(&) Central Procurement Technical Unit

IMED, HIHISTRT GF F‘LAHH]HG CU\I’ERNHEHT ‘EIF THE F"EDF"LE "1 REPUBLIC DF EAHGLADESH

e-GP System User Manual for Procuring
Entity (PE) Users

(www.eprocure.qov.bd)

-GP

Central Procurement Technical Unit (CPTU)
IMED, Ministry of Planning, Dhaka-1207, Bangladesh
Block No. 12 (2" Floor), Sher-e-Bangla Nagar,

Phone: +880-2-9144 252/53 | Fax: +880-2-9144 250

Email: info@cptu.gov.bd | Web: www.cptu.gov.bd

e-GP Help Desk Contact Details
Phone: + 880-2-9144225 | Email: helpdesk@eprocure.gov.bd
Cell: +8801762625528, +8801762625529, +8801762625530, +8801762625531




Procuring Entity User Manual- Page 2 of 170

Contents
1 Loginto e-GP Portal along with User Name & Password................cccccceviiiiiiii, 3
2 MESSATE BOX .eiiiiiiiiiiiiiiiiiiiiieee ettt ettt ittt ettt ettt b batanntannrtnnnnnnnnrnres 5
3 Annual Procurement Plan (APP) ..ot 13
O = T [ PP PRPPT 29
B WWOIKIIOW .t e e e e e s b e e e e e e e e e e nnnrreeeas 55
B EVAIUALION ... 59
A D 1= o T- 14 1 41T o | OO PP TP 113
8 MY ACCOUNL ...ttt e e e ettt et e e e e e et et ebb e e e e e e eeennbba e e aeeeeenne 117
9 Overview of e-Contract Management Module (€-CMS)..........uuuuuvirviiiiniimiiiiiiiiiininnn. 122
9.1  Commencement Date........ooooiiii i 123
9.2  Delivery Schedule/ WOrk Program .............ccoiiciiuiiieeeesiiisiiiieeeeeeessssinnneesasessnanns 126
9.3 ProgresSS REPOIT ... 131
0.4 PAYMENT ittt e e e e b e e e e e et e e 151
9.5  CoNntraCt TErMINALION .......ueiieiiiiii ettt 156

PE user manual-2



Procuring Entity User Manual- Page 3 of 170

1 Login to e-GP Portal along with User Name & Password

PE Users will be created by e-GP Admin or PE Admin in the e-GP Portal. The moment
users are created on e-GP; Users will get a system generated e-Mail message in his
registered e-Mail ID which contains the necessary information pertaining to Users Login
details along with User name & Password. With the help of this User name & Password,
Users can start working on e-GP Portal (As shown in Screen —A1)

Steps for Login to the system

1.1. Users will login to e-GP Portal along with User Name & Password. In case of first
time login, to maintain the “Security & Integrity” on e-GP Portal, system by default
leads to “Change Password” screen will come wherein the user has to give the
details which are asked.

GP

Tuesday, 15 Mar, 2011 12:06:07 BST

2 User Login

e-mail ID

Forgot Password?

Home | Aboute-GP | ContactUs | RSSFeed | Language English «

Type your Keyword here Tenders E

GoTo » Tenders = Annual Procurement Plans 1 Awarded Contracts 3 Debarred Tenderers

srers | Bidders / Consultants and Procuring Entity's registration to the e-GP syste  View All Notifications

About e-Government Procurement (e-GP) System

National e-Government Procurement (e-GP) poral (i.e. http:l'eprocure.gov.bd ) of the Government of the People's Republic of
Bangladesh is developed, owned and being operated by the Central Procurement Technical Unit (CPTU), IME Division of Ministry
of Planning. The e-GP system provides an on-line platform to carry out the procurement activities by the Public Agencies -
Procuring Agencies (PAs) and Procuring Entities (PEs).

The e-GP system is a single web portal from where and through which PAs and PEs will be able to perform their procurement
related activities using a dedicated secured web based dashboard. The e-GP system is hosted in e-GP Data Center at CPTU, and
the e-GP web portal is accessible by the PAs and PEs through internet for their use.

The e-Government Procurement solution introduced under the Public Procurement Reform (PPR) Process is being supported by
the World Bank and being used by all the government organizations which will help in ensuring equal access to the
BiddersiTenderers, efficiency, transparency and accountability in the public procurement process in the country.

Screen-Al

1.2. In this Change Password page all fields are mandatory. Therefore, Users have to
give an input on each & every field. If any of the field skipped by Users, then, the
system won't allow Users to process further on the e-GP Portal.

1.3. Once all the inputs are given by the Users after that, Users have to click on
“Submit” button which would be available at the bottom of the page. (As shown in

Change Password
Fields marked with (*) are mandatory.
Current Password : * ssasesess Valid password
Hew Password : * sssssses
(Minimum 8 characters required. Make sure the password you choose contains both alphabets & numbers. You can also add special characters and space)
Confirm Password ; * TTTTTT N
Hint Question : * What is your favourite color ? j
Hint Answer : * blue
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Screen-A2

1.4. Once details are given by the user and clicking on “Submit”, the system will show a
message on Users screen i.e. “Password Changed successfully” then User will
be redirected to the home page where the Users has to enter the e-mail ID and the
changed password. (As shown in Screen-A3)

GP

Tuesday, 15 Mar, 2011 12:01:42 BST

@ Password changed successfully

4 UserLogin

e-mailID |

Forgot Password?

PE user manual-4

Home | Aboute-GP | ContactUs | R3S Feed | Language English -

Type your Keyword here Search | Advanced Search

GoTo? Tenders - Annual Procurement Plans ! Awarded Contracts & Debarred Tenderers

As the first step of the e-Tend¢  View All Hotifications

About e-Government Procurement (e-GP) System

Matianal e-Government Pracuremant (e-GP) poral ( ie. httpJleprocure.gov.bd ) of the Government of the People's Republic of
Bangladesh is developed, owned and being operated by the Central Procurement Technical Unit (CPTU), IME Division of Ministry
of Planning. The e-GP system provides an on-line platform to carry out the procurement activities by the Public Agencies -
Procuring Agencies (PAs) and Procuring Entities (PEs).

The e-GP system is a single web portal from where and through which PAs and PEs will be able to perform their procurement
related activities using a dedicated secured web based dashboard. The e-GP system is hosted in e-GP Data Center at CPTU, and
the e-GP web portal is accessible by the PAs and PEs through internet for their use.

The e-Government Procurement solution introduced under the Public Procurement Reform (PPR) Process is being supported by
the World Bank and being used by all the government organizations which will help in ensuring equal access to the
Bidders/Tenderers, efficiency, fransparency and accountability in the public procurement process in the country.

Read More >»

Screen-A3
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2 Message Box
1.1 User will login to e-GP Portal along with User name & Password.

1.2 After login into system, User will be able to see the Message box menu (As shown in
Screen-B1)

1 To Dolist

& A Folder

[# Compose Message | ceaewme o Select- d

Inbax{ 1), Unread(0;

— From Date -

Draft
e == From Subject Priveily Mhater aanl Timex

1 . bl e 2011 3
£ e Pagel i1 = = [0 =]
Screen-B1l

1.2.1 Left Menu will show below mentioned links (As shown in Screen-B2)

= To Dolist
&3 Add Folder

[&] Compose Message

Inbox(0), Unread(0)
Sent
Trash

Oraft

Today's To Do List

Screen-B2

1.2.2“To Do List” >User can add new tasks, view existing tasks and can search for the
task details.

1.2.3“Add Folder” > Folder Management of the mails can be done. Create folders and
manage the mails efficiently. By default, there will be four folders — Inbox, Sent,

Trash and Draft.
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1.2.4“Compose Message” = User can Compose messages using this functionality.
1.2.5“Inbox” = All the mails which are received by the user will be available in this folder.

1.2.6 “Sent” = Mails which user sent through compose message will be available in this
folder.

1.2.7 “Trash” = Deleted messages will be in this folder.
1.2.8 “Draft” - Saved messages will be in this folder.
1.3 Message Box >>To Do List

1.3.1 To Do List functionality, is used so that User can manage their tasks / activities on a
regular basis.

1.3.2 View Task Details> All tasks will be listed in the grid table (S. No, Task Brief,
Priority, Start Date, Last Date, Action) (As shown in Screen - B3)

Date From: ) Date To: =
Status : Pending x|
& Add NewTask
S.No Task Brief Priority Start Date End Date Action
1 Mo Data Found No Data Found | Mo Data Found | Mo Data Found |No Data
Screen-B3

1.3.3 Search Task->User is given Search criteria, through which user can search by
giving required parameters (i.e. From Date — To Date, Status) through which user
can get quick results. (As shown in Screen — B4)

Search Functionality |

Date From: = Date To: =
Status : Pending =l
@ Add NewTask
S.No Task Brief Priority Start Date End Date Action
1 |No Data Found Mo Data Found | No Data Found | Mo Data Found |No Data
Screen-B4
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1.3.4 Add New Task—> User can create new task by click on the link (As shown in Screen
— B5) and add in their respective To Do list. Once New Task page gets opened, it

will list down the input values (Task Brief, Task Details, Priority of Task, Start Date

and End Date) which user will fill and click on Submit button. (As shown in Screen

View Task Details
Date From: = Date To: =
Status : Pending x|
m i Click here to "Add MNews Task" I
-
O o’
@ AddNewTask <
[+ L ]
S.No Task Brief Priority Start Date End Date Action
1 Mo Data Found Mo Data Found | Mo DataFound | Mo DataFound | No Data
Found
Screen-B5

Task Brief: * Document Upload

Task Details : *

i
1]

b 3
m
L]
[
(]
i
[l
(i
]

El source o B B @M (3= :
B | = | Fommat || Font | || Size'w w AT E

Document Upload for Tenderid - 105

1. Company Incorporation Certificate (in case of Company) OR Registration Document
2. Trade License

3. Valid Tax Identification Number (TIN) Cerificate

4. Valid Value Added Tax (WAT) Certificate

5. Authorization letter frem the Qwner for the Firm/Company's Admin

G. Mational ID or Passport of Authorized Person (First 2 pages of passport)

7. e-GF Registration Fee Payment Slip

8. One Passport Size Photo of Authorized Person

y
Priority : High j
Start Date : * 10/07/2011 E
End Date :* 14/07/2011 =

Screen-B6

1.4 Message Box >> Add Folder

1.4.1 “Add Folder” link will be shown in left panel (As shown in Screen — B7)->Add Folder
page will be shown, Once users enter the folder name and clicking on submit
button, the system will display a validation message as “Folder created
successfully” and the created folder name will be shown on the left panel.

PE user manual-7
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‘ Click on Add Folder link

=] To Do list Add Folder

| (@ Add Folder Folder Name : *

[z Compose Message

w

Inbiox(0), Unread(0)
» Sent
» Trash

» Draft

Today's To Do List

Screen-B7

1.5 Message Box >> Compose Message

1.5.1 Compose Message—->User can compose message using this functionality (As
shown in Screen —B8). Lots of features like font, color, styles are available for
better appeal. Set priority to your messages as well.

Compose Mail

To:* egpadmin@eprocure.gov.bd OK
Use commal,)to separate e-mail IDs
Cc:
Subject:* Tender published
Priority : * Medium x|
Message Text:*
Elsource of B I I == & BI U E== & @EOE
MHorrmal = N Font S g Sizc B8 =" AT =
You have been invited by a Procuring Entity to participate in a below mentioned e-Tender: ;I
Tender ID: 1746
Reference Mo: irmops2
Fracuring Entity: RNB-ORG-PED
Tender Closing Date: 17 May 2011 18:35
Tender Brief/ Title: Procurement of Computer Goods
Please go to Tender Dashboard, to prepare and Lodge e-Tender.
Warm Regards, ]
e-GP Support Team. ;I
Click on "Save as Draft", Message will be saved in Oraft folder Y
F Y

_,--""-'_H_F.-
m m<—+ Click on "Send", Message will be sent

Screen—-B8

1.5.2 Message can be created in “Rich Text Area” as shown. Priority of message can be
set for the message by selecting “Low, Medium, High”. After composing of the
message, User can either “Send” the message or “Save as Draft”.

PE user manual-8
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1.5.30nce the message is sent, the system will prompt message “Message Sent

Successfully” and the mail will be available in “Sent Folder”.

1.6 Message Box >> Inbox

1.6.1 Inbox basically is the storage of messages which User will receive from another
User. User will be able to View, Open and Search messages.

1.6.2 View Message—> User can see all messages in Inbox in the grid table (From,
Subject, Priority, Date and Time). (As shown in Screen —B9)

S.No From Subject Priority Date and Time
1 neuser@eap.com APP D 1032 APP Approval is reguired High T6-May-201110:12:42
2 peuseri@egp.com APP ID: 947 File to be processed in Workflow High 26-Apr-2011 15:35:00
3 peuserfegp.com Tender ID : 411 File to be processed in Workflow High 23-Apr-2011 15:19:00
4 peuser@enp.com Tender 1D : 411 Fileto be processed in Workflow High 23-Apr-2011 14:53:00
5 peuser@@egp.com APP ID: 895 APP Approval is required High 22-Apr-2011 13:12:00
6 peuserfegp.com APP ID: 899 File to be processed in Workflow High 20-Apr-2011 09:53:00
7 peuser@egp.com APP ID: 898 File to be processed in Workflow High 20-Apr-2011 09:24:00
8 peuseregp.com Tender ID : 405 File to be processed in Workflow High 17-Apr-2011 16:53:00
9 peuser@egp.com APP ID: 894 File to be processed in Workflow High 17-Apr-2011 16:36:00
10 peuserffegp.com APP ID: 848 File to be processed in Workflow High 05-Apr-2011 11:27:00
Do i< Page[t o2 w wmi[H0s]

Screen—-B9

1.6.3 Open Message (User can select & click on the link to open the message and view
the message with values (Subject, From, To, Cc, Priority, Message body) with
some more functionality mentioned in below table (As shown in Screen —
B10&Screen - B11)

Messages (-]

S.No From Subject Priority Date and Time
1 pEUSErE@edp. cam APP ID: 1032 APF Appraval is reguired High 16-May-2011 10:12:42
2 peusergegp.com A%ID: 947 File to be processed in Workflow High 26-Apr-2011 15:35:00
3 peusergegp.com ‘ender 1D : 411 File to be processed in Workflow High 23-Apr-2011 15:19:00
4 peuser@egp.cup—‘mmdmiufm;w High 23-Apr-2011 14:83.00
5 peuser@egp.cu‘ Select Message & Click on link §y,roval is required High 22-Apr-2011 13:12:00
6 peusergegp.com APP ID: 899 File to be processed in Workflow High 20-Apr-2011 09:53:00
7 peusergeyp.com APP ID: 898 File to be processed in Workflow High 20-Apr-2011 09:24:00
8 peusergegp.com Tender ID : 405 File to be processed in Workflow High 17-Apr-2011 16:53:00
a peusergegp.com APP ID: 894 File to be processed in Workflow High 17-Apr-2011 16:36:00
10 peuserf@egp.com APP ID: 848 File to be pri in Workflow High 05-Apr-2011 11:27:00
A @ oo Page[t of2 ws ei[a0]

Screen-B10
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Repby To A

Subject : APP ID: 1032 APP Approval is required 16-May-2011 10:12:42
From: peuser@egp.com

To: hopeuser@enp com

Cc:

Priority : High

Dear User,

Afile has come to you for processing, Detall ofthe file to be processed is as mentioned below

Module Name
Process

D

File Sent By

Annual Procurement Plan (4PF)
Anp Approval Workfow

1032

FE User- FE

Click here to process this file now. Cryou can perform below mentioned steps to process this file later on

1. Click onWorkflow menu
2. Select Pending task

3. Click on Process link available in front of a paricularfile to be processed

Regards,
8-GP Help Desk.

Screen-B11

Trash When User View Message, on top User can click on “Trash”, to
remove the message from the Inbox. Once message can then be
found in Trash Folder.

Reply When User View Message, on top User can click on “Reply”, User
can revert back to “From” eMail ID(s).

Reply To All When User View Message, on top User can click on “Reply”, User
can revert back to all i.e. “From” & “Cc” eMail ID(s).

Forward When User View Message, on top User can click on “Forward”,
User can forward the message to another User and input the
values “From” & “Cc” e-Mail ID(s).

Move To When User View Message, on top User can select from combo box

Folder folder and click on “Move To Folder”, in return message will be
moved to specific folder from Inbox.

1.6.4 Search Message—> User can use search condition as input values (Search in
[Subject, Message], Keyword, e-Mail ID, From Date, To Date — As shown in
Screen —B12) and result will be displayed in grid table.

Inbox
Searchin: ~-Select- [~
Keyword : e-mail 1D :
From Date : = To Date : =
Screen-B12

PE user manual-10
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1.7 Message Box >> Sent Folder

1.7.1 User when send messages to any other user, the message will be saved in “Sent”
folder (As shown in Screen — B13). User can select any specific message to view
again message.

Sent

Search In : --Select- ;I

Keyword : | e-mail ID : |

Frompate: — rovate: —
==

Messages (-]

S.Mo To Subject Priority Date and Time
1 au.l@egp.com APP |D: 1032 File Approved by Approver High 16-May-2011 10:37:06
2 peuserg@egp cam APP ID: 947 File to be processed in Workflow High 26-Apr-2011 15:37:00
3 peuser@egp cam Tender D : 411 File to be processed in Wiorkflow High 23-Apr-2011 15:03:00
4 aul@egp.com APP ID: 885 File to be processed in YWorkflow High 22-Apr-2011 13:116:00
5 peuser@egp.cam APP ID: 858 File to be processed in Workflow High 20-Apr-2011 09:53:.00
B peusergegp.com APP D 898 File to be processed in Workflow High 20-Apr-2011 09:25:.00
T peuser@egp.com Tender D : 405 File fo be processed in Workflow High 17-Apr-2011 16:54.00
g peuser@egp.com APPID; 894 File to be processed in Workflow High 17-Apr-2011 16:37.00
9 peuser@egp.com APP ID; 848 File to be processed in Workflow High 05-Apr-2011 11:28.00
10 au.l@ep.com APP D 845 File to be processed in WOrkaur High F1-Mar-2011 16:28:00
B $ o co Pagefr oft e s [aa]

Screen-B13

1.8 Message Box >> Trash Folder

1.8.1 Message which is deleted / removed by the User are shown in “Trash” folder. (As
shown in Screen — B14)

1.8.2 All Trash Messages get displayed in a grid table (From, Subject, Priority, Date and
Time).

1.8.3 User can also Search in Trash folder by using input values (Search in [Subject,
Message], Keyword, eMail ID, From Date - To Date).

Trash

Search In: —-Select- j

Keyword : ‘ | e-maillD : ‘

T

Messages (-]
S.Ho From Subject Priority Date and Time
1 ‘hnpeuser@egp com |We|cnmetn e-GF Partal | Lioww | A7-May-201117:09:13 |
2 ¢ 14 <a Pageh of 1 s w102

Screen-B14
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1.9 Message Box >> Draft Folder

1.9.1 When a user saves the message, Message is moved to “Draft” folder. On Click on
“Draft” link, message saved by the user will be shown in the grid (As shown in
Screen - B15). If User wants to send a message from Draft then User has to click
on “Edit” link > Open Message> If any update in the message, the user can
update and Click on “Send” button.

Searchin: _-Select j
Keyword : e-mail D :
From Date: = To Date : =
S.No From/To Subject Priority Date and Time Action
1 peuser@egp.com APPID: 1032 APP Approval is required Medium 17-May-2011 17:20:53
Fo i) Pageh of 1 Im =
Screen-B15

PE user manual-12
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3 Annual Procurement Plan (APP)
1.10 APP >> Create APP

1.10.1 To Create APP, PE user has to click on “APP” Menu, then click on “Create APP”
sub-menu (As shown in Screen — C1)
| lTe.nderI

] [ ] |
Home L IEEELEET Worlrﬂuwll Evaluation Debamnent| My Aﬂ:;mnti Help

Create APP

Friday, 09 Sep, 2011 09:59:44 ogin : Friday, 9 Sep, 2011 09:52:00 ’3 Welc

My APP

All APPs

Screen-C1

1.10.2 Once clicked on the “Create APP” menu then below screen will open up on where
the PE User has to select following details. (As shown in Screen — C2)

1.10.2.1 Type of Budget: - PE user has to select the Type of Budget for which APP is
being created. There are three types of budget one is Development Budget,
Revenue Budget and Own Fund. In case of Development Budget project is
mandatory to select.

1.10.2.2 Financial Year: - PE user has to select Financial Year for the combo box for
which APP is being created

1.10.2.3 Select Project: - PE user needs to select Project for the combo box
1.10.2.4 PE / Project Office: - PE user Project Office will be automatically displayed.
1.10.2.5 PE: - PE’s name will be automatically displayed on the basis of Login ID.

1.10.2.6 APP Code: - PE user needs to enter the APP Code for the same.

PE user manual-13
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Create APP

Create APP > Add Package Details == Add Package Dates

Fields marked with {*) are mandatory

Budget Type : * | Development Budget |E||

Financial Year : * | 2010-2011 IE”

Select Project : * | Blood Camp |E||

PE | Project Office:  Office of Procurement

PE: FE User

APP Code :* [EGP-BC-001 |

Screen-C2

1.10.3 Add Package Details -On clicking the Next button, PE user can add the Package
details. (As shown in Screen — C3)

Package Details <@ Go Back To Dashboard

Create APP »> Add Package Defail >> Add Package Dates

Fields marked with (*) are mandatory

APPID: 267
Financial Year : 2010-2011
Budget Type : Development
Project Name : Blood Camp
APP Code EGP-BC-001
Package No.:* EGP-HG-0002 OK
Please specify the Package/Lot as e-TENDER: <reference No.> if the Package/Lot will be procured using e-GP System
Package Description : * Construction of Blood Camp in all States
. . o Unit Estimated Cost
Lot No. Lot Description Quantity (i.e. Nos., K, etc.) (inBOT)*
Construction of Blood Camp in all States 20000000
TWO CRORE

TWO CRORE

Category:* Health senvices; Health and social work services; Hospital and related
services, Medical practice and related services; Dental practice and
related services; Miscellaneous health services; Social work and related
senices; Social work senices; Social services;

[E] select Categories

Approving Authority : * HOPE

PQ Requires :* o

Procurement Type : * cT

Procurement Method : *
Source of Fund :

Next

g
!!!!

Screen—-C3
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1.10.3.1 Procurement Nature: - PE users need to select the Procurement Nature
from the Combo Box. Procurement Nature can be Goods / Works / Services. If PE
users select Service in Procurement Nature then it is mandatory to select Service
Type. (Standalone Services/Professional & Intellectual Services/Non-Consulting
Services)

1.10.3.2 Type of Emergency: - PE users need to select the Type of Emergency.
Type of Emergency can be Normal / Urgent / National Disaster.

1.10.3.3 Package No. : - PE users will enter the Package No. For which APP is being
created.

1.10.3.4 Package Description: - PE users will enter the Package Description for
which APP is to be created.

1.10.3.5 PE users will specify Lot No., Lot Description, Quantity, Unit and Estimation
Cost (In BDT Taka)

1.10.3.6 Package Est. Cost (In BDT Taka): - System displayed the Package Est.
Cost of all the Lots.

1.10.3.7 Category: - PE user can select the Category by clicking on the Select
Category button.

1.10.3.8 Approving Authority: - PE user can select the Approving Authority from the
Combo Box.

1.10.3.9 PQ Requires: - If Pre-Qualification (PQ) requires in the APP then PE user
can select “Yes” from the Combo Box otherwise selects “No”.

1.10.3.10 Procurement Type: - Procurement Type can be selected from Combo Box
whether NCT (National Competitive Tender) or ICT (International Competitive
Tender).

1.10.3.11 Procurement Method: - PE user can select the Procurement Method from
the Combo Box.

1.10.4 On submitting all mandatory information PE User has to click on Next button for
further process. (As shown in Screen — C3)

1.10.5 Add Package Dates: — System will display Add Package dates page after filling
package information. It is mandatory for PE User to specify the Dates and No. Of
days. PE User to select Expected Date of Advertisement of Tender on e-GP
website Authority needs to enter No of Days and on the basis of that system will
display End date of the same. Once the No. Of Days will be entered by Authorized
User then system will automatically display the Total Time to Contract Signed by
summing up all the day which has been configured in Tender Dates. Once all the
details are entered into the system then AU needs to click on “Save” to save the
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details. On click on “Save & Add More Package” then the system will save the data

submitted by Authorized User and redirect to Add Package Details Page. If the
selected Date is a holiday, then the system will display the same in Red Color, so
the same can be easily identified by PE User. (As shown in Screen — C4)

o Package details added successfully

Fields marked with (%) are mandatory

Approving Authority : HOPE
APPID: 267
Financial Year : 2011-2012
Budget Type : De

Project Name : Blood Camp
APP Code : EGP-BC-001

Package No.: EGP-HG-0002

Tender Dates :
Expected Date Of Adve, _CP v, * @
+ No. Of Days : * P tE of Submission of Tenders : 17-Nov-2011

+No. Of Days : * Expected Date of Opening of Tenders : 12-Dec-2011

Expected Date of Submission of Evaluation Report : 02-Jan-2012
+No. Of Days : * 14 Expected Date of Approval for Award of Contract : 16-Jan-2012
+No. Of Days : * 7 Expected Date of Issuance of the NOA : 23-Jan-2012
+No. Of Days :* 20 Expected Date of Signing of Contract : 22-Fep2012
+No. Of Days : * 20 Expected Date of Completion of Contract : 13.Mar2012

Total to Contract Signing : 104

Save and Add More Package

Screen — C4

1.10.6 APP Dashboard - Once PE user after click on save button then system
automatically redirects the page on APP Dashboard (As shown in Screen — C5)

Annual Procurement Plan (APP) Dashboard

APP Information Bar :

APPID: 267 APP Code : EGP-BC-001 Project Name (If Applicable) : Blood Camp

Financial Year : 2011-2012 Budget Type : Development

Official Cost Estimate :
Template : #_ Download
‘v: Annual Procurement Plan :

Screen — C5

1.10.6.1 APP Information Bar— PE user can view the entire APP which has been
created for APP dashboard in “APP Information Bar”. PE User can see APP ID
(Which is automatically generated by the system), APP Code, Project Name,
Financial Year and Type of Budget.

1.10.6.2 Engineer's Estimation - Standard Engineering Estimation Template can be
downloaded by PE user. Engineering Estimation is applicable only for ‘Works’
tenders.

1.10.6.3 Workflow — PE User can create the workflow by click on “Create” tab. (As

shown in Screen — C5)
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1.10.7 Search Packages — PE User can search the packages. (As shown in Screen —

C6)

1.10.7.1 Search Package: - Package can be searched through Package No.,
Procurement Nature, Estimate Cost and Procurement Type.

1.10.7.2 Add New Packages: - PE User can add New Packages by clicking on Add
New Packages.

1.10.7.3 Package Details: - PE User can take necessary action for the package as
mentioned below.

1.10.7.3.1 Can view the Package No. Package Description, Procurement Nature and
Type, Estimate Cost etc.

1.10.7.3.2 Can upload the Engineer’s Estimation.

1.10.7.3.3 Can “View” or “Edit” the Package details, Edit the dates or Remove the
Packages under the Action section.

1.10.7.3.4 Can generate the “Report” as per the requirement.

Search Package :

Package No.: Procurement Nature : - Select Procurement Nature - [=]

Estimated Cost (In BDT): Procurement Type : - Select Procurement Type - B

fen
#. Steps for Tender Preparati ) Add New Package

Tender ID Tender Status

Status : - Select Status - [=]

Package Details :

Package No., Procurement Naturfff ~ Package Est. Cost Official Cost

S- o Package Description Procurement Typ: (In BDT) Estimate

1 EGP-HG-0002 Works 20000000.00 - Tender not
Construction of Blood Camp in all the States NCT floated

Screen — C6

1.10.8 View APP Details - On Clicking on View APP PE user can view all the details
which have been entered at the time of the creation of APP. On clicking on Print
button PE user can take the printout of APP for future reference. On clicking on
“Go Back to Dashboard” system redirects PE User to Tender Dashboard. (As
shown in Screen — C7)
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View APP Package Details : nt < Go Back To Dashboard

Ministry : Ministry of Procurement v

Division :

Organization : Organization of Procurement

PE Office and Code : Office of Procurement

Budget Type : Development Project Name : Blood Camp

Key Fields Information:

APPID: 267

APP Code: EGP-BC-001
Financial Year : 2011-2012
Budget Type : Development
Project Name : Blood Camp
Procuring Entity : PE User
District: Dhaka

Package Details:

Procurement Nature Works
Type of Emergency Normal
Package No EGP-HG-0002
Package Description Construction of Blood Camp in all the States
Lot Details:
Lot No. Lot Description Qty Unit Estimated Cost (In BDT)
1 Construction of Blood Campin all the States 1.00 Package 20000000.00
Package Estimated Cost (In BDT) 20000000.00
Category Social senvices; Social work and related semvices;
Approving Authority HOPE
PQRequires No
Procurement Method Open Tendering Method
Procurement Type NCT
Source of Fund Government, Own fund

Development Partners -

Tender Dates:

Expected Date of Advertisement of Tender on eGP website 10-Nov-2011
Expected Date of submission of Tender 17-Nov-2011
Expected Date of Opening of Tender 12-Dec-2011
Expected Date of Submission of Evaluation Report 02-Jan-2012
Expected Date of Approval for Award of Contract 16-Jan-2012
Expected Date of Issuance of the NOA 23-Jan-2012
Expected Date of Signing of Contract 22-Feb-2012
Expected Date of Completion of Contract 13-Mar-2012
Total Time to Contract Signing 104

Screen — C7

1.10.9 Creation of Workflow - Click on “Create” link for creating the workflow. (As shown
in Screen — C8)

Workflow :

Screen — C8
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APP Information Bar :

APPID: 267 APP Code : EGP-BC-001 Project Hame (If Applicable): Blood Camp
Financial Year: 2011-2012 Budget Type: Development
Workflow :
Module : Annual Procurement Plan (APP)
Process: App Approval Workflow
No. of Reviewers : * 1
No. of Days for File Escalation :* 5
Screen — C9

1.10.9.1 No. Of Reviewers: - It is mandatory for PE users to mention No. Of
reviewers, as how many reviewers are needed for the particular task. (As shown in
Screen — C9)

1.10.9.2 No. Of Days for file escalation: - No. Of Days for file escalation is
mandatory, PE user has to mention the No. Of days for file escalation. If another
level user will not take any action on defined days then the system will
automatically escalate the file to the next authority after the mentioned days. (As
shown in Screen — C9)

1.10.9.3 Donor Concurrence Requires: - If the project is funded by third parties (WB,
ADB, etc..) Then PE user can check on Donor Concurrence requires in that case
file can be forwarded to the donors for the review and can also add comments for
the same. (As shown in Screen — C9)

1.10.9.4 On submitting the same, PE user needs to select Procurement Role. (As
shown in Screen — C10)

APP Information Bar :

APPID: 267 APP Code: Project Hame (If Applicable):  Blood Camp
Financial Year: 2011-2012 Budget Type :
Workflow : Add Users
Level
o,  Workflow Role Procurement Role Name of Official and Designation Action
1 Starts By AU [=] AU User CE [=]
2 Reviewer PE =]
3 Ends By HOPE E Hope User CE

1.10.9.5 There can be 1 initiator, N number of Reviewers and 1 final Authority which
will finish up the process. (As shown in Screen — C10)
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1.10.9.6 On clicking on “Select User” system will open one window where PE user

have to search the user with department wise. (As shown in Screen — C10)

1.10.9.7 Users can be added or can be removed for the above mentioned in the
Action column.

APP Information Bar :

APPID: 267 APP Code : Project Name (If Applicable):  Blood Camp

Financial Year: 20112012 Budget Type :
Workflow : Add Users

L:‘f‘ Workflow Role Procurement Role Name of Official and Designation Action

1 Starts By AU [=] AU User CE [+]
2 Reviewer PE = PE User CE o
3 Ends By HOPE E Hope User CE

Screen — C11

1.10.9.8 Procurement Role, Name of the Official and their Designation will be
automatically displayed by the system. (As shown in Screen — C11)

1.10.9.9 By clicking on “Change User” PE user can change the user which is
selected earlier. (As shown in Screen — C11)

1.10.9.10  Once require selection done by the PE user in the workflow then needs to
click on ‘Submit’ button for further process. (As shown in Screen — C11)

1.10.9.11  Once the Workflow created, if PE user wants to view the workflow then PE
user has to click on “View” link. If PE user wants to view the history of workflow
then PE User has to click on “View Workflow History” link and if user wants to
click on modifying workflow details then has to click on “Edit” link. (As shown in
Screen — C12)

Workflow :
Edt | view | o >

Screen — C12

1.10.9.12 On Click on View button PE user can see Workflow Details. (As shown in
Screen — C13)
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Workflow Details <@ Go back to Dashboard

APP Information Bar :

APPID 267 APP Code : EGP-BC-001 Project Name (If Applicable):  Blood Camp
Financial Year: 2011-2012 BudgetType: Development
Workflow :
Module : Annual Procurement Plan (APP) Process : App Approval Workllow
No. of Reviewers : 1 No. of Days for File
Escalation

Workflow Level :

Level No. Workflow Role Procurement Role Name of Official and Designation File On Hand
1 Staris By AU AU User,CE YES
2 Reviewer PE PE User,.CE NO
3 Ends By HOPE Hope User,CE NO

Screen — C13
1.10.10 Process File in Workflow - Initiator (AU) clicks on the Process file in
workflow to send the file to the Reviewer for necessary approval and comments.
(As shown in Screen — C14)

APP Information Bar :

APPID: 267 APP Code : EGP-BC-001 Project Name (If Applicable) : Blood Camp

Financial Year : 20112012 Budget Type : Development
Official Cost Estimate :

Template : # Download

Workflow : Annual Procurement Plan :

Screen — C14
1.10.10.1 Comments: -Initiator can add comments. (As shown in Screen — C15)
1.10.10.2  Action: - Initiator needs to select the Action (Like Forward, Approve) from the

combo box for the particular file. In this case, the initiator will select “Forward” to
forward the particular file to Reviewer. (As shown in Screen — C15)

rocess file in Workflow Za Go back to Dashboard
File Details e
Module Name : Annual Procurement Plan (APP)
Process Name : App Approval Workflow
Comments : *
Elsouce # BEE @ =5 & & B I U E= & EM/A = Nomal T] Fon =) || Size T || Aw A =
OK. Forwarded
4
Action :* Select Ation [+]
Upload Document : Click here If any relevant documents to be uploaged
Workflow History s. No ] Processed By Processed Date and Time Action Comments To Be Processed By Download

No Records Found

Workflow Level :

Level No. Workflow Role Procurement Role Name of Official and Designation File On Hand
1 Starts By AU AU User,CE YES
2 Reviewer PE PE User,CE NO

3 Ends By HOPE - Hope User,CE NO
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Screen — C15

1.10.10.3 Upload Documents: -Initiator can upload the necessary documents for the
reference or the approval. (As shown in Screen — C15)

1.10.10.4  On submitting the same, the file will be transferred to the selected authority
for the necessary action. (As shown in Screen — C15)

Workflow :

=
i
=

O File processed successiully

Screen — C16

1.10.10.5 Once the file transferred to the Reviewer, the Initiator will get the message
“File Processed Successfully” (As shown in Screen — C16)

1.10.10.6  Reviewer will login into the system and selects the “Workflow” tab then click
on “Pending Task” to process the pending task. (As shown in Screen — C17)

Home ‘Message Box .APP‘ Tender orkilo Evaluation I‘g‘_ly.nccumlll Help
Wednesday, 18 May, 2011 16:41:21 BST L ending task by, 2011 15:24:00 2. Welcome,
Processed task
Approved Wiorkflow
Screen — C17

1.10.10.7 Reviewer needs to click on “Process” tab to process the particular file. (As
shown in Screen — C18)

Workflow: Pending tasks

Module Name : Process Name :
D Processed By

From Processed Date and Time : = To Processed Date and Time =

=
S.No Module Name Process Name D Processed By Processed Date and Time Previous Action To be Processed By ACHO
1 Annual Procurement Plan App Approval Workflow 267 |AUUser-CE 08-Mow-2011 08:52:51 Forwarded PE User-CE &
(APP)

1.10.10.8 By clicking on Process tab Reviewer can see the below mentioned screen to
take the necessary steps. (As shown in Screen — C19)

PE user manual-22



Procuring Entity User Manual- Page 23 of 170

Process file in Workflow

File Details :

Module Name : Annual Procurement Plan (APP
Process Name : App Approval Workflow
Comments :*
Elsource o B3 @ i =i & #« B I U E= & EBEE nNama 5] rFon 9| size ™
Approved
Action : * Forward =l
Upload Document :
\Workflow History : S.No D Processed By Processed Date and Time Action Comments To Be Processed By
1 267 | AUUser-CE 08-Now-2011 08:52:51 Forwarded eW PE User-CE
Workflow Level : Level Ho. Workflow Role Procurement Role Name of Official and Designation
1 Starts By AU AU User CE
2 Reviewer PE PE User,CE
3 Ends By HOPE .I Hope User,CE

Screen — C19

Download

No Files Uploaded

File On Hand
NO
YES

NO

1.10.10.9 Comments: - Reviewer gives his / her comments. (As shown in Screen —

C19)

1.10.10.10 Action: - Reviewer needs to select the Action (Like Forward, Approve) from
the combo box for the particular file. In this case, the initiator will select “Forward”
to forward the particular file to Reviewer. (As shown in Screen — C19)

1.10.10.11 Upload Documents: - Reviewer can also upload the necessary documents
for the reference or for the approval. (As shown in Screen — C19)

1.10.10.12 Reviewer can see the Workflow History and Workflow level.

1.10.10.13 On submitting the same, the file will be transferred to the selected authority

for further action. (As shown in Screen — C19)

1.10.10.14 Approving Authority will login into the system and selects the “Workflow” tab,
then click on “Pending Task” to process the pending task. (As shown in Screen —
C20)

Frocessed task

by, 2011 16:50:00

Approved Workflow

Screen — C20
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1.10.10.15 Approving Authority needs to click on “Process” link to process the particular
file. (As shown in Screen — C21)

Module Hame :

Process Name :

ID: Processed By :
From Processed Date and Time : = To Processed Date and Time =
=
S.No Module Name Process Name D Processed By Processed Date and Time | Previous Action To be Processed By
1 Annual Procurement Plan App Approval Workflow 267 |PEUser-CE 08-Nov-2011 09:07:59 Forwarded Hope User- CE
(APP)
Process file in Workflow
File Details : g
Module Name Annual Procurement Plan (APP;
Process Name : App Approval V
Comments :*
Elsource o B @ W = = & BJI U E=s== @& EBAE Noma = ron =| size ™ N
Approve
4
Action : * Approve E
Upload Document
Workflow History : S.No 1] Processed By Processed Date and Time Action Comments To Be Processed By Download
1 267 | PEUser-CE 08-Nov-2011 09:07:59 Forwarded W Hope User-CE Na Files Uploaded
2 267 | AUUser-CE 08-Nov-2011 08:52:51 Forwarded W PE User-CE Na Files Uploaded
Workflows Level: Level No. Workflow Role Procurement Role Name of Official and Designation File On Hand
1 Starts B AU AU User,CE NO
2 Reviewer FE PE User,CE NO
Ends B HOPE Hope User,CE YES

Screen — C22

1.10.10.16 Comments: - Approving Authority gives his / her comments. (As shown in
Screen — C22)

1.10.10.17 Action: - Approving Authority needs to select the Action (Like Approve,
Return or Conditional Approval) from the combo box for the particular file. In this
case, the initiator will select “Forward” to forward the particular file to Reviewer.
(As shown in Screen — C22)

1.10.10.18 Upload Documents: - Approving Authority can also upload the necessary
documents for the reference or for the approval. (As shown in Screen — C22)

1.10.10.19 Approving Authority can see the Workflow History and Workflow level.

PE user manual-24



Procuring Entity User Manual- Page 25 of 170

1.10.10.20 On submitting the same, the file will Processed successfully. (As shown in

Screen — C22)

Workflow: Processed tasks

O File processed successiully

Module Name :
ID:

From Processed Date and Time :

S.Ho Module Name Process Name

1 Annual Procurement Plan (APP)  |App Approval Workflow

2 |Tender Amendment Approval
(Workflow

3 Tender Amendment Approval
Workflow

Process Name :
To be Processed By:

= To Processed Date and Time

Processed Date and
D Processed By

Action
Time
267 Hope User-CE 08-Nov-2011 09:10:25 Approved AU User-CE
149 Hope User - CE 04-Nov-201119:16:19 Approved PE User-CE
149 Hope User - CE 04-Nov-201119:05:29 Approved PE User-CE

Screen — C23

To be Processed By

Action

1.10.10.21 Once the file processed successfully, Authorized User gets the message File
Processed Successfully. (As shown in Screen — C23)

1.10.11 Publish APP

1.10.11.1

into the system and Publish the APP. (As shown in Screen — C24)

Annual Procurement Plan (APP) Dashboard

Once the Approving Authority approves the APP, Authorized User can login

APP Information Bar :

APPID: 267 APP Code : EGP-BC-001 Project Name (If Applicable) : Blood Camp

Financial Year: 20142012 Budget Type : De
Publish APP @ Print (@ Go Back To Dashboard
APP Information Bar :

APPID: 267 APP Code: EGP-BC-001

Financial Year : 20112012 Budget Type Development

Project Name (If Applicable) : Blood Camp

G Package No. and Procurement Nature and

Package Description

1 EGP-HG-0002
Construction of Bload Camp in all the States

Comments - * Publish|

1.10.11.2

Package Est. Cost Official Cost Estimate

Procurement Type {In BDT)
Works 20000000.00 Downloa
NCT

Screen — C25

“Submit” button to publish an APP (As shown in Screen — C25)

1.10.11.3

Packages published successfully”. (As shown in Screen — C26)
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@ Packages published successt

APP Information Bar :

APPID: 267
Financial Year : 2011-2012
Official Cost Estimate :

Template : # Download

Workflow :
View |

Search Package :

Package No.:
Estimated Cost (In BDT):

Status : - Select Status -

Package Details :

Package No.,

5. No. Package Description

1 EGP-HG-0002
Construction of Blood Camp in all the States

1.10.11.4

APP Code : EGP-BC-001
Budget Type : Development
Annual Procurement Plan
Procurement Nature :
Procurement Type :

scarci | Reset |

Procurement Nature, ~ Package Est. Cost Official Cost
Procurement Type {In BDT) Estimate
Works 20000000.00
NCT

Screen — C26

By clicking on “Create Tender” link PE user can

notice. (As shown in Screen — C26)

1.11 My Annual Procurement Plan (APP >> My APP)

My Annual Procurement Plan

Project Name (If Applicable) : Blood Camp

- Select Procurement Nature - [=]

- SelectProcurement Type - [=]

#, Steps for Tender Preparation () Add New Package

TenderiD = Tender Status Status Action

Tender not Approved
floated

start preparing the tender

Financial Year : 1-July-2010-30-June-2011

Project Name : - Select Project -

APPID:
5. No. APPID
1 G4
2 63

APP Code
EGP-BC-001
EGP-HG-003

Budgettyne: [ Select Budget Type - vl
Status : - Pending - "
APP Code

e

‘ Search APP ’ Reset

Budget Type
Cievelopment

Ceveloprment

Screen — C27

Project Name
Blood Camp

Blood Camp

1.11.1 PE User can search their APP by selecting Financial Year, Budget Type, Project
Name and Status. (As shown in Screen — C27)

1.11.2 PE User can come to know that how many APP’s are approved and how many are
pending. (As shown in Screen — C27)

1.11.3 PE User can click on “Dashboard” to View the details of APP selected (As shown

in Screen — C27)
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1.12 All Annual Procurement Plan (APP >> All APPs)

1.12.1 Advanced Search for Annual Procurement Plan - Advance search facility is given
to all Govt. Users to search the APPs. (As shown in Screen — C28)

Help J

2 Welcome,

| | | |
1' _Me_ssagg BDIJ H HPP Tend_e_r] WU[IcI’_IuwI Evaluation

Friday, 20 May, 2011 12:03:16 | Create APP
My APP

Hum_e_ My Account

||i|| : Friday, 20 May, 2011 11:13:00

Screen — C28

1.12.2 Any Govt. User can search any APP with the input of necessary data as mentioned
below. (As shown in Screen — C29)
1.12.2.1 Selecting a Ministry / Division / organization

1.12.2.2 Selecting Procuring Entity, Project Name, Financial Year, Procurement
Nature, Budget Type, Package Estimate Cost
1.12.2.3 Enter APP ID, APP Code, Package No., Value

1.12.2.4 Click on Select Category button

- Collapse

Select Ministry/Division

{Organization :

Procuring Entity : - Select Procuring Entity - v

Project Name : -- Select Project - ¥

Financial Year : 1-July-2010-30-June-2011 Budget Type : - Select Budget Type - e
Procurement Nature : - Select Mature — Procurement Type: -- Select Type - b

APPID:

Package No.:

Package Estimated Cost :

Category :

-- Select Operation --

APP Code ;

Value :

[E] Sselect Category

Screen — C29

1.12.3 On submitting the same PE User will get the APP search results. (As shown in the
Screen — C30)
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APP ID, o .
S. No. APP Code Ministry, Diision, Agency, PE
1 G4, Org. of Telecommunication,
EGP-BC-001  PE Office of Telecommunication
2 63, Org. of Telecommunication,
EGP-HG-003  FPE Office of Telecommunication
Page 10of 1

PE user manual-28

Procurement Nature,

District Project Name

Dhaka Works Blood Camp

Dhaka  Serices Blood Camp

1
Screen — C30

Package No,
Description

EGP-HG-002,

Conduction of Blood Camp in all the state

EGP-HG-003
Conduction of Blood Camp

« First

« Previous

Estimated Cost
(in BD Tk.),
Procurement
Method

20000000.00,
OTh

200000.00,
CE0

Next» Last»
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4 Tender
1.13 Create Tender (Tender >> Create Tender)
1.13.1 Click on “Tender” Tab on the Dashboard, click on “Create Tender”. (APP

(Application Procurement Plan) has to be ready with approved and published on e-
GP Portal).

Evaluation My hoooumJ HeIpJ

Create Tender Hay, 15 May, 2011 05:49:00
My Tender

All Tenders

Screen - D1

1.13.2 “Steps for tender Preparation “button, takes you to PDF file where steps for
Tender preparation are available.

1.13.3 Select Financial Year, Select APP from the drop down boxes and click on “Search
APP” button.

1.13.4 Select Lot on which this tender is to be prepared.

1.13.5 Click on “Submit” button.

Financial Year : 20112012 v Select APP* 1 v

‘ Search 9P || Reset |

Steps for Tender Preparation

Select Package No. Package Description
@ 8 Supply and Installation of Signal Radarto Scan object ugta 200 Kis in Radius
Screen — D2

1.13.6 PE User has to type “Invitation Reference No” (As shown in Screen — D3)
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Fields marked with (*) are mandatory
Ministry :

Organization

Procuring Entity Code :

Procurement Nature :

Event Type :

Invitation Reference No.:*

Winistry of Procurement

Organization of Procurement

Goods
TENDER

AXTWI001

Key Information and Funding Information :

Procurement Method :

Source of Funds :

Open Tendering Method (OTH)

Government

Division :

Procuring Entity Name : Office of Procurement
Procuring Entity District : Dhaka
Procurement Type : NCT

Invitation for : Tender - Single Lot

Revel

Budget Type :

nue

Screen — D3

1.13.7 PE User has to type “Dates of Tender Schedule” i.e. Scheduled Tender
Publication Date and Time, Tender Document last selling download Date and
Time, Pre-Tender Meeting Start Date and Time, Pre-Tender Meeting End Date and
Time, Tender Closing Date and Time, Tender Opening Date and Time and Last
Date and Time for Tender Security Submission. (As shown in Screen — D4)

Particular Information :
Project Code :

Tender Package No. and Description :

Category :

Scheduled Tender Publication
Date and Time : *

Pre - Tender meeting Start
Date and Time : *

Tender Closing
Date and Time : *

Last Date and Time for Tender Security Submission : *

1.13.8 PE User has to type “Eligibility of

Mot applicable

PKG-No-05112011
Procurement of Computer Goods

Computer and related senvices Hard

consultancy service

Information for Tenderer / Applicant :

Eligibility of Tenderer : *

Computer hardware acceptance testing consultancy services;Computer audit consultan
consultancy services;Programming sernvices of packas

Project Name Mot applicable

ware consultancy services Hardware selection consultancy services Hardv

ware disaster-recovery consultancy senvices;Computer-site planning
and hardware consultancy senices;Software programming and
tems and technical consultancy senvices;Custom software pment senvices;Systems

uct;

oftware pre

analysis and programming services,System maintenance and support servics fiware-related senices;Dala services Data-processing senvices;Database senvices;Computer-
related senvices;Computer-related management services;Computer support onsultancy senvices;Computer network services;Computer upgrade senvices;Computer audit
senices;Computer testing senices;Computer back-up services;Computer catalogue conversion services;Computer-related pri senices
06/11/2011 15:53 | [ Tender Document last selling / 07/11/2011 15:53 | [
downloading Date and Time :*
081112011 15:53 | [ Pre - Tender meeting End 09/11/2011 15:53 | [
Date and Time : *
301112011 15:53 | [ Tender Opening 20/12/2011 15:53 | [
Date and Time : *
0811120111553 | [
” H
Tender” (As shown in Screen — D5)
[l source o B Ly B I U & BEE
Normal . A~ =]
Having Experience in Installation, Configuration and Setup of computers
4

Screen — D5

1.13.9 PE User has to type “Brief Description of Goods and Related Services” (As
shown in Screen — D6)
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Brief Description of Goods and Related Service :*

El Source B I & =]

Deskiop Computers should be of Dell or HP

i
Screen — D6
1.13.10 PE User has to type “Tender Document Price (in BDT Taka), Location,
Tender Security Price (in BDT Taka), Start Date, Completion Date” (As shown
in Screen — D7)
Evaluation Type :
Document Available :
Document Fees :
Tender Document Price (In BDT):* 1000
One Thousand
Mode of Payment : Payment through Banl
Lot No. \dentification of Lot Location * (Xi‘"::r:lf:;'g.‘r?* Start Date * Compietion Date *
1 Procurament of Computer Goods Dhaka 1000 27M2/2011 [ | | 081012012 &=

One Thousand

Procuring Entity Details :

Name of Official Inviting Tender : FE User Designation of Official Inviting Tender : CE
Address of Official Inviting Tender : Address Dhaka Contact details of Official Inviting Tender : Phone No 02-9144252
City Dhaka Fax No
Thana Dhaka
District Dhaka - 1010
Country Bangladesh

The procuring entity reserves the right to accept or reject all Tenders / Pre-Qualifications / EQls

Screen — D7
1.13.11 Click on “Submit” button (As shown in Screen — D7)

1.13.12 To view notice, you have prepared, click on “View Notice” button. This will
open a new Window in the Browser. (As shown in Screen — D8)

1.13.13 To edit the Notice, click on “Edit” link. Execute Steps from 4.1.7 - 4.1.11

= Note: You can refer to “Steps for Tender Preparation” document. (As shown in
Screen — D8)
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Tender Detail
TenderID:

Closing Date and Time :
Procuring Enfity :

Brief :

Tender Status:

Document | Evaluation Opening

Hotice

Configure Key Information

Clarification on Tender

Workflow

‘Committee Member for Encryption/Decryption
Official Cost Estimate

Creation of format for Price Comparison Report

1.13.14

150
30-Nov-201115:55
Office of Procurement

Desktop Computers should be of Dell or HP

Live

Edit |

Create

Configure

Invitation Reference No.:

‘Opening Date and Time :

Screen — D8

on “Print” button at bottom. (As shown in Screen — D9)

View IFT JPQ | REOI / RFP Notice Deta

ils

ATWI001
20-Dec-201115:55

[ View Notice

i._ Steps for Tender Preparation

TOR: Tender Opening Report, TER: Tender Evaluation Report

View Notice window covers all the information of Notice. In Print Notice, click

Ministry :

Organization :

Procuring Entity Code :
Procurement Nature :

Event Type :

Invitation Reference No.
Key Information and Funding Infermati
Procurement Method :
Source of Funds :
Particular Information :
Project Code :

Tender Package No. and Description :

Category :

Scheduled Tender Publication
Date and Time

Pre - Tender meeting Start
Date and Time :

Tender Closing
Date and Time :

Last Date and Time for Tender Security
Submission :

Information for Tenderer / Applicant :

Eligibility of Tenderer :

Brief Description of Goods and Related Service :

Evaluation Type :

Document Available :

Document Fees :

Tender Document Price (In BDT):

Mode of Payment :
Lot No.
1 Procurement of Computer Goods

Procuring Entity Details:
Name of Official Inviting Tender :

Address of Official Inviting Tender :

The procuring entity reserves the right to accept or reject all Tenders / Pre-Qualifications | EOls

Ministry of Procurement

Organization of Procurement

Division :

Procuring Entity Name :

Office of Procurement

Procuring Entity District : Dhaka
Goods Procurement Type : NCT
TENDER Invitation for : Tender - Single Lot
AXTWI/001
ion :
Open Tendering Method (OTH) Budget Type : Revenue
Government
Not applicable Project Hame : Not applicable
PKG-No-05112011
Procurement of Computer Goods
Computer and related services;Hardware consultancy services;Hardware selection consultancy senvices;Hardware disasts senices;Computer-site planning
consultancy senices;Computer hardware acceptance testing consultancy services;Computer audit consultancy and hardware Ennsu\tancy senvices;Software programming and
consultancy senvices;Programming services of packaged software products;Systems and technical consultancy services;Custom software development services;Systems
analysis and programming senvices;System maintenance and support senvices;Software-related senvices;Data senvices;Data-processing senices;Database senices;Computer-
related services,Computer-related management services;Computer support and consultancy senices;Computer netwnrk ssmcas Computer upgrade services;Computer audit
senvices;Computer testing services;Computer back-up senvices;Computer catalogue senices;Computer-rel senvices
06-Nov-2011 1555 Tender Document last selling / 07-Nov-2011 15:55
downloading Date and Time :
08-Nov-2011 15:55 Pre - Tender meeting End 09-Nov-2011 15:55
Date and Time :
30-Nov-2011 15:55 Tender Opening 20-Dec-2011 1555
Date and Time :
08-Nov-2011 1555
Having in c and Setup of
Desktop Computers should be of Dell or HP
Lotwise
Package wise
Package wise
1000
Payment through Bank
. . Tender securil -
Identification of Lot Location (Amountin BDT) Start Date Completion Date
Dhaka 1000 27-Dec-2011 08-Jan-2012
PE User Designation of Official Inviting Tender : CE
Address :Dhaka Contact details of Official Inviting Tender : Phone No 02-9144252
City :Dhaka Fax No
Thana Dhaka
District :Dhaka - 1010
Country :Bangladesh

Note: Bank will update the payment transactions only at the end of the day, so the tenderers should make sure the securities and other payments are made at least one day before the submission date.
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Screen — D9

1.13.15 To create configure key information, click on “Create” link to Configure Key
Information. (As shown in Screen — D10)

Document  Evaluation Opening

Hotice Edit | View & Steps for Tender Preparation

Configure Key Information Create
Clarification on Tender Configure
Workflow Create
Committee Member for Encryption/Decryption Create

Official Cost Estimate Add

Creation of format for Price Comparison Report Prepare
TOR: Tender Opening Report, TER: Tender Evaluation Report

Screen — D10

1.13.16 Select Approving Authority from the drop down. (As shown in Screen —
D11)

1.13.17 Standard Tender Document will be coming as per STD selection rules
configured by e-GP Admin. (As shown in Screen — D11)

= Note: Tender Proposal Validity in No. Of days and Tender Security Validity in No. Of
days will be coming in as per the Tender Payment business rule configured by e-GP

administrator. (As shown in Screen — D11)

1.13.18 Click on “Submit” button. (As shown in Screen — D11)

Tender Detail

Tender ID: 150 Invitation Reference No. : AXTWI001

Closing Date and Time : 30-Mov-2011 1555 Opening Date and Time : 20-Dec-201115:55
Procuring Entity : Office of Procurement

Brief : Desktop Computers should be of Dell or HP

L&} View Notice

Fields marked with (*) are mandatory

Estimated cost (In BDT)

Approving Authority : * Hope User =
Standard Tender Document : * e-PG2 =]
TenderiProposal Validity in No. of Days : * 50

Ideally it should be between 60-90 Days

[“Suuni |
Screen — D11
1.13.19 “View” link of Configure Key Information takes you to view the values you set

for Configure Key Information. (As shown in Screen — D12)
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Document | Evaluation | Opening

Hotice Edit | View
Configure Key Information Edit | View
Clarification on Tender Configure
Workflow Create
Committee Member for Encryption/Decryption Create
Official Cost Estimate Add
Creation of format for Price Comparison Report Prepare

Screen — D12

1.13.20 Click on “Go Back To Dashboard” button. (As shown in Screen — D13)

View Estimated Cost, Approving Autherity, STD 4a Go Back To Dashboard
Tender Detail
TenderiD: 150 Invitation Reference No.: AXTWI/001
Closing Date and Time 30-Now-2011 15:55 Opening Date and Time 20-Dec-2011 1555
Procuring Entity : Office of Procurement
Brief: Desktop Computers should be of Dell or HP

e View Notice

Estimated cost (in BDT): 35000.00
Approving Authority : Hope User
Standard Tender Document : e-PG2
Tender/Proposal Validity in No. of Days : 60

Tender Security Validity in No. of Days : 88

Screen — D13

1.13.21 Click on “Document” tab of the dashboard. (As shown in Screen — D14)

Document | Evaluation  Opening

Notice Edit | Wiew
Configure Key Information Edit | View
Clarification on Tender Confiqure
Workflow Create
Committee Member for Encryption/Decryption Create
Official Cost Estimate Add
Creation of format for Price Comparison Report Prepare
Screen — D14
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1.13.22
shown in Screen — D15)

You may set BOQ forms, Technical forms and other forms as applicable. (As

= Note: Detailed steps for Documents and Forms preparation refer to the Tender

Document section in this document.

Tender Document Preparation

Tender Detail

Tender ID: 150

Closing Date and Time 30-Nov-2011 15:55

Procuring Entity Office of Procurement

Invitation Reference No. :

Opening Date and Time

AxTWI001
20-Dec-2011 15:55

Brief : Desktop Computers should be of Dell or HP
[} View Notice
Notice Evaluation Opening
STD: e-PG2
Guidance Notes :
s. File N File D " File SizeIn | ,
No. ile Name ile Description KB ction
1 | Template of e-PG2 Technical Specifications and Compliance of Goods and related | Template of e-PG2 Technical Specifications and Compliance of Goods and 15 e
senvices (Form e-PG2-3)xls related semvice(Form e-PG2-3)
2 | Template of e-PG2 Price and Delivery Schedule for Goods (Form e-PG2-2A)xls Template of e-PG2 Price and Delivery Schedule for Goods (Form e-PG2-24) 22 he
3 | Template of e-PG2 Price and Completion Schedule for Related Senvices (Form e- Template of e-PG2 Price and Complefion Schedule for Related Services (Form 22 &
PG2-2B)xis e-PG2-28)
4 | Guidance_TS_e-PG2.pdf Guidence Notes for e-PG2 12 +
Package No.: PKG-N0-05112011
Package Description Procurement of Computer Goods
Section No. Section Name Action
1 Instructions to Tenderers (ITT)
. No. File Name File Description Fle Size Action
o 2 (in KB)
No records found
2 Tender Data Sheet (TDS) Edit
S. Ho. File Name File Description Flle Size Action
Stk g (in KB)
No records found
3 General Conditions of Contract (GCC)
S.N File N File Descripti Hle Size Act
. No. ile Name ile Description (inKB) ction
No records found
a Particular Conditions of Confract (PCC) Edit
File Size
S. No. File Name File Description (in KB) Action
No records found
5 Tender and Contract Forms
Tender forms Data and Sequence of data in Tech form and BOQ/Schedule of Price Bid forms should be same to avoid any confusion to Tenderer.
Hew forms : To create any additional supplementary forms, click on this link.
File Size
S. No. File Name File Description (inKB) Action
1 e-PG2ContractForms.doc \e-PG2 Contract Forms 51 *
2 e-PG2ContractForms pdf e-PG2 Contract Forms 39 d’
3 Guidance_TS_e-PW2.pdf Guidance - Technical Specifications and Compliance 12 +*,
S. No. Form Name Actions

1 e-Tender Submission Letter (Form e-PG2 -1)

2 Technical Specifications and Compliance of Goods and

related senices (Form e-PG2-3)

Lot No. 1

Lot Description Procurement of Computer Goods

S. No. Form Name

1 Frice and Delivery Schedule for Goods (Form e-PG2-24)

Actions

2 Price and Completion Schedule for Related Services (Form e-
PG2-28)

Grand summary :

Screen — D15
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1.13.23 Click on “Evaluation” tab in Dashboard to create the Evaluation Committee

members and also can add details in the Advertisement section (As shown in
Screen — D16)

Evaluation Process

Tender Detail
Tender ID: 150 Invitation Reference No.: ATWI001
Closing Date and Time : 30-Nov-2011 15:55 Opening Date and Time 20-Dec-201115:55
Procuring Entity : Office of Procurement
Brief: Desktop Computers should be of Dell or HP
Tender Status : Live L View Nofice
Notice Document Opening
Advertisement View

Evaluation Committee Create | Use Existing Committ

Screen — D16

1.13.24 To add Advertisement, PE has to click on “View” link (As shown in Screen —
D16)

1.13.25 On click, the system will display a page wherein PE User has to click on “Add
Advertisement” button on the right side (As shown in Screen — D17)

Notice Document Opening
&) Add Advertisement
s. No. Name of the News Paper s e A Full URL of Advertisement Page Website Advertisement Date Date of URL Publishing Action
No records found.
Screen — D17
1.13.26 Once click on button, System will display page in which user has to provide

mandatory details and click on “Submit” button (As shown in Screen — D18)

Notice Document Evaluation | Opening

Fields marked with (*) are mandatory

Name of the News Paper:* The Daily Start Newspaper Advertisement Date : = 0611112011 B
Full URL of Advertisement Page : Website Advertisement Date : =

1.13.27 On Submit, the System will display message “Tender Advertisement added
successfully” (As shown in Screen — D19)
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Motice | Document Opening
= R
& Tender Advertisement added successfully

&2 Add Advertisement

Hewspaper Advertisement

S. No. Name of the News Paper Date Full URL of Advertisement Page Website Advertisement Date Date of URL Publishing Action
1 The Daily Start 08-Nov-2011 - - 07-Nov-2011
Screen — D19
1.13.28 Now PE User has to click again on “Evaluation” tab on Dashboard to define
Evaluation Committee Members.
1.13.29 PE User will able to having two options as mentioned below:

1.13.29.1 Create Comm. Members — If PE User selects this option then he has to
create committee members (As per the business rules defined by e-GP Admin)
and then form the workflow

1.13.29.2 Use Existing Comm. Members — if PE User selects this option then he can
select the comm. Name or select the previous tender id.

1.13.30 User when selects “Create” comm. Members option and for that he has to
click on “Create” hyperlink.

1.13.31 User has to give the Comm. Name and click on “Add Members” button and
select the Committee members from same PE and other PE. (As shown in Screen
— D20)
Committee Name : * My TEC Comm
Minimum Members Required : 2
Maximum Members Required : 3
Minimum Members from the Same PE : 2
Minimum Members Outside PE : 0
@ Add Members
Committee Member's Name Committee Role Members From Action
[ Subrmit |
Screen — D20

1.13.32 When click on “Add Members” button, the system will display the pop-up
window in which User has to select the members and click on “Add” button. (As
shown in Screen — D21)
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Add Committee Member ®

Select Member Hame Member Designation Procurement Role

Al User CE AU

AQ User CE AD

TOCKPOC User CE TOCIPOC

| BOD User CE BOD

TEC & PEC User CE TECIPEC

Hope User CE HOPE

Accountant User GE Accountant

‘ Add 1 [ Cancel }
Screen — D21
1.13.33 Members selected will be added in the list where PE User has to define the

Committee Role (i.e. Chairperson, Member Secretary and

“Submit” button (As shown in Screen — D22)

Member) and click on

Committee Name : * |MyTEC Comm ‘
Minimum Members Required : 2
Maximum Members Required :
Minimum Members from the Same PE: 2
Minimum Members Outside PE : o
@ Add Members

Committee Member's Name Committee Role Members From Action

TOCEPOC User Member Secretary [=] Same PE @ Remove

1.13.34 On submitting, System will change the “Create” link to “Edit” | “View” link. (As

shown in Screen — D23)
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Notice Document Opening

Advertisement e
Evaluation Committee Edit g

VWorkflow Create

Screen — D23

1.13.35 Once the members are finalized by PE User, he can go ahead in the
“Workflow” process and get the members approved and once the whole process
gets completed System will display as shown in Screen — D24. User has to click
on “Notify Committee Members” link to notify the committee members approved

Notice | Document Opening

Advertisement g

Evaluation Committee

Workflow

Screen — D24

1.13.36 On click, the system will display page in which he has to mention remarks
and click on “Notify” button. (As shown in Screen — D25)

Committee Name : My TEC Comm
Minimum Members Required : 2
Maximum Members Required : 3
Minimum Members from the Same PE : 2
0

Minimum Members Outside PE

Committee Member's Name Committee Role Members From

TEC & PEC User Chairperson Same PE
TOC&POC User Member Secretary Same PE
AU User Member Same PE
Remarks *:
Screen — D25
1.13.37 On click, the system will display message “Committee members notified

successfully” (As shown in Screen — D26)
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Notice  Document Opening
O Committee members notified successfully

Advertisement EW
Evaluation Committee W
Date and time of Committee Formation 07-Mov-201113:04

Workflow ew | View W

Screen — D26

1.13.38 PE User has to click on “Opening” Tab and has to do the same steps of
Evaluation Committee formation (Steps 4.1.30 to 4.1.37).

1.13.39 Click on “Notice” tab on the Dashboard to configure “Clarification on
Tender” details (As shown in Screen — D27)

Document | Evaluation | Opening

Notice Edit | View

Configure Key Information Edit | View
Clarification on Tender Configure
Workflow Create
Committee Member for Encryption/Decryption Create
Official Cost Estimate Add

Creation of format for Price Comparison Report Prepare

Screen — D27

1.13.40 On click of “Configure” link, the system will display a page wherein PE user
has to select “Yes” or “No”. If Selected “No”, then for this specific tender there will
be nothing like to post a query by the tenderer and get response from PE. If
selected “Yes”, then PE has to mention last date and time for posting query that
means tenderer can post query up to the mentioned date and time for which they
will be getting responses from PE User. (As shown in Screen — D28)
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Configure Clarification on Tender

Fields marked with (*) are mandatory.

Clarification on Tender is to be allowed * ‘r’esE

Last Date and Time for posting of query * J

Screen — D28

1.13.41 On Submit, the system will display message “Clarification on Tender
Configured Successfully” (As shown in Screen — D29)

@ Clarification on Tender Configured successfully

Screen — D29

1.13.42 Click on “Create” link on Committee Member for Encryption/Decryption,
to define the Members. (As shown in Screen — D30)

Document | Evaluation | Opening

Hotice Edit | View
Configure Key Information Edit | View
Clarification on Tender Edit | View
Workflow Create
Committee Member for Encryption/Decryption Create

Official Cost Estimate add

Creation of format for Price Comparison Report Prepare
Screen — D30
1.13.43 Select members of the list in Select column. Click on “Submit” button. (As

shown in Screen — D31)
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TOC / POC members for Encryption/Decryption

@ Go back to dashboard

Tender Detail

Tender ID : 150 Invitation Reference No. : AXTWI001
Closing Date and Time : 30-Now-2011 15:55 Opening Date and Time : 20-Dec-2011 15:55
Procuring Entity : Office of Procurement
Brief Desktop Computers should be of Dell or HP
Tender Status : Being processed L View Notice
Select Committee Member Committee Role
TOC&POC User Chairperson
AU User Member
[ Upaate |
Screen — D31
1.13.44 Click on “View” link, to view the details of committee members for encryption
/ decryption. (As shown in Screen — D32)
Document  Evaluation Opening
Hotice Edit | Vie
Configure Key Information Edit | Vie
Clarification on Tender Edit | View
Workflow Create
Committee Member for Encryption/Decryption Edit | View
Official Cost Estimate Add

Creation of format for Price Comparison Report

Screen — D32

1.13.45 To go to Tender dashboard, click on “Go Back to Dashboard” button (As

shown in Screen — D33)

TOC / POC members for Encryption/Decryption

4@ Go back to dashboard

Tender Detail

Tender ID: 150 Invitation Reference Ho. :
Closing Date and Time : 30-Nov-2011 15:55 Opening Date and Time :
Procuring Entity : Office of Procurement

Brief Deskiop Computers should be of Dell or HP

Tender Status: Being processed

Committee Member
TOC&POC User
AU User

Screen — D33

AxTWID01
20-Dec-2011 15:55

g} View Notice

Committee Role
Chairperson

Member

1.13.46 Click on “Edit” link to modify the Committee members for encryption /

decryption (As shown in Screen — D34)
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Notice

Configure Key Information
Clarification on Tender

Workflow
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Opening

Committee Member for Encryption/Decryption

Official Cost Estimate

Creation of format for Price Comparison Report

1.13.47
(As shown in Screen — D35)

TOC / POC members for Encryption/Decryption

Screen — D34

Select/Unselect committee members. Click on “Update” button at bottom.

<@ Go back to dashboard

Tender Detail

Tender ID: 150
Closing Date and Time : 30-Now-2011 15:55

Procuring Entity : Office of Procurement

Brief: Desktop Computers should be of Dell or HP

Tender Status : Being processed

Invitation Reference No. :

Opening Date and Time :

Select Committee Member
TOC&POC User
AU User

1.13.48

Screen — D35

AXTWI001
20-Dec-2011 156:55

Chairperson

Member

[ef View Notice

Committee Role

Click on “Add” link of Official Cost Estimate and System will display page in

which user can input the cost estimate and click on “Submit” button (As shown in

Screen — D36)

Official Cost Estimate

<@ Go back to Tender Dashboard

Tender Detail

Tender ID: 150
Closing Date and Time : 30-Nov-2011 15:55

Procuring Entity : Office of Procurement

Brief: Deskiop Computers should be of Dell or HP

Tender Status : Being processed

Lot No.

1 Procurement of Computer Goods

PE user manual-43

Invitation Reference No.:

Opening Date and Time :

Lot Description

Screen — D36

AxTWI01
20-Dec-201115:55

L&} View Notice

Official Cost Estimate (In BDT)

6500000
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1.13.49 On click, the system will display message “Official Cost Estimate Entered

Successfully” and “Add” link will change to “Edit” and “View” link. (As shown in
Screen — D37). User can modify the official cost by clicking on “Edit” link and user
can view the official cost by clicking on “View” link

Document | Evaluation | Opening
O Official Cost Estimate Entered Successfully

Notice Edit | View

Configure Key Information
Clarification on Tender
Workflow Create
Committee Member for Encryption/Decryption Edit
Official Cost Estimate Edit| Vie

Creation of format for Price Comparison Report

Screen — D37
1.13.50 PE User has to prepare now the Price comparison report and so has to click
on “Prepare” link against the caption of Creation of format for Price

Comparison Report. (As shown in Screen — D38)

Document | Evaluation | Opening

Notice ¥ Steps for Tender Preparation

Configure Key Information
Clarification on Tender

Workflow

Committee Member for Encryption/Decryption

Official Cost Estimate

Creation of format for Price Comparison Report
TOR: Tender Opening Report, TER: Tender Evaluation Report

Screen — D38
1.13.51 Type following in the screen - Report Name, Report Header, Report Footer,

Report Type, Report For (TOR, TER), No. Of Columns. Click on “Next Step”
button at bottom. (As shown in Screen — D39)
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Enter Report Details

Report Name :* Price Bid Comparison

Report Header : Tenderer wise comparisan sheet

Report Footer : Type description of the footer

Report For : @TER  @TOR TOR: Tender Opening Report, TER: Tender Evaluation Report
No. of Columns * 4

Screen — D39

1.13.52 Type values and select Filled by. Click on “Next Step” button. (As shown in
Screen — D40)

Price Bid Comparison
Tenderer wise comparison sheet
Column Header : * Company Name Column Header : = Rank Column Header : * Amount Column Header : = Estimated Cost

Filled By :* company  [+] Filled By :* Auto Number [ Filled By :* Auto [=] Filled By :* Estimated Cosf |

Type description of the footer

Instruction for Report Preparation

+ Select "AutoNumber” option from the given filled by drop downlist for the column in which system generated ranks are to be displayed

* Select"Company Name” option from the given filled by drep downlist for the column in which company name is to be dispalyed.

* Select "Auto” option from the given filled by drop downlist for the column in which the value would be derived by creating a formula

* In case ifthe value of a particular column is to be converted into words then select "Auto™ option for the filled by drop downlist for the column by option. Necessary formula needs to be created using build formula functionality.

Screen — D40

1.13.53 Click on “Go Back and Edit “you want to change the data. Click on “OK”
button. (As shown in Screen — D41)

Price Bid ccmparisnn
Tenderer wise comparison sheet

Company Name Rank Amount Estimated Cost

Company Auto Number Auto Estimated Cost

Type description of the footer

o]
Screen — D41
1.13.54 Select Lot from the available list. (A package can have up to 5 Lots; Selection

of lots will be based on Evaluation type in definition of Notice). Click on “ Select
Lot”. (As shown in Screen — D42)

Select Lot No Lot DSSCHDIIDII TOR Prepalad TER Prepﬂlad
i 1 Procurement of Computer Goods No No
Screen — D42
1.13.55 Select form name of Select column. Click on “Build formula” button at

bottom. (As shown in Screen — D43)
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Select form for Formula

Select Form Name
Price and Delivery Schedule for Goods (Form e-PG2-24)
el Price and Completion Schedule for Related Services (Form e- PG2-26)
Build Formula
H “ ” H
1.13.56 Set the formula, Test Formula and click on “Save Formula”. (As shown in
Form View <a Go back to Dashboard
Table Name : Price and Delivery Schedule for Goods
Unit Price in Total Price in
Item Description  Measurement uantity Point of Delivery Period Country ot Origin Unit Price in Figure Words Total Price in Figure Words
No. of Item Unit Delivery (in days) (BDT) Bom (BOT) 0T
Itemn - A1 Nos Dhaka Auto-Long Auto - Long
Text Ted
ltem-A2 | Nos Dhaka Auto -Long Auto - Long
Text Text
Table Name : Price and Completion Schedule for Related Senvices
- Completion Period - Unit Price in - Total Price
{tem No. DEEC‘I"\HIWDI'I of  Measurement Quantity c Pmnll :»f Country of Origin Unit Pn;le)\Tn Figure Words Total Pné;;Tm Figure in Words
em ompletion {in days) (8DT) (B0T) (BDT) (BDT)
Item - B1 Nos Dhaka Auto - Long AUto - Long
Text Text
Item - B2 Nos Dhaka Auto - Long Auto - Long
Text Text
Tenderer wise comparison shee
Amount
‘Company Name Rank Governing Column Estimated Cost
Company Auto Number
Type description of the footer
) S Y TP
[F1n Words
-Select- [+]
TR e Cm
Existing Formula(s)
S. Ho. Apply To Column Formula Delete
1 Amount Price and Delivery Schedule for Goods_Total Price in Figure B

(BDT)_3+Price and Completion Schedule for Related Services_Total Price in Figure

(BDT)_3

Screen — D44

1.13.57 Click on “Create” link on Workflow (As shown in Screen — D45)
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Document | Evaluation | Opening

Hotice Edit | View

Create

Configure Key Information

Clarification on Tender Configure
Workflow

Committee Member for Encryption/Decryption

Official Cost Estimate sdd

Creation of format for Price Comparison Report Frepare

Screen — D45

1.13.58 Type No. Of Reviewers, No. Of Days for File Escalation. Click on
“Submit” button (As shown in Screen — D46)
Work flow :

Module ; Tender

Process : Tender Matice & Document Approval Wiorkfl o
Mo. of Reviewers : ' 1
Mo. of Days for File Escalation : * 1

Screen — D46

Select Procurement Role for Reviewer. Click on “Select User”. (As shown
in Screen — D47)

1.13.59

Workflow : Add Users

Level

Workflow Role Procurement Role Name of Official and Designation Action

1 Starts By PE - PE User of Heli Orgn Dy Manager

2 Reviewer @ GelectUser
FE

3 Ends By Secretary PE User of Heli Orgn Oy Manager
inister
BOD
o [ submit |
HOPE
CCGP

Home | Abou| s | RSS Feed | Terms and Conditions | Disclaimer and Privacy Policy ABOUT TRUST ONLINE

(2]
Best viewed in 1024 x 768 and abovdn g

- TEC/PEC - -

ers Tested & Certified by CPTU: Internet Explorer 8.x, Internet Explorer 9.x, Mozila Firefox 3.6x

Screen — D47
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1.13.60 Select Ministry/ Division/ Organization by clicking the Icon in New Window

popped by the system. (As shown in Screen — D48)

search & Add user(s)

Select Ministry Division 1 L
/Organization : *

Select Office : * 3

Select Name of Official.Designation

Mo user found
Screen — D48

1.13.61 Double Click on Organization or Division or Ministry as applicable. (As shown
in Screen — D49)

2) Department Tree - Mozilla Firefox

|:] http: istaging. eprocure. gov. bdfresourcesfcommonyDeptTre 57 | [Ferval=uservalue2auserid=trtuseridzamfrolsid=1 S2uid=166adonorval=# g

B ) ccap ~
[ Cabinet Division

[ Departrnent of Telecommunication

B Min of R & B O
[ Min.of Planning

=8 Ministry of Aviation

: v
= Morth Division(Div,

. T Helicopter Organisation(Crg. ]

[ Ministry of Electronics
- Ministry of Health
- Ministry of Information Technology Name of Official,Designation
28 Ministry of IT
B Ministry of Planning
=+ Ministry of Power Energy and Mineral Resource
B Ministry of Railway . |
=+ Ministry Road & Building v
< | ¥
Screen — D49
1.13.62 Select Office and click on “Search” button. List of users of selected

Procurement Role pertaining to that Office is displayed. Select the user, click on
“Add User” button. (As shown in Screen — D50)
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Search & Add user(s)

Select Ministry Division

- R , Helicopter Organisation
(Orgamization :

Select Office -’ PE Office Helicapter Organisatic
Select Name of Official,Designation
O Authorised Officer Heli Orgn Manager
T ——
‘ Add User '
Screen — D50
1.13.63 Click on Change user, if you want to change user. You can also change

Procurement Role and through Change User link again User details can be
modified. If the Committee is set, click on “Submit” button. (As shown in Screen —

D51)

Workflow : Add Users

L::al Workflow Fole Procurement Role Hame of Official and Designation Action
1 Starts By FE v FE User of Heli Orgn Dy Manager
2 Reviewer AD v Authoriged Officer Heli Oran Manager @ Change User
3 Ends By FE v FE User of Heli Orgn Dy Manager
Screen — D51
1.13.64 To Process the files in Workflow, click on “Process the files in Workflow”

link (As shown in Screen — D52

Workflow Edit | Wi FProcess file in Workflow Pyiew Workflow History

Screen — D52
1.13.65 Type Comments, Select Action from the Drop down Combo box. (As shown
in Screen — D53)
1.13.66 Upload a Document to upload any necessary documents. (As shown in

Screen — D53)

1.13.67 Click on “Submit” button. (As shown in Screen — D53)
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2 Workflow |88 y Help

Monday, 23 May, 2011 14:38:51 BST Last Login : Monday, 23 May, 2011 14:26:00 ng. Welcome, PE User of Heli Orgn | @ Logout w

View All Notifications

Process file in Workflow <@ Go back to Tender Dashboard
File Details : “iew Tender Wotice | Yiew Tender Document
Module Name : Tender Motice & Document Approval Workflow
Process Name : Tender
Comments : *
Elsouce of B BB @ == & & BI U E=S=SE & BERE
Mormal < Font T} size T 0 Ap- A E

erarded )

A
Action :* CForward v )
Upload Document: 3 Click here Ifany relevant documents to be uploaded
Workflow History : S No (1] Processed By Processed Date and Time Action Comments To Be Processed By Download
Mo Records Found
Workflow Level : Level No. Workflow Role Procuremeni Role Name of Official and Designation File On Hand
1 Starts By FE FE User of Heli Orgn, Dy Manager YES
2 Reviewer AD Authorised Officer Hell Qrgn Manager MO
3 Ends By FE FE Liser of Hell Orgn, Dy Manager MO
Home | About e-GP | Contact Us | RSS Feed | Terms and Conditions | Disclaimer and Privacy Policy ABDUT TRUST ONLINE

Best viewed in 1024 x 768 and above resolution. Browsers Tested & Certified by CPTW: Internet Explorer 3.x, Internet Explorer 9.x, Mozila Firefox 3.6x

Copyright © 2011 Central Procurement Technical Unit {CPTU). All Rights Reserved.
IMED, Ministry of Planning, Government ofthe Peaple's Republic of Bangladesh

Screen — D53

Note: Reviewer has to log on with his e-mail ID and current password, go to Workflow,
Pending Task, and select Pending task and type the necessary information in required

boxes. For details of workflow, refer to the Workflow section in this document.

1.13.68 Once the workflow is approved, it comes back to the authority set as Starts
By.

1.13.69 Click on “Publish” link. (As shown in Screen — D54)
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Document | Evaluation  Opening

Notice

Configure Key Information

Clarification on Tender

Workflow

Committee Member for EncryptioniDecryption
Official Cost Estimate

Creation of format for Price Comparison Report

1.13.70
D55)

Publish Notice Details

Edit | View | Publish

Edit | View

Edit | Vi

Edit |

m

1 Price Bid

Report Title

Procuring Entity User Manual-

Page 51 of 170

Workflow Histon

For TORITER

Comparison TOR

Edit Report Format | Edit Report Formula | View

#. steps for Tender Preparation

TOR: Tender Opening Report, TER: Tender Evaluation Report
Action

Report Format

Screen — D54

Type your comments and click on “Publish” button (As shown in Screen —

<a Go Back to Dashboard

Ministry :

Organization :

Procuring Entity Code :
Procurement Nature :

Event Type :

Invitation Reference Ho. :
Key Infermation and Funding Information :
Procurement Method :
Source of Funds :
Particular Information :
Project Code :

Tender Package No. and Description :

Category:

Scheduled Tender Publication
Date and Time :

Pre - Tender meeting Start
Date and Time :

Tender Closing
Date and Time

Last Date and Time for Tender Security
Submission :

Information for Tenderer / Applicant :
Eligibility of Tenderer :

Brief Description of Goods and Related Service :
Evaluation Type :

Document Available :

Document Fees :

Tender Document Price (in BDT) :

Mode of Payment :
Lot No.
1 Frocurement of Computer Goods

Procuring Entity Details:

Name of Official Inviting Tender : PE User

Address of Official Inviting Tender : Address
City
Thana
District

Country

Ministry of Procurement

Organization of Procurement

Division :

Procuring Entity Name :

Office of Procurement

Procuring Entity District : Dhaka

Goods Procurement Type : NCT

TENDER Invitation for : Tender - Single Lot

AXTWI001

Open Tendering Method (OTM) Budget Type : Revenue

Government

Not applicable Project Name : Not applicable

PKG-Ne-05112011

Procurement of Computer Goods

Computer and related senices;Hardware consultancy senices Hardware selection consultancy sernvices;Hardware disast; very c senvices;Computer-site planning

consultancy services;Computer hardware acceptance testing consultancy services;Computer audit consultancy and hardware consultancy senices;Software programming and
consultancy senices;Programming services of packaged software products;Systems and technical consultancy senices; Custom software development senices Systems
analysis and programming sernvices; System maintenance and support senices;Software-related services Data senices; Data-processing senvices Database senices;Gomputer-
related senices;Computer-related management services;Computer sUpport and consultancy services;Computer network services;Computer upgrade senices;Computer audit
semvices;Computer testing senices,Computer back-up services;Computer catalogue senices;Comput lated pre services

06-Now-2011 15:55 Tender Document last selling /

downloading Date and Time :

07-Nov-2011 1555

Pre - Tender meeting End
Date and Time :

08-Nov-2011 1555 09-Nov-2011 1555

30-Nov-2011 15:55 Tender Opening

Date and Time

20-Dec-2011 1555

08-Nov-2011 1555

Having Experience in Installation, Cenfiguration and Setup of computers
Desktop Computers should be of Dell or HP

Lotwise

Package wise

Package wise

1000

Payment through Bank

Tender security

Identification of Lot Location (Amount in BDT) Start Date ‘Completion Date
Dhaka 1000 27-Dec-2011 08-Jan-2012
Designation of Official Inviting Tender : CE
Dhaka Contact details of Official Inviting Tender : Phone No 02-9144252
Dhaka Fax No
Dhaka
Dhaka-1010
Bangladesh

The procuring entity reserves the right to accept or reject all Tenders / Pre-Qualifications / EOls

Comments*

Publish Tender Notice

1.13.71 On click,

Screen — D55

the system will display a message “Tender published

successfully” (As shown in Screen — D56)
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Document | PreTender Meeting | Corrigendum/Amendment  Payment Opening | Evaluation NOA | Contract Signing | CMS

O Tender Published successfully

Notice View ¥, Steps for Tender Preparation

Configure Key Information View
Clarification on Tender View
Waorkflow

Committee Member for Encryption/Decryption

Official Cost Estimate

Creation of format for Price Comparison Report
TOR: Tender Opening Report, TER: Tender Evaluation Report

S. No. Report Title For TORITER Action

1 | Price Bid Comparison TOR Edit Report Format | Edit Report Formula | View | Delete Repo

Cancellation of Tender Cance

Screen — D56

1.14 My Tender (Tender >> My Tender)

1.14.1 If PE User wants to view the Tenders, then click on “My Tenders” sub-menu (As
shown in Screen — D57)

Tuesday, D8 Nov, 2011 11:02;35 gsT | Create Tender
C A

All Tenders

Last Login : Tuesday, 8 Moy, 2011 11:02:00

Screen — D57

1.14.2 On click, System will show Search parameters through which PE User can search
like (Select Procurement Nature, Procurement Type, Procurement Method, Tender
ID, Reference No., Publishing Date From — Publishing Date To and Status) and
required result will be displayed in the grid. (As shown in Screen — D58) System
will show 5 tabs — “Under Preparation” | “Live” | “Processing” | “Archived” |

“ ”
Cancelled
My Tenders
- Collapse
Procurement Nature : - Select Nature - =l
Procurement Type : - Select Type - =l
Procurement Method : - Select Procurerment Method - x|
D: Reference No:
Publishing Date From : B Publishing Date To: B
Status : —Gelect- x|
Te|
Live  Processing Archived Cancelled

s. Pr Nature, _ _ _ Type, Publishing Date,

o T, e Ministry, Division, Organization, PE e Closing Date Dashboard

1 133, Goods, Ministry f Aviation, MNCT, 09-0ct3011 12:14:00, =

PKG-002-071 02011 PE Office Min of Aviation OTM 03-Now-201 1 12:14:00

Inv-Ref-
MNo-001-07102011 Pracurement of Computer Goods and Stationery ltems

Page 1-1 1 Go To Page «First .Previous Next, Lastw

Screen — D58
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1.14.2.1 Under Preparation Tab ->By default, the system will display Under

Preparation Tab and in which all the tenders which are still not Published but are at
Preparation Stage by PE User.

1.14.2.2 Live Tenders Tab - Criteria for Live Tenders Tab is when the tenders gets
published then it will be displayed under “Live” Tab.

1.14.2.3 Processing Tenders Tab - Criteria for Processing Tab is wherein the
tender closing date is lapsed and contract is not signed.

1.14.2.4 Archived Tenders Tab = Criteria for Archived Tenders Tab is wherein the
tenders contract has been signed

1.14.2.5 Cancelled Tenders Tab =>Criteria for Cancelled Tenders Tab is when the
tenders are cancelled by PE User of Ministry Office

1.15 All Tenders (Tender >> All Tenders)

1.15.1 In All Tender section, all tenders will be displayed relating to any Ministry. For this
PE User has to click on “All Tenders” sub-menu (As shown in Screen — D59)

| | | | | | |
Hﬂmei Message Boxj APP n Tende Workfiow | Evahlaﬁonl Deharmenti H}'Acmuntl Help‘
Tuesday, 08 Hov, 2011 11:03:55 gsT | Create Tender Last Login : Tuesday, 8 Nov, 2011 11:02:00

r

Screen — D59

1.15.2 On click, System will show Search parameters through which PE User can search
like (Select Ministry / Division / Organization, Select Procuring Entity, Select
Procurement Nature, Select Procurement Type, Select Procurement Method, Enter
Tender ID, Enter Reference No., Select Publishing Date From — Publishing Date
To, Select Closing Date From — Closing Date To or Select Category) and required
result will be displayed in the grid. (As shown in Screen — D60) System will show 4
tabs — “Live” | “Archive” | “Cancelled” | “All”
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Select Ministry/Division/Or ganization :
Procuring Entity :

Procurement Nature :

Procurement Type :

Tender ID:

From Publishing Date :

From Closing Date :

Category:

-- Gelect Office -
- Select Mature --

- Select Type -

Archive | Cancelled = All

Tender ID.

129,
Work Invitation 001

131,
2 021011
128,
3 2809111
. 127,
Inv-Ref-No- 20092011
126,
5 wefhhoow
@ TEnuE?"WD"KS'LTM
; 122,
tenderLTh-goods
. 12,
APP-OTM-works-MNO pQ
. 120,
HPPAOTH
108,
1w IRF12001
Page 10f 2

11521

Procurement Nature,
Title

Brief Description

Goods,
checking

Goods,
JVCATest case

Goods,
PKG-001-20082011
Procurement of Computer Goods

Goods,
as perdoc

Wiorks,
Ag per doc

Goods,
As per dochjkhjk

Winrks,
as per doc

Goods,
Az perdoc

Goods,

Agricultural, horticultural, hunting and related
products; Senices provided by exira-territarial
organigations and bodiesCrops, products of
market gardening and horticulture; Cereals and
other cropsVegetables, horticultural products and

nursery

searcn | Resei |

Ministry, Division, Organization, PE

Ministry of Aviation,

North Divisian,

Helivopter Organisation,

PE Ofiice Helicopter Organisation

Winistry of Aviation,
North Divizion,

Helicopter Organisation,

PE Office Helicopter Organisation

Ministry of Awiation,
Horth Division,

Helicoptar Organisation,

FE Office Helicopter Organisation

Ministry of Aviation,

North Divisian,

Helivopter Organisation,

PE Office Helicopter Otganisation

Ministry of Aviation,
Marth Divisian,

Helicopter Grganisation,

PE Office Helicopter Organisation

Ministry of Aviation,

Morth Divisian,

Helicopter Organisation,

PE Ofiice Helicopter Organisation

Minigtry of Aviation,

North Division,

Helicopter Organisation,

PE Office Helicopter Organisation

Ministry of Aviatian,
Marth Division,

Helicopter Crganisation,

PE Office Helicopter Organisation

Ministry of Aviation,

Morth Divisian,

Helirapter Organizatian,

PE Ofiice Helicopter Organisation

Ministry of Aviation,

Morth Divisian,

Helivopter Organisation,

PE Ofiice Helicopter Organisation

Procurement Method :
Reference No :

To Publishing Date :

To Closing Date :

Type,
Method

HCT,
oTH

NCT,
oM

HET,
oM

HCT,
oTM

HCT,
OSTETM
HCT,

LT

HCT,
LTh

MNCT,
OTh

HCT,
OTH

HCT,
oTM

1 Go To Page

Screen — D60

Live Tenders Tab ->By default, System will show Live Tab and

- Select Procurement Method - x|

Publishing Date and Time,
Closing Date and Time

02-0ct-2011 1647,

24-0ck2011 1547

02-0ct-2011 13:22,
07-Mov-2011 1313

28-Sep-2011 1517,
33-0ck2011 15:10

21-8ep-2011 11:02,
25-0ck2011 11:02

19-Sep-2011 12:16,
23-0ct2011 11:48

17-Sep-2011 12:00,
09-0ct-2011 11:58

16-8ep-2011 15:35,
10-0ck2011 15:37

14-Sep-2011 19:21,
20-Oct-2011 18:20

14-8ep-2011 13:03,
06-Mow-2011 1303

08-8ep-2011 20:20,
24-0ck-2011 11:48

«First «Previous Mext, Lastn»

criteria will

be all the tenders which are published and still closing date and time is not over will
be displayed.

1.15.2.2

tenders in which closing date and time is over will be displayed.

1.15.2.3

tenders are cancelled by PE User of Ministry Office.

Archive Tenders Tab => Criteria for Archive Tenders tab will be all the

Cancelled Tenders Tab = Criteria for Cancelled Tenders Tab is when the

1.15.3 All Tenders Tab ->Criteria for All Tenders Tab is where all the tenders will be

displayed.
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5 Workflow

1.16 Workflow menu consists of 3 sub menu's (Pending Task, Processed Task,
Approved Workflow)

1.17 Pending Task ( Workflow >> Pending Task)

1171

1.17.2

1.17.3

PE User will click on “Pending Task” to process the file which is in the workflow.
(As shown in Screen —E1)

Pending task

Processed task

Approved Workflow

Screen — E1

PE User can use search condition as input values (Module Name, Process
Name, APP/Tender ID, Processed By, From Processed Date and Time and To
Processed Date and Time — As shown in Screen — E2) and the result will be
displayed in grid table.

o [ |

Screen — E2

If PE User wants to process the file, then click on “Process” link under Action
column and system will display Process file in Workflow page. (As shown in
Screen — E3) User will be shown File Details, Module, Process Name, Workflow
History, Workflow Level and User has to fill details — Comments, Select from
Action, Upload Document (Required document to be uploaded). Click on “Submit”
button.
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Process file in Workflow

File Details :
Module Name : Annual Procurement Plan (APP)
Process Name : App Approval Workflow

Comments :*

Elsource of B EE 0 = =2 & & B I U = & B MAE Noma [F] Foot =) | Size T | A A

Details are found to be correct, so file is processed

Action :* Forward [=]

Upload Document :

Workiflow History S.No D Processed By Processed Date and Time Action Comments To Be Processed By Download
1 239 | Minister Manish - Minister 15-Oct-2011 14:42:38 Forwarded View Minister User - Minister No Files Uploaded
Workflow Level : Level No. Workflow Role Procurement Role Name of Official and Designation File On Hand
1 Starts B PE Minister Manish,Minister NO
2 Reviewer Minister Minister User Minister YES
Ends By HOPE Winister Manish,Minister NO
[“Subrit |

Screen — E3
1.18 Processed Task ( Workflow >> Processed Task)

1.18.1 PE User will click on “Processed Task” to verify the files which are processed in
the workflow. (As shown in Screen — E4)

Imliw Evaluation

Pending task

L
Processedtas

Approved Workflow

Screen — E4
1.18.2 PE User can use search condition as input values (Module Name, Process Name,
APP/Tender ID, Processed By, From Processed Date and Time and To Processed

Date and Time — As shown in Screen — E5) and the result will be displayed in grid
table.

Screen — E5

1.18.3 If PE User wants to view the details, then click on “History” link under Action
column and system will display the Workflow History page. (As shown in Screen —
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2 Tender

3 Tender

4 Tender
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E6) User will be shown APP Information Bar / Tender Details with Workflow History

in the grid table.

Processed Date and
Hodule Name Pracess Name ] Processed By - Action Tobe Processed By Action

Technical Su 2503 |PE User-Tester-abe 01-Gep-201116:2412)  Forwarded  Hope User-Tester-abe

Commitee Appraval O
Technical Sub 2480 |PE User- Tester-abe H-Aug-2011165029|  Fowarded  Hape User- Tester-afc

Cammitiee Appraval

Technical Su 2443 |PE User-Tester-abe W-Aug2011132845  Fowarded  Hope User-Testerabe

Commitee Appraval

(ancel Tender 2471 |PE User-Tester-abe J-hug-2011144343|  Fowarded  Hope User- Tester-afc

Screen — E6

1.19 Approved Workflow ( Workflow >> Approved Workflow)

1.19.1

1.19.2

1.19.3

PE User will click on “Approved Workflow” link - once the workflow is set for the
user, system will show details in Approved Workflow. (As shown in Screen — E7)

Imliw Evaluation

Pending task

Processed task
Approved Workiiow)

Screen — E7

PE User can use search condition as input values (Module Name, Process Name,
APP/Tender ID, Processed By, From Processed Date and Time and To Processed
Date and Time — As shown in Screen — E8) and the result will be displayed in grid
table.

[sov [ |

Screen — E8

If PE User wants to view the details, then click on “View” link under Action column
and system will display Process file in Workflow page. (As shown in Screen — E9)
User will be shown File Details, Module, Process Name, Workflow History,
Workflow Level and User has to fill details — Comments, Select from Action (Pull —
File to be pulled from another user), Upload Document (Required document to be
uploaded). Click on Submit button.
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Sto Moduleliame Process Name D Action
1 Annual Procurement Plan (4PF) PP Approval 1604 ~ 0
<¥ View
2 Annual Procurement Plan (4PF) PP Approval 1605
View
3 Annual Procurement Plan (4PF) PP Approval 1607
View
4 Annual Procurement Plan (4PF) PP Approval 1608
View
Screen — E9
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6 Evaluation
1.20 Evaluation >> Opening Committee

1.20.1 Opening Committee Members are formed before Publishing of Tender Notice.
These members have to Login into the system and click on “Opening Committee”
link (As shown in Screen - F1)

1.20.2 User can use search condition as input values (Select Ministry / Division /
Organization, Procuring Entity, APP/Tender ID, Ref. No., Opening Date and
Time - As shown in Screen - F2) and the result will be displayed in grid table.

1.20.3 Click on “Dashboard” icon and the system will display Tender with “Opening” Tab
selected. (As shown in Screen - F3)

Workflow | C4 2GRN My Account

Opening Committee 7

Evaluation Committee

Tech. Sub. Committee

Tender validity Date Req

Evaluation Report Approval

Screen — F1

Select Ministry/Division
IOrganization ;

Procuring Entity ; — Salact Office - B

ID: Reflo:

Opening Date and Time : 7

Search m

Screen — F2
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Opening commiftee listing

Select Ministry/Division

Organization:
Procuring Enty: ~ Select Offce - B
ID: 2443 Refho:
Opening Date and Time: H
=
SMo. D Ref. Ho. Brief Organization (ffice Opening Date and Time  Dashboard
et PKG-001123082011 - ,
UB8 ozt | ProvementoiConpuerGoogs | O eonETL ol TP @

Page 101 [ GoToPage #First €Previous Next Lastd

Screen — F3

1.20.4 Then respective TOC members have to click against their name, system will
display Name of the TOC members, Committee Role, Procurement Role, Is
Decryptor or NOT, Opening Status & Opening Date & Time. (As shown in Screen
- F4)

Don't print and share the information and documents to anybody. Please
note that all the information is strictly confidential.

Don't disclose any of the information with anybody except TOR / POR to the
tenderers who have participated in a tender. If confidentiality is breached
then it will be treated as professional misconduct and it will be dealt with
section 64 of the Public Procurement Act 2006.

1.20.5 After clicking against name, the system will fetch the TOC member user ID,
password and comments TOC member has to mention, at the end TEC member
has to click on “ Submit” button (As shown in Screen — F5)

1.20.6 Once the Consent is given by the TOC member then the system will display the

message on TOC member screen i.e. “Consent for opening given
successfully” (As shown in Screen — F6)
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Notice | Document | Corrigendum/Amendment Evaluation | NOA | Contract Signing
Opening Committee View
Package Ho. PKG-001/23082011
Package Description Procurement of Computer Goods

Don't print and share the information and documents to anybody. Please note that all the information is strictly confidential

Dontdisclose any of the information with anybody except TOR / POR to the tenderers who have participated in a tender. If confidentiality is breached then it will ba
treated as professional misconduct and it will be dealt with section 64 of the Public Procurement Act 2006.

Committee Members Committee Role Procurement Role Is Decryptor (Yes/No) ~ Opening Status = Opening Date and Time
Chairperson HOPE Yes Pending
Nitin (TOC) Member TOCIPOC Yes Pending
Screen —F4

Fields marked with (*) are mandatory.

e-mail ID : nitinhope@abc.com

Password : * YT

Comments:* ||| gggedIn.

Screen — F5

Consent for Opening given successfully

Screen — F6

1.20.7 The moment all TOC members have logged into the system then only *Verify
Mega Mega Hash” button will be activated on TOC members’ screen. Any one
TOC member can click on this button for an objective of “Verify the Mega Mega
Hash” (As shown in Screen — F7)

1.20.8 On successful verification on “Verify Mega Mega Hash” system will prompt the

message i.e. “Mega Mega Hash Verified Successfully” (As shown in Screen —
F8)

PE user manual-61



Procuring Entity User Manual- Page 62 of 170

1.20.9 After verifying the “Mega Mega Hash” system will redirect TOC members to
“Decrypt All” & “Decrypt” window whereas TOC members will be in a spot to
“Decrypt All” the forms at a go OR form wise “Decrypt”, both the options would
be available to TOC members (As shown in Screen — F9)

Committee Members Committee Role Procurement Role Is Decryptor (Yes/No)  Opening Status ~ Opening Date and Time
Hitin {HOPE) Chairperson HOPE Yes Agreed 21-Aug-201112:35
Nitin (TOC) Member TOCPOC Yes Agreed 27-Aug-201112:40

1. ToVerify the Integrity of the Tenderer's Document click on 'Verify Mega Mega Hash' button

Venrfy Mega Mega Hash

Screen — F7

@ Mega Mega Hash verified successfully

Screen — F8
Form Name Action

Schedule of Requirements Form Decrypt
Technical Specifications Form
Lat Ho. 1

Lot Description Pracurement of Computer Goods

BoQ Specification Form - 1 Decrypt

BoQ Specification Form - 2 Decrypt

Grand Summary

Screen — F9
1.20.10 The moment click is made on “Decrypt” then the system will display the

message i.e. “Form Decrypted successfully”. Once the decryption is done then
TOC members will be in a spot to view the Tenderer Response. (As shown in
Screen — F10)

Alert

Form Decrypted successfully
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Screen — F10
1.20.11 After successful completion of “Decryption” process system will provide the
automated “Comparative & Individual Report”, whereas TOC members will be
able to see the Comparative as well as an Individual response of the tenderer. (As
shown in Screen — F11, 11 (A) & (B))

Form Name Action

Schedule of Requirements Form

Technical Specifications Form Decrypt

Lot No. 1

Lot Description Procurement of Computer Goods

BoQ Specification Form -1 Decrypt

BoQ Specification Form - 2 Decrypt

Grand Summary
Screen — F11
Package No Package Description
PKG-001/23082011 Procurement of Computer Goods

Schedule of Requirements Form

Schedule of Requirements Form - Header

Schedule of Requirements Form Table

Schedule Reguirements Details
Schedule 1 Yes Yes
Schedule 2 Yes Yes
Schedule3 Yes Yes

Schedule of Requirements Form - Footer

Svstem Generated Report based on the tender / proposal submitied by the Tenderers / Consultants

Screen — F11 (A)
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Dash Techno Ltd

Schedule of Requirements Form

Schedule of Requirements Form - Header

Schedule of Requirements Farm Table

Schedule Requirements Details
Schedule 1 Yes
Schedule 2 Yes
Schedule 3 Yes

Schedule of Requirements Form - Footer

Thig Schedule of Requirements Form is Electronically Signed by Mr. Darshit Shah on behalf of Dash Techno Ltd

Nitin & Co

Schedule of Requirements Form

Schedule of Requirements Form - Header

Schedule of Requirements Form Table

Schedule Requirements Details
achedule 1 Ves
Schedule 2 Ves
Schedule 3 Yes

Schedule of Requirements Form - Footer

This Schedule of Requirements Form is Electronically Signed by Mr. Niin Jadav on behalf of Nitin & Co
Screen — F11 (B)

1.20.12 Once the “Decryption” process of all the forms completed then system will
provide the Comparative & an Individual Report of all the Technical and
Commercial Forms to TOC members. (As shown in Screen — F12)

Form Name Action

Schedule of Requirements Form

Technical Specifications Form

Lot No. 1

Lot Description Procurement of Computer Goods

BoQ Specification Form -1

BoQ Specification Form - 2 Comparative Report | Individual Report

Grand Summary Comparative Report | Individual Report

Tender Opening Report : OR1 OR2

Tenderer's Hash :

Screen — F12
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1.20.13 After that system will display the “TOR1" Report to TOC members and all

TOC members need to give their Approval by clicking against their Name. (As
shown in Screen — F13)

Banart 1

ender Opening Report

Tender Detail

Tender i : 2443 Invilation Referends Ko, -
Closing Dabe and Time : 28-Aug-2011 16221 Opening Dale and Time :

Procuring Esiity : office1

FRG-O01Z3082011

Brief :

Pracurement of Comguler Gonds

Tender Opening Report 1
Hinisry Hame vesaon Hame

ioa'Agency Hame Procuring Esity
Tender Package No. and Deschiphon
Procurement Data

Procurement Type Funding By Budget Type

NCT GO8 Revenug
Procurement Flan
Approving Authority

Hamia: Hope Uiser
Advertisement details

Newspaper Name Newspaper Date URL Page

Tender Date and Time

Opening Date and Time

Tender Document

Documents Sold

Mo Records Found

Date and Time of Publishing
27-Aug-201111:15

Original Date and Time

27-Aug-201111:56

HNos. of Submissions Nos. Withdrawn

2 2 ]
TOC Members
Click on link to Sign Nitin (TOC)
Committee Role Chairperson Member
Designation RNBE-PE RNB-PE
PE Office RNB-ORG-PEQ RNB-ORG-PEQ
Electronically Signed TOR On
Screen — F13

1.20.14

& Prist {4 GoBack to Dashboard

Iree-Roa-he-001-23082011

2T-Aug-2011 1156

L Verw Hotice

Mizthod

Open Tendenng Wemod

Approval Status

Approved

URL Publishing Date

Date and Time of Closing

28-Aug-201116:21

Nos. Substituted / Modified
0

After giving Consent to “TOR1” Report, TOC member has to click on

“TOR2". After that system will display the “TOR2” Report to TOC members and
all TOC members need to give their Consent same as like “TOR1” by click against
their Name. (As shown in Screen — F14)
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A Go Back fo Dashboard

= Print

Tender Detail
TenderiD: 2443 Invilation Relerence Mo : br-Ref-Ho-001-23082011
Closang Date and Time ; 28-Aug-2011 1621 Opening Dase and Time : 2T-AUg2011 1156
Procuring Entity : ofice
; PHG-001Z3082011
Biar: Procurement of Compuier Goods
e Wiew Hobce
Tender Opening Report 2
Ministry Name : Divisics Hames
Oeganizaboa'igency Name : Prociring Enlity L
Tesder Package Mo asd Desceiplion | BETIE utar G
Tender Daté and Time
Date and Time of Publishing Diate @nd Time of Closing [ate and Time of Opeaing Teador Validity Dato Tondar Secunity Valdity Date
27-hug- 2011 1118 28-4ug-2011 18:21 2T-Aag-2011 1156 11-Sep-2011 27-hug-2011
Tender Document
Documants Sold Nos. of Submissions Mo, Wighdrawn Kos, Substitulod | Modified
2 2 ] o
S o Name of Tenderer / Date and Time of Tender Security Tender Security Name of Bank & Branch, Tender Security |~ Tender Validity
T Consultant Submission Type Amount Date of Issue Valid upto {Date) =~ upto (Date)
1 Mitin & Co 27-Aug-201111:55 Pay Order 1000.00 | Bank: Test Scheduled Bank 27-Aug-2011 11-Sep-2011
Branch: branch office 1
27-Aug-2011 11:58
2 Dash Techno Ltd 27-Aug-201111:52  Bank Guarantee 1000.00 | Bank: Test Scheduled Bank 27-Aug-2011 11-5ep-2011
Branch: branch office 1
27-fug-201111:57
TOR Report - Header
Company Hame Rank Amount Estimated Cost
Dash Techno Ltd 1 28000 444 35000.000
Nitin & Co 2 28800444 35000.000
TOR Report - Footer
TOC Members
Click on fink to Sign Nifin (TOC)
Committee Role Chairperson Member
Designation RNB-PE RNB-PE
PE Office RNB-ORG-PEQ RNB-ORG-PEO
Electronically Signed TOROn - -
Screen —F14
1.20.15 The moment all the TOC members will give their Consent to both the reports

i.e. “TOR1 & TOR2” then only Chairperson will be in a spot to “Close” the same
by clicking on “Close”. (As shown in Screen — F15)
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Screen — F15

1.20.16 If TOC Members would like to “View” the hash of the Tenderer then the
same can be done by clicking on “View” against “Tenderer Hash” (As shown in
Screen — F16)

Tender Opening Report ; TOR1 | TORZ

Tender Opening Process : Close
Tenderer's Hash :
Screen — F16

1.20.17 Then Tenderer wise Hash would be available to TOC members, by clicking
on “View” TOC member will be able to see the Hash of Techno - Commercial
forms of Tenderer. (As shown in Screen — F17)

View Tenderer's Hash Ga Go Back
Tender Detail
Tender ID: 2443 Invitation Reference No.: Inv-Ref-No-001-23082011
Closing Date and Time : 28-Aug-2011 1621 Opening Date and Time : 27-Aug-2011 11:56
Procuring Entity office 1

PKG-001/23082011

Brief: Procurement of Computer Goods

lLef View Notice

Tender Mlega Mega Hash : ebf122467346f319e13430e0e6f8d7c3455cf995

Submitted Forms and

8. No. Tenderers | Consultants Mega Hash T T T
1 Nitin & Co 763f12ad0c91949188ce 1ac738decB6111c93b03
2 Dash Techno Ltd Db213438b3823780e34a5c7524078116eci 4ffe3c View
Screen — F17
1.20.18 Last step in opening process i.e. “Close”, the moment all TOC Members

have gone through the “TOR1 & TOR2" then Chairperson will “Close” the same.
To “Close” the TOC, the Chairperson has to give the comments and at the end
need to click the “Submit” button. (As shown in Screen — F18)

1.20.19 On successful closing of “TOR”, the system will prompt the message on
chairperson screen i.e. “Tender closed successfully” (As shown in Screen —
F19)

1.20.20 On clicking on “Send to PE” system will ask the confirmation to Chairperson
i.,e. “Once you hand over the Tender/Proposal including reports to PE,
access of all TOC/POC members will be frozen i.e. They cannot view the
Tender/Proposal including report details” as an “OK” or “CANCEL” (As
shown in Screen — F20)

1.20.21 Provide the comments and click on “ Submit” button (As shown in Screen —
F21)
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1.20.22 On successful send of the same system will prompt the message on

Chairperson screen i.e. “Sent to PE Successfully” (As shown in Screen — F22)

Notice Document  Corrigendum/Amendment Evaluation | NOA | Contract Signing

Comments : * TOC is CLOSE]

Screen — F18

[/;7] Tender closed successfully

Screen — F19

Tender Opening Report : TOR1 | TOR2 |

Tenderer's Hash : Vi

Message from webpage ﬂ

y 1 Once you hand over Tender/Proposal including Reports to PE, access of
¢ all TOC/POC members will be frozen i.e, they cannot view the
tender/proposal including Reports details.

Cancel
4
Screen — F20
Notice ' Document | Corrigendum/Amendment Evaluation | NOA | Contract Signing
PE User: FE User
Comments :* TOC Report Send to PE]
Screen — F21

[;’7”] Sent to PE successfully
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Tender Opening Report : Sentto PE for processing

Tenderer's Hash :

Screen — F22
1.20.23 For an objective of viewing the “TOR1 & TOR2” concern PE has to login to
the system then needs to Click on “Tender” then “My Tender”. (As shown in
Screen — F23)

Create Tender

My Tender

All Tenders

Screen — F23

1.20.24 Then a search window will be displayed to PE whereas PE can locate the
Tender with the help of different searching criteria viz. Procurement Nature,
Procurement Type, Procurement Method, Tender ID, Publishing Date From,
Status, Reference No and Publishing Date To. Once the Tender is found then
PE has to click on “Dashboard” Icon which would be available at the last column.
(As shown in Screen — F24)

Collapse

s
Tender Search Result
Under Proparation | Live Archived | Cancelied
s i, Procuromant Nature, - Typ ibilisching Diate,
No. Raference Ho. Title Ministry, Dévision, Organization, PE Mathod Dash ra
Goods Winisiry of ETL NCT 27-AuG-20T1 111500
Drgantsation of ETL oM 11 162100
Z ocel
Page 1-1 [ o To Page

1.20.25 After that PE will be able to see the different tabs of Dashboard whereas PE
needs to Click on “Opening” tab (As shown in Screen — F25)

1.20.26 By clicking on “Opening” tab, PE will be able to see the “TOR1 & TOR2”
link by clicking on that link comprehensive report of the same will be displayed to
PE. (As shown in Screen — F26 & F27)
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Notice | Document | Corrigendum/Amendment = Payment

Opening Committee

Tender Opening Report ;

Tenderer's Hash :

Tender Opaning Repon 1
Ehnes1ry Hammae

Orgasdratson'Agoncy Name

Tendar Package o, asd Descriphion

Procurement Data
Procurament Type

HCT

Procuremant Plan

Name: Hopa Liser

Tender Document
Documents Sold
2

TOC Members
Committee Members
Committee Role
Designation
PE Office

Electronically Signed TOR On
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Mitin (HOPE)
Chairperson
RNB-PE
RNB-ORG-PEQ
29 Aug 2011 10:52

Evaluation | NOA | Contract Signing

@ Send to TEC/PEC Chairperson

Screen — F25

wskion Wamse

Procunng Entity

Nos. of Submissions

2

Screen — F26

Badgel Type Mathod

R Opsn Tendenng Memed

Apprenaal Siatus

Approved

Nos. Withdrawn Nos. Substituted / Modified

0 0

Mitin (TOC)
Member
RNB-PE
RNB-ORG-PEO

29 Aug 2011 10:53
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&% Print

J~| Save As PDF

<@ Go Back to Dashboard

Tender Detail

TenderID:
Closing Date and Time :

Procuring Entity :

Brief:

Tender Opening Report 2

Ministry Name :

Organization/Agency Name :

Tender Package No. and Description :

Tender Date and Time
Date and Time of Publishing

27-Aug-2011 11:15

Tender Document
Documents Sold

2

Name of Tenderer /

S Consultant

Company Name

Dash Techno Lid
Nitin & Co

TOR Report - Footer

TOC Members
Committee Members
Committee Role
Designation
PE Office
Electronically Signed TOR On

1.20.27

2443
28-Aug-201116:21
office

PKG-001/23082011
Procurement of Computer Goods

Ministry of ETL
Organisation of ETL

Date and Time of Closing

28-Aug-2011 16:21

Nos. of Submissions

2
Date and Time of
Submission

27-Aug-2011 1155

27-Aug-201111:52

Tender Security

Pay Order

Bank Guarantee

Invitation Reference No. :

Opening Date and Time :

Division Name :

Procuring Entity : office

PKG-001/23082011 & Procurement of Computer Goods

Date and Time of Opening Tender Validity Date

27-Aug-2011 11:56 11-Sep-2011

Nos. Withdrawn
0

Name of Bank & Branch,
Date of Issue

Tender Security

Type Amount

1000.00  Bank: Test Scheduled Bank
Branch: branch office 1
27-Aug-2011 11:58

1000.00  Bank: Test Scheduled Bank

Branch: branch office 1
27-Aug-2011 11:57

TOR Report - Header

Rank Amount
1 28000.444
2 28800.444
Mitin (HOPE) Nitin (TOC)
Chairperson Member
RMB-PE RNB-PE
RNB-ORG-PECQ RNB-ORG-PED

29 Aug 2011 11:01

29 Aug 2011 11:01

Screen — F27

Inv-Ref-No-001-23082011
27-Aug-2011 11:56

[ view Notice

Tender Security Validity Date
27-Aug-2011

Hos. Substituted / Modified
0

Tender Security  Tender Validity

Valid upto (Date) upto (Date)
27-Aug-2011 11-Sep-2011
27-Aug-2011 11-Sep-2011
Estimated Cost

35000.000
35000.000

For an objective of sending the same to the TEC / PEC Chairperson, PE has

to click on “Send to TEC/PEC Chairperson” (As shown in Screen — F28)

1.20.28
— F29)

1.20.29

Provide your comments and click on “Submit” button. (As shown in Screen

On the successful submission of the same system, System will prompt the

message on PE screen i.e. “Sent to the TEC / PEC Chairperson Successfully”
(As shown in Screen — F30)
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Notice | Document | Corrigendum/Amendment = Payment Evaluation | NOA | Contract Signing

Opening Committee BW

Tender Opening Report ; OR1 ORZ

Tenderer's Hash : EW

Screen — F28
Notice | Document | Corrigendum/Amendment | Payment Evaluation | NOA | Contract Signing
TEC/PEC Chairperson: Mitin (HOPE)
Comments :* Gone through the TOR1 & TOR2, Sending to TEC Chairperson
Screen — F29

O Sentto TEC/PEC Chairperson successfully

Screen — F30
1.21 Evaluation >> Evaluation Committee
1.21.1 Evaluation Committee Members are formed before Publishing of Tender Notice.
These members have to Login into the system and click on “Evaluation
Committee” link (As shown in Screen —G1)
1.21.2 User can use search condition as input values (Select Ministry / Division /
Organization, Procuring Entity, Tender ID, Ref. No., Opening Date and Time -

As shown in Screen —G2) and the result will be displayed in grid table.

1.21.3 Click on “Dashboard” icon and the system will display Tender with Evaluation Tab
selected. (As shown in Screen — G3 & G4)

1.21.4 To Configure the TEC, the Chairperson has to click on “Configure” (As shown in
Screen — G4)
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My Accoun

Opening Committee

Ewvaluation Committee

Tech. Sub. Commitiee

Tender Validity Date Req

Evaluation Report Approval

Screen - G1
Evaluation committee listing
Select
Ministry/Division/Organization :
Procuring Entity : _ Selact Office — [=]
ID: Ref.No:

Opening Date and Time : l__.;]

Flease enl™wa criteria

Screen — G2
Evaluation committee listing
Select
Ministry/Division/Organization :
Procuring Entity : — Select Office — |Z|
ID: 2443 Ref.No:
Opening Date and Time : =
S. No. D Ref. No. Brief Organization Office Opening Date and Time | Dashboard
1 2443 '”‘;Féggzlgﬂm' Ez‘iﬁg:ﬁi%fg%pmerGoods Organisation of ETL | office 27-Aug-2011 11:56
Page 1 0f 1 1 « ¢ y »
Screen — G3
Notice Document | Corrigendum/Amendment | Opening NOA | Contract Signing
Evaluation Committee W
Date and time of Committee Formation 23-Aug-2011 1618
Evaluation Configuration
Estimated Cost W
Screen — G4

1.21.5 After clicking on “Configure” link, system will provide the Evaluation Type to TEC
Chairperson

1) Individual: Whereas all the TEC members have to do the individual evaluation
of the tenderer.

2) Team: Whereas any one member of TEC has to do the evaluation of the
tenderer.
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After defining the Evaluation Type, TEC Chairperson has to click on the “Submit” button
(As shown in Screen —Gb5)

1.21.6 On the successful configuration of the same system will prompt the message on
Chairperson screen i.e. “Configuration Done Successfully” (As shown in
Screen — G6)

Evaluation Committee eV
Date and time of Committee Formation 23-Aug-2011 1618
Evaluation Configuration Configure

Estimated Cost e

Evaluation Type diuidual i™ Team

Configure Evaluation Methodology

Evaluation Committee EW

Date and time of Committee Formation 23-Aug-201116:18

Evaluation Configuration Configure

Estimated Cost eW
Configure Evaluation Methodology
Evaluation Type & Indiuidualeam
Select Member
@ Mitin (AU)
(™ Mitin (TEC)
Screen — G5

O Configuration done successfully.
Screen — G6
1.21.7 Once the Configuration is done, after that each TEC member has to log in with

their unique Login ID & Password by clicking against their name. (As shown in
Screen — G7)

1.21.8 After clicking against the name, system will fetch the TEC member user ID,
password and comments TEC member has to mention, at the end needs to click
on “Submit” button (As shown in Screen — G8)

PE user manual-74



Procuring Entity User Manual- Page 75 of 170
1.21.9 On successful completion of Declaration system will display the message on TEC

member screen i.e. “Declaration Given Successfully” (As shown in Screen —
G9)

Notice | D Corrigendum/A d o]

pening NOA Contract Signing

Evaluation Committee ew
Date and time of Committee Formation

Evaluation Configuration

Estimated Cost

TSC Formation Required Yes
Clarification
Committee Name My TEC COM
Commitiee Members Committee Role Declaration Status Declaration Date and Time
Chairperson Pending
Hitin (AU} Member Pending
Nitin (TEC) Member Pending

Screen — G7

Fields marked with (*) are mandatory

Committee Member's Nitin (HOPE)
Name :

e-mail 1D : nitinhope@abc.com

Password : * TTITITY]
Declaration Text: | do hereby declare and confirm that | have no business or other links to any of the competing tenderer or Applicant

Comments : * Logged In for Technical -

Evaluation.

Screen — G8

O Declaration given successfully
Screen — G9
1.21.10 The moment all the TEC members logged into the system after that system

will display the “Declaration Status” as a “Declaration Given” along with
“Declaration Date and Time” (As shown in Screen — G10)

Committee Members Committee Role

Declaration Status Declaration Date and Time
Nitin (HOPE) Chairperson @n given 29-Aug—2m@
Hitin {AU) Member Declaration given 28-Aug-201115:41
Nitin (TEC) Member Declaration given 289-Aug-201115:40
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Screen — G10

1.21.11 If any member of TEC is having any sort of query against any tenderer then
the same can be addressed with the help of “ Seek Clarification from Tenderer”.
Upon successful login by all the TEC members this link will be activated. (As
shown in Screen — G11)

1.21.12 Then TEC member has to ask the query, query always would be form
specific. Against each form TEC member can ask the query to the tenderer by
clicking on “Seeking Clarification for a Form” and at last TEC member has to
click on “Submit” button. If TEC members would like to remove the same that also
can be done with the help “Remove” (As shown in Screen — G12, G13 & G14)

1.21.13 TEC member is also having the privilege to upload the query pertain
document along with the query. The same document TEC member can
“Download” and “Delete” (As shown in Screen — G15)

1.21.14 After posting of all the questions by TEC members then the same needs to
send to Chairperson with the help of tab i.e. “Click Here to Notify Chairperson
once you have posted all Questions” (As shown in Screen — G16)

1.21.15 On Click, the system will display TEC Member message “ Successfully Sent
to Chairperson” (As shown in Screen — G17)

Declaration

S. No. List of Tenderers Clarification Status Action

Mo Question Posted yet

Lot No. Lot Description Action
1 Procurement of Computer Goods
Evaluation Pending

Screen — G11

Declaration
Company Details
Company Name : Mitin & Co
Package Information
Package No.: PKG-001/23082011
Package Description : Procurement of Computer Goods
Form Name Evaluation Status Action

Technical Specifications Form Pending Q
Schedule of Requirements Form Pending |

Screen — G12
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Formm Name : Technical Specifications Form

Post Query

Query : Flease submit your 150 Details.
Screen — G13
Form Name : Technical Specifications Form

Post Query

Query:

S.Ho. Member Hame Query Action
1 Nitin (AU) Please submityour 150 Details.

Screen — G14
@ File Uploaded Sucessfully
Fields marked with (*) are mandatory.
Document:*
Description :*
Instructions

Any Number offiles can be uploaded. Maximum Size of a Single File should not Exceed 23MB.
Acceptable File Types xml xls, doc,docx xlsx pdf doc,bmp jpg.jpeg,png

Afile path may contain any below given special characters: (Space, - _, 1)

File Size

5. No. File Hame File Description (in KB) Action

1 Document - A.dock Document-A 0 ‘!' x

Screen — G15
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Declaration
5. Ho. List of Tenderers Clarification Status Action
1 tin & Co T
2 T oEER LAdIICAllD i -7 EME
Mo Question Posted yet
Lot Ho. Lot Description Action

1 Pracurement of Computer Goods
Evaluation Pending

‘ Click here to notify Chairperson once you have posted all questions

Screen — G16

O Successfully sent to Chairperson
Screen — G17

1.21.16 TEC Chairperson will login to the system and locate the tender by clicking on
“Search” once the tender is found then click on “Dashboard” icon and System will
display Tender with Evaluation Tab selected. (As shown in Screen — G18)

1.21.17 Click on “Clarification”, whereas TEC Chairperson is able to see the link as
a “Seek Clarification from Tenderer” (As shown in Screen — G19)

1.21.18 TEC Chairperson can ask questions / query / clarification from his end as well
as he can also send the query / question / clarification which were asked by other
TEC members to tenderer.

1.21.19 Then TEC Chairperson has to ask the query, query always would be form
specific. Against each form TEC Chairperson can ask the query to the tenderer by
clicking on “Seeking Clarification for a Form” (As shown in Screen — G20)

1.21.20 TEC Chairperson may ‘Edit’ the question / query / clarification which was
posted by other TEC Members. (As shown in Screen — G21)

1.21.21 Then TEC Chairperson has to select the “Last Date of Response” whereas
before that Date Tenderer is bound to give the response to the asked question /
query / clarification by the TEC. (As shown in Screen — G21)

1.21.22 Remarks & Post Question Tenderer, whereas TEC Chairperson needs to

enter the remarks in the given field and at the end click on “Post Question to
Tenderer”. (As shown in Screen — G21)
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1.21.23 On successful submission of the same, the system will redirect to the page
whereas TEC Chairperson will be able to see the status as “Posted to Tenderer”
(As shown in Screen — G22)

Evaluation committee listing

Select
Ministry/Division/Organization :
Procuring Entity : _ Select Office — E
D : 2443 Ref.No:
Opening Date and Time : ]
=
5. No. (1] Ref. No. Brief ‘Organization Office Opening Date and Time = Dashboard
Inv-Ref-No-001- PKG-001/23082011 "
1 2443 23082011 Procurement of Computer Goods Organisation of ETL officet 27-Aug-2011 11:56 @

Page 1 of 1 1 Go To Page A First <Previous MNext» Last®»

Screen — G18
Declaration
5. No. List of Tenderers Clarification Status Action
1 Nitin & Co - < Seek Clarification from Tenderer >
VIew LIS . Yo U T E[IJEerer
Evalu
2 Dash Techno Ltd = Seek Clarification from Tenderer
Mo Question Posted yet
Evaluate Tenderer
Screen — G19
Form Name Evaluation Status Action
Technical Specifications Form Pending aeek Clarification for a form | Upload Document
Schedule of Requirements Form Pending Seek Clarification for a form | Upload Document
Screen — G20
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Form Name : Technical Specifications Form

# Download Documents

S. No. Posted By Comments

Mo Comments found.

TEC I TSC Member Name : Nitin (AU)
S.No. Queries Edit Select
1| Pleass submityour IS0 Details. m

Last Date of 2010812011 | [
Response:*

Remarks:* Pl. submit asap. }

Post Questions to Tenderer
Screen — G21
Declaration
5. No. List of Tenderers Clarification Status Action
1 fin & Ca Clarification Received
2 T Ev T
Lot No. Lot Description Action
1 Procurement of Computer Goods
Evaluation Pending
Screen — G22
1.21.24 Then Tenderer has to provide the response against the asked clarification by

the TEC. Once the same is posted by the tenderer after that all TEC members will
be able to see the tenderer response by clicking on “View Clarification &
Question” (As shown in Screen - G23)

1.21.25 By clicking “Evaluate Tenderer” TEC Member will be able to see the forms
of a tenderer. (As shown in Screen - G24)

1.21.26 Click on “Evaluate Form” (As shown in Screen - G25)
1.21.27 TEC Member has to provide the “Reason” for it why the Tenderer has
Accepted / Rejected, what is the reason behind the same? (As shown in Screen -

G26) at last click on “Submit” tab. (As shown in Screen - G26)

1.21.28 The moment evaluation is completed, TEC Member will be able to see the
status of the same as “Accepted or Rejected” (As shown in Screen - G27)
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Company Name : Nitin & Co

Form Name : Technical Specifications Form

TEC I TSC Member Name : Nitin (AU)

S. No. Query
1 Please submit your 150 Details

§. No. Posted By

Mo Comments found.

Declaration

5. No. List of Tenderers

1 Nitin & Co

2 Dash Techno Ltd
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Company Details

150 Certificate is as afttached.

TSC Comments

Screen — G23

Clarification Status

Clarification Received

Lot Description

Screen — G24

Company Details

Package Information

Lot Ho.
1 Procurement of Computer Goods
Declaration
Company Name : Mitin & Co
Package No.: PKG-001/23082011
Package Description : Procurement of Computer Goods

Form Name
Technical Specifications Form

Schedule of Requirements Form
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Evaluation Status
Pending
Pending

Screen — G25

¥, Download Documents

Clarification

Action

Posted To Tenderer

Action

Evaluation Pending

Action

Evaluate Form
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Form Name : Technical Specifications Form

Tender Details
Package No.: PKG-001/23082011
Package Description : Procurement of Computer Goods

TEC | TSC Member Hame : Nitin (AU}
S. No. Questions Answer

1 Please submit your IS0 Details. 150 Certificate is as afttached.

Evaluation @ Accept @ Reject
Details are as per the PQ| -

&

Screen — G26

Declaration = Eval. Report

Company Details

Company Name : Nitin & Co
Package Information
Package No.: PKG-001/23082011
Package Description : Procurement of Computer Goods
Form Name Evaluation Status Action

Technical Specifications Form Accepted

Schedule of Requirements Form Accepted

Screen — G27

1.21.29 After completion of “Evaluation”, TEC Member will be able to see the link as
“Fill Evaluation Form (Tender Evaluation Report 1)” by clicking on the same
one form would be appear to TEC Member whereas TEC Member has to provide
the response in the form of Yes/No. (As shown in Screen - G28)

1.21.30 Save, once the response is provided against (Tender Evaluation Report 1)
and (Tender Evaluation Report 2) at last TEC Member needs to click the “Save”
button of an objective of “Save” the same. (As shown in Screen - G29)

1.21.31 Before sending the same to TEC Chairperson, View and Modification are

possible but once the click is made on “Notify Chairperson if Evaluation
Finalized” after that the same is not possible. (As shown in Screen — G30)

PE user manual-82



Declaration | Eval. Report

5. Mo, List of Tenderers

1 | Nifin & Co

2 | DashTechng Ltd

Lot No. Lot Description

1 Pracurement of Computer Goods

Criteria
Tender Validity
Tender Security
Subcontractor's Information given or not (If any)
Tender Contents
Tenderer Information
Eligibilty Declarations
Trade license or Equivalent
Taxation Obligations Documents or Equivalent
Legal Capacity
Litigation Histary
Solvency
Country of Origin
Authorization Letter confirming the signatory of the Tenderer from Qrganization

Accepted in preliminary Evaluation

Procuring Entity User Manual- Page 83 of 170

Clarification Received

Clarification Status Action

Posted To Tenderer

Fill Evaluation Farm (Tender Evaluation Repart 1)
ill Evaluation Form (Tender Evaluation Report 2) |

Yes|Z| ‘r’eslz‘
ves|x] Yes[=]
Yes|Z| ‘(ele‘
ves|x] Yes[=]
Yele‘ ‘(ele‘
Yes [+ Yes [+
Yele‘ ‘(ele‘
Yes [+ Yes [+
Yele‘ ‘(ele‘
Yes [+ Yes [+
Yele‘ ‘r’esE
Yes|2| ‘r’eS

Screen — G28
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Technical Responsiveness Report

Ministry Name : Ministry of ETL Division Name :
Organization/Agency Name : Organisation of ETL Procuring Entity : office
Tender Package No. and Description : PKG-001/23082011 & Procurement of Computer Goods

Lot No. and Description : 1 & Procurement of Computer Goods

Procurement Data

Procurement Type Procurement Method
NCT Open Tendering Method
Procurement Plan
Approval Approval Status of
status Budget Type Official Estimates
Approved Revenue
Criteria
_— Conformity of the Technical - Conformity of the
Name of Tenderer Ehgfg:: T Specifications and other Q‘I;Iean”t:_‘ecr;ris" Sch e_duled of EV:{::}‘;"
parameters Requirements
Dash Techno Ltd ‘r’eslz‘ Yele‘ Yele‘ Yele‘
Nitin & Co Yes =] Yes|=| Yes =] Yes|=|
Screen — G29
Declaration Clarification
5. No. List of Tenderers Clarification Status Action
1 |Nitin & Ca Clarffication Received Posted To Tenderer
2 | Dash Techno L
Lot No. Lot Description

1 Procurement of Computer Goods

Notify Chairperson if evaluation finalized

Screen — G30

1.21.32 TEC Chairperson will login to the system and locate the tender by clicking on
“Search” once the tender is found then click on “Dashboard” icon and System will
display Tender with Evaluation Tab selected. (As shown in Screen — G31)

1.21.33 Click on “Eval. Report”, whereas TEC Chairperson is able to see the link as
a “Finalize Responsiveness” against each Tenderer name (As shown in Screen

— G32)

1.21.34 Clicking on “Finalize Responsiveness” TEC Chairperson will be able to see
the status of the Evaluation Status which is done by TEC members for each
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Tenderer against each form. (Evaluation would be in the form of ether as an

Accepted or Rejected) (As shown in Screen — G33)

1.21.35 If the required TEC Chairperson may ask the clarification to TEC Member by
clicking on “Seek Clarification from Committee Member” (As shown in Screen
- G33)

1.21.36 TEC Chairperson can evaluate, by selecting Technical Non Responsive or
Technical Responsive against each Tenderer. (As shown in Screen — G33)

1.21.37 Once the Evaluation Status is selected by TEC Chairperson then click on
“Submit” button (As shown in Screen — G33)

Evaluation committee listing

Select
Ministry/Division/Organization :

Procuring Entity : _ Select Office — E
ID: 2443 Ref.No:
Opening Date and Time : J
=1
5. No. D Ref. No. Brief Organization Office Opening Date and Time = Dashboard
Inv-Ref-No-001- PKG-001/23082011 .
1 2443 23082011 Procurement of Computer Goods Organisation of ETL officet 27-Aug-2011 11:56
Page 1 of1 1 Go To Page “« { » »
Screen — G31
Declaration Clarification
Finalize Evaluation Status :
5. No. List of Tenderers Finalized Evaluation Status
1 & -
2 D T =
Lot No: 1
Lot Description: Procurement of Computer Goods

Screen — G32
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Declaration Clarification
Company Hame : Nitin & Co
Tender Details
Package No.: PKG-001/23082011
Package Description : Procurement of Computer Goods
S. No. Form Name Nitin (HOPE) Nitin {TEC)

1

@ Technically Responsive Technically Non-responsive

Screen — G33

1.21.38 After Finalize Evaluation Status by Chairperson, Chairperson will be able to
see the (Tender Evaluation Report 1 and Tender Evaluation Report 2) by
clicking on “Configure” respective report will get displayed to the Chairperson (As
shown in Screen — G34)

1.21.39 In this report Chairperson has to select the response in the form (Yes / No)
and need to save the same by clicking on “Save” (As shown in Screen — G35)

1.21.40 Then the same has to notify to TEC Members by clicking on “Notify Member
to Sign the Report” (As shown in the Screen — G36)

1.21.41 System will show you an alert message i.e. “Do you really want to Notify
Members” after notifying the same it cannot be changed / modify. (As shown in
the Screen — G37)

1.21.42 All TEC members have to view the TER1 and TER2, also need to sign the
report by login to the system by clicking on “View and Sign” (As shown in Screen
- G38)

1.21.43 By clicking on view and sign, TEC Member will be able to see their name
against their name they have to provide the information viz. Password, Agree or

Disagree and Comments. (As shown in Screen — G39)

1.21.44 Once the information is submitted and selected after that TEC member has to
click on “Sign” (As shown in Screen — G40)
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Declaration Clarification

Finalize Evaluation Status :

S.Ho. List of Tenderers Finalized Evaluation Status Action
1 | Niin&Co Technically Responsive Finalize Responsivengss
2 |Dash Techng Lid Technically Responsive Finalize Responsiveness
Lot No: 1
Lot Description: Pracurement of Computer Goods

Tender Evaluation Report 1 fiew Members E.aluatic

Tender Evaluation Report 2 View Members Evaluation | Confiqure

Screen — G34
Criteria Dash Techno Ltd Hitin 8 Co
Tender Validity
Tender Security Yes [« Yes x|
Subcontractor's Information given or not (If any) Yes Iz‘ Yes E‘
Tender Contents Yes Iz‘ Yes E‘
Tenderer Information Yes =] Yes x|
Eligibilty Declarations ves[] Yes[«]
Trade license or Equivalent Yele‘ YesE‘
Taxation Obligations Documents or Equivalent Yes =] Yes x|
Legal Capacity Yes Yes E‘
Litigation History Yes Iz‘ Yes E‘
Solvency Yes =] Yes =]
Country of Origin ves[+] Yes[+]
Authorization Letter confirming the signatory of the Tenderer from Organization Yes Iz‘ Yes E‘
Accepted in preliminary Evaluation Yes[=] Yes =]
Screen — G35
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Declaration Clarification

Finalize Evaluation Status:

S.No. List of Tenderers Finalized Evaluation Status Action
1 |Niin&Co Technically Respansive Finalize Respansivenass
2 | Dash Techno Lid Technically Responsive Finalize Responaiveness
Lot No: 1
Lot Description: Procurement of Computer Goods
Tender Evaluation Report 1 View Members Evaluation | Configure hlotify Members to Sign the Repor and Sian

Tender Evaluation Report2 | View Members Evaluation | Confiqure | Nofify Members to Sign the Repart | View and Sign

Screen — G36

Message from webpage u

Do you really want to Motify Members?
oK 5 Cancel
= —= ]
Screen — G37
Declaration Clarification
Lot Ho: 1
Lot Description: Procurement of Computer Goods

Tender Evaluation Report 1

Tender Evaluation Report 2 ew and Sign

Screen — G38
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| do hereby declare and confirm that | have no business or other links 1o any of the competing Tenderers,

The Evaluation Committee cerfifies that the examination and evaluation has followed the requirements of the Act the Rules made there under and the terms and conditions of the
prescribed Application, Tender or Proposal Document and that all facts and information have been correctly reflected in theBvaluation Report and, that no substantial or important
information has been omitted.

TEC Members
TEC Members
Name Nitin (AU) Nitin (HOPE)
Committes Role Member Chairperson Member
Designation RNB-PE RNB-PE RNB-PE
PE Office RNE-ORG-PEQ RMNB-ORG-PEQ RNB-DRG-PED

Signed Tender Evaluation Report - - -
10n

Screen — G39

Fields marked with (*) are mandatory

Committee Member's Mitin (TEC)
Name :

e-mail 1D : nitinteci@abc.com

aaaBBBED
| Agree |E|
Agree| v

Screen — G40
1.21.45 The moment “TER1 & TER2" reports signed by all the TEC Members, then
the system will generate the “Price Comparative Report” (As shown in Screen —

G41)

1.21.46 In this report system will display the L1, L2 and so on. TEC Chairperson has
to save the same by clicking on “Save Report”. (As shown in Screen — G42)

1.21.47 Once the “Price Comparative Report” gets saved then system will generate
the “TER3 and TER4” (As shown in Screen — G43)

1.21.48 Then the same has to notify to TEC Members by clicking on “Notify Member
to Sign the Report” (As shown in Screen — G43)
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1.21.49 System will show you an alert message i.e. “Do you really want to Notify

Members” (As shown in Screen — G44)

Declaration Clarification

Finalize Evaluafion Status :

S. No. List of Tenderers Finalized Evaluation Status Action
1 |Nitin & Co Technically Respansive Evaluated
2 | Dash Techno Lid Technically Responsive Evaluated
Lot No: 1
Lot Description: Procurement of Computer Goods

Tender Evaluation Report 1 Members Evaluation | View

=

n Members Evaluation | View

iew and Save

Screen — G41
Price Comparison Report < Go back to Dashboard

Tender Detail

TenderD: 2443 Invitation Reference No.: Inv-Ref-No-001-23082011
Closing Date and Time : 28-Aug-201116:21 Opening Date and Time : 27-Aug-201111:56

Procuring Entity : office

Brief: PKG-001/23082011

' Procurement of Computer Goods
[ View Notice
TER Report - Header
Company Name Rank Amount Estimated Cost
Dash Techno Lid L1 28000444 35000.000
Nitin & Co L2 28800444 35000.000
TER Report - Footer
Save Report

Screen — G42

Dash Techno Ltd

Price Comppac

o

Ve
( Motify Members to Sign tm V/iew and Sign
e ——— ——

Motify Members t

u

ender Evaluation Report 3

Jender Evaluation Report 4 Sign the Report | View and Sign

[

Screen — G43
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Message from webpage I&

:I Do you really want to Motify Members?

| QK Q Cancel

Screen — G44

1.21.50 TEC Chairperson also has to do the “Post Qualification” of the tenderer by
clicking on “Post Qualification”. By clicking on “Process” the same can be
processed further. (As shown in Screen — G45)

1.21.51 Then click on “Initiate” for an objective of to initiate the “Post Qualification”
(As shown in Screen — G46)
1.21.52 System will display the name of L1 tenderer, then Chairperson has to decide

whether the site visit is required or not (if required then YES, if not required then
NO). If YES is selected then the system gives the option whereas TEC
Chairperson can select the Date for the same. At last TEC Chairperson, has to
provide the comments and has to click on “Submit” button (As shown in Screen —
G47)

1.21.53 On successful completion of the same system will prompt the message i.e.
“PQ Process Initiated Successfully” (As shown in Screen — G48)

1.21.54 After successful initiating of the same, TEC Chairperson can View, Edit and
Upload document if required (As shown in Screen — G48)

1.21.55 Click on “Complete” to complete the post qualification process whereas TEC
Chairperson has to “Qualify / Disqualify” the tenderer. At the end TEC
Chairperson has to provide the comments and then click on “Submit” button. (As
shown in Screen — G49)

Declaration Eval. Report Clariﬁcationo

Lot o. Lot Description Post Qualfication
1 Procurement of Computer Goods
Screen — G45
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Lot No. 1
Lot Description Procurement of Computer Goods
Post Qualification
- NOA Acceptance  Date and Time of i
Rank Tenderer Post Qualification Status _ Action
@ Status Post Qualification
Mo records faund
Screen — G46
Declaration | Eval. Report | Clarification
Company Name : Dash Techno Lid
Site Visit Yes
Requires?:
Site Visit Date and
Time :
Comments : -
Screen — G47
@ PQ Process initiated successfully
Lot No. 1
Lot Description Procurement of Computer Goods
Post Qualification Initiated
B NOA Acceptance = Date and Time of ;
Rank Tenderer Paost Qualification Status Status Post Qualification Action
L1 Dash Techno Ltd Pending Pending
Screen — G48
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Declaration = Eval. Report Clarification

Tenderer:

Post Qualification
Status:

Comments

Dash Techno Ltd

Qualify [«]

Screen — G49

1.21.56 After “Post Qualification” is made by the Chairperson, All TEC members
have to view the TER3 and TER4 also needs to sign the report by login to the
system by clicking against their name. (The process is same as like TER1 and
TER2) (As shown in Screen — G50 and 51)

Tender Evaluation Report 3 - Financial Evaluation and Price Comparison

[ Print <@ Go Back to Dashboard

Tender Detail

TenderID:
Closing Date and Time :

Procuring Entity :

Brief:

Ministry Name :

Organization/Agency Name :

2443 Invitation Reference No.:
28-Aug-201116:21 Opening Date and Time :
officet

PKG-001/23082011
Procurement of Computer Goods

Financial Evaluation and Price Comparison

Ministry of ETL Division Name :

Organisation of ETL Procuring Entity :

Tender Package No. and Description:  PKG-001/23082011 & Procurement of Computer Goods

Lot No. and Description :

Procurement Data

1 & Procurement of Computer Goods

Procurement Type

Procurement Plan

Approval
Status

Approved
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NCT

Budget Type

Revenue

Inv-Ref-No-001-23082011
27-Aug-2011 11:56

g View Notice

office1

Procurement Method

Open Tendering Method

Approval Status of
Official Estimates



Price Evaluation

Company Hame

Dash Techno Ltd
Mitin & Co
TER Report - Footer

Post Qualification
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TER Report - Header

Rank Amount Estimated Cost
L1 28000.444 35000.000
L2 28800.444 35000.000
Name of Tenderer Status

Mo Records Found

| do hereby declare and confirm that | have no business or other links to any of the competing Tenderers
The Evaluation Committee certifies that the examination and evaluation has followed the requirements ofthe Act, the Rules made there under and the terms and conditions of the
prescribed Application, Tender or Proposal Document and that all facts and information have been correctly reflected in theEvaluation Report and, that no substantial or important

information has been omitted.

TEC Members
TEC Members
Name
Committee Role
Designation
PE Office

Signed Tender Evaluation Report
On

Nitin (AU)
Member
RNB-PE
RNB-DRG-PEO

Tender Evaluation Report 4 - Final Evaluation Report

Chairperson

RMB-PE
RMB-ORG-PEQ
Screen — G50

Nitin (TEC)
Member
RNB-PE

RNB-ORG-PEQ

[ Print  <d Go Back to Dashboard

Tender Detail

TenderID:
Closing Date and Time :

Procuring Entity :

Brief:

Ministry Name :

Organization/Agency Name :

Tender Package No. and Description :

Lot No. and Description :

Procurement Data

2443
28-Aug-2011 16:21
office1

PKG-001/23082011
Procurement of Computer Goods

Ministry of ETL
Organisation of ETL

Invitation Reference No.:

Opening Date and Time :

Final Evaluation Report

Division Name :

Procuring Entity :

PKG-001/23082011 & Procurement of Computer Goods

1 & Procurement of Computer Goods

Procurement Type

Procurement Plan

Approval
Status

Approved
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Budget Type

Revenue

Inv-Ref-No-001-23082011
27-Aug-2011 11:56

g View Hotice
officed
Procurement Method
Open Tendering Method
Approval Status of

Official Estimates
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Name of Tenderer Recommended for Award

Dash Techno Ltd
Post Qualification Report Clarification on Tenders
View Clarication on Tender has not taken place
TEC Members
TEC Members
Name Nitin (AU) Nitin (TEC)
Committee Role Member Chairpersan Member
Designation RNB-PE RNB-PE RNB-PE
PE Office RNB-ORG-PEQ RNB-ORG-PEO RNB-ORG-PEO
Signed Tender Evaluation Report ' - - -
40n
Screen — G51
1.21.57 Once all the Technical Evaluation Reports are viewed and signed by all TEC

members then “Send to AA” link will be activated to the Chairperson. (As shown
in Screen — G52)

1.21.58 TEC Chairperson can send the “TER1, TER2, TER3 and TER4” to
Approving Authority “AA / HOPE / AO”. TEC Chairperson can select the concern

official from the combo box, put the necessary comments and “Submit” (As
shown in Screen — G53)

Declaration Clarification | Post Qualification

Finalize Evaluation Status :

S. No. List of Tenderers Finalized Evaluation Status Action
Technically Responsive Evaluated
Technically Responsive Evaluated

Lot No:
Lot Description:

Tender Evaluation Report 1

Tender Evaluation Report 2

Dash Techno Ltd
Price Comparison Report View
Tender Evaluation Report 3 View
Tender Evaluation Report 4 ew
Send Evaluation Report to AA
Screen — G52
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Fields marked with (*) are mandatory

Officre s Hame : Hope User
@ Elsource f B B I = 52 & & B I

U £E= == @& @B = nNomal -
Font = SizeE
v AT &
Send for an Approval
A
Reference Document : Uplogg
File
S. No. File Name: File Description Size Action
{in Kb}
Mo records found
Screen — G53

1.22 Evaluation >> Tech. Sub. Committee

1.22.1 At the time of evaluation if TEC Chairperson wish, then can also request to PE for
TSC (Technical Sub Committee) by clicking on “Make Request for TSC
formation to PE” (As shown in Screen — H1)

1.22.2 On successful request of the same system will prompt the message as “Technical
subcommittee formation request send successfully” (As shown in Screen —

H2)

Evaluation Committee VI EW
Date and time of Committee Formation 01-Sep-2011 15:47

Workflow View | View Workflow History

Evaluation Configuration

TSC Formation Required

Screen — H1
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Q Technical Sub Committee formation request sent successfully.

Evaluation Committee
Date and time of Committee Formation 01-Sep-201115:47

Workflow ew | View Workflow Histc

Evaluation Configuration ew Confic

TSC Formation Required Yes

Screen — H2

1.22.3 PE will login to the system and click on “Tender >> My Tender” (As shown in
Screen — H3)

1.22.4 PE can use search condition as input values (Select Ministry / Division /
Organization, Procuring Entity, APP/Tender ID, Ref. No., Opening Date and
Time) and the result will be displayed in grid table. Click on “Dashboard” icon and
the system will display Tender with Evaluation Tab selected. (As shown in Screen

Create Tender
My Tender
All Tenders
- Collapse
Procurement Nature : - Selact Mature - -
PBrocurement Type Sebect Typee -
Procurement Method Select Pracurerent Method - =]
o: Keterence No
Publishing Date From i Publishing Date To
Status —Saect- =]
Tender Search Result
Under Preparation  Live Processing Cancelled
5. D, Procurement Nature, Type, Publishing Date,
Ho. Reference No. Titke Winisicy, Divindon, Crpaainaion, PE Method Clasing Date 7
1 2443 Goods Minisery of ETL. T, 2T-AUg-2011 11:15:00
Irre-Ret-No-001- Qrganisation of ETL. o™ 20-Aug-2011 16:21:00
23082011 office1

1.22.5 PE will be able to see the two options
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0 Create TSC - Whereas PE can create a new TSC by selecting members

0 Use Existing Committee - Whereas PE can search the committee which
was already formed in the past. (As shown in Screen — H5)

0 Atlast“Submit” on the same. (As shown in Screen — H6 (A) & (B))

1.22.6 If PE wants to “Edit or View” the TSC committee formed then PE has to click on
“Edit TSC” and “View TSC” links (As shown in Screen — H7)

1.22.7 Click on “Workflow” for putting the TSC to get the approval (As shown in Screen
—H7)

1.22.8 Specify the number of viewers if any or if not provide “0” and click on “Submit” (As
shown in Screen — H8)

1.22.9 Select the “Starts By and End By” click on “Submit” (As shown in Screen — H9)

1.22.10 Once the members are specified then put the same in the process by clicking
“Process File in Workflow” (As shown in Screen — H10)

1.22.11 Provide the comments in the comments field and click on “Submit” button
(As shown in Screen — H11)

1.22.12 On successful submission, the system will prompt the message i.e. “File
Processed Successfully” (As shown in Screen — H12)

Notice | Document | Clarification | Corrigendum/Amendment | Payment | Opening NOA | Contract Signing

Advertisement

Evaluation Committee View
Date and time of Committee Formation 01-Sep-2011 15:47
Workflow View | View Workflow Histc
Validity and Security Extension E

Debriefing on Tender

Technical Sub Committee Formation

Workflow

Committee Name : * isc comm
Minimum Members Required : 2
Maximum Members Required : 3
& Add Members
Members Name Committee Role Members From Action
ECH Member = External Member © Remove
External User Chairperson = External Member @ Remove

Screen — H6 (A)
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Search by :* Gommitiee Name v/

Select S.Ho. Tender ID Committee Name View Committee Details

0] 1 U4 1sccomm ew

Screen — H6 (B)

Notice Document Corrigendum/Amendment | Payment | Opening NOA | Contract Signing

Advertisement

E-

Evaluation Committee

@.

Date and time of Committee Formation 23-Aug-201116:18
Debriefing on Tender
Technical Sub Committee Formation

Workflow

Screen — H7

Workflow :

Module ; Tender

Proce

Technical Sub Committee Approval

No. of Reviewers : * 0

Screen — H8

PogeC irdament Robs

FE =
A, T=]
(=)
Screen — H9
Notice | Document | Corrigendum/Amendment Payment  Opening NOA | Contract Signing

Advertisement

Evaluation Committee

v1EW

Date and time of Committee Formation 23-Aug-2011 1618

Debriefing on Tender View

i

Technical Sub Committee Formation Edit TSC | View T30

Workflow Edit | View{ Process file in Workflow JView Woarkflow History
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Screen — H10

-

Pud far an APPROVAL |

Forward -

5. Bha m Prosse s sed By Procassed Dabe and Time Astiom
Ho Rstohss Found
o Lwad No. Voo Rodo Procursmspnt Fola Mi

Screen — H11
O File processed successfully

Screen — H12

1.22.13 User will login to the system and click on “Workflow >> Pending Task” (As
shown in Screen — H13)

1.22.14 System will show the “Pending Task” of the user. To process on Pending
Task click on “Process” (As shown in Screen — H14)

1.22.15 Select the actions viz. Approve/Reject/Conditional Approve and click on
“Submit” (As shown in Screen — H15)

1.22.16 On successful submission of the same, the system will prompt the message
i.e. “File Processed Successfully” (As shown in Screen — H16)
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Q Workfow|if#

Pending task

Processed task

Approved Workflow

Screen — H13

Processed Dateand |  Previous
SHo |  Module Name Process Name D Processed By i Tobe Processed By Action
Time Action
1 |Tender Technical 3ub Commitiee | 2443 |PE User- Tester-aoc 20-Aug-2011 Forwarded Hope User - Tester-
Approval 13.28:45 abe Process
2 [Tender Technical Sub Committee | 2368 |PE User- Tester-abc 12-Aug-2011 Forwarded Hopa User-Tester- | e
Approval 13:45:29 abe Process
Screen — H14
Process file in Workflow
File Detnils ©
Miosdule Hamse - Tndesd
Process Hamae TeiFnica Suh Commilies Approval
L Besuwe f Si@E IEE & = B ry [E=2
Be= A"
Approved
e
b, OC Ume ;
Wil Histony * - [elie o ProcessedBy  Processed Oaiesnd Twme | Action |
1 2443 | PE Ui - Temher-38& 20-AUgr2011 113848 Foniarded
Workiiow Lavel LevelNo.  WorkBow Roke Procusemesl Role b
Ekats By PE
2 Ends By adh
(=
Screen — H15
@ File processed successfully
Screen — H16
1.22.17 PE has to Login into System and click on “Tender >> My Tender” submenu

(As shown in Screen — H17)
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1.22.18 PE can use search condition as input values (Select Ministry / Division /

Organization, Procuring Entity, APP/Tender ID, Ref. No., Opening Date and
Time - As shown in Screen —H18) and the result will be displayed in grid table.

1.22.19 Click on “Dashboard” icon and the system will display Tender with
Evaluation Tab selected. Click on “Notify TSC Members” (As shown in Screen —
H19)

1.22.20 Provide the “Remarks” and click on “Publish” (As shown in Screen — H20)

1.22.21 On successful publishing of the same, the system will prompt the message as
“Technical subcommittee published successfully” (As shown in Screen —
H21)

Create Tender

My Tender

All Tenders

Screen — H17

Tender Search Result
Under Preparation | Live | Processing Cancelled

Publishing Date,

5. o, Procursment Nature, Type,
Mathod Closing Date

Mo, Reference No. Tithe Dashboard

Minkstry, Divisien, Organization, PE

011 11:15:00
2011 1821.00

Goods Ministry of ETL HET,
o jon of ETL oM

Screen — H18
Notice | Document | Corrigendum/Amendment | Payment  Opening NOA | Contract Signing
Advertisement EW
Evaluation Committee BW
Date and time of Committee Formation 23-Aug-2011 16:18

Debriefing on Tender EW

Technical Sub Committee Formation EW

Workflow EW |

Screen — H19
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Committee Name : tec comm

Minimum Members Required : 2

Maximum Members Required ; 3
Members Name

ECH

External User

NOTIFY TO TEC MEWBERS|
Remarks *
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Committee Role Members From
Iember External Member
Chairperson External Member

Screen — H20

o
o Technical Sub Committee published successfully.

Advertisement

Evaluation Committee

Date and time of Committee Formation

Workflow
Validity and Security Extension

Debriefing on Tender

Technical Sub Committee Formation

Workflow

01-Sep-2011 1547

Screen — H21

1.22.22 TSC member will login to the system and click on “Evaluation >> Technical
Sub Committee” sub-menu (As shown in Screen — H22)

1.22.23 TSC members can use search condition as input values (Select Ministry /
Division / Organization, Procuring Entity, APP/Tender ID, Ref. No., Opening
Date and Time - As shown in Screen - H23) and the result will be displayed in grid

table.

1.22.24 Click on “Dashboard” icon and the system will display Tender with
Evaluation Tab selected. (As shown in Screen — H24)
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1.22.25 Then respective TSC members have to click against their name, system will

display Name of the TSC members, Committee Role, Declaration Status and
Declaration Date & Time. (As shown in Screen — H24)

[# Evaluation

Tech. Sub. Committee

Screen — H22

Select Ministry/Division/Organization :

Procuring Enfity : — Select Office - B
D: 203 Relo:

Opening Date and Time : E

5. No. D Ref. No. Brief Organization Office Opening Date and Time D;
1 50 250 Note: The tenders usedto check goodsNCT |y icaion gremL oficet 04-8ep-2011 1552
case fortesting

Page 10f1 1 Go To Page « [§ ) »

Screen — H23

1.22.1 After clicking against your name, system will fetch the TSC member user ID and
TSC member has to enter a password and comments, and click on “Submit”
button (As shown in Screen — H24 & H24 (A))

1.22.2 If any member of TSC would like to add/post something against specific tenderer
then the same can be done with the help of “Post Comments” (As shown in
Screen — H25)

1.22.3 Then the system will display all the forms of particular tenderer, Against any of the
forms of tenderer, TSC member can post/add the suggestions/recommendations if
any, by clicking on “Post Comments” (As shown in Screen — H26)

1.22.4 System will display the comments field whereas TSC member can put the
suggestions/recommendations and after posting of the same click on “Submit”.
(As shown in Screen — H27)

1.22.5 On successful submission of the same system will prompt the message i.e.
“Comments posted successfully”. If TSC members would like to “Edit or View”
then same that can be done by clicking on “View or Edit” (As shown in Screen —
H28)
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1.22.6 Then TSC Chairperson also can post the suggestions/recommendations if any in

the same manner. Chairperson can also upload the TSC report by clicking on
“Upload Recommendation Report” (As shown in Screen — H29)

1.22.7 At last TSC Chairperson has to Notify the same to TEC by clicking on “Notify
Evaluation Committee for Completion for Evaluation” (As shown in Screen —

H29)
Notice | Document Clarification Corrigendum/Amendment | Opening NOA Contract Signing
Committee Hame : 1sC comm
Minimum Member's Declaration Required : 2
Recommendation
5. Ho. Committee Members Role Declaration Status Declaration Date and Time
1 Exemal User Chairperson Pending
Iember Pending
Screen — H24
Fields marked with (*) are mandatory
Committee Member's Name : ECM
e-mail 1D : ecmuser@localmail.com
Password : * ssssnsss
Declaration Text : | do hereby declare and confirm that | have no business or other links to any of the competing tenderer or Applicant
Comments :* Logged In| -

Screen — H24 (A)

Declaration

5. No. List of Tenderers Action

Screen — H25
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Declaration
Company Details
Company Name : Deepacmp
Package Information
Package Ho.: 384
Package Description : The tender is to be used for Goods/NCT case for testing
Form Name Comments Status

e-Tender Submission Letter (Form e-PG3 1) Comments Pending
Ten _ - Comments Pending Post Comments

Po nments

Technical Specifications and Compliance of Goods and related services (Form e-PG3-4) Comments Pending

Screen — H26

Post Comments

Comments:*

& EEE Nomal 5] ront = size'~| & A~ =

(=
U
i

Elsoure # BB W S5 & & B I

150 Cerificate is Missing. IH|

Screen — H27

@ Comment posted successfuly

§ o, Hember Hiame Comments Action

1 ECH 150 Cerficate 5 Wissing. ! @

Screen — H28

Declaration

List of Tenderers Action

v/ Clarification

Post Comments | Vie

ery/ Clarification

Post Comments | View

Notify Evaluation Committee for Completion of Evalu

Screen — H29

1.23 Evaluation >> Tender Validity Date Request

1.23.1 PE will login to the system click on “Tender >> My Tender” (As shown in Screen
—11)
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1.23.2 PE can use search condition as input values (Select Ministry / Division /

Organization, Procuring Entity, APP/Tender ID, Ref. No., Opening Date and
Time - As shown in Screen - 12) and the result will be displayed in grid table. Click
on “Dashboard” icon and the system will display Tender with Evaluation Tab
selected.

1.23.3 PE will click on “Extend” (As shown in Screen — I3)

1.23.4 Then against Tender Validity, “Extend” would be available whereas PE has to
click there for an objective of extend the validity of the tender. (As shown in a
Screen — 14)

Create Tender

My Tender
All Tenders
Screen - 11
Collapse
Procuremant Hatura - Select Nature -
L Sl -
“searcn |

Tender Search Result
Under Preparation | Live  Processing Cancelled

5. u, Procurement Nature,

Type,
el ey Tite Minkstry, Division, Organization, PE Mathod
Goods M ETL T

! jon af ETL oTM

Screen — 12

Notice | Document | Clarification Corrigendum/Amendment Payment | Opening

Advertisement EW

Evaluation Committee W
Date and time of Committee Formation 01-Sep-2011 15:47
Workflow

ew | View W
Validity and Security Extension

Debriefing on Tender

Technical Sub Committee Formation ew TSC

Workflow EW ew Workflow Histo

Screen — 13
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Tender validity / Security extension

Tender! ‘I.faliditjr

Screen — 14
1.23.5 If PE would like to extend the validity of tender more than 10 Days from the Last
date of Tender/Proposal Validity then PE can publish directly. (As shown in Screen
—15)

1.23.6 But if less than 10 Days then PE has to take an APPROVAL from the viz.
TEC/Ministry/BOD/CCGP/HOPE. (As shown in Screen — 16)

1.23.7 PE has to select the “Sent To along with Name and Designation” (As shown in
Screen — 16)

1.23.8 PE has to provide the “Extension Reason”, at the end “Submit” on the same.
(As shown in Screen — 16)

Fields marked with (*) are mandatory

Tender | Proposal Validity in no. of Days : 0

Last Date of Tender / Proposal Validity : 26-Sep-2011
New Date of Tender / Proposal Validity : * 27/09/2011 | [
Last Date of Tender Security Validity : 26-Sep20

New Date of Tender Security Validity : * 201012011 | [
Due to technical reason. -

Screen — |5
Tender / Proposal Validity in no. of Days : 0
Last Date of Tender / Proposal Validity : 30-Aug-2011
New Date of Tender [ Proposal Validity : * 04/09/2011 | [F
Last Date of Tender Security Validity : 28-Sep-2011

New Date of Tender Security Validity : * 0002011 | @

' Due To Technical Reason

)

SendTo:*

Name and Designation : * Hope User n

0
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Screen — 16

1.23.9 TEC User will login to the system and click on “Evaluation >> Tender Validity
Date req.” sub-menu (As shown in Screen — 17)

1.23.10 User will click on “Pending” tab for an objective of “Approval”. Click on
“Process” for an objective of “Process” the same. (As shown in Screen — 18)

1.23.11 By clicking on “Process” link, the system will display page in which if
required the user can do the modification in the dates. If not then, select the
actions as an “Approve or Reject” and at the end “Submit” of the same. (As
shown in Screen — 19)

-

Wednesday, 12 Oct, 2011 13:28:54 BST Ot Calmiies

kdnesday, 12

Evaluation Committee

Tech. Sub. Committee
Opening committee listing Tender Validity Date Reg

Evaluation Report Approval

Screen — |7
Validity Extension Request
Pending = Processed
S.HNo. D Ref. Ho. Department Office Status
1 bl InvNo: 0 Organisafion of ETL officed Pending
2 4 InvRef-ho Organisafion of ETL ofical Pending
3 2378 amit Organisation of ETL oficel Pending

Page1of1 (IR Go To Page « ( ) »

Screen — 18

PE user manual-109



Procuring Entity User Manual- Page 110 of 170

Tender | Proposal Validity in no. of Days : 0
Last Date of Tender / Proposal Validity 30-Aug-2011
New Date of Tender | Proposal Validity : * 04/09/2011 |[F
Last Date of Tender Security Validity : 28-Sep-2011
New Date of Tender Security Validity : * 09/10/2011 |[E
Extension Reason :* Due To Technical Reason -
Action By : PE User
Approved Iz‘

@

Screen — 19
1.24 Evaluation >> Evaluation Report Approval

1.24.1 Approving Authority “AA/HOPE/AQO” has to Login system by mentioning the Login
ID and Password

1.24.2 Click on “Evaluation” and then “Evaluation Report Approval” (As shown in
Screen —J1)

[# Evaluation§

Opening Committee

Wednesday, 12 Oct, 2011 13:30:25 BST

Evaluation Commitiee

Tech. Sub. Committee

Tender Validity Date Req

Evaluation Report Approval
.......................................................................................................................... Evaluation Report Approval

Screen —J1
1.24.3 “AA/HOPE/AQ” can use search condition as input values (Tender ID &

Reference No. — As shown in Screen — J2) and the result will be displayed in grid
table.
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Evaluation Report Approva

Tender ID: 2443 Reference No.:
=
SiNo) e Tender Brief / Title Ministry ! Division | Organization PE Office Action
Reference Ho.
2443, ’
. DS L PKE01R38011

Organisation of ETL office Proces
00123082011 Procurement of Computer Goods

Page 1 of1 1 Go To Page « { ) »

Screen —J2

1.24.4 Click on “Process” icon and the system will display lot details with Report Status
as Pending (As shown in Screen — J3)

Lot No. 1
Lot Description Procurement of Computer Goods
Dash Techno Ltd
Report Type Status Action
Evaluation Report Pending

Screen —J3

1.24.5 AA |/ HOPE / AO” can process by clicking on “Process”, view by clicking on
“View” and if required asked the clarification by clicking on “Clarification”. By
clicking on “Process” AA / HOPE / AO will be able to see the Approve / Reject /
Seek Clarification against “Action”. AA / HOPE / AO will select the necessary
action, put the necessary comments and “ Submit” (As shown in Screen — J4)

Action : * Approve [=]

Comments: *
Elsource of B @y @ == & & B I

(=
i
i
Il
i

& @ @EE HNomal = Font -
Size '™ T AT ]
Approved|

Screen — J4

1.24.6 System will show the message i.e. “Evaluation Report Processed Successfully”
(As shown in Screen — J5)
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Process Evaluation Reports

@ Evaluation Report Processed successfully

Tender Detail
TenderID: 2443 Invitation Reference No. .
Closing Date and Time : 28-Aug-201116:241 Opening Date and Time :
Procuring Entity : officet
Brief: PKG-001/23082011

' Procurement of Computer Goods
Lot No. 1
Lot Description Procurement of Computer Goods

Dash Techno Ltd

Report Type Status

Evaluation Report Approved
Screen —J5
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7 Debarment

1.24.7 To debar any tenderer PE needs to click on “Debarment” (As shown in Screen —
J1)

1.24.8 To Initiate the debarment process PE has to click on “Initiate Debarment” (As
shown in Screen — J2)

1.24.9 Tenderer can be searched by Registration No, Company Name and e-Mail 1D
then PE has to click on “Search” (As shown in Screen — J3)

& Debarmen

Last Login : Thursday, 1 Sep, 2011 14:30:00

Screen —J1

Process Debarment Requests

Processed

Screen —J2

[nitiate Debarment Process

Company Name - Select Company - v

Screen —J3
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1.24.10 PE can debar Tenderer from Single Tender, Package, Project, Procuring
Entity  Procuring Agency/Organization and e-GP Portal. (As shown in Screen
-J4)

1.24.11 Once the selection is made by PE then PE has to select the “Debarment
Reason”, debarment reason can be “Corrupt Practice, Fraudulent Practice,
Collusive Practice, Coercive Practise and Obstructive Practice” (As shown in
Screen — J4)

1.24.12 “Add Details” tab would be available in case if the debarment type selected
as Single Tender / Package / Project / Procurement Entity / Procuring Agency
/ Organization. It will not come in case if the debarment type selected as e-GP
Portal.

1.24.13 In the clarification, PE can ask the clarification. (As shown in Screen — J4)

1.24.14 Last Date of Response, PE needs to select the Last Date of Response and
“Submit” of the same. (As shown in Screen — J4)

<@ Go back

Searchby:* | e-mail D [=]

Deepacmp E‘ Details found please select the Company Name.
Single Tender Package Project Procuring Entity Procuring Agency/Organization e-GP Portal

{-Debarment Reason{ |

Last Date for Response * =

Screen —J4

1.24.15 Then PE has to send to tenderer by clicking on “Send to Tenderer” (As
shown in Screen — J5)

1.24.16 By clicking on “Send to Tenderer” new window will gets open whereas PE
can “Upload Document” if any by clicking on “Browse then Upload” (As shown

in Screen — J6)

1.24.17 At last “Submit” of the same (As shown in Screen — J6)
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5. No. Procuring Entity Comments Date and Time of Request Company Name Status Action
1 | Due to Non Completion of the Contract and Co-operation. 06-Sep-2011 1419 | Shah & Co. Requested By PE

2 |Kindly submit the asked document. 06-Sep-201113:41  |Nazmul & Allwvial Society Requested By PE Sy,

Screen — J5
Company Name : Shah & Co.
Clarification : Due to Non Completion of the Contract and Co-operation.
Debarment Type : e-GP Portal
Last Date for Response : 25097201

Select Document ; * | (Browse_ >

Acceptable File Types
Maximum file size of single file should not exceed 2MB.

0%
Description : *
‘ Upload ’
Screen — J6

1.24.18 The moment clarification response is given by the tenderer, PE has to click
on “View”, by clicking on “View” new window will gets open over there. (As
shown in Screen — J7)

1.24.19 PE will able to see the Tenderer response and according to that PE can take
action as a “ Satisfactory or Unsatisfactory” (As shown in Screen — J8)

1.24.20 If the action is selected as a ”Satisfactory” then further approval is not
needed but if the action is “Unsatisfactory” then it goes to HOPE User at last
“Submit” of the same. (As shown in Screen — J9)

1.24.21 On the successful process of the same, the system will display confirmation

message i.e. “Debarment Request sent to HOPE successfully” (As shown in
Screen — J10)
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5. No. Procuring Entity Comments Date and Time of Request Company Name Status
1 |Due to Non Completion of the Contract and Co-operation. 06-Sep-201114:13  Shah & Co. Pending ( View )
2 Kindly submit the asked document. 06-Sep-2011 1341~ Nazmul & Allwial Society Requested By PE
Tendarer
Screen — J7

View Debarment Clarification

Fields marked with (") are mandatory.

Company Name : Shah & Co.

Clarification : Due to Mon Completion of the Contract and Co-operation.
Debarment Type : e-GP Portal

Last Date for Response : 25-Sep-2011

Response : We will complete the same.

Action : Satisfactory E|

_ —,
<Eommel1t5 H > Moted the same.

Screen —J8

As Attached

Send fo HOPE| .

Send To: ) Hope User
=

Screen —J9

Process Debarment Requests

e Debarment request sent to Hope successfully

Screen —J10
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8 My Account

1.25 My Account >> View Profile

1.25.1 If user would like to see his profile then user has to click on “My Account >> View
Profile” (As shown in Screen — K1)

1.25.2 The moment user clicks on “View Profile”, the system will display the Profile of
the respective user. (As shown in Screen — K2)

My Account

View Profile

Edit Profile

Change Password

Change Hint Question and
Answer

Preference

Ask Procurement Expert

Screen — K1

Employee Name Department Name Office Designation Procurement Role
PE User (Organisation of ETL officel Tester-abc FE
e-maillD: peuser@localmail.com
Full Name : PE User
NameinBangla: PE User

National ID:

Mobile No: 947

Screen — K2

1.26 My Account >> Edit Profile

1.26.1 If user would like to “Edit” his profile then user has to click on “My Account >>
Edit Profile” (As shown in Screen — K3)

1.26.2 The moment user clicks on " Edit Profile”, system will allow the user to make the

necessary changes in his/her profile viz. Full Name, Name In Bangla, National ID
and Mobile No.. (As shown in Screen — K4)
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1.26.3 Once the update is made then user has to click on “Update”, on click on

“Update” revised/changed information would be updated on the system. (As
shown in Screen — K4)

ﬂ My Account

View Profile

Edit Profile

Change Password

Change Hint Question and
Answer

Preference

Ask Procurement Expert

Screen — K3

Personal Information

Fields marked with {*) are mandatory.

e-mail ID : peuser@localmail.com

Full Name : * PE User

Name in Bangla : PE User

National ID : 87625098690654

Mabile No 0427478575 Mobile No. format should be e.g 1936742068
Screen — K4

1.27 My Account >> Change Password

1.27.1 If user would like to Change his password then user has to click on “My Account
>> Change Password” (As shown in Screen — K5)

1.27.2 The moment user clicks on “Change Password”, system will allow user to
modify/change his/her current password. System will ask the current password of
the user and if the current password is matched then only system will allow the
user to change his/her current password. User needs to provide the Current
Password >>New Password >> Confirmed Password. (As shown in Screen —
K6)

1.27.3 One click on “Submit”, revised/changed password would be updated on the
system. (As shown in Screen — K6)
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o T

Wiew Profile

Edit Profile

Change Password

Change Hint Question and
Answer

Preference

Ask Procurement Expert

Screen — K5

Fields marked with (*) are mandatory.

Current Password ; * sesssass Valid password
Hew Password : * YT
Minimum & characters required. Make sure
and space
Confirm Password ; * PP TTII
Screen — K6

1.28 My Account >> Change Hint Question and Answer

1.28.1 If user would like to Change his/her “Hint Question and Answer” then user has
to click on “My Account >> Change Hint Question and Answer” (As shown in
Screen — K7)

1.28.2 The moment user clicks on “Change Hint Question and Answer”, system will
allow user to modify/change his/her current hint question and answer. User has to
select the Hint Question and needs to provide the Answer of the same in the
answer field. (As shown in Screen — K8)

1.28.3 On click on “Submit”, revised/changed password would be updated on the
system. (As shown in Screen — K8)
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| Help

Wiew Profile

Edit Profile

Change Password

Change Hint Question and

Answer

Preference

Ask Procurement Expert

Screen — K7

Hint Question :* | what is your favourite color ? (]

Hint Answer:* Creen

Screen — K8

1.29 My Account >> Preference

1.29.1 If user would like to Change his “Preference”, then user has to click on “My
Account >> Preference” (As shown in Screen — K9)

1.29.2 The moment user clicks on “Preference”, system will allow user to modify/change
his/her Preference. (As shown in Screen — K10)

1.29.3 If the user needs the Email Alert and SMS alert then user has to opt for the YES
and if not then NO. (As shown in Screen — K10)

1.29.4 On click on “Submit”, information gets saved on the system. (As shown in Screen

— K10)
o RS

Wiew Profile

Edit Profile

Change Password

Change Hint Question and
Answer

Ask Procurement Expert

Screen — K9
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Fields marked with (*) are mandatory.

Email Alert:* @ Yes @ Mo

Sms Alert:* g Yes = Mo

Screen — K10

1.30 My Account >> Ask Procurement Expert

1.30.1 If user would like to ask something to “Procurement Expert”, then user has to
click on “My Account >> Ask Procurement Expert” (As shown in Screen — K11)

1.30.2 The moment user clicks on “Ask Procurement Expert”, the system will allow the
user to “Post Query” (As shown in Screen — K12)

1.30.3 By clicking on “Post Query”, Procurement Category will get open; out from that
user needs to select the category and ask the relevant question in line with the
selected category. User can mention the query and needs to “Submit” (As shown
in Screen — K13)

1.30.4 Once the query is posted and answered by the “Procurement Expert”, on the
system then the same add be viewed by clicking on “View” (As shown in Screen —

K14)
oo SRS

YWiew Profile

Edit Profile

Change Password

Change Hint Question and
Answer

Preference

Ask Procurement Expert

Screen — K11

Screen — K12
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Ask Procurement Expert < Go Back To Dashboard

& rocurement Category Tender Advertisement [=]

Do | need to submit my tender advertisement in the newspaper or not °?°| E

Important Note: Please note that posting of any issue which is not related to Procurement or use of abusive language can lead to debarment & deactivation of your account with ar
without penalty

Screen — K13
View Query
Category Tender Advertisement
Query Do | need to submit my tender advertisement in the newspaper ar not 277
Answer Mot Mandatory.
Screen — K14

9 Overview of e-Contract Management Module (e-CMS)

The processes involved between the issuance of a work order and completion of the work are
handled electronically in the contract management module. With the contract management
module, a government agency is able to maintain an overview of the works in progress. Once
part of a work is completed, then payment to the supplier is more quickly arranged and
transacted. The system will have automated bring-ups according to the contracted schedule.
These bring-ups will trigger quality and delivery verifications and then bank transfers or re-
scheduling of the bring-ups. When in place for a period of time, the system also collects a
repository of knowledge that can be used to measure the performance of a contractor.

Contract Management System (CMS) contain Five Modules for Procuring Entity (PE):

Commencement Date
Delivery Schedule/ Work Plan
Progress Report

Payment

Contract Termination
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Tender Detail

TenderID: 251 Invitation Reference No.: Inv. Ref No. - PKG/001/CM 006

Closing Date and Time : 13-Dec-2011 13:00 Opening Date and Time : 13-Dec-2011 13:05

Procuring Entity : Procurement Cell of BWDB

Brief : 24x7 servicing and warrantee required for all accessories

Tender Status : Contract Awarded @ View Notice

Notice Document Clarification PreTender Meeting Corrigendum/Amendment Payment Opening Evaluation NOA Contract Signing

Delivery Schedule Progress Report | Payment  Contract Termination

Lot No. Lot1

Lot Description Procurement of Computer. Laptop and UPS
1 It is mandatory to Gonfigure Contract Start Date and Contract Delivery Date

Name of Supplier Contract No. Contract Name Performance Security Action

Mazmul & Alluvial Society 251 Procurement of Computer. Received Configure Date
Laptop and UPS

Figure 2.1: View of CMS tab for Procuring Entity.

9.1 Commencement Date
Procuring entity can configure, edit and view commencement date. For configuring the
commencement dates, he has to click on Configure Date link in Action column.

Notice Document Clarification | PreTender Meeting | Corrigendum/Amendment Payment Opening @ Evaluation NOA | Contract Signing

Delivery Schedule Progress Report Payment Contract Termination

Lot No. Lot1

Lot Description Procurement of Computer. Laptop and UPS
! It is mandatory to Configure Contract Start Date and Contract Delivery Date

Mame of Supplier Contract No. Contract Name Performance Security Action

Nazmul & Alluvial Society 251 Procurement of Computer. Received
Laptop and UPS

Figure 2.2: View of Commencement Date sub-tab.

Here he can see the contract details from Annual Procurement Plan (APP), contract details
from Tender Notice and actual Contract Details. For configuration, he has to enter Actual
Contract Start Date and Actual Delivery Date. Clicking on Submit button, system will save
these dates.
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Notice Document | Clarification PreTender Meeting Corrigendum/Amendment Payment Opening | Evaluation NOA Contract Signing

Delivery Schedule Progress Report | Payment Contract Termination

Contract No: 251 Contract Name : Procurement of Computer. Laptop and UPS

Contract Details From APP

Tentative Contract Start | 30-Jan-2012 Tentative Contract End | 06-Feb-2012
Date Date

Contract Details From Tender Notice

Contract Start Date 15-Jan-2012 Contract End Date 30-Jan-2012 Contract Duration 15 Days

Contract Details

Contract Signing Date 14-Dec-2011 Contract Value 1977500.105

Contract effective Date

Actual Contract Start Date 14-Dec-2011 Actual Delivery Date : 18-Dec-2014

Figure 2.3: Configure Contract Effective Date.

System will not accept any date for actual contract start date which is less than contract
signing date. If this happens, system will show a message as Contract Start Date must be
greater than or equal to Contract Signing Date. And for actual delivery date, system will
find the maximum no. of days entered in BoQ forms as delivery period. So the date
difference between actual contract start date and actual delivery date must be greater than or
equal to that maximum no. of days, otherwise system will not accept those dates.

Contract Details

Contract Signing Date : 14-Dec-2011 Contract Value 1977500.105

Contract effective Date

Actual Contract Start Date : 20-Nov-2011 3 Actual Delivery Date 19-Nov-2012
Contract Start Date Difference of Commencement Starts Date and Commencement End Date should
must be greater than or be Greater than or Equal To No. of MAX Days (1100)
equal to Contract
Signing Date

Figure 2.4: Configure Contract Effective Date.

After saving commencement date, system will be redirected to the main commencement date
tab and here Configure Date link will be replaced by other three links as Edit Date,
Upload/Download Files and View Date History.
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Notice Document | Clarification PreTender Meeting Corrigendum/Amendment Payment Opening Evaluation NOA | Contract Signing

Delivery Schedule Progress Report Payment Contract Termination

Lot No. Lot1

Lot Description Procurement of Computer. Laptop and UPS

Name of Supplier Contract No. Contract Name Performance Security Action

MNazmul & Alluvial Society 25 Procurement of Computer. Received
Laptop and UPS

Figure 2.5: CMS Tab after Configuring Dates.

Edit Date

Once PE configures the commencement dates, he can edit that dates by clicking Edit Date
link. For editing same validation will be applicable. After editing commencement dates, PE
needs to click the Update button.

Notice Document | Clarification | PreTender Meeting Corrigendum/Amendment Payment | Opening Evaluation NOA | Contract Signing

Delivery Schedule Progress Report Payment Contract Termination

Contract No : 251 Contract Name : Procurement of Computer. Laptop and UPS
Contract Details From APP
Tentative Contract Start | 30-Jan-2012 Tentative Contract End  06-Feb-2012

Date : Date :

Contract Details From Tender Notice

Contract Start Date : 15-Jan-2012 Contract End Date : 30-Jan-2012 Contract Duration : 16 Days

Contract Details

Contract Signing Date : 14-Dec-2011 Contract Value : 1977500.105

Contract effective Date

Actual Contract Start Date - 14-Dec-2011 = Actual Delivery Date : 31-Dec-2014

Figure 2.6: Edit Commencing Dates.

Upload/Download Files

PE can upload or download any reference document related to commencement date by
clicking Upload/Download Files link in Action column. First he needs to browse the
document and fill description field, then click on the Issue button for uploading any
reference document. And he can upload any document once only.
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Commencement Date Reference Document ¢ Go Back

Document : C-\Documents and Setti

Description : ‘ [commencement Date Reference Doc |

Instructions

Any Number of files can be uploaded. Maximum Size of a Single File should not Exceed 2MB.
Acceptable File Types bmp, doc, docx, gif, jpeg, jpg, pdf, png, rar, xls, xlsx, zip, txt

Afile path may contain any below given special characters: (Space, -, _ )

S. No. File Name File Description F('il: :g.]e Uploaded By Action

No records found.

Figure 2.7: Upload or Download File.
View Date History

He also can see the date history of updating commencement dates by clicking View Date
History link in action column.

Notice Document Clarification PreTender Meeting = Corrigendum/Amendment Payment Opening Evaluation NOA Contract Signing

Delivery Schedule | Progress Report | Payment Contract Termination

Contract Detail

Contract No : 251 Contract Value (in BDT): 1977500.105
Contract Start Date : 14-Dec-2011 Contract End Date : 31-Dec-2014
Payment Terms : All ltern 100 Percent

Supplier Name : Jazmul & Alluvial Society email ID : nazmul@dohatec._net
Work Status : Pending

¥ Download Contract Document

Lot No. Lot1

Lot Description Procurement of Computer. Laptop and UPS

S. No. Actual Contract Start Date Actual Contract End Date Meodified Date and Time Record
3 14-Dec-2011 31-Dec-2014 14-Dec-2011 11:00:30 Extended
2 14-Dec-2011 31-Dec-2014 14-Dec-2011 11:00:32 Extended
1 14-Dec-2011 18-Dec-2014 14-Dec-2011 10:51:38 First Time Insertion

Figure 2.8: View of Commencement Date History.

9.2 Delivery Schedule/ Work Program

The idea of the Delivery Schedule/ Work Program is to know from Contractor as when he
plans to complete the work, deliver the goods or render the services. And this is mandatory
for all procurement types as Goods, Works and Services. For goods contract Delivery
Schedule is created from the Price Schedule. There can be a multiple or a single Delivery
Schedule or Work Program for any particular contract.
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Here PE will get View, Edit Days, View History and Upload/Download Document option.

Notice Document | Clarification | PreTender Meeting Corrigendum/Amendment Payment Opening Evaluation | NOA Contract Signing

Commencement Date Progress Report Payment Contract Termination
Lot No Lat1
Lot Description Procurement of Computer. Laptop and UPS
Item No. Delivery Schedule Action
1 Delivery Schedule of Price and Delivery Schedule for Goods (Form e ew | Edit Days | View History | Upload / Download Document
-PG2-2A)
2 Delivery Schedule of Price and Completion Schedule for Related ew | Edit Days | View History | Upload / Download Document

Services (Form e- PG2-2B)

BOQ Forms

Figure 2.9: View of Delivery Schedule Tab.

View

PE can view each delivery schedule by clicking View link in Action column.

View Dates of Delivery Schedules s, Print @ Go Back
Tender Detail
Tender D : 251 Invitation Reference Ne. : Inv. Ref No_ - PKG/001/CM 006
Clesing Date and Time : 13-Dec-2011 13:00 Opening Date and Time : 13-Dec-2011 13:05
Procuring Entity : Procurement Cell of BWDB
Brief : 24x7 servicing and warrantee required for all accessories
Tender Status : Contract Awarded e5> View Notice
Lot No. Lot1
Lot Description Procurement of Computer. Laptop and UPS
Descriptien of ltem Measurement Unit Quantity Unit Rate No. of Days Delivery Date

1 Desktop Computer Nos. 20.000 25 08-Jan-2012

2 Laptop Computer Nos. 10.000 25 08-Jan-2012

3 10 KVYAUPS Nos. 5.000 25 08-Jan-2012

Figure 2.10: View Dates of BoQ Forms.

Edit Dates

If PE wants to edit delivery date of any particular item which is not delivered yet, PE can edit
the dates. On editing dates in Delivery Schedule/ Work Program by PE, system will send a
notification to Contractor.

Step 1: PE has to first click on CMS Tab, then click on Delivery Schedule tab.

Step 2: Click on Edit Days link in action column.
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Step 3: For Goods Contract, System will display all the dates for that particular BoQ form
which are aggregated at the time of issuance of NOA. PE can edit the dates only between the
dates which have been configured in Date Configuration Tab. He can only edit the No. of
Days field.

For Works Contract, System will display all the item categories that PE has created at the
time of preparation of BoQ. PE can edit Work Program dates as per the requirement.

And for Services Contract, there are two types of contract for Services contract:

1. Lump sum Contract
2. Time Base Contract

For Lump Sum Contract, PE can edit Payment Schedule and Work plan as per requirement.
System will display rest of the forms as Team Composition and Staffing Schedule. He can
edit those forms also as per the requirement.

And for Time Base Contract, System will display some more forms than lump sum contract
along with Team Composition and Staffing Schedule forms as Staff Remuneration and
Reimbursable Expense forms for editing if required.

Step 4: Click on Submit Button.

Contract Detail

Contract No : 251 Contract Value (in BDT): 1977500.105
Centract Start Date : 14-Dec-2011 Contract End Date : 31-Dec-2014
Payment Terms : All ltemm 100 Percent

Supplier Name : email ID :

Work Status : Pending

@ Go Back
Tender Detail
Tender ID: 251 Invitation Reference No. : Inv. Ref No. - PKG/001/CM 008
Closing Date and Time : 13-Dec-2011 13:00 Opening Date and Time : 13-Dec-2011 13:05
Procuring Entity : Procurement Cell of BWDB
Brief: 24x7 servicing and warrantee required for all accessories
Tender Status : Contract Awarded gl View Notice

¥ Download Contract Document

Lot No Lot1
Lot Description Procurement of Computer. Laptop and UPS
S.No Description LAz Qty No. of Days Delivery Date
of Measurement
1 Desktop Computer Nos. 20.000 | 25 08-Jan-2012
2 Laptop Computer Nos. 10.000 25 08-Jan-2012
3 10 KVA UPS Nos 5.000 25 08-Jan-2012

Figure 2.11: Edit Dates of BoQ Forms.

View History
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PE can see the history of change in delivery schedule by clicking the link as View History
link in Action column.

View History
No of History Record
View History 2 Latest Edited
Wiew History 1 First Time Insertion

Figure 2.12: View History.

Again PE can see the detail history by clicking View History link in No. of History column.

Tender Detail

Tender D : 251 Invitation Reference No.: Inv. Ref No. - PKG/001/CM 006

Closing Date and Time : 13-Dec-2011 13:00 Opening Date and Time : 13-Dec-2011 13:05

Procuring Entity : Procurement Cell of BWDB

Brief : 24x7 servicing and warrantee required for all accessories

Tender Status : Contract Awarded ‘Q View Notice

Contract Detail

Contract No : 251 Contract Value (in BDT): 1977500 105
Contract Start Date : 14-Dec-2011 Contract End Date : 31-Dec-2014
Payment Terms : All ltern 100 Percent

Supplier Name : lazmul & Alluvial Society email ID : azr atec.ne
Work Status : Pending

¥ Download Contract Document

Lot No. Lot1
Lot Description Procurement of Computer. Laptop and UPS
S.No Description i Qty No. of Days Delivery Date
of Measurement
1 Desktop Computer Nos. 20.000 25 08-Jan-2012
2 Laptop Computer Nos. 10.000 25 08-Jan-2012
3 10 KVA UPS Nos. 5000 25 08-Jan-2012

Figure 2.13: Detail View of History.

Upload/Download Documents

PE can upload or download any reference document related to delivery schedule by clicking
Upload/Download link in action column.
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Delivery Schedule Reference Document 4 Go Back

Document : |C \Docurnents and Seii Browse

Description : ‘ Delivery SchedulelReference|

Upload
Instructions

Any MNumber of files can be uploaded. Maximum Size of a Single File should not Exceed 2MB

Acceptable File Types bmp, doc, docx, gif, jpeq, jpg, pdf, png, rar, xs, xlsx, zip, bt

A file path may contain any below given special characters: (Space, -, _\)

S.No File Name File Description BIICISIZE Uploaded B Action
- e P (in KB) P Y
Mo records found

Figure 2.14: Upload/Download Delivery Schedule Reference Document.

View BoQ Forms

If PE wants, he can view the BoQ forms of the tenderer from here also. For that, he has to
click the View link in front of BoQ Forms label. Then he can see the list of all BoQ forms

along with View link in Action column.

View BOQ Forms

Tender Detail

Tender D : 241
13-Dec-2011 13:00

Invitation Reference No.:
Closing Date and Time : Opening Date and Time :

Procuring Entity : Procurement Cell of EWOE

Brief : 2457 servicing and warrantee required for all accessories
Tender Status : Contract Awarded
Contract Detail
Contract No : 251 Contract Value (in BDT):
Contract Start Date : 14-Dec-2011 Contract End Date :
Payment Terms : All Iterm 100 Percent
Supplier Name : Nazmul & Alluvial Society email ID :
Work Status : Fending
Lat Mo Lat1

Lot Description Procuremment of Computer. Laptop and UPS

Sr.No BOQ forms
1 Frice and Celivery Schedule for Goods (Form e-PG2-2A) e
2 Price and Completion Schedule for Related Services (Form e- PG2-28) WiEw

Irve. Ref Mo. - PRG/O01/CH 006
13-Dec-2011 1305

let View Notice

1977500103
31-Dec-2014

nazmul@dohatec net

¥ Download Contract Document

Action

Figure 2.15: View List of BoQ forms.
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View BOQ Form

= Print @ Go Back

Tender Detail

Tender D : 251 Invitation Reference No. : Iy Ref Wo. - PKG/01/CM 006

Closing Date and Time : 13-Dec-2011 13:00 Opening Date and Time : 13-Dec-2011 13:05

Procuring Entity : Frocurement Cell of BYWDB

Brief: 24x7 servicing and warrantes required for all accessories

Tender Status : Contract Awarded sl View Notice

Package No Package Description

e-Tender; PKG/IO1/CM 006 Procurement of Computer. Laptop and UPS

Nazmul & Alluvial Society
Price and Delivery Schedule for Goods (Form e-PG2-2A)

Price and Delivery Schedule for Goods

Zero Zero One

Grand Total:

1825000.035

This Price and Delivery Schedule for Goods (Form e-PG2-24) is Electronically Signed by Mr. Tenderer Two on behalf of Nazmul & Alluvial Society

ftem Description | Measurement o .. Pointof D:e"r‘i’:;" Country of ”"i;i;[::: M Unit Price in Words T°';'i;£ir‘;e i Total Price in Words
Mo. of Item Unit Delivery (in days) Origin (BDT) {BDT) (BDT} {BDT)
Deskiop Sikty Thousand point .
1 Computer Mos. 20 Dhaka 25 | Japan 60000.001 Zern Zern One 120000002 Tweke Lakh point Zero Two
Laptop Seventy Thousand
2| Camputer Nos. 10 Dhaka 25 | Japan Ton0D 00 e 7 rn e 700000.01 Seven Lakh point Zero One
3 I0KVAURS  Mos 5 Dhaka 25 | Japan soon pgg e Thousand point 25000 0o JWeNty-Five Thousand point

Zern Zero Five

Mineteen Lakh Twenty-Five
Thousand point Zero Three Five

Figure 2.16: View of a BoQ form named Price and Delivery Schedule for Goods.

9.3 Progress Report

The objective of Progress Report is to track the progress against the Work plan given by
Contractor. Here he will get option for Financial Progress Report and Prepare & View link
in Action column for preparing progress report and view that one.

Lot Mo

Lot Description

Financial Progress Report

Work Completion Certificate

Commencement Date Delivery Schedule

Latt

Payment Contract Termination

Procuremment of Computer. Laptop and UPS

Notice Document  Clarification PreTender Meeting Corrigendum/Amendment | Payment Opening Evaluation NOA  Contract Signing

Item No. Progress Report Action
1 Progress Report of Price and Delivery Schedule for Goods (Form e-PG2-24) \
2 Progress Report of Price and Campletion Schedule for Related Services [Form e- PG2-28) Prepare | Vies

On receiving the request of Issue Work Completion Certificate from Supplier, system will display a link 'Issue Work Completion Certificate’

Figure 2.17: View of a Progress Report Tab.

Prepare Progress Report

Step 1: PE has to first click on CMS Tab, then click on Progress Report tab.
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Step 2: System will display all BoQ forms under Progress Report with Prepare link against
each form. Click on the link to prepare the progress report. Here PE can enter data in Qty
Accepted , Date of Delivery and Remarks field.

PE cannot accept quantity more than the actual quantity. If it happens, system will clear the
field and will throw a validation message Quantity Accepted/ Delivered cannot be greater
that actual quantity.

oty
Item R n f Accepted oty oty Date of
No. Description of Item Measurement Unit  Quantity il Accepted Pending Delivery
this PR
1 Desktop Computer hos 20,000 o 26-Dec-2011 =l ok
Quantity Accepted /
Delivered cannot be greater
than Actual Quantity
2 Laptop Camputer Hos 10.000 0 =
3 10 KA UPS MNog 2.000 ] )

Remarks

Figure 2.18: Quantity accepted validation.

System will allow delivery date only between the contract start date and current date. If PE
enters any date beyond this, system will show a popup validation message Work completion
date should be between Contract Start date and Current date and will clear the date field.

Progress Report

Ok

=

Figure 2.19: Date of delivery validation.

Step 3: After successful completion of above step, PE needs to notice on Quality Checked
check box. If quality check is not completed, then PE can save this progress report as draft by
clicking Save as Draft button.
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MNotice Document Clarification = PreTender Meeting Corrigendum/Amendment Payment @ Opening Evaluation = NOA | Contract Signing

Commencement Date | Delivery Schedule Payment Contract Termination
Lot No Lat1
Lot Description Procurement of Computer. Laptop and UPS

! Remarks iz not mandatory

Qty
':fo"_’ Description of tem  Measurement Unit | Quantity A°°gﬁted Acc‘itgted Peﬁgﬂg g;}s:r; Remarks
this PR
1 Desktop Computer Mos. 20.000 il 26 Diec_201 1 ] ‘ | Ok
2 Laptop Computer Mos. 10.000 i} =
3 10 KA UPS Mos 5.000 1] =

! System will not allow to Finalize Progress Report without Quality check confirmation

[0 Quality Checked

! Once the Progress Report is Finalized, it cannot be edited

Figure 2.20 Prepare Progress Report and Save as Draft.

Step 4: On checking Quality Checked check box, system will confirm that the quality check
on the Item has been done successfully or not. If PE clicks Yes, then only Finalize Progress
Report button will be visible, otherwise not. And without quality checking, PE cannot
finalize the progress report.

Quality Checked

Are you sure Quality Check has been dong?
YBS o

Figure 2.21: Quantity Checking Confirmation.

If quality check of the received quantity is completed, then PE will click on Quality Checked
checkbox and will confirm it by clicking Yes button. And then only he can save the finalized
progress report by clicking the Finalize Progress Report button.
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Commencement Date | Delivery Schedule Payment Contract Termination
Lot Mo Lot
Lot Description Procurement of Computer. Laptop and UPS

L, Remarks is not mandatory

Notice Document Clarification = PreTender Meeting Corrigendum/Amendment Payment | Opening  Evaluation = NOA | Contract Signing

oty
';fo"_‘ Description of tem  Measurement Unit | Quantity A°°§ﬁt5d Acci‘gted Peg;‘{ng g;}ﬁ:r; Remarks
this PR
1 Desktop CompLter RLER 20,000 60000 |4 10.000 25 Dec-2011 B ok
2 Laptop Computer MO, 10,000 4000 [q 5.000 95 Dec-2011 B ok
3 10 KA UPS Mg 5000 1000 [q 3.000 25-Diec-2011 & ok
) System will not allow to Finalize Progress Report without Quality check canfirmation
) Once the Progress Report s Finalized, it cannat be edited
Figure 2.22 Save Finalize Progress Report.
Step 4: After successfully finalize progress report, PE can also upload progress report
reference document.
Progress Report Reference Document 4 Go Back
Qty
ltem - . . Accepted Qty Qty Date of
No. Description of ltem Measurement Unit Quantity il Accepted Pending Delivery Remarks
this PR
1 Deskiop Computer Mos 20000 6000 6000 14000 25-Dec-2011 Ok
2 Laptop Computer Mg 10,000 4.000 4.000 6.000 25 Dec-2011 Ol
3 10 KVA UPS oS 5.000 1.000 1.000 4.000 25-Dec-2011 Ok
@ File Uploaded Sucessfully
L, Note: Supporting Documents may be Quality Check document, Invaices, Delivery Challan, Measurement Book, stc
Document : | ‘ Browse.
Description : ‘ ‘
Instructions
Any MNumber of files can be uploaded. Maxmum Size of a Single File should not Excesd 2MB
Acceptable File Types bmp, doc, doc, gif, jped, jpd, pdf, pna, rar, xls, xdsx, zip, td
A file path may contain any below given special characters: (Space, -, _ 4
. . o File Size .
S. No. File Name File Description (in KB) Action
1 ProgressReportReferance xgx Frogress Report Reference 8 -

Figure 2.23 Upload Progress Report Reference Document.

View
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After finalizing a progress report, PE will again get the Prepare link to create further
progress report for the quantity remains. And he can see the previously finalized progress
report through the View link.

Notice | Document Clarification PreTender Meeting  CorrigendumiAmendment  Payment Opening Evaluation NOA Contract Signing

Commencement Date Delivery Schedule Payment Contract Termination
Lot Mo Lot
Lot Description Frocurement of Computer. Laptop and UPS

Financial Progress Report

Item No. Progress Report Action
1 Progress Report of Price and Delivery Schedule far Goods (Form e-PG2-24) Prepare \
2 Progress Report of Price and Completion Schedule for Related Services (Form e- PG2-2B) Prepare | View

L. Onreceiving the request of Issue Work Completion Certificate from Supplier, system will display a link 'Issue Work Completion Certificate’

Work Completion Certificate

Figure 2.24 View Link for Finalized Progress Report.

View Progress Report 4a Go Back

Tender Detail

TenderID: 251 Invitation Reference No. : Irvy. Ref No. - PRGO01/CM 008

Closing Date and Time : 13-Dec-2011 13:00 Opening Date and Time : 13-Dec-2011 1308

Procuring Entity : Procurement Cell of BWDE

Brief: 2457 servicing and warrantee reguired for all accessories

Tender Status : Contract Awarded [ View Notice

Notice Document Clarification PreTender Meeting = Corrigendum/Amendment | Payment Opening Evaluation | NOA | Contract Signing

Commencement Date | Delivery Schedule Payment | Contract Termination
Lot Mo Lot1
Lot Descrigtion Procurement of Computer. Laptop and UPS
Progress Report No List of Finalized Progress Repaort Action
1 Progress Report as on 26-Dec-2011 | Upload / Wiew Docurmert
2 Progress Repart a5 on 26-Dec-2011 Wiew | Upload / view Document

Figure 2.25 List View of Finalized Progress Reports.
Here he will get View and Upload/View Document links in Action column.

Through the View link, PE can see the finalized progress report.
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MNotice  Document Clarification PreTender Meeting = Corrigendum/Amendment | Payment Opening Evaluation NOA Contract Signing
Commencement Date | Delivery Schedule Payment Contract Termination
Lat No Lati
Lot Description Procurement of Computer. Laptop and UPS
aty
'Leo“_‘ Description of Item Measurement Unit Quantity Acczﬁted Accc;tlfted Peg;*i'ng g;:s:; Remarks
this PR
1 Desktop Computer Mos. 20.000 £.000 60000 14.000 25-Dec-2011 Ok
2 Laptop Computer Mos. 10.000 4.000 4.000 5.000 25-Dec-2011 Ok
3 10 KA UPS GH 5.000 1.000 1.000 4.000 25-Dec-2011 Ok
Figure 2.26 Detail View of Finalized Progress Report.
Using Upload/View Document link, PE can check the uploaded documents and also can
upload some other file, if required.
Progress Report Reference Document 44 Go Back
Qty
ltem . . . Accepted Qty Qty Date of
No. Description of ltem Measurement Unit Quantity il Accepted Pending By Remarks
this PR
1 Desktop Computer Mos 20.000 5.000 6.000  14.000 25-Dec-2011 Ok
2 Laptop Computer oS 10000 4000 4.000 6.000 25-Dec-2011 Ok
3 10 KVA UPS Mos 5000 1.000 1.000 4.000 25-Dec-2011 Ok

O File Uploaded Sucessfully

Ly, Mote: Supporting Documents may be Quality Check document, Invaices, Delivery Challan, Measurement Book, etc

Document : | ‘ [ Browse. |

Description ; | ‘

Instructions
Any Mumber of files can be uploaded. Maximum Size of a Single File should not Exceed 2MB

Acceptable File Types bmp, doc, docx, gif, jpeq, jpg, pdf, pna, rar, xds, xlsx, zip, bd

A file path may contain any below given special characters: (Space, -, )
. . A File Size
S. No. File Name File Description (inKB)
1 ProgressRepartReference xlsx Progress Report Reference 8

Action

Figure 2.27 View of Upload/Download Link.

PE also can download and delete the uploaded file by clicking the respective buttons in
Action column.
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Variation Order — Works Contract

The objective of Variation order is to help PE to change the quantity of any item in the BoQ
forms. PE can also add any item in the BoQ forms if necessary. After changing the quantity
of any item or adding new item PE send notification to contractor which the contractor have

to accept.

Commencement Date

Lot Mo 1

Lot Description RFC Waorks PW1(A)-1

Item No. BoQ Work Program submission date

1 BoQ of Bill of Guantities 10-Jan-2012 11:52

BOQ Forms Wiew

Notice | Document | Pre Tend. Meeting = Corrigendum/Amendment | Payment Opening | Evaluation NOA  Contract Signing

Progress Report Payment | Contract Termination

Action Variation Order

Wariation Order | Yariation Order

history | Upload / Download Document

View | Edit Dates | View History
| Uplozd £ Download Docurment

Figure 2.28 View of Variation Order Link.

PE can create variation order by clicking on Variation Order link. In the variation order page
PE can change the quantity of any item in the BoQ form. PE can also add new item in the
BoQ form by clicking Add Item in the variation order page. PE can also remove the new
added item by selecting the checkbox of that particular item and clicking Remove ltem. After
updating items in the variation order PE can complete variation order by clicking Submit

button.

PE user manual-137




Procuring Entity User Manual- Page 138 of 170

hew tems added in Original Bo

Iterns Updated in Original Bog

| & Add Hem | |® Remove tem

Check | ftem No. Group Description of tem Weasurement Unit Unit Rate Start Date End Date Total

1 Primary Brick Moz 2000000000 2123 05-Jan-3013 14-Jan-3013 4346000000
2 Frimary Rod Tons 200,000 3123 0&-Jan-2012 14-Jan-2012 H36.900
3 Secandary Sand cft 14500.000 6123 05-Jan-2012 14-Jan-2012 86783.500
4 Secandary Cerment Ky 2000.000 4123 05-Jan-2012 14-Jan-2012 8246.000
@ Secondary Concrete Kgs 2000.000 10321 08-Jan-2012 14-Jan-2012 20642.000
El B Secondary Concrete material Kos 400.00 2123 05-Jan-2012 =) [ 14-Jan-2012 849.200
=

Grand Total : 4365457 600

@ Additem & Remove item

—

Figure 2.29 Creation of Variation Order.

After creating variation order PE has to create Workflow by clicking Create Workflow link.

Notice Document  Pre Tend. Meeting CorrigendumiAmendment Payment | Opening Evaluation NOA Contract Signing

Commencement Date Progress Report  Payment Contract Termination
Lot Mo 1
Lat Description RFC WWorks PYWT(A)-1
Item No. BoQ Work Program submission date Action Variation Order
1 BoG of Bill of Quantites 10-Jan-2012 11:52 Wiew | Edit Dates | View History Create Waorkflow | Variation Srder
| Upload ¢ Download Document history | Upload / Download Docurment

BOQ Forms iewy

Figure 2.30 View of Create Workflow Link.

In the Workflow Details PE has to fill up the field of No. of Reviewer and No. of days for
file Escalation. Then PE has to click on Submit button.

Workflow Details

Workflow :
Module : Contract Management Systern (CMS)
Process: Wariation Crder

|No. of Days for File Escalation : * |

Figure 2.31 View of Workflow Details.

After that PE has to add user in the Workflow page by filling up the field Starts by and Ends
by in the Workflow Column and the fields in the Procurement Role Column. After that PE
can finish the Workflow process by clicking Submit button.
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Workflow : Add Users

L;\QEI Workflow Role Name of Official and Designation Action
1 e 3 PE User CE
2 Ends By PE 3 FPE User CE

Lo

Figure 2.32 View of Workflow Add users.

After creating the workflow PE can send the variation order notification to the contractor by
clicking on Issue to Contractor. In the issue to contractor page PE can see the list of items
that has been updated in the BoQ form. PE send the notification to contractor by clicking on
Send to Contractor button.

Notice | Document  Pre Tend. Meeting | Corrigendum/Amendment | Payment | Opening | Evaluation | NOA | Contract Signing

Commencement Date Progress Report | Payment | Contract Termination
Lot Mo 1
Lot Description RFQ Works PW1[A-1
Item Mo. BoQ Work Program submission date Action Variation Order
1 Bol of Bill of Quantities 10-Jan-2012 11:52 View | Edit Dates | View History lssue to Contractor | |Variation Order
| Upload { Download Document T=Tany, [{IE] Dwnload Docurment

BOQ Forms WiEw

Figure 2.33 View of Issue to Contractor Link.

Lot Mo 1
Lot Description RFQ Works PVW1[A)-1

New Items added in Original BoQ

Iterns Updated in Criginal Bo&

Item Description of = Measurement . .
No. Group ftem Unit Quantity Unit Rate Start Date End Date
53 Secondary Concrete Kgs 2000.000 10.321 05-Jan-2012 14-Jan-2012

Figure 2.34 View of issuing variation order to Contractor.

PE can view the variation order that is issued to Contractor but not accepted by Contractor by
clicking on View link.
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Notice | Document | Pre Tend. Meeting Corrigendum/Amendment | Payment Opening Evaluation | NOA | Contract Signing

Commencement Date Progress Report | Payment Contract Termination
Lot Mo 1
Lot Description REO Works PVWT(A)-1
Item MNo. BoQ Work Program submission date Action Variation Order
1 Bol of Bill of Cluantities 10-Jan-2012 11:52 Wiew | Edit Dates | Wiew History Wariation Oreder history |
| Upload / Download Document e / Download Document

BOQ Forms Wiew

Figure 2.35 View of Variation Order View Link.

In the View Variation Order Page PE can see the Workflow Details that PE have created
during the variation order.

Workflow :

Meodule : Cantract Management System [(CMS) Process : Variation Order

No. of Reviewers: 0

Workflow Level :

Level No. Workflow Role Procurement Role Name of Official and Designation File On Hand
1 Starts By FE PE User,CE YES
2 Ends By FE PE User,CE WO

Workflow Details @ Go back to Dashboard

Figure 2.36 View of Workflow details.

PE can see the history of Variation order by clicking on Variation Order History link.

Notice Document Pre Tend. Meeting Corrigendum/Amendment Payment  Opening | Evaluation NOA | Contract Signing

Commencement Date Progress Report | Payment Contract Termination
Lot Mo 1
Lot Description RFO Warks PVWI(A)-1
Item No. BoQ Work Program submission date Action Variation Order
1 Eol of Bill of Quantities 10-Jan-2012 11:52 View | Edit Dates | Wiew History Wariation Srder | [Wariation Order
| Upload / Dawinload Document history | Upload / Download Document

BOQ Forms Wiew

Figure 2.37 View of Variation Order history Link.

In the Variation Order History page PE can see the list of all the variation order that has been
issued. By clicking on the View button PE can see any particular variation order.
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Notice | Document Pre Tend. Meeting | Corrigendum/A I Payment | Opening | Evaluation NOA  Contract Signing
Commencement Date Progress Report | Payment | Contract Termination
LotHo 1
Lot Description RFQ Wiarks PYW1 -1
“ﬁ:_' Variation Orders Creation Date and time Created By Action
1 Yariation Order-1 10-Jan-2012 12:01 PE User
2 Yariation Order-2 10-Jan-201212:15 FPE User Wiew
Figure 2.38 View of List of variation orders Link.
Lot Mo 1
Lat Description RFQ Works Py A1
Mew lterms added in Qriginal BoQ
Iterns Updated in Qriginal BoG
"':;'_' Group Description of hem | Measurement Unit Quantity Unit Rate Start Date End Date
4 Secondary Cement Kas 2000.000 41323 05-Jan-2012 14-Jan-2012
3] Secondary Concrete material Kas 400000 2123 05-Jan-2012 14-dan-2012
Figure 2.39 View of Variation order details.
Upload/Download Documents
PE can upload or download any reference document related to variation order by clicking
Upload/Download Document link in action column.
Notice Document Pre Tend. Meeting Corrigendum/Amendment | Payment | Opening | Evaluation | NOA | Contract Signing
Commencement Date Progress Report  Payment Contract Termination
Lot Mo 1
Lat Description RFQ Works PV (A)-1
Item No. BoQ Work Program submission date Action Variation Order
1 BoQ of Bill of Quantities 10-Jan-2012 11:52 Wiew | Edit Dates | View History Wariation Order | Variation Order
| Upload / Download Docurment history |I ploa ownload Docurment
BOQ Forms View

Figure 2.40 View of Upload/Download Document Link.

In the variation order document upload page PE can upload document using the Browse
button and finalize the uploading by clicking Upload button.
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Variation Order Reference Document Qa Gao Back
Document : | I Browse |

Description : | |

I Upload I

Any Number of files can be uploaded. Maximum Size of a Single File should not Exceed 2MB

Instructions

Acceptable File Types bmp, doc, docx, gif, jpen, jpo, pdf, png, rar, xs, xlsx, zip, bt

A file path may contain any below given special characters: [Space, -, _4)

File Size

S. No. File Name File Description (in KB) Uploaded By Action

Mo records found.

Figure 2.41 View of Variation Order Reference Document.

Variation Order — Service Contract

The objective of Variation order is to help PE to change the quantity of any item in the
forms. PE can also add any item in the forms if necessary. After changing the quantity of any
item or adding new item PE send notification to contractor which the contractor have to
accept. PE can click on Place Variation Order link in the Work Schedule tab to place
Variation Order link in the respective forms for which order can changed. (As shown in

Figure 2.42)

Commencement Date Progress Report Payment Contract Termination
Lot Mo 3101
Lat Description 310121

Figure 2.42 View of Variation Order Link.

PE can click on Variation Order link for any particular form to place a variation order. (As
shown in Figure 2.43)
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Commencement Date Progress Report Payment

Lot Mo 3101121

Lot Description 30121

Total Staff Input Report

Sr.No Forms

1 Form e-2A5 Work Schedule

2 Form e-5B2 Payment Schedule

3 Form e-548 Consultant Composition

4 Form e-5A7 Teamn Composition and Task Assignments

b5} Form e-548 Staffing Schedule

g Form e-5B4 Breakdown of Staff Rermuneration

7 Form e-5B4 Breakdown of Reimbursable Expenses

g Farm e-5A3 Curriculum Vitae [CV) far

] Farm e-2A9 Curriculurm Yitae (CY) for Project Manager

o Form e-548 Curriculurm Vitae (CV) for Functional Manager
Sr. No. Variation Order

Contract Termination

Creation Date

Action

Edit | View | View History | Upload /

Variation Order

Ear\afmn EF?E‘F

Download Docurnent

Edit | View | View History | Upload /

Wariation Order

Download Docurnent

Edit | View | View History | Upload /

Wariation Order

Download Docurnent

Edit | View | View History | Upload /

Wariation Order

Download Docurnent

Edit | Wiew | Wiew History | Upload /

Variation Order

Download Docurnent

Wiew | Upload / Download Document

Wariation Order

Edit | View | View History | Upload /

Wariation Order

Download Docurnent
Download Document | View
Download Docurment | iew

Download Document | View

Status

Action

Figure 2.43 View of Variation Order Link for Forms.

In the Service work plan variation order page PE can add new items by clicking Add Item
button. PE can also remove added items by clicking Remove Item button. After editing items
in the variation order page PE can finalize the variation order by clicking Submit button. (As
shown in Figure 2.44)

| ) Add ltem | |@ Remove ltem

Check Sr. Ne. Activity Start Date No. of Days End Date Remarks
1 Developrment 09-Fek-2012 80 08-May-2012 na
O 2 Civerview 22-Mar-2012 an 21-Apr-2012 na|
i)
o) Additem () Remove item

[TSibmk |

Figure 2.44 View of Variation Order Page.

After placing variation order PE can edit the variation order by clicking Edit link in the
Variation Order column in the Work Schedule tab. PE can upload/download variation order
reference document by clicking Upload/Download Document Link. Finally PE can finalize
the variation order by clicking the Finalize Variation Order button. (As shown in Figure
2.45)
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Total Staff Input Report

Sr.Neo Forms
1 Form e-8A5 Work Schedule

2 Faorm e-5B2 Payment Schedule

3 Faorm e-2A6 Consultant Compasition

4 Faorm e-8A7 Team Composition and Task Assignments

5 Form e-2A8 Staffing Schedule

[} Form e-5B4 Breakdown of Staff Remuneration

7 Farm e-5B5 Breakdown of Reimbursable Expenses

8 Form e-5A9 Curriculum Vitae (CW) for

9 Form e-8A8 Curriculum Vitae (CV) for Project Manager

10 Faorm e-8A9 Curriculum Vitae (CV) for Functional Manager

Finalize Variation Order

Action

Edit | View | View History | Upload f
Download Document

Edit | View | View History | Upload f

Variation Order

iT]| [Pooad ]

DU\NI III_Id\J
Diocument

Yariation Crder

Diownload Dacument

Edit | View | View History | Upload f

Yariation Crder

Diownload Document

Edit | View | View History | Upload f

Yariation Cirder

Download Document

Edit | View | View History | Upload f

Yariation Cirder

Download Document

Wiew | Upload f Download Document

Yariation Crder

Edit | View | View History | Upload f

Yariation Crder

Digwnload Dacument
Download Document | Wiews
Download Document | Wiew

Download Document | Yiew

Figure 2.45 View of Finalizing Variation Order.

In the variation order reference document upload page PE can upload document using the

Browse button and finalize the uploading by clicking Upload
2.46)

button. (As shown in Figure

Variation Order Reference Document

I?ocumenr: || Erowse. |

Description : | |

A Go Back

Figure 2.46 View of Upload/Download Variation Order Reference Document .

After finalizing variation order PE can create workflow by clicking the Create Workflow in
the Action column for that particular variation order in the Work Schedule tab. The status for
that variation order can be seen Finalize in the Status column. (As shown in Figure 2.47)

Sr. No. Variation Order Creation Date Status

1 Wariation Crder - 1 07-Feb-2012 16:38

Action

Yiew Varation Order || Create Workflow]

Figure 2.47 View of Workflow creation of Variation Order.

In the Workflow Details PE has to fill up the field of No. of Reviewer and No. of days for
file Escalation. Then PE has to click on Submit button. (As shown in Figure 2.48)
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Workflow Details i Go back to Dashboard

Workflow :

Meodule : Contract Management Systemn (CMS)

Process: Wariation Order

|No. of Days for File Escalation : |

Donor Concurrence Requires : O

(=]

Figure 2.48 View of Workflow Detail.

After that PE has to add user in the Workflow page by filling up the field Starts by and Ends
by in the Workflow Column and the fields in the Procurement Role Column. After that PE
can finish the Workflow process by clicking Submit button. (As shown in Figure 2.49)

Workflow : Add Users

Level

No Workflow Role Procurement Reole Name of Official and Designation Action
1 Starts By PE " PE User CE
2 Ends By PE " PE User CE

Figure 2.49 View of Workflow User.

After creating the workflow for that particular variation order PE can send the variation order
to the Contractor by clicking Send to Consultant link in the Action column. (As shown in
Figure 2.50)

Sr. No. Variation Order Creation Date Status Action

1 Variation Crder - 1 07-Feb-2012 16:38 Finalize View Yariation Order | [Bend To Consultant

Figure 2.50 View of Send to Consultant link of Variation Order.

After sending the variation order to Contractor, PE can see the status of that variation order
as Sent to Consultant in the Status column. (As shown in Figure 2.51)

Sr. No. Variation Order Creation Date Status Action

1 \ariation Order - 1 07-Feb-2012 16:30 View Variation Order | View Waorkiow

Figure 2.51 View of Variation Order Status.

After the variation order is accepted by Contractor, PE can see the status of that variation
order as Accepted in the Status column. PE can view the variation order by clicking the View
Variation Order link in the Action column. PE can also view the workflow by clicking the
View Workflow link in the action column. (As shown in Figure 2.52)

Sr. No. Variation Order Creation Date Status Action

1 Wariation Order- 1 07-Feh-2012 16:38 |Accepted | | Wiews Wariation Order|||\f\ew Workﬂaw|

Figure 2.52 View of Variation Order Status.
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S;’ Activity Start Date I el End Date Remarks

Days
2 Crverviesy 22-Mar-2012 30 21-Apr-2012 na

Figure 2.53 View of Variation Order.

Workflow Details d Go back to Dashboard
Workflow :
Maodule : Contract Management System (CWMS) Process: Variation Order
No. of Reviewers: 0

Workflow Level :

Level Neo. Workflow Role Procurement Role Name of Official and Designation File On Hand
1 Starts By FE PE User,CE YES
2 Ends By FE PE User,CE K@l

Figure 2.54 View of Variation Order Workflow Detail.

Work Completion Certificate

The objective of work completion certificate is to help PE to release work completion
certificate such that full and final payment of contractors can be made. On receiving work
completion certificate issue request from contractor, system will display an Issue link in the
marked area.

Notice Document Clarification PreTender Meeting Corrigendum/Amendment Payment  Opening Evaluation NOA Contract Signing

Commencement Date Delivery Schedule Payment | Contract Termination
Lot Mo Lot1
Lot Description Procurement of Computer. Laptop and UPS

Einancial Progress Report

ltem No. Progress Report Action
1 Progress Report of Price and Delivery Schedule for Goods [Form e-PG2-24) Prepare | Wiew
z Progress Report of Price and Completion Schedule for Related Services (Form e- PG2-2B) Prepare | Wiew

L, Onreceiving the request of Issue Work Completion Certificate from Supplier, system will display a link "lssue Work Completion Certificate’

Work Completion Certificate ‘ ‘

Figure 2.55 Before getting Work Completion Certificate Issue request from Contractor.

In response to the request of the contractor for Work Completion Certificate, PE can Issue
Work Completion Certificate by clicking Issue Work Completion Certificate link.
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Notice Document  Clarification | PreTender Meeting | Corrigendum/Amendment Payment  Opening  Evaluation NOA Contract Signing

Commencement Date | Delivery Schedule Payment Contract Termination
Lot Mo Lot1
Lot Description Procurement of Computer

Einancial Progress Report

ltem No. Progress Report Action
1 Frogress Report of Price and Delivery Scheduls for Goods (Form e-PG2-24) FPrepare | Wiew
2 Frogress Report of Price and Completion Schedule for Related Services (Form e- PG2-2B) Prepare | Wiew

On receiving the request of Issue Work Completion Certificate from Supplier, system will display a link "Issue Work Completion Certificate’

Work Completion Certificate || Issue Work Completion Cerfificate

Figure 2.56 Work Completion Certificate.

Step 1: PE has to first click on CMS Tab, then click on Progress Report tab.
Step 2: Click on the Issue Work Completion Certificate link.

Step 3: PE has to enter information for Date of Issuing Work Completion Certificate,
Vendor Rating and Remarks.

For Date of Issuing Work Completion Certificate, the date must be current or past date. If
PE enters any future date, system will show a popup message for warning and will clear the
field.

Warning!

Flease select current date or past date
QK

Figure 2.57 Warning for Date of Issuing Work Completion Certificate.

Te field value for Is Work Completed will come automatically from the system as whether
work is completed or not.

Vendor rating is an optional field. PE can rate the vendor according to his performance as
Poor, OK, Good, Very Good and Excellent. First he needs to click Vendor Rating button,
then select corresponding radio button and click Ok button to rate the vendor.
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vendor K£a '

Poor

OK

Good
Very Good

CO®mOO

Excellent

Lo )

Figure 2.58 Vendors Rating.
PE must have to enter remarks field to issue the work completion certificate.

Step 4: Click on Save button to save the work completion certificate.

Work Completion Certificate

4@ Go back

Fields marked with {*) are mandatory.
Date of issuing Work Completion ‘ 261212011 ] ‘
Certificate : *
Is Work Completed : Mo
Vendor Rating : @ Rating
Remarks : ~ S o

ElSource # BB @ == & +« BI U E=== & @A-=

Normal =1 Font I Sz A A |

‘ Performance of the contractor is good| ‘

Figure 2.59 Issue Work Completion Certificate.

After Issuance of work completion certificate, PE will get an option to upload or download
any related document.
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Upload a Document 4@ Go back
Fields marked with (*) are mandatory.
Document : * | ‘ Browse
Description : * | |
Instructions
Any Mumber of files can be uploaded. Maximum Size of a Single File should not Exceed 2MB
Acceptable File Types jpeq, jpa, png, bmp, gif, «ls sk, doc, pdf, docx, 7ip, rar
Afile path may contain any below given special characters: (Space, -, _, W)
Figure 2.60Upload any document related to Work Completion Certificate.
Notice Document | Clarification PreTender Meeting  Corrigendum/Amendment Payment Opening Evaluation NOA Contract Signing
Commencement Date  Delivery Schedule Payment Contract Termination
Lot Mo Lot1
Lot Description Procurement of Computer. Laptop and UPS
Financial Progress Report
ltem No. Progress Report Action
1 Progress Report of Price and Delivery Schedule for Goods (Form e-PG2-24) Prepare | View
2 Progress Report of Price and Completion Schedule for Related Services (Form e- PG2-2B) FPrepare | View
Work Completion Certificate | View Work Completion Certificatell!Uploadi Download Files |
Figure 2.61 Progress Report tab after Issuing Work Completion Certificate.
After issuing work completion certificate, PE can view the work completion certificate
through View Work Completion Certificate link. After clicking this link, PE can see the
issued work completion certificates along with download option for any document uploaded.
Work Completion Certificates 4@ Go back
Certificates Creation Date Action
Work plan completion certificate 1 27-Dec-2011 14:53
. . L File Size .
S. No. File Name File Description (in KB) Action

Workcompletioncertificate xsx wiork Completion Certificate 8

1

Figure 2.62 Progress Report tab after Issuing Work Completion Certificate.

And he can upload or download any file related to work completion certificate using
Upload/Download Files link. PE can upload file by first browsing the Document, then
giving document Description and finally clicking Upload button. PE can download or delete
(already uploaded file) by clicking respective button in Action column.
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Upload a Document

48 Go back

Fields marked with (") are mandatory.

Document : * |C:\Documen‘r5 and Set‘[ Browse

Description : ‘ Related to Work completion

Instructions

Any Number of files can be uploaded. Maximum Size of a Single File should not Exceed 2MB.
Acceptable File Types jpeq, ipa, pnad, bmp, gif, «ds, =lsx, doc, pdf, docx, zip, rar
A file path may contain any below given special characters: {Space, - _ )

File Size Action

S. No. File Name File Description {in KB)

1 Workcompletioncertificate xdsx wiark Completion Certificate

:

Figure 2.63 Upload or Download Document.

Financial Progress Report

PE can view the financial progress of a contract, by clicking Financial Progress Report link.

Notice  Document  Clarification PreTender Meeting | Corrigendum/Amendment Payment Opening Evaluation NOA | Contract Signing

Commencement Date | Delivery Schedule Payment Contract Termination

Lot Mo Lot1
Lot Description Procurement of Computsr

Financial Progress Report

Item No. Progress Report Action
1 Prograss Report of Price and Delivery Schedule for Goods (Form e-PG2-2A) View
2 Progress Report of Price and Completion Schedule for Related Services (Form e- PG2-2B) Wieir

Work Completion Certificate  View Work Completion Certificate | Upload | Download Files

Figure 2.64 Financial Progress Report.

He can check the total contract value, all the invoices generated by contractor, invoice
amount and accounts officers activity. That means all the details related to the invoice from
the account officer end, as payment date, payable amount, Vat and AIT. He also can found
total invoice amount generated by accounts officer till date at a glance.
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Financial Progress Report

“ Print @ Go Back

Contract Detail

CrOO1

20-Mow-2011

All ltern 100 Percent
Mazrmul & Alluvial Society
Completed

Contract No :
Contract Start Date :
Payment Terms :
Supplier Name :
Work Status :

Total Invoice Generated by Supplier till Date
(In BDT)

2075000070

Financial Detalls

Invoice Amount

Invoice No Status (Gross Amount)
Invoice 1 Invoice Accepted by PE 175000035
Invoice 2 Invoice Accepted by PE 1900000035

Invoice Submission Date

Contract Value (in BDT):
Contract End Date :

email ID :

2075000.070
20-Dec-2012

nazmul@dohatec net

*. Download Contract Document

Total Invoice Generated by Accounts Officer till Date

(By Supplier)

Mov 26 2011 11:10AM
Moy 28 2011 11:09AM

Payment Date
(by Accounts Officer)

(In BDT)
0

Payable Amount

e
(Net Amount) | VAT(N%)

AlT(in %)

Figure 2.65Detail view of Financial Progress Report.

PE also can view the invoices generated by contractor in read only mode here by clicking

Invoice No. link

9.4 Payment

This module required for payment to be made to Contractors. Here PE can view the invoice
generated by contractor and also all the finalized progress reports generated by himself.

Commencement Date | Delivery Schedule Progress Report

Lot No Lot1
Lot Description Procurement of Computer

Performance Security

1 Nazmul & Alluvial Society

New Performance Security

Company Name

Reguest Bank Guarantee f ional Performance

Notice Document Clarification PreTender Meeting Corrigendum/Amendment Payment Opening Evaluation NOA Contract Signing

Contract Termination

Payment Payment
Status Amount
Paid Taka 83000.00

S. No.

No records available

Item n

No. Delivery Schedule

1 Delivery Schedule of Price and Delivery
Schedule for Goods (Form e-PG2-2A) Progress Report No

1

s oW N

2 Delivery Schedule of Price and
Completion Schedule for Related

P R rt N
Services (Form e- PG2-2B) s

1
2

Company Name

Payment Status

List of Finalized Progress Report

List of Finalized Progress Report
Progress Report as on 21-Nov-2011
Progress Report as on 21-Nov-2011
Progress Report as on 21-Nov-2011
Progress Report as on 28-Nov-2011

List of Finalized Progress Report
Progress Report as on 21-Nov-2011
Progress Report as on 28-Nov-2011

Payment
Date

20-Nov-2011
02:31

Action

Status

Status

Invoices

Invoice
Generated

by
Supplier

Invoices  Status

1 Invoice
Generated
by
Supplier

Inv

Figure 2.66 Payment Tab.
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To Generate the Invoice, PE is required to follow these steps:

Step 1: PE has to first click on CMS Tab, then click on Payment tab.
Step 2: Click on Invoice link in Invoices column.

Step 3: Enter remarks in Remarks field. PE can upload any document by Upload link and
also can download any document uploaded by contractor as invoice reference. And finally
click on Accept or Reject button. After accept or reject, a confirmation will be automatically
sent to contractor by the system.

Notice | Document Clarification PreTender Meeting | Corrigendum/Amendment Payment  Opening Evaluation NOA  Contract Signing

Commencement Date Delivery Schedule Progress Report Contract Termination
S.No Description Wi Invoice Qty Invoice Amount
: P of Measurement
1 Deskiop Computer Mog 2000 1100000020
2 Laptop Computer Mos 10.00 750000010
3 UpPs MNos 5.00 50000.005
Total Amount (In 1900000.035
BDT)
Upload document Upload
. . - File Size .
ltem No. File Name File Description (in KB) Uploded by Action
1 InvoiceReportReference Xk Inwoice Repaort Reference 8 Supplier s
Remarks* Acceptad|

Figure 2.67 View Invoice.
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Commencement Date Delivery Schedule  Progress Report Contract Termination

O Invoice Accepted

New Performance Security Request Bank Guarantee for Additional Performance Security

S. No. Company Name Payment Status

Mo recards available

Item

No. Delivery Schedule List of Finalized Progress Report
1 | Delivery Schedule of Price and Delivary
Schedule for Goods (Form e-PG2-24) Progress Report No List of Finalized Progress Report
1 Progress Report as on 21-Mow-2011
2 Progress Report as on 21-Mov-2011
3 Progress Report as on 21-MNow-2011
4 Progress Report as on 28-MNoy-2011

2 Delivery Schedule of Price and
Completion Schedule for Related Progress Report No List of Finalized Progress Report
S Fi -FPG2-2B
enices (Form e ! 1 Progress Report as on 21-Mov-2011

2 Progress Report a= on 28-MNow-2011

Lot Mo Lat1
Lot Description Procurement of Computer
Performance Security
Payment Payment
Sl Eompanyiiiame Status Amount
1 Mazmul & Alluvial Society Faid Taka 8300000 20-Mow-2011
0z:3

<
=
=

=
=
=

<
=

=
T
=

<
=

<
=
=

Notice Document Clarification PreTender Meeting Corrigendum/Amendment Payment Opening Evaluation NOA Contract Signing

Action

Payment

Details | Compensiate

Request

Action

Status

Invoices

Invaice]

Invoices

Invoice]

Status

Imvaice
Accepted
by PE

Status

Invoice
Generated
by
Supplier

Figure 2.68 Invoice accepted by PE.

Performance Security

PE can check the performance security related information paid by the contractor. To check
the payment details of the performance security, PE needs to click on Payment Details link

in the Action column of Performance Security block.
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Package No. :

Package Description :

Lot No. :

Lot Description :

Payment Status :
Email ID :

Bank Name :
Branch Name :
Branch Maker :
Payment For :
Currency :
Amount :

Mode of Payment :
Instrument No. :
Issuing Bank :
Issuing Bank Branch :
Issuance Date :
Validity Date :

Date and Time of Payment

Remarks :

e-Tender, PKG/O01/CM 005
Procurement of Computer, Laptop and UPS

Lot1

FProcurement of Computer

Paid
nazmuli@dohatec net
Test Bank

Dhaka

MNaz Maker
Performance Security
BDT

Taka 8300000

Pay Order

KA 908765

Adrani Bank
Principal Branch
20-Mow-2011
20-Mow-2012
20-Mow-2011 02:31

paid

[ View reference document

Figure 2.69 View of Performance security payment details.

When contractor makes a request for releasing performance security, PE will get a
confirmation by the system automatically.

PE also can compensate request by clicking Compensiate Request link in Action column.
Then PE needs to enter Compensiate Amount and Remarks. Then click on Submit button.
After submission PE will get a confirmation message as Payment forfeit request submitted
successfully. At the same time, system will send a notification to Contractor as well as Bank

in this regard.
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Compensiate Payment

4 Go Back

Tender Detail

Tender ID :

Closing Date and Time :

Procuring Entity :
Brief :

Tender Status :

Package No. :

Package Description :

Lot No. :

Lot Description :

189 Invitation Reference No. :

20-Nov-2011 12:10
Procurement Cell of BWDB
Procurement of Computer, Laptop and UPS

Contract Awarded

e-Tender: PKG/001/CM 005

Procurement of Computer, Laptop and UPS

Lot1

Procurement of Computer

Fields marked with (*) are mandatory

Payment Status :
Email ID :

Bank Name :
Branch Name :
Branch Maker :
Branch Checker :
Payment For :

Currency :

Compensiate Amount :

Amount :

Mode of Payment :
Instrument No. :
Issuing Bank :
Issuing Bank Branch :
Issuance Date :
Validity Date :

Date of Payment :

Paid
nazmul@dohatec.net
Test Bank

Dhaka

Naz Maker

Test Bank
Performance Security
BDT

100000| Balance value : [-17000]

Taka 83000.00
Pay Order

KA 908765

Agrani Bank
Principal Branch
20-Nov-2011
20-Nov-2012
20-Nov-2011 02:31

Branch Maker Remarks paid

Remarks : *

ompensiate

Figure 2.70 Compensate payments.

New Performance Security

PE can ask Bank Guarantee for Additional Performance Security.

Opening Date and Time :

Inv. Ref No. - PKG/Q01/CM 005
20-Nov-201112:12

= View Notice

Step 1: PE has to first click on CMS Tab, then click on Payment tab.

Step 2: Click on Request Bank Guarantee for Additional Performance Security link for New
Performance Security.

Step 3: After entering all required fields, click on Save button.
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Bank Guarantee/Pay Order/Bank Draft for New Performance Security 4 Go back
Amount (In BDT) : * 50000
Last Date of Submission : * |29-Dec-2011 (=

Validity in No. of Days : * 365
Last Date of Validity : 28-Dec-2012

Remarks : Bank Gurantee for releasing PS\ |

]|

—— 1

Figure 2.71 Request Bank Guarantee for Additional Performance Security

After this request made by PE, Contractor and Bank will get a system generated e-mail
notification. Until contractor makes the payment, the Payment Status will be shown to PE as
Pending.

Notice Document Clarification PreTender Meeting Corrigendum/Amendment Payment Opening Evaluation NOA Contract Signing

Commencement Date Delivery Schedule Progress Report Contract Termination

Lot Mo Lot1

Lot Description Procurement of Computer
Performance Security

Payment Payment Payment .
S. No. Company Name Status T Date Action
1 Mazmul & Alluvial Socisty Paid Taka 83000.00  20-Noyw-2011 Payment
02:31 Detalls {(Compensiata)

New Performance Security Request Bank Guarantee for Additional Performance Security

S. No. Company Name Payment Status Action
1 Tenderer Two View

Figure 2.72 View of Payment Tab after Request Bank Guarantee for Additional Performance
Security.

9.5 Contract Termination
Any contract can be terminated within the contract period. Contract can be terminated for the

reasons as: Force Majeure, Tenderer Bankruptcy, Non Payment of Bills, Delays, Liquidated
damages beyond 10%, Not following STD & Contract Norms, Contractor / Consultant stops
the work

Step 1: PE has to first click on CMS Tab, then click on Contract Termination tab.

Step 2: Click on Terminate link to terminate the contract.
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Contract Termination

Tender Detail
Tender ID :

Closing Date and Time :
Procuring Entity :

Brief :

Tender Status :

Notice | Document | Clarification

Commencement Date

Lot Mo
Lot Description

Contract Termination

a1

28-Juk-2011 09:10
Procurement Cell of BWDE
5T exp

Work Program | Progress Report  Payment

1
10 kmroad
| Contract Termination History

PreTender Meeting | Corrigendum/Amendment

Invitation Reference No. :

Opening Date and Time :

Payment

Maz-IRM: 0101
26-Jul-2011 09:15

lef View Notice

Opening | Evaluation A NOA Contract Signing

Figure 2.73 Contract Termination Tab.

Step 3: Select Contract Termination Date and Select Reason For Contract Termination.
Enter Payment Settlement Amount and Remarks for Payment Settlement amount and then
in detail Reason for Termination.

Step 4: Click on the Terminate Button to terminate the contract. PE also can upload any
reference document for the termination of contract.

Deelay and not following STO

Contract Termination Page 4@ Go back
Fields marked with (*) are mandatory.
|Se|ect Contract Termination Date : * | A0-Mow-2011 B
.Slelect Reason for Contract Termination [ Force Majeure
[0 Tenderer Bankruptey
[0 Non Payment of Bills
Delays
[ Liquidated damages beyond 10%
Not following STD & Contract Norms
[0 Contractor/Consultant staps the work
|Payment Settlement Amount (In BDT) :| 500000
Remarks for Payment Settlement Mead to pay
Amount :
[Reason For Termination : * | 2 — =
Esouce # BB @ == & « B!y ES=E & @@=
Mormal = Fonf T Sz T AT AT |

Figure 2.74 Contract Termination Page.
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After terminating the contract, PE will get several options as View Contract Termination
Detail, Edit Contract Termination, Upload/Download Files, Create Workflow and Contract
Termination History link.

Notice = Document | Clarification PreTender Meeting Corrigendum/Amendment Payment | Opening | Evaluation | NOA Contract Signing

Commencement Date  Work Program  Progress Report | Payment

Lot Mo 1
Lot Description 10 km road
Contract Termination | Wiew Contract Termination Detail | Edit Contract Termination | Upload/Download Files | Create Worldlow | Contract Termination History

Figure 2.75 View of Contract Termination Tab after Terminating a Contract.

PE can view Contract Termination Page by clicking on View Contract Termination Detail
link.

Contract Termination Page

Date of Termination : 30-Moy=2011 12:23

Type of Reason : Delays
Mot following STD & Contract Morms

Status : pending
Payment Settlement 00000000
Amount (In BDT) :

Remarks for Payment Meed to pay
Settlement Amount :

Reason For Delay and not following STD.
Termination :

Figure 2.76 View of Contract Termination Detail.

PE can edit Contract Termination detail by clicking on Edit Contract Termination link,
putting desired values in the fields and then clicking Edit Terminate.
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Edit Contract Termination Page 4a Go back
Fields marked with (*) are mandatory.
Select Contract Termination Date : * 30/11/2011 ()
.S‘elecr Reason for Contract Termination [ Force Majeure
[ Tenderer Bankruptcy
O Non Payment of Bills
Delays
O Liquidated damages beyond 10%
Not following STD & Contract Norms
O Contractor/Consultant stops the work
Payment Settlement Amount (In BDT) : | 500000.000
Remarks for Payment Settlement MNeed to pay
Amount :
Reason For Termination : * R o
BSource A B @ == & BIU S==S @ BEAEHE
Farmat TIJ| Font 2 SizE e AT =

Delay and not following STD

Edit Terminate

Figure 2.77 Edit Contract Termination.

PE can create workflow for contract termination. To create the workflow, PE needs to click
on Create Workflow link. Enter value for required fields and on Submit, workflow will be
created. Then PE can add users to workflow.

Workflow Details

Contract Detail

Workflow :
Module : Contract Management System (ChS)
Process : _ontract Termination

Mo. of Reviewers : *

MNo. of Days for File Escalation :

Figure 2.78 Create Workflow for Contract Termination.
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Contract Detail

Workflow : Add Users

Fealgvorkiion Procurement Role Name of Official and Designation
No. Role
1 Starts By PE v Dohatec Mew Wedia Executive Engineer
2 Ends By PE v Dohatec New Media Executive Engineer

Action

Figure 2.79 Add Users in Workflow for Contract Termination.

After completion of the workflow creation, the Create Workflow link in contract termination
tab will be changed to Process and Publish.

Notice = Document | Clarification PreTender Meeting Corrigendum/Amendment = Payment | Opening @ Evaluation = NOA | Contract Signing

Commencement Date = Work Program = Progress Report Payment

Lot Mo 1
Lot Description 10k road
Contract Termination View Contract Termination Detail | Upload/Download Files | Process and Publish | Contract Termination History

Figure 2.80Contract Termination tab After Workflow creation.

When PE clicks Process and Publish link, he will find termination detail along with Approve
and Reject button. After clicking the appropriate button, PE will get a confirmation message
as Contract Termination status is approved or Contract Termination status is rejected.

Contract Termination Page

Date of Termination : Z011-11-30 12:23:05 897

Type of Reason : Delays
Mot following STD & Contract Morms

Status : pending
Reason For Delay and not following STD.
Termination :

"Approve J"Reject

Figure 2.81 Process and Publish Contract Termination.
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PE also can view contract termination history by clicking Contract Termination History

link.
Contract Termination History 44 Go Back
Tender Detail
TenderID . 81 Invitation Reference No. : Maz-IRN: 0101
Closing Date and Time : 26-Jul-2011 09:10 Opening Date and Time : 26-Jul-2011 0915
Procuring Entity : Procurement Cell of BWDE
Brief : S yrexp
Tender Status : I View Notice
Contract Detail
Lot Mo 1
Lot Description 10 km road

View History
No. of History

Wiew History 1

Figure 2.82 Contract Termination History.

View History

= Print 44 Go Back

Tender Detail

Tender D :

Closing Date and Time :
Procuring Entity :

Brief :

Tender Status :

Contract Detail

Lot Mo

Lot Description

Date of Termination :

Type of Reason :

Status :

81 Invitation Reference No. :

26-Jul-2011 0810
Procurement Cell of BWDE
Syrexp

Contract Awarded

1
10 km road
30-MNov-2011 12:23

Delays
Mot following STD & Contract Narms

approved

Reason For Termination  Delay and not following STDr

Opening Date and Time :

Maz-IRN: 0101
26-Jul-2011 0815

lsf View Notice

Figure 2.83 View History.

6. Repeat Order
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Repeat Order is applicable only in case of Goods Contract. Repeat Order tab is under CMS
tab for only Goods Contract. PE cannot add new items in the repeat order only can change
the quantity of items and/or no. of days.

Notice  Document | Clarification Pre Tend. Meeting | CorrigendumiAmendment | Payment Opening | Evaluation NOA  Contract Signing

Commencement Date | Delivery Schedule | Progress Report  Payment | Contract Termination

Lat Mo 1

Lot Description taterial

] Please click on 'Repeat Order' link to place Repeat Crder

Item No. Delivery Schedule Action
1 Consolidate of Price and Delivery Schedule for Goods (Form e-PG3-34) View | |Repeat Order
2 Cansalidate of Price and Delivery Schedule for Related Services (Form e-PG3-3B) View | Repeat Order

WorkFlow Configuration

Figure 2.84 View of Repeat Order Link.

PE can see the Repeat Order link in the action column after the particular contract is
completed and all items are accepted at progress report. PE can go to the repeat order page by
clicking Repeat Order link.

In the Repeat Order page PE can change the quantity of items and no. of days. PE can
finalize the repeat order by clicking Submit button.

Item

Total Amount (In BDT)

[ |

& Remove ltem

Delete No. Description of ltem Measurement Unit Quantity Unit Rate No. of Days Total rate
O 1 Software Na 10.000 100000.001 100000001
O 2 Saftware Mo 20.000 120000.00 an 2400000.02

340000003

Figure 2.85 View of Submitting Repeat Order.

After clicking the Submit button, PE will see a warning message showing that current repeat
order value cannot exceed 50% of original contract value. After clicking the Yes button new
Repeat order will be completed.

Repeat Order

Current repeat order cantract value is 3400000.03 (in BDT) Repeat Order value cannot exceed
4620000.075 (50% of original Contact Yalue). Do you want to continue®?

” Yes ||| o |

Figure 2.86 View of Repeat order warning message.
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After the repeat order is completed PE can edit the repeat order by clicking Edit Repeat
Order link. PE has to create workflow for the repeat order and can do it by clicking on

Create Workflow link.

Commencement Date Delivery Schedule | Progress Report | Payment | Contract Termination

Lot Mo 1

Lot Descrigtion Material

Please click on 'Repeat Order link to place Repeat Order
Action

Item No. Delivery Schedule
Yiew | |Edit Repeat Order

1 Consolidate of Price and Delivery Schedule for Goods (Form e-PG3-34)
Wiew | Repeat Order

2 Consolidate of Price and Delivery Schedule for Related Services (Form e-PG3-3E)

WorkFlow Configuration \
Figure 2.87 View of Create Workflow and Edit Repeat order Link.

In the Workflow Details PE has to fill up the field of No. of Reviewer and No. of days for
file Escalation. Then PE has to click on Submit button.

Workflow Details

Workflow :

Module : Contract Management Systemn [CMS)

Process: Wariation Order

No. of Reviewers : *

|No. of Days for File Escalation : * |

Figure 2.88 View of Submitting Workflow Details.

After that PE has to add user in the Workflow page by filling up the field Starts by and Ends
by in the Workflow Column and the fields in the Procurement Role Column. After that PE

can finish the Workflow process by clicking Submit button.

Workflow : Add Users
L;‘f' Name of Official and Designation Action
1 FE 3 PE User CE
FE User CE

[

Figure 2.89 View of Submitting Workflow Add users.
After creating the workflow PE can finalize the repeat order by clicking the Finalise Repeat

Order button.
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Commencement Date Delivery Schedule | Progress Report | Payment | Contract Termination

Lot Ma 1

Lat Description haterial

1 Please click on 'Repeat Crder' link ta glace Repeat Order

Item No. Delivery Schedule

1 Consalidate of Price and Delivery Schedule for Goods (Farm e-PG3-34) Wiew

2 Consalidate of Price and Delivery Schedule for Related Services (Farm e-PG3-3B) Wiew

Finalise repeat order

WorkFlow Configuration

Action

Figure 2.90 View of Finalizing Repeat order.

After finalizing the repeat order PE can see a new tab for that particular repeat order with
Performance Security and NOA. PE can add Performance Security for Repeat Order by

clicking Add button.

Workflow Details | View

Performance Security for Repeat Crder Add
NOA Iszue NOA

L Click on 'Issue NOA' link to Issue NOA

Item No. Delivery Schedule Action
1 Consolidate of Price and Delivery Schedule for Goods (Farm e-PG3-34) Wiew Repeat Order

Figure 2.91 View of Performance Security for Repeat Order Link.

In the Performance Security for Repeat Order page PE has to fill the field Percentage and

finalize the performance security by clicking Submit button.

Lot No. Lot Description Repeat Order Amount Percentage

1 Material 3400000.030 10

Performance Security Amount
in BD. Tk.

340000.003

Figure 2.92 View of Submitting Performance Security.

After finalizing Performance security PE has to NOA by clicking Issue NOA link. This link

will take PE to NOA module.
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Item No. Delivery Schedule Action
1 Consolidate of Price and Delivery Schedule for Goods (Form e-PG3-34) view Fepeat COrder

Waorkflow Details | View

Performance Security for Repeat Order Edit | View

MOA Issue NOA

L Click on 'lssue NOA' link ta lssue NOA

Figure 2.93 View of Issue NOA Link.

In the NOA page PE has to fill the field Contract No. and Advance Amount (in %). PE can
upload NOA related document by clicking Upload link. After that PE can finalize issuing
NOA by clicking Submit button.

Contract No. :* |

Advance Amount (in %) : I:l

Date of contract: 12-Jan-2012

Name of Tenderer: ABC CBA
ContractiProject Name : Material

Contract price In Figure (In Tk.) 800000 007
Contract price In Words (In Tk.) EIGHT L&KH point ZERC ZERC SEVEN
No. of days from the date of issuance of | 7

NOA

NOA acceptance last date & time 23-Jan-2012
Performance security amount in Figure | 80000000

(In Tk

Performance security amount in Words | EIGHTY THOUSAND
{In Tk}

No. of days for performance security 28

submission

Last date & time for Performance 09-Feb-2012

security submission

Signing of contract in no. of days from 7
the date of issuance

Last Date & time of contract signing 189-Jan-2012
Upload NOA Reference Document if any | |Upload

File Size

S. No. File Name File Description (in KB)

Action

Mo records found

(e |

Figure 2.94 View of Submitting NOA.

PE can upload document related to NOA by clicking Upload link.
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Upload NOA Ref Document

Fields marked with (*) are mandatory.

Document : I Browse

Description : *
| Upload I

Any Mumber of files can be uploaded. Maximum Size of a Single File should not Exceed ZME

Instructions

Acceptable File Types bmp, doc, docx, oif, jpeo, jpa, pdf, png, rar, =s, «sx, zip, &t
Afile path may cantain any below given special characters: (Space, -, _, )

File Size Actlon

S. No. File Name File Description (in KB)

Mo records found.

Figure 2.95 View of Upload NOA Ref Document.

After completing issuing NOA, the status of NOA can be seen Pending. Contractor to whom
the NOA is issued has to accept the NOA.

Item No. Delivery Schedule Action
1 Consolidate of Price and Delivery Schedule for Goods (Form e-PG3-34) Wiew Repeat Order

Workflow Details Wiewy

Performance Security for Repeat Order Wiew
N4 lzsued
Contract Contract Amount in Figure (in . Deadline of Accept/ Decline Date
No. BD Tk) Date of issue of NOA Acceptance of NOA NOA Acceptance Status & Time

28353 3400000030 11-Jan-2012 22-Jan-2012 -

Figure 2.96 View of NOA Acceptance Status.

After Contractor has accepted the NOA, the status of NOA can be seen Accepted. The status
of Performance Security can be seen Pending. Contractor to whom NOA is issued has to pay

the Performance Security.

Item No. Delivery Schedule Action
1 Consalidate of Price and Delivery Schedule for Goods (Form e-PG3-34) view Repeat Order

Workflow Details— View

Performance Security for Repeat Order Wiew

MO Issued

Deadline of NOA Acceptance Status Accept | De_cllne Date
& Time

Contract Contract Amount in Figure (in .
Date of issue of NOA Acceptance of NOA

No.
28353 3400000.030 11-Jan-2012 22-Jan-2012 Accepted 11-Jan-2012 12:18
Last Acceptance Date 5 .
Mame of Tenderer Contract No. Date of Issue e NOA Acceptance Status = Performance Security Action

ABC CBA 28353 11-Jan-2012 12:14 1-Jan-2012 12:19 Accepted
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Figure 2.97 View of Performance Security Status.

After Contractor has paid the Performance Security the status of Performance Security can be
seen as Received. Then PE has to make contract details for the new repeat order. PE can
enter new contract detail by clicking Enter Contract Details in the action column.

Item No. Delivery Schedule Action
1 Consolidate of Price and Delivery Schedule for Goods (Form e-PG3-34) View Repeat Order
Waorkflow Detalls View
Performance Security for Repeat Order View
A |ssued
Contract Contract Amount in Figure (in . Deadline of Accept/ Decline Date
No. BD Tk) Date of issue of NOA Acceptance of NOA NOA Acceptance Status & Time
28353 3400000.030 11-Jan-2012 22-Jan-2012 Accepted 1-Jan-201212:14
Name of Tenderer Contract No. Date of Issue Last A;"ﬂ:".ﬁ:? (BRI NOA Acceptance Status = Performance Security Action
ABC CBA 28353 11-Jan-2012 12:14 M-Jan-2012 12:18 Accepted Received Enter Contract
I—I Details

Figure 2.98View of Enter Contract Details Link.

In the contract agreement page PE has to fill up the field Date of Signing of Agreement,
Witnesses Name and Address from PE, Witnesses Name and Address from Tenderer, Place
of Signing Agreement, Publish Agreement on website, Payment Terms for Contract which
are mandatory.

Last Date of Signing of Agreement:| 18-Jan-2012

Date of Sighing of Agreement :*

ltnesses Name an Fess From
PE: "

E souce B 7 & =

E souce B I & (=]
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Figure 2.99 View of submitting Contract details upper part.

TREsses Name an FESS From
Tenderer:*
E| Souce B T & =l
A
El Source B I & 4
A

Figure 2.100 View of submitting Contract details middle parts.

Place of Signing Agreement : * |

Publish Agreement on website :| O

Paymenr Terms for Contract:” | @ All Quantties 100 Percent
O ltem wise 100 Percent
O Any ltern any Percent

Upload Contract Agreement : * pload / Remave
File Size

S. No. File Name File Description (in KB) Action

Mo records found

[Fsme]

Figure 2.101 View of submitting contract details lower part.

PE has to upload contract agreement document which can be done by clicking
Upload/Remove link. PE can finalize the contract agreement by6 clicking Submit button.

Fields marked with (*) are mandatory.

Document : | Browse.

Description : *

Instructions
Ary Murnber of files can be uploaded. Maximurm Size of a Single File should not Exceed 2ZME
Acceptable File Types jpeg, jpg, png, bmp, gif, xds, xlsx, doc, pdf, docx, zip, rar

Afile path may cantain any below given special characters: (Space, -, _ V)

i i el File Size 0
S. No. File Name File Description (in KB) Action

Mo records found
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Figure 2.102 View of upload contract agreement ref Document.

After clicking the submit button PE a message will be prompted to make sure that contract is

already signed and the information that is given is all correct. PE can complete the contract
agreement by clicking Yes button.

Contract Agreement

Contract information will be published in e-GF Partal and CPTU website, so please make sure the contract
has been already signed and information is carrect before you click Submit button

Figure 2.103 View of Prompt message for contract agreement.

New repeat order is completed after contract agreement for new repeat order is signed. PE
can view the repeat order by clicking View Repeat Order link. PE can also view workflow

details for particular repeat order, Performance Security for Repeat Order and Contract sign
by clicking respective View link.

Item No. Delivery Schedule Action
1 Consolidate of Price and Delivery Schedule for Goods (Form e-P33-34) View Repeat Order
Workflow Details
Performance Security for Repeat Crder
MNOA Issued
Contract Contract Amount in Figure (in . Deadline of Acceptf Decline Date
No. BD Tk) Date of issue of NOA Acceptance of NOA NOA Acceptance Status 2 Time
28353 3400000030 11-Jan-2012 22-Jan-2012 Accepted 11-Jan-2012 12:18
Name of Tenderer Contract No. Date of Issue e A;T_'ZP.F?;? Rale NOA Acceptance Status = Performance Security Action
ABC CBA 28353 11-Jan-2012 12:14 11-Jan-2012 12:18 Accepted Received
Figure 2.104 View of Repeat Order View Link.
Lot Mo 1
Lot Description Material
I;leom Description of Item Measurement Unit Quantity Delivery Days
1 Software Mo 10.000 an
2 Software Mo 20.000 2t}

Figure 2.105 View of Repeat order Details.
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Workflow Details

A Go back to Dashboard

Workflow :
Medule : Cantract Management System (CMS) Process: Repeat Order
No. of Reviewers: 0
Workflow Level :
Level No. Workflow Role Procurement Role MName of Official and Designation File On Hand
1 Starts By FE PE User,CE YES
2 Ends By EE PE User,CE MO
Figure 2.106 View of Workflow Details.
Lot No. Lot Description Repeat Order Amount Percentage Performar:zeB%ec.ll_.lknty BULTL
1 Material 3400000.030 10.000 340000003
Figure 2.107 View of Performance Security Details.
Last Date of Signing of Agreement : 18-Jan-2012 00:00
Date of Signing of Agreement : 11-Jan-2012 00:27
Witnesses Name & Address From PE: ods
sdsd
Witnesses Name & Address From Tenderer: cdscl
sd=
Place of Signing Agreement : sddwewe
Publish Agreement on website : Yes
. . i File Size .
S. No. File Name File Description (in KB) Action

1 Warkfiow.doc ghoic) 11 ¥,

Figure 2.108 View of Contract details.
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