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Acronyms / Abbreviations

	Acronym / Abbreviations
	Meaning

	APP
	Annual Procurement Plan

	PE
	Procuring Entity

	PEHP
	Procuring Entity Head of Procurement

	PEPCO
	Procuring Entity Chief Procurement Officer

	PEPO
	Procuring Entity Procurement Officer

	CfT
	Call for Tender

	DB
	Direct Bidding

	ED
	European Dynamics SA

	EOI
	Expression of Interest

	e-PPS
	European Dynamics electronic Public Procurement System

	FA
	Framework Agreement

	FBS
	Fixed Budget Selection

	ITB
	Invitation to Bid

	LB
	Limited Bidding

	LCS
	Least Cost Selection

	LSI
	Limited Selection 

	MT
	Mini Tender

	OBI
	Open Bidding International

	OBN
	Open Bidding National

	OSI
	Open Selection International

	OSN
	Open Selection National

	PO/ES
	Procurement Officer / Evaluation Staff (member of the evaluation committee)

	PO/ESR
	Procurement Officer / Evaluation Staff Responsible (leader of the evaluation committee)

	PO/OS
	Procurement Officer / Opening Staff (member of the tender opening committee)

	PO/TC
	Procurement Officer / Tender Coordinator (member of the coordination committee)

	QBS
	Quality Based Selection

	QCBS
	Quality-Cost Based Selection

	RFP
	Request for Proposal

	RFQ
	Request for Quotation

	SA
	System Administrator

	SB
	Simplified Bidding

	SO
	Supplier Organisation

	TPIN
	Tax Payers’ Identification Number

	UNSPSC
	United Nations Standard Products and Services Code

	XLS
	Microsoft 2003 Excel Spreadsheet

	ZMW
	Zambian Kwacha

	ZPPA
	Zambian Public Procurement Authority


1 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




2 General Functionality
The procurement modules provide the following common behaviour/functionality for all its end-users.

2.1 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 the following header which helps the user to navigate:
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Figure 1: Example of a table header 

The arrows [image: image4.png]


 are used for shorting (in ascending/descending order) the results by the corresponding field. The button [image: image5.png]


 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:

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 the e-GP:

Table 2: Additional options
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	Calendar Button.  Selecting this button opens a calendar enabling the user to select a date
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	Search Button.  Selecting this button opens a searching window enabling the user to search for various codes (e.g. UNSPSC codes)
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	Clear Button. This button clears the selection of the user


2.2 The Tender Menu Functionality

The data uploaded or produced by the system within the context of a Tender is categorised depending on context (e.g. bids, evaluation reports, associated users, etc). The Tender Menu contains all available options for accessing these various categories of a Tender, depending on the user role. It comprises the main navigational tool of a Tender. The Tender Menu is collapsed by default:
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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:
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Figure 3: The Tender Menu (expanded)

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

2.3 Main Page

[image: image15.png]Simple and
advanced Search x

R ————

Information Menu Online chat





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: image16.png]


 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.

2.3.1 Login Section
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Figure 5: Login panel

In this section, functionality is provided to enable all users to authenticate in the system providing that they use correct credentials (username and password). Furthermore, functionality to recover user’s password is included. 

2.3.2 Search Section
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Figure 6: Search panel

The users can use this section to search for Tenders and Organisations. Advanced searching functionality, (by selecting the button  [image: image19.png]@ Advanced Search



) is also provided (Figure 6).

2.4 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 credentials in the login section of the main page.
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Figure 7: User login

If the user provides incorrect credentials (either user name or password) an error message will be displayed.
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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. 
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2.5 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 system).
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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.
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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: image25.png]'RESEND CONFIRMATION



 button.

Finally, the user is prompted to read and accept the following System User Agreement.
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Figure 11: Confirmation of the user agreement

2.6 Logout from the System
The user can exit the e-GP services by selecting the “Logout” functionality.
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Figure 12: Logout functionality

2.7 Password Recovery

The user can recover his password from the “Forgot your password” functionality (Figure 5) available from the home page. 
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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.
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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: 

· Username

· New password

· Password confirmation

· Transaction number

· Secret question response
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Figure 15: Resetting the password

2.8 Maintenance of User’s Profile

After successful authentication the user can edit their profile by selecting the “Edit Profile” functionality (accessible in the left column menu).  The user can update the information fields and then select the button “Save” to store the performed modifications. In case any of the mandatory information is missing the system will prompt the user with an error message. 
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Figure 16: 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” (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
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Figure 17: Password Configuration Rules

In case the password does not follow the password configuration the following message appears.
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2.9 XLS File Format Support

All XLS files uploaded to the e-GP system must abide to the Microsoft Office Excel 2003 format.
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	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”).




3 Registration of Supplier
All Suppliers are able to self-register to use the e-GP system.
3.1 Online Supplier Registration

In order for a Supplier to register in the system, the user should select the option “Register” of the main page (Figure 18).
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Figure 18: Register as Supplier
In the first phase of the registration procedure the Supplier organisation can provide the following information (Figure 54):

· Company Registration Number

· Tax Payer’s Identification Number (TPIN)

The user can then click on [image: image36.png]Verify Company/Business Data.




 to retrieve company information registered with the corresponding authorities in Zambia (PACRA and Zambia Revenue Authority). This ensures that the e-GP system contains the same data as that provided during registration of the business. 

If the organisation is not found on the OSSIS system, the user can proceed with the registration process manually by providing the following information:
· Company Registration Number

· Tax Payer’s Identification Number (TPIN) 
· Organisation Name

· Company type
· Address
· Postal Code
· City
· Country

· Phone Number

· Country of Registration

· Number of Shareholders
· Attach PACRA/Company Registration Certificate (this field is populated and displayed in case the country of registration is Zambia)
· Attach ZRA/Tax Compliance Certificate (this field is populated and displayed in case the country of registration is Zambia)
· Attach Social Security Certificate (this field is populated and displayed in case the country of registration is Zambia)
· CEEC category
· Attach CEEC Certificate (this field is displayed in case the user selects one of the options from drop-down field CEEC category) 
· Captcha code
[image: image37.png]Register Supplier

STEP 1: ORGANISATION DETAILS

Welcome to the Supplier Registration Page. Please enter your company registration number and TPIN below and click on the button to retrieve your company
data from the One-Stop-Shop Information System (OSSIS) hosted at PACRA. If you are a foreign supplier who has not yet registered with PACRA or your details
are not found in the OSSIS database, you may proceed to enter your company data manually in the form below.

Company Registration Number: *

‘Tax Payer's Identification Number (TPIN): *

Verify Company/Business Dat

Organisation Name:

Company Type: *

~Select Company Type- v

If you selected "Sole Trader" from Company type above then please enter any information f applicable to you to assist us in identifying you. If you have selected
any other Company Type then as a minimum requirement you must complete at least one of the following to register:

Address: *

Postal Code:

City: *

Country: *

Zambia v

Phone Number: *

Country of Registration: *

Zambia v

Number of Shareholders:

Attach PACRA/Company Registration Certificate:

| Browse... | No file selected.

Attach ZRA/Tax Compliance Certificate: *

| Browse... | No file selected.

Attach Social Security Certificate: *

| Browse... | No file selected.

CEEC category:

-Select CEEC Category- v

Please type the code shown below *

zvbov$g

Q

CANCEL  ReSET  [RVAILIAFAVCIN IS




Figure 19: Register Supplier - Step 1

[image: image38.png]Register UNSPSC Codes

@ The United Nations Standard Products and Services Code (UNSPSC), managed by GS1 US for the UN Development Programme (UNDP),is an open, global, x
multi-sector standard for efficient, acourate classffication of products and services. Encompassing a five level hierarchical classification codeset, UNSPSC
enables expenditure analysis at grouping levels relevant to your needs. You can drill down or up to the codeset to see more or less detail as is necessary for
business analysis. The UNSPSC codes of interest are optional for the registration of a Supplier. When an open public procurement competition s published,
the system will automatically notify via email all Suppliers whose UNSPSC codes of interest match the UNSPSC codes of the competition itself.

STEP 2: REGISTER UNSPSC CODES

UNSPSC Codes of Interest:

(NN Back | NEXT




Figure 20: Register Supplier - Step 2 

After clicking on [image: image39.png]


 the button, the user is presented with a pop-up window to select UNSPSC codes Up to 5 codes can be selected to be linked to the supplier profile, with at least 1 code being required to be linked during the registration process.

[image: image40.png]Search for a code

Search

Software.

Search Results

43230000-Software

unction specific
43231600 Finance accounting and enterprise resoy

43232000-Computer game | searchResults ftw
43232100-Content authoring BT QTN SoMWare

43232200-Content management software

B s
prn
the tree

Add results to selected items

Selected ltems

43230000-Software.
143231500 Business function specific software

MAIN PANEL UNSPSC

= 10000000-Live Plant and Animal Material and Accessories and Supplies
= 11000000-Mineral and Textile and Inedible Plant and Animal Materials

& 12000000-Chemicals including Bio Chemicals and Gas Materials

= 13000000-Resin and Rosin and Rubber and Foam and Film and Elastomeric Materials

= 14000000-Paper Materials and Products

@ 15000000-Fuels and Fuel Additives and Lubricants and Anti corrosive Materials.

2 20000000-Mining and Well Drillng Machinery and Accessories.

@ 21000000-Farming and Fishing and Forestry and Wildiife Machinery and Accessories

% 22000000-Building and Construction Machinery and Accessories

& 23000000-ndustrial Manufacturing and Processing Machinery and Accessories.

& 24000000-Material Handling and Conditioning and Storage Machinery and their Accessories and Supplies|
& 25000000-Commercial and Military and Private Vehicles and their Accessories and Components

@ 26000000-Power Generation and Distribution Machinery and Accessories.

® 27000000-Tools and General Machinery.

@ 30000000-Structures and Buikding and Construction and Manufacturing Components and Supplies

|

Browse codes using the

tree. Double-click an item Al |Eje—

t0.add it to selected items

Add the selected items and close the window

Delete
Codes




Figure 21: UNSPSC code selection
In the final step the user registers the administrator of the Supplier (Supplier Admin). The following details are mandatory (Figure 22):

· First Name

· Last Name

· Username

· Password

· Email

· Country

· Secret Question

· Secret Answer

Furthermore, the following details are optional (Figure 22):

· National ID

· Address 

· Postal Code

· City 

· Phone Number

· Mobile Phone Number

· Fax
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Figure 22: Registration of Supplier admin

In order to finalise the registration process the user selects the “Finish” button. A message confirming the successful registration of the Supplier will be displayed. 
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Figure 23: Confirmation of successful registration of the Supplier
The system will send an email to the user containing details of how to access the system. Section 2.5 contains instructions on how to access the system for the first time.

However, before the System Administrator can validate the supplier registration, the registration fee needs to be paid by the supplier. After logging in for the first time, the user must view the supplier profile as per section 4.1 and must complete the payment of the required fee as per section 3.2. 

If the warning message continues to occur after the registration fee has been paid, please contact the System Administrator, in order to activate the organisation account.
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Figure 24 Pending payment by Supplier Organisation
3.2 Payment of Fees
The user will be able to view all available payments by selecting the option “Payments” on the top menu
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Figure 25 Payments option
The “Payments” page is available for the user to search for a specific payment according to the following criteria
· ID: Search with a specific payment ID
· PE Name: in case there is participation fee the user can search for the specific payment by typing the name of PE that created the payment on the specific field.

·  Status: the user can search for a specific payment according to the following status
· Pending: For payments that are pending to be paid by supplier 
· Renew: For payments that is related to registration renewal
· Completed: For payments that have been completed by supplier
· Expired: Payment that has been expired
· Kind : user can search according to kind of payment. Below are described some of payments kinds that are available 
· Tender submission: for payments that are related with payment participation fee for a tender

· Supplier registration renew: payments related to supplier renewal

· Supplier registration: payments related to supplier registration

· Method of payment user can search by select the payment method that a specific payment has been completed.
· Reconciliation: payment has been completed offline by reconciliation from SA user
· Card Payment: payment has been completed by debit/credit card

· Offline – Bill Muster: payment has been complete using by Internet transfer or cash deposit at any Zanaco Bank branch.
· Mobile payment: payments completed through mobile payment
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Figure 26 Payments Page
Upon the user selecting the [image: image46.png]View



 link on Action column the payment details is available
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Figure 27: Supplier registration fee
The e-GP system supports online payments through a debit/credit card, manual payments by Internet transfer or cash deposit at any Zanaco Bank branch and Mobile payment.
 When the supplier registration fee (or initial registration renewal fee) is due for payment, the user will be presented with a warning as well as the banking details that can be used for an Internet transfer. By selecting [image: image48.png]


 A pre-printed deposit slip can also be downloaded and printed to take to the nearest Zanaco Bank branch to complete the payment (Figure 27).
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Figure 28: Deposit Slip
Upon the user selecting [image: image50.png]CARD PAYMENT



 he/she can provide the information of crebit/debit card in order to perform the payment.
In the firs screen the details of the card holder need to be provided. The following fields are mandatory:

· First Name

· Last Name

· Address

· City

· Country

· Postal Code

· Email
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Figure 29: Card holder details

After clicking “Next” on the card holder details screen, the user needs to provide the details of the credit/debit card to be used for the payment. The amount to be paid cannot be edited.
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Figure 30: Debit/Credit card details

The final step in the payment process presents the details entered in the previous steps to the user for final confirmation before the click on the “Pay” button.
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Figure 31: Payment details confirmation

The user will be re-directed back to the e-GP system and a payment confirmation screen will be displayed. If the payment is not successful, verify that the card details are correct and that sufficient funds are available for the amount due. The user should contact the helpdesk if they continue to experience problems while trying to process a payment.
Finally the user can perform the payment thought mobile by selecting the [image: image54.png]MOBILE MONEY PAYMENT



  button.
Also a new task “Pending Payments” will be available in case the supplier organisation administrator have not yet completed their initial and renewal registration payment. 
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Figure 32: Pending Payments task
In case the SA user rejects a supplier registration the below email communication will be dispatched to the supplier admin user of the rejected supplier organisation.
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Figure 33: Reject Organisation information mail
4 Supplier Management 

The Users with a role of Supplier Organisation Administrator can perform the following activities for the management of their organisation:

· Edit organisation details

· View the users registered within the  Supplier organisation
· Edit the UNSPSC codes registered for the Supplier
· Download the Supplier registration certificate
· Add  new users  to the Supplier organisation

· Edit user’s details

This management functionality is provided through the “Supplier Management” option of the “Supplier Administration” menu.
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Figure 34:  Supplier menu

[image: image58.png]View Organisation

| EDITORGANISATION | EDITUNSPSCCODES | VIEW USERS

ORGANISATION NAME:

COMPANY TYPE:

COMPANY REGISTRATION NUMBER:

‘TAX PAYER'S IDENTIFICATION NUMBER
(TPIN):

APPROVAL DATE:

APPROVED BY:
ADDRESS:
POSTAL CODE:

crry:

COUNTRY:

PHONE NUMBER:
COUNTRY OF REGISTRATION:

NUMBER OF SHAREHOLDERS:

‘CEEC CATEGORY:

DOWNLOAD CEEC CERTIFICATE:

PAYMENT STATUS:

STATUS:

3





Figure 35: Supplier Management functionality

4.1 Edit Organisation Details

Selecting the option “Edit Organisation” allows the user to edit the organisation’s details.
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Figure 36: Editing Supplier details

Selecting the button “Save” will store the performed modifications, while the “Reset” button will reset the performed modifications.
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Figure 37: Organisation details were successfully updated

4.2 View the Users Belonging to the Supplier 

Selecting the option “View Users” displays all the users registered within the selected Supplier organisation.
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Figure 38: Display of users belonging to the Supplier.

In the above screen, the first name, last name and the role of each user are displayed.  Furthermore, the current status of the each user account is also displayed.
The following user roles are supported:

· Supplier Administrator (Supplier Admin). Users with this type of role are authorised to manage the users and update the details of their organisation.

· Supplier users (Supplier Users). Users with this type of role are not authorised to manage the details and the users of their organisation.

4.3 Add New User to the Supplier Organisation

In order to insert new users into the organisation, the user needs to select the option “Add user”. The mandatory information below must be provided. 
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Figure 39: Insert a new user in the organisation

Initially, the account of the new user will be Inactive. The system will send an email to the new user confirming the successful registration. The email will contain the relevant transaction number. In order to activate his account the user must provide this number during his first login. Thereafter, the status of the account will be set to active.

4.4 Edit User’s Details

The user can select the option “Edit Account” to edit the details of a specific user. The system will display all user details allowing their modification (Figure 38).
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Figure 40: Editing user details

Selecting the button “Save” will update the user’s details (Figure 40). 
4.5 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.
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Figure 41: 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.
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Figure 42: 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.
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Figure 43: Login notification e-mail

4.6 Edit UNSPSC Codes 

In order to edit the UNSPSC codes associated with the Supplier the user selects the “Edit UNSPSC Codes” option in Supplier Organisation management page (Figure 35). The system displays the UNSPSC codes which are currently associated with the Supplier (if any).
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Figure 44: Edit UNSPSC codes

The user can add new UNSPSC codes by the use of the [image: image68.png]


 button. The [image: image69.png]


 button is used to delete a selected UNSPSC code. 

After modifying the associated UNSPSC codes (Figure 41), the user can select the “Finish” button to store the changes.

5 Searching Functionality

The e-GP system provides both Simple and Advanced search mechanisms.  Both functionalities allow searching for Tenders, Organisations and Annual Procurement Plan entries.

5.1 Simple Search

The simple search functionality covers searching for available Tenders, registered Organisations and published Annual Procurement Plan entries. 

Simple search queries are performed by:

· Selecting the type of searching (Tenders, Organisations, contract or Plan) from the selection list.

· Providing the full name of the required record or part of it using the “*” wildcard.

· Selecting the button “Search”.
The results, if any, are then presented in a tabular form.
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Figure 45: Simple search for tender
5.2 Advanced Search

The advanced search functionality enables searching for Tenders, Organisations, Contracts and Annual Procurement Plan entries. In order to perform an advanced search query, the user should:

· 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: image71.png]



The results, if any, will be presented in a tabular form. 
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Figure 46: Advanced search for a tender
A Supplier user can only search for procuring entities when searching for Organisations and cannot search for other Supplier organisations. 

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.
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Figure 47: Advanced search for an annual procurement plan entry

5.3 Latest Tender Search

In order to view the latest Tenders published within the service, the user can click on the “Current Tenders”, as depicted in Figure 49. This will present automatically the list of the latest Tenders that are available to the user (depending on his/her access rights).
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Figure 48: Latest Tender search 

6 Tender Workspace

6.1 View Tender Workspace 

In order for the user to preview the details of the Tender he needs to select the option “View Tender” from the Show Menu.
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Figure 49: Tender Menu 

The system will display all details of the particular Tender (e.g. Title, information regarding associated deadlines, etc). 
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Figure 50: View Tender workspace

6.2 View Tender Documents

In order for the user to preview and download all documents associated with the particular Tender (i.e. publication notices being published for this tender), he needs to select the option “Tender Documents” from the Tender Menu.

The system displays all the documents associated with the Tender (i.e. Notices, Tender Documents, Invitations). The “Tender Documents” tab contains a list of all documentation created by the Procuring Entity that relates to the specific Tender. The user may download all files in a compressed file by clicking the “Download Zip File” button.
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Figure 51: Tender documents

From the “Invitations” tab, the user may view the details of the invitation dispatched by the Buying Organisation.
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Figure 52: Invitation

6.3 Clarifications

In order to create a clarification request and to preview a clarification response, the user needs to select the option “Clarifications” from the “Tender Menu” (Figure 51). This option is available in the ”Tender Menu”, during the clarification period.
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Figure 53: Tender Menu, option “Clarifications”

6.3.1 Create a Clarification Request

In order to create a clarification request, the user selects the “Requests for Clarification” tab from the main Clarifications page.
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Figure 54: Tender Clarifications

The user completes the request for clarification by providing the following information:

· Title

· Language

· Description for the request

· A file attachment for the request (optional and applies only if this has been allowed by the Buying organisation) 

Selecting the button “Send Request” sends the request to the tender coordinator.

6.3.2 View a Clarification Response

The user can view a clarification response only after it is published by the Procurement Officer. A list of all clarification responses is displayed in the “Clarifications” tab of the main Clarifications page.

In order to preview the content of the response, the user selects the displayed title. Then, the system expands the details of the response:
· Description for the request

· Procurement Officer’s clarification response

· Attachment (if exists)
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Figure 55: Response to a clarification request

Selecting the button “Download All Clarifications” enables the user to download an archive file with the details of all clarification requests submitted and their associated responses.

6.4 Evaluation Clarifications

Evaluation clarifications are requests submitted by the Procuring Entity in the context of a specific Tender during the evaluation phase. To preview any evaluation clarification request, the user needs to select the “Clarifications” option found under the Tender menu. By selecting the “Evaluation Clarifications” tab, a list of all the evaluation clarifications is displayed.
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Figure 56: Evaluation clarification - Clarification Option
The user can answer to the clarification request by selecting “Answer Clarification Request”. The user completes the clarification by providing his/her response in the “Clarifications” text area and selects the option “save”
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Figure 57: List of evaluation clarification requests
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Figure 58: Evaluation clarification response

7 Creation of a Bid

The bid is created by the Supplier following a sequence of steps described below that enable the user to prepare, encrypt and securely upload the bid to the e-GP system. A Supplier may submit a bid via online means or send it offline to the Procuring Entity. The latter approach, however, is highly discouraged if the benefits of the e-GP system are to be fully exploited.

7.1 Participation Fee

If the Procuring Entity has configured a Bid Participation Fee, the Supplier is able to download all the Tender Documentation to conduct an assessment of the Tender Requirements at no cost. However, before being able to submit a Bid the required Bid Fee must be paid. The payment process is identical to that followed for Supplier Registration (see section 3.2). 

7.2 Prepare Online Bid

Once a Contract Notice is published or invitation has been sent to supplier by a Procuring Entity regarding a specific Tender, the Supplier User that intends to submit a Bid may proceed to create a valid bid for the e-GP system in two manners. Either create an Online Bid using the web tender preparation tool or create an Offline one. This section describes the process for creating an Online bid, through the steps in the following paragraphs.

7.2.1 Online Bid Preparation Tool

The Supplier first should find the Process that he/she is interested in. Click on the “Bid submission” option of the Tender Menu.
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Figure 59: Bid submission option of Tender menu

The first time the bid submission section is accessed, after the user defines the type of association, they have to accept the supplier Declaration (Accept Agreement for this tender) and confirm that their details are correct by clicking on the “Accept & Confirm all of the above” button. 
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Figure 60: Supplier declaration acceptance
After paying the bid participation fee, if applicable, the user will see the bid preparation tool in their browser.
7.2.2 Supplier Responses to Bid Questions

The user selects the option “Create Bid Online” in order to prepare his/her bid
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Figure 61: Create Bid Online button 
After Selecting the “Create Bid Online” Button, the user is redirected to a new page, where they will have to create a Response for the specific Bid.
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Figure 62: Supplier Response’s Title
After providing the Title of the bid, the user will see the following screen, in order to start editing the bid and completing all the necessary fields.

When the user wants to start completing the fields of their bid, they should select the following option, on the top right part of the screen:
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Figure 63: Edit Bid
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Figure 64: Create bid page
7.2.3 Submit a Bid

The user should proceed to complete all criteria included in the Preliminary, Technical, Commercial and Financial Envelopes. Once the user completes some data, even if not all of them, the system saves automatically all these data as draft.
Once the user has completed its bid to its totality (i.e. Completion is at 100%), the user should click the option “Submit”. This file cannot be unlocked and/or viewed by anyone. It will be unlocked only when the Openers (OP) authorise the unlocking of all bids after the end of the bid submission period.
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Figure 65: Submit Button
After the submission, the status will be “Submitted” and the submission will have a Unique Code as in the following picture:
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Figure 66: Status of the Bid Submission is "Submitted"
If the submission is completed, the user will be able to see information of the submission such as:

Submitted By

Name

Creation Date

Receipt ID

This information will be seen under the “List of Submitted Bids” of the “Bid Submission” menu, as seen below:
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Figure 67: List of Submitted Bids menu

7.2.4 Management of a Bid

Until the bid submission deadline is reached, a supplier has the right to remove an already submitted bid by selecting the bid and clicking the [image: image94.png]


”Remove” button. If a submitted bid is removed, up until the bid submission deadline, the supplier retains the right to upload a new bid, by following the steps described above.
Under no circumstances can the supplier download a submitted bid from the system and then open it in order to see the files uploaded. As aforementioned, a submitted bid is an encrypted file that the system is not authorised to decrypt until the bid submission deadline has passed and the opening staff have instructed the system to proceed to unlocking.
7.2.5 Edit Bid

The user can also save the bid as draft and open again in order to continue the bid submission. The user selects the option “Exit” and close the page.
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Figure 68: Save Bid as Draft 

The draft bid is auto-saved and it will be available on “List of draft bids (created online)” section. The user can select the “Edit” button in order to modify the draft bid.
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Figure 69: Edit draft bid (1)
Upon selecting the “edit” button from bid submission page the user has access again to web bid preparation tool. In order the user to continue populating the criteria he/she has to select the option “Edit” again available on [image: image97.png]


  button.
[image: image98.png]



Figure 70: Edit draft bid (2)

7.3 Offline Bid Preparation Tool

In this context, an offline bid means an electronic bid prepared while not connected to the Internet and does not mean a paper-based response to the tender. The preparation of an offline bid follows a very similar process to the online one. In particular, after having accessed the bids page, the user should not click on the “Create Bid Online” link. Instead, the user should download the Evaluation Criteria and the Preparation Tool by clicking on “Prepare this response offline”. The user can disconnect from the Internet once the file has been successfully downloaded.

The downloaded file is a zip file (named TPTandC4TXML.zip by default) containing both the Tender Preparation Tool (in a zip archive) as well as the tender questions in an XML file. The initial zip file must be de-compressed into a local folder on the end-user PC. The Preparation Tool is a zip file that the user should also de-compress into a local directory. After de-compression, the tool should be started using the file named “TenderPreparationTool.exe”. Once the tool is started, the user should click on the “open” option and open the XML file forming the Evaluation Criteria of the Tender. All the rest of the steps for bid preparation are identical to the online part.

Once all questions have been answered and the bid has been saved, the bid should be encrypted using the “Pack” button.
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Figure 71: Offline bid preparation tool

The user then needs to return to the e-GP system to submit the bid created offline by clicking on the “Manual upload of tender package” button. The user will be prompted to locate and select the packed archive ending in “_TENDER.zip” for uploading. The process is completed by clicking the “Upload button” .
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Figure 72: Upload offline bid package
7.4 Bid Submission in Case of Invitation - View Tenders Task 

In case a supplier is invited for a tender, a new “View Tender” task will be created in the “Supplier admin” user task-list.
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Figure 73: View Tender Task
 Upon the supplier admin user selects the aforementioned task, the user will be re-directed to the “View tender details” page and the user will be able to view the tender details such as Tender Status, Procuring Entity, Bid Submission Deadline (date and time).
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Figure 74: Tender details page
The task will be removed from the supplier admin’s task-list in case the supplier has submitted successfully a bid or the bid submission has been expired

7.5 Accept Modified Supplier’s Financial Value
In case the finalized value by PO/ESR of the Supplier’s bid is modified by the PO/ES users, the corresponding supplier admin user will be tasked to approve the updated financial value.
Upon clicking on the relevant task available on his/her task list, the supplier admin will be directed to a page where he will be able to approve or reject the financial value modification providing a reason on the text field.
[image: image103.png]Zambia e-Gove t . .
Pm-::mm;;;m Q 0 » Supplier Admin

Tender Management ~  Supplier Administration ~ P: ents (| 16:31:30 EE!

Task List

(10 v|Results per page | Displaying all 3 matches. « <> »

Title «~ Task «~ Tender Status <~ Procuring Entity «~ Associated Deadline «~

Review POESR Financial Values Evaluation

Ll e,




Figure 75: Review POESR Financial Values task

In case the supplier admin user selects the “Accept” option, the financial value will be automatically updated.

In case the Supplier admin selects the “Reject” option, the financial value will not be modified and the reason for the rejection will be sent back to the PO/ESR. The supplier can populate reason for rejection and supplier’s proposed amendments or clarity to the arithmetic errors identified.
The user submit his/her decision by selecting the [image: image104.png]


button.
The supplier will have 5 working days to respond, if not the request will be automatically rejected. 
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Figure 76: Accept/Reject Financial Value Update

8 Contract Awarding Acceptance/ Rejection by Supplier

Upon the PO/TC user selects the option “submit to supplier” the Supplier has to accept or reject the Awarding of contract. Supplier will be enabled to accept the awarding through the “Reply to Contract Award” task included in the supplier’s homepage task list. 
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Figure 77: Reply to contract award task

The supplier provide his/her answer by selecting accept or reject ratio button. Additionally, Supplier must provide a mandatory comment if declining the contract award. 

The following notice will be displayed to the awarded supplier:
“Please note that failure to accept this contract award will result in forfeiting of your Bid Security and additional steps may be taken against you, including suspension from participation in Government procurements for a defined period.”
The user selects the “submit” button in order to submit his/her decision.
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Figure 78: Accept/Decline the awarder contract

9 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. This feedback is requested by selecting the “Feedback” option in the Tender Menu.
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Figure 79: Feedback selection in the tender menu
The supplier user completes the form and sends the request to the procuring entity.
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Figure 80: Submit feedback request

After the procuring entity has responded to the request, the supplier user can view the response provided by accessing the “Feedback” menu in the Tender Menu.
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Figure 81: View feedback response

10 Postqualifications

Postqualifications are requests submitted by the Procuring Entity in the context of a specific Tender at the end of the evaluation phase. They are very similar to Evaluation Clarifications, except that they are targeted at the bidder who was ranked in first position. To preview any postqualification request the user needs to select the “Postqualifications” option found under the Tender menu . 
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Figure 82: Postqualifications menu selection
A list of all the postqualification requests is displayed. The supplier user must respond to all the postqualification requests by selecting the radio button and clicking on the “Answer Postqualification Request” button.
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Figure 83: List of postqualification requests
The user completes the postqualification by providing his response in the “Postqualifications” text area. Supporting documentation can be attached. Where multiple documents need to be provided, these should be combined in a zip file.
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Figure 84: Respond to postqualification
11 List of My tenders page
Under the “list of my tenders” page of the supplier user, the Tender Unique ID will be also displayed.
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Figure 85: List of my Tenders
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Figure 86: Tender unique ID column

 The supplier user will be in position to sort the results by Tender Unique ID by selecting the [image: image116.png]


 button.
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Figure 87: Tender unique ID – Sort Results

The supplier user will also be in position to download the results into a .csv file by selecting the [image: image118.png]I EXPORT RESULTS AS CSV



button.
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Figure 88: Export results as CSV

12 Helpdesk contact details

To contact the e-GP helpdesk you may visit the “Contact Us” link.

[image: image120.png]Qoo B Q % Llogh

_

@ Advanced Search

© FIRSTVISIT GUIDE LATEST NEWS

 Register yourself and your organisation as & Supplie i he system
 Obtain access tothe user manuals

= Find a specifctender by searching th tender registy

 View the detais of  tender and navigae through al the avaalble documertation

« Dowrioad available documentation

Published Annual Procurement Pan News
Current Tenders.

ene B Detalls equenty Asked Questions.
Electronic Pubic Procurement. Legsation on Threshold

Statstcs Circiars
Events Calendar Market Price Index (MPY)
Procurement Legsiaton eLearming Materils





Figure 89: 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 or whatsapp.
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Figure 90: Contact us form
13 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: image122.png]


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.
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Figure 91: 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.
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Figure 92: 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.
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Figure 93: 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.

14 Modify Tender structure - Bid Submission 

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. When the modification of tender structure is in-progress by PO/TC the supplier organisation receives an email notify them that the submission of the bids for the specific Tender has been paused and a new Tender Structure will be available soon.
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Figure 94 Email Notification – Submission has been paused due to tender structure modification

When the tender structure modification completed by PO/TC the supplier organisation receives the following email notification informed them that modification has been completed and the supplier have to submit the bid again in case they have already submitted their bids.
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Figure 95 Email Notification – Submission resumed

In case the user has saved a draft bid you will need to remove it and commence the bid again.

In case the user has already submit the bid before modification he/she has to remove the old bid by selecting the bid with check box [image: image128.png]


  and the [image: image129.png]


button and create a new bid from scratch.
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Figure 96 Remove Bid is submitted with old tender structure 

15 Email Notification following the bids opening

Following the successful bids opening, the supplier organization receives a notification informing them that the opening has been completed as well as attached the bid opening report. 
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Figure 97 Email Notification  
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