit or delete the rejected contract (rejected from supplier).
· Cancel Tender: the tender will proceed to cancellation task (addendum for cancellation task).


[image: ]

[bookmark: _Toc180171938]Figure 209 Cancel /Re – award Button

In case of more than one contracts with at least one contract accepted by suppliers the task “Contract award has been rejected" will be displayed on PO/TC. Upon the TC user selects the task "Contract award has been rejected" the following options will be displayed on PO/TC.

· Re-award: upon selecting the user the aforementioned option he/she can create a new contract with the remaining suppliers, edit or delete the rejected contract (rejected from supplier).
· Cancel Tender: the tender will proceed to cancellation task (addendum for cancellation task).
· Proceed Awarding: proceed to publication of CAN or Awarded status according to tender details.

[image: ]

[bookmark: _Toc180171939]Figure 210  Cancel Tender/ Proceed to Awarding/ Re-award Buttons


In case the supplier organisation accepts the contract awarding the contract will be finalised.

[bookmark: _Toc27473175][bookmark: _Toc180168903]Contract Award Notice Publication
The PO/TC user can proceed to the creation and publication of the Contract Award Notice by selecting the “Publish Contract Award Notice” that is available on PO/TC task list.


[image: ]

[bookmark: _Toc180171940]Figure 211 Publish Contract Award Notice Task
 
The user will navigate to the notices tab through the can also “Tender Documents” option in the Tender Menu. 

[image: ]

[bookmark: _Toc27473487][bookmark: _Toc180171941]Figure 212: Create Contact Award Notice



The user selects the [image: ] in order to  have access on Notice form.


[image: ]

[bookmark: _Toc180171942]Figure 213 Steps to Access Notice



[image: ]


[bookmark: _Toc27473488][bookmark: _Toc180171943]Figure 214: Form filling tool / notice details



After all the details are populated, the user may save the notice as “Draft” or “Final”. Any notice saved in “Final” status is available for publication.

[image: ]

[bookmark: _Toc27473489][bookmark: _Toc180171944]Figure 215: Contract award notice publication

[bookmark: _Toc180168904]Contract Management Functionality

Following the completions of contract awarding the task “Create Contracts” will be available in order the PO/TC to prepare the contract workspace.

[image: ]

[bookmark: _Toc180171945]Figure 216 Create Contracts task


Upon the user selecting the aforementioned task the awarding page is available containing the outcome during the awarding stage. The “Create contract” will be available to awarding that accepted by supplier and finalized. Also the awarding that rejected will be displayed.


[image: ]

[bookmark: _Toc180171946]Figure 217 Create Contract link


Upon the user selecting the create contract link all available fields of the contract are displayed in order to be populated. In order the user to save the contract as draft selects the [image: ] button. Additionally the status is “Awaiting Finalization” meaning that the contract has been finalized (is draft).

[image: ]

[bookmark: _Toc180171947] Figure 218 Create Contract workspace







The user populates the fields and selects the option[image: ].  The following message is displayed that the draft contract has been saved successfully.

[image: ] 


The [image: ] , [image: ] and [image: ] buttons are available

[image: ] Button: the user will be able to finalise the contract
 [image: ]  Button: the user will be able to delete the draft contract
 [image: ]    Button: the user will be able to edit the draft contract


[image: ]

[bookmark: _Toc180171948]Figure 219 Save Contract as draft






[bookmark: _Toc180168905]Edit Draft Contract

The status of contract is “Awaiting Finalization” meaning that the contract is draft and all available details can be edited. The use selects the   [image: ] button. 


[image: ]

[bookmark: _Toc180171949]Figure 220 Edit Contract button


The user make all the necessary modifications on draft contract and selects the [image: ] button.



[image: ]

[bookmark: _Toc180171950]Figure 221 Edit Contract Page

Upon selecting the aforementioned button the following message is displayed
 

[image: ]

The user will also able to edit a draft contract from “My contracts” under the “PE Administration” drop-down menu. 

[image: ]

[bookmark: _Toc180171951]Figure 222 My Contracts Option



[image: ]


[bookmark: _Toc180171952]Figure 223 My contracts Page










[bookmark: _Toc180168906]Delete Draft Contracts

The user will be able to delete a contract from “My contracts” under the “PE Administration” drop-down menu.


[image: ]

[bookmark: _Toc180171953]Figure 224 Delete Contract Option


[bookmark: _Toc180168907]Finalise Contract


The user will be able to finalise a contract from “My contracts” under the “PE Administration” drop-down menu.


[image: ]

[bookmark: _Toc180171954]Figure 225 Finalize Contracts Option 


Upon selecting the “Finalise” option a message containing the question “You are about to finalise your contract. Please click OK to proceed, otherwise please click Cancel” with “Ok” and “Cancel” button are displayed.




[image: ]


The user selects the [image: ] in order to proceed with finalisation of contract. The following confirmation message is displayed


[image: ]



[image: ]

[bookmark: _Toc180171955]Figure 226 Finalized Contract 

[bookmark: _Toc180168908]Edit Finalised Contract 


The user can edit specific field of contract following finalisation (i.e. Status). Only the “edit” option is available for each finalised contract.  The user will be able to edit a finalised contract from “My contracts” under the “PE Administration” drop-down menu.


[image: ]

[bookmark: _Toc180171956]Figure 227 Edit Finalized Contract



 The user edits the available fields and selects the [image: ] button.
[image: ]

[bookmark: _Toc180171957]Figure 228 Edit finalized Contract Page

[bookmark: _Toc180168909]View PE contracts
 
The user can view the contracts available by PE by selecting the option “PE Contract” under the “PE Administration” drop-down menu. 


[image: ]


[bookmark: _Toc180171958]Figure 229 PE Contracts Option


[image: ]

[bookmark: _Toc180171959]Figure 230 PE contracts Page 




[bookmark: _Toc180168910]Show Contract Menu

The user will be able to view the available option on “Contract menu” by selecting the “Contract Title” links for a specific contract on “PE Contracts” or “My Contracts” menu.


[image: ]
[bookmark: _Toc180171960]Figure 231 Contract Title Links



The following options are displayed on show menu

· Contract information: the user has access to contract workspace page
· Associated Contract Managers: user can associate/disassociate  contract managers and contract users
· Contract Documents: user can manage the contract documents for the specific contract
· Restricted Area: user can view or upload a general document



[image: ]

 











[bookmark: _Toc180168911]Associated Contract Managers and Users


PO/TC can associate/dissasociate contract manager and Contract user (Contract users are able to view details of contract)

[image: ]

[bookmark: _Toc180171961]Figure 232 Associated contract managers option


[image: ]

[bookmark: _Toc180171962]Figure 233 Associate Users



[image: ]

[bookmark: _Toc180171963]Figure 234 Disassociate Users




[bookmark: _Toc180168912]Manage Contract Documents

PO/TC (or Contract manager) will be able to manage the contract documents by accessing the “Contract Documents” Page.

[image: ]

[bookmark: _Toc180171964]Figure 235 Contract Documents Option



[image: ]

[bookmark: _Toc180171965]Figure 236 Contract Documents Page


[bookmark: _Toc180168913]Add Contract Document

User is able to add a new document by selecting the [image: ] button.










[image: ]


[bookmark: _Toc180171966]Figure 237 Add Contract Document Option


The user populates the available fields select to save the document as draft or as final and the option [image: ] in order to add the document.


[image: ]

[bookmark: _Toc180171967]Figure 238 Add Contract Document


[bookmark: _Toc180168914]Edit Contract Document

The user selects the edit [image: ] option in order to change the information for a specific document. Only documents on draft status can be edited. 



[image: ]

[bookmark: _Toc180171968]Figure 239  Edit Document Option


[bookmark: _Toc180168915]Delete Contract Document

The user selects the delete [image: ] option in order to delete a specific document. Only documents on draft status can be deleted. 



[image: ]

[bookmark: _Toc180171969]Figure 240  Delete Contract Document Option


[bookmark: _Toc180168916]View Contract Document 


The user is able to view the details for a specific document. The user selects a document using the ratio button and the selecting the [image: ] button.






[image: ]

[bookmark: _Toc180171970]Figure 241 View document option


[image: ]

[bookmark: _Toc180171971]Figure 242 View Document details page



[bookmark: _Toc180168917]Search Contract

The users of PE haves also the option to search for contract using the [image: ]  the user can find the aforementioned option by selecting [image: ] button on the right and up side of the page. The user selects the “contracts” and provide a specific criteria such as Contact title. The results are displayed on tabular form


[image: ]

[bookmark: _Toc180171972]Figure 243 Contract Search











[bookmark: _Toc27473176][bookmark: _Toc180168918]Helpdesk contact details
To contact the e-GP helpdesk the user may visit the “Contact Us” link.

[image: ]

[bookmark: _Toc27473490][bookmark: _Toc180171973]Figure 244: Contact us link

The user may either select to fill in an online form and send it through the system, or directly contact the helpdesk team via phone or email.

[image: ]
[bookmark: _Toc27473491][bookmark: _Toc180171974]Figure 245: Contact us form

[bookmark: _Toc179906935][bookmark: _Toc180168919]Live Chat 
The System supports live chat with agents that will assist the User with their questions and needs. The user must click on the chat icon [image: ]at the bottom right corner. The chat window can be accessed by pressing the Chat icon, which will trigger a pop-up window. This functionality operates in two modes depending on agent availability:
1. Agent Online:
· If an agent is available, the chat window will allow the user to input their name and email address.
[image: ]
[bookmark: _Toc179908820]
[bookmark: _Toc180171975]Figure 246: Starting chat when an agent is online

· Once the details are submitted, the user presses the “Start chat” button and can immediately start a live conversation with the support agent.
[image: ]
[bookmark: _Toc179908821]
[bookmark: _Toc180171976]Figure 247: Chat when an agent is Online

2. Agent Offline:
· If no agent is available, the user will be prompted to provide their name, email address, and a message describing their issue.
[image: ]

[bookmark: _Toc179908822][bookmark: _Toc180171977]Figure 248: Starting chat when no agent is available

· Once submitted, the message will be queued, and the agent's response will be sent directly to the user’s email once they become available.

This two-way communication ensures that users can always get in touch with the support team, even outside of live chat hours. For any urgent concerns, please allow some time for responses when agents are offline.
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Leave a message

We are not online right now. Please, leave a
message.
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Insert your Name here.

Email

Insert your Email here.

Message *

Write your message.
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© An error has occurred:
= Password can not be less than 6 characters. Check Password Rules
= Password's strength must be at least weak. Check Password Rules
= Password contains invalid characters. Check Password Rules
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Your account on the e-GP Platform has been modified by the
administrator to enable/disable logon notifications.

You can view your profile by clicking on the link below:

If you require further assistance, click on the “Contact Us” link
at the top of the homepage.

R R R R H R E R FHEIHEIHEIHIIHIIHIIHEIHIIHIIHHHHH KK
e

IMPORTANT: All actions within the e-GP Platform will be recorded
for auditing purposes.

This email and any files transmitted with it are confidential and
intended solely for the use

of the individual or entity to whom they are addressed. If you
have received this email in error

please notify the e-GP manager. This message contains confidential
information and is intended

only for the individual named. If you are not the named addressee
you should not disseminate,

distribute or copy this e-mail. If you have received this e-mail
by mistake delete this

e-mail from your system. If you are not the intended recipient you
are notified that disclosing,

copying, distributing or taking any action in reliance on the
contents of this information

is strictly prohibited.

Please do not reply to this mail.
i A
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vour username | and password have been used to logon to
the Zambia e-GP system on If you did
not perform this action, you

should reset your password using the link below as soon as
possible and notify your system administrator of the
unauthorised logon:

If you don’t know who your system administrator is or if you
require further assistance, click on the “Contact Us” link at
the top of the homepage.

de have sent this notification because you have subscribed to
receive notifications whenever a logon is processed for your
account.

If you wish to disable future notifications, you can modify your
orofile by clicking on the link below:

IMPORTANT: ALl actions within the e-GP Platform will be recorded
for auditing purposes.

This email and any files transmitted with it are confidential
and intended solely for the use

of the individual or entity to whom they are addressed. If you
have received this email in error

please notify the e-GP manager. This message contains
confidential information and is intended

only for the individual named. If you are not the named
addressee you should not disseminate,

distribute or copy this e-mail. If you have received this e-mail
by mistake delete this

2-mail from your system. If you are not the intended recipient
you are notified that disclosing,

copying, distributing or taking any action in reliance on the
contents of this information

is strictly prohibited.

Please do not reply to this mail.
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View Organisation

VIEWUSERS  VIEW EVALUATION COMMENTS

ORGANISATION NAME:
COMPANY TYPE:

COMPANY REGISTRATION NUMBER:

‘TAX PAYER'S IDENTIFICATION NUMEER (TPIN):
APPROVAL DATE:

APPROVED BY.

ADDRESS:

POSTAL CODE

.

COUNTRY:
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COUNTRY OF REGISTRATION.

NUMBER OF SHAREHOLDERS: 1
‘CEEC CATEGORY: Citizen Owned
DOWNLOAD CEEC CERTIFICATE: Download
PAYMENT STATUS: Completed
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AVAILABLE NOTICES FORMS

Select Notice Form Name
Advertisement for New Tender
Select Language

® English(en)
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Create Notice

Advertisement for new competition

Completing the form

_ The NK Procuring Entity informs interested suppliers of the intention to commence a new competition for the supply of goods, services or works.
@ Intended Competition Publication Date [ =
\aldating orm

(@ Intended Competition Tender Submission Deadline [ =
© Scope of the competition

i

1f your organization intends to participate in the competition and is not already registered in the ZeGP system and/or qualified for procurement competitions, you are kindly invited to:
- register as a Supplier Organsiation within the ZeGP system

- follow the instructions provided upon registration for completing the qualification process.
- contact the ZeGP Helpdesk to obtain any additional information
Your organisation must already be qualified before the Intended Competi

n Publication Date in order to be able to participate.

“Fields marked with = are compulsory
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