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1 Minimum and Recommended System Requirements

Minimum requirements:

Relatively recent Operating System (e.g. Windows XP or 7, or equivalent)

Office tools (e.g. MS Office support MS Word, MS Excel, or equivalent)

Email client (e.g. MS Outlook, or equivalent) with access to the end-user's mailbox
Browser: Internet Explorer (11 or higher), or Firefox (40 or higher), or Opera / Chrome /
Safari (latest)

Session Cookies: enabled

Window Resolution: 1024 x 768

PDF viewer (e.g. Adobe PDF Reader, or equivalent)

Compression/decompression software (e.g. 7zip, winrar, or equivalent)
JavaScript enabled, for full end-user experience

Access to the Internet through HTTP/HTTPS

A valid e-mail address

@ Pop-up blockers disabled

Recommended requirements:

Windows 7, or above

MS Office 2003, or above

Email client (e.g. MS Outlook, or equivalent) with access to the end-user's mailbox
Browser: Internet Explorer (11 or higher), or Firefox (45.0.1 or higher)
Session Cookies: enabled

Window Resolution: 1024 x 768

PDF viewer (e.g. Adobe PDF Reader, or equivalent)

JavaScript enabled, for full end-user experience
Compression/decompression software (e.g. 7zip, winrar, or equivalent)
Access to the Internet through HTTP/HTTPS

A valid e-mail address

Pop-up blockers disabled
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2 E-Bidding Functionality

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

21 General Usage Guidelines

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

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

SEARCH RESULTS
10 ¥ |Results per page | Displaying: 1-10| 102 resuhts in total.
Process No - PEE Info  Bids Submission Deadline -~ Procedure -~ Status -~ Notice PDF Publication Date <~
Figure 1: Example of a table header
The arrows =~ are used for sorting (in ascending/descending order) the results by the

H -

corresponding field. The button - is used to hide/ show a number of fields in the table.

Any search query or list, with more than a page of results, will include the following navigation
buttons:

Table 1: Pagination options

n First Page
n Last Page
Previous Page
Next Page

The following buttons are also widely used within the e-GP:

Table 2: Additional options

= Calendar Button. Selecting this button opens a calendar enabling the user to
select a date
Q Search Button. Selecting this button opens a searching window enabling the user

to search for various codes (e.g. UNSPSC codes)

Ty Clear/Remove Button. This button clears the selection of the user

2.2 The Process Menu Functionality

The data uploaded or produced by the system within the context of a Process is categorised

depending on context. The Process Menu contains all available options for accessing these various
2/3/2021 End-user Provider Manual_v1.0.docx Page 12 of 76




Nigeria States- Framework Contract for SaaS e-Procurement Solution
End-user Provider Manual_v1.0

categories of a Process, depending on the user role. It comprises the main navigational tool of a
Process. The Process Menu is collapsed by default:

PROCESS: moE Em == = - = L] S

Figure 2: The Process Menu (collapsed)

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

View Process

Create Complaint
Process Documents
Clarifications

Bid Submission

Specify Alerts
Automated Notifications

Figure 3: The Process Menu (expanded)

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

2/3/2021 End-user Provider Manual_v1.0.docx Page 13 of 76
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2.3 Main Page

v v

Information Menw

Figure 4: Main page

The main page of the e-GP system consists of the following elements:

Top column, which contains the Login panel, Homepage Panel and Search option Panel.

Central column, which contains general information regarding the system, the Providers and the
users of procuring entities. Furthermore, it lists any uploaded news and also statistical information
about the system usage.

Bottom column, which contains the Information menu panel, helpful links and functionalities
which are available within all pages of e-GP.

The following are the most important sections within the main page.
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2.3.1 Login Section

Login

Username:

Password:

| |

© Forgot your password?

For security reasons, please log out and exit your web browser when you
are done accessing services that require authentication!

Figure 5: Login panel

In this section, functionality is provided to enable all users (Procuring Entities, Provider
Organisations and Administrators) to authenticate in the system providing that they use correct
credentials (username and password).

2.3.2 Search Section
| Quick Search |

elect
Processes @ Advanced Search

Organisation [ Current Processes

APDP

Quick Search Optlons

Figure 6: Search panel

The users can use this section to search for Processes, Organisations and Annual Procurement

Disposal Plan entries. Advanced searching functionality, (by selecting the button
@ _Advanced Sear
) is also provided (Figure 6).

24 Login to the System

All users of the e-GP module should have an appropriate user name and password. In order for a
user to login to the system, he must provide his credentials in the login section of the main page.

2/3/2021 End-user Provider Manual_v1.0.docx Page 15 of 76
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Login

Username:

Password:

LOGIN

© Forgot your password?

For security reasons, please log out and exit your web browser when you
are done accessing services that require authentication!

Figure 7: User login

If the user provides incorrect credentials (either user name or password) an error message will be
displayed, informing the user regarding the remaining failed attempts:

g

Imvalid credentials. The total number of allwed failed attempis is 10

U=emame-

Paszwond:

LOGIN

§ Fomgot your passward?

For s=curity reasons, please log out and exit your web browser when you
are done= acoessing services that requine awthentication!

Figure 8: Wrong credentials

If the user provides an incorrect password for a username more than 10 times, his account will be
temporally locked and a message will be displayed.
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Your account is temporarily locked.

Please try again later.

2.5 Login to the System for the First Time

The following steps are available, when the user logs in to access the e-GP services for the first time.
As a first step, the user will have to provide the transaction number (which is received by email

after his successful registration on the system).

‘You have successfully completed the Registration process on e-GP.
A document confirming your registration details is attached.

Please ensure that you also keep a separate note of your e-GF password.

Once your Registration has been approved, you will receive another email telling you that the
Registration Process has been successfully completed.

When you receive that email, please log in to e-GP from the link below to verify your account.
‘You will require the username and transaction numkbser shown below, along with your password.
https:/fniger-demo.eurodyn.com/epps/home.do

‘four username is
‘Your registration transaction number is:

Instructions for using e-GP can be found by clicking on the User Guides' link at the top of the
homepage.

Please ensure you read these instructions before downloading any tender documentation or
submitting a bid.

If you require further assistance &t any stage, click on the 'Comtact Us' link at the top of the
homepage.

DO NOT DELETE THIS

IMPORTAMT: All actions within e-GP will be recarded for auditing purposes.

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

of the individual or entity to whom they are addressed. If you have received this email in error
please notify the eGP manager. This message contains confidential information and is intended
anly for the individual named. If you are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

a-mail frem your system. If you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prohibited.

Please do not reply to this mail.

Figure 9: Confirmation email received during registration.

After providing his user credentials the user is requested to provide the transaction number

received during the registration.

2/3/2021 End-user Provider Manual_v1.0.docx
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Transaction Number

© An error has occurred:
= Your application is currently being processed. You will receive an email informing you when your application has been approved.

IDENTIFICATION NUMBER

Please, enter the transaction number you received by e-mail *

SuBMIT RESEND CONFIRMATION

Figure 10: The transaction number
If the user has misplaced the e-mail with the transaction number, it can be resent to the registered
RESEND CONFIRMATION

e-mail address by clicking on the button.

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

Accept Agreement

Please read below User Agreement (‘license’) carefully before using the system.
By using the system, you are agreeing o be bound by the terms of this license.

I you de not agree to the terms of this license, do not use the software. If you do not agree to the terms of the license, please decline the agreement.

Nigeria eGP Terms and Conditions

ACCEPT REJECT

Figure 11: Confirmation of the user agreement

2/3/2021 End-user Provider Manual_v1.0.docx Page 18 of 76
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Finally, the Provider accepts the Agreement, he will be asked to change his password.

Edit Account

© An error has occurred: %

= Please change your password.

Username User Role *
v
First Name * Last Name
Password Re-enter Password
Password Rules
Email * Phone Number
376(AD) W
Country
v
Street Address User designation/Position
Mobile Phone Number Fax
376(AD) 376(AD) W
Receive logon notifications [
Status
Active v

CANCEL

Figure 12: Change your password functionality

2.6 Logout from the System

The user can exit the e-GP services by selecting the “Log out” functionality.

! Loaoed in as
Last kogin on :

# Edit Profile

% Log Out

Figure 13: Log out functionality

2/3/2021 End-user Provider Manual_v1.0.docx Page 19 of 76
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LMICS

2.7 Password Recovery

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

Forgot your password?

Insert your username and instructions will be sent to your email provided to the system.

Username *

CANCEL SEND

Figure 14: Password recovery/change

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

e—GP Platform - Password Reset Instructions

Hew password for user: 7 , With full name <%l = =k ~
Go to the following link and insert new password with transaction number.

You can access the new password section through the following link:
I

Your registration transacticon number is: §

If you reguire further assistance, refer to the User Guides link or click on the Contact Us link at the top
of the homepage

B e e e e e e e e e e e e e e e e e e e e R e e e e o o e e e e e o e e e e e e e e e o e o e e o e o e e e e e e e e e e

IMPORTANT: 211 actiocmns within e-GP will be recorded for auditing purposes.

This emsil and any files transmitted with it are confidential and intended sclely for the use

of the indiwvidual or entity to whom they are addressed. If you have received this email in error
please notify the e-GF manager. This message contains confidentizl informaticon and is intended
only for the individual named. If wou are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you hawve received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prochikbited.

Please do not reply to this mail.
e e ke ok e ke e e e e e e e e e e e e e e e e e o e ol e e o e ol o o e e e e e e e e e e e e e ok e e e ol o e ol o e ol e o o e e e e e e e e e e e

Figure 15: Email containing a registration transaction and unique access link

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

Username

New password

Password confirmation

Transaction number

Secret answer
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Reset password

Password: * @
Re-enter Password: * &

Please, enter the transaction number you received by e-mail: *

Resend Confirmation

Secret Question: *

Secret Answer: *

RESET FINISH

* Fields with asterisk are mandatory

Figure 16: Resetting the password

2.8 Maintenance of User’s Profile

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

Fru Mame Lot s

hawess

Ermal e Mrmioet

1 Sorret Cucaton Sexiel Mvimett

Figure 17: Edit User’s Profile

The password should follow a specific configuration. To view the password rules the user should
click on the link “Password Rules” (Figure 18). The password configuration rules consist of:
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Letters (upper case/lower case) allowed to be used

Numbers allowed to be used
Characters allowed to be used
Allowed login failures
Password lifetime

Password length (min/max)
Password history

Vepar cass letiars Seket All
H
|
4
3
N
0
n
Humbers Seket All
&
¥
Uther characters Seket All

z

Allowed login falles
Pagswerd Ifictime in months)
Passwend Min lengih
Passwond Max ength
Pazswced histary

Activats Deacihate
Pasgwoed strength

ik

Figure 18: Password Configuration Rules

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

Lawer case kiters
i
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© Anermor has cccurred:
+ Passyord can not b less than 6 characters. Chack Passwo
+ Passworgs srengin must be at least wesk, C

uies

heck Password Rules

2.9 XLS File Format Support
All XLS files uploaded to the e-GP system must abide to the Microsoft Office Excel 2003 format.

All XLS files must abide to the Microsoft Office Excel 2003 format.

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

2.10 Registration of a Provider Organisation

All Providers are able to self-register to use the e-GP system.

2.10.1 Online Provider Registration

In order for a Provider to register in the system, they should select the option “Register yourself
and your organisation in the system” on the left of the e-GP’s main page (Figure 19).

Select this eption in order to
register yourself or your Company 4
Organization ;1 s Provider

O QACK GG
[ et svovst s rows rpesioation a v v

T b L ——

o View She lmes ex1 pticatcrs
o Find 0 specie pracens by son e pcess wy Ty
® View e demais of 8 process and navigaie theough o the srmatis documerasion

o Domrined aveiaie decarmersanse
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Figure 19: Register as Provider

In the first phase of the registration process the user selects his “Provider Type” among Provider
Organisation and Individual Provider (Figure 19).

Register Provider

STEP 1: PROVIDER TYPE Available Provider Type
Oplions
Provider type * |
-Select Provider type- lv »

-Select Provider type-

Provider Organisation

Individual Provider

Figure 20: Provider registration
If the user registers his organisation he should provide the following information (Figure 20):

For foreign providers, all details need to be entered manually. In particular, the registration forms
will contain the following fields:

the Provider Organisations:

“Date of incorporation / Registration”

“Country of incorporation/ Registration”

“Provider Registration Number”

“Provider Registered Name”

“Organisation Type”

“Tax Identification Number (TIN)”

“Street Address”

When selecting “Joint Venture/Consortium / Association” in the “Organization type” field, the
following fields will be added:

“Lead Partner:”

“Partners”

Fields for all types of Provider Organizations:
“PO Box

“Postal Code”

“City”

“Country”

“Latitude”

“Longitude”

“Phone number 1”
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“Phone number 2”

“Business sector”

“Subsector”

“Certificate of Incorporation/Registration”
“Trading License/Business Operating License”
“Proof of Tax Registration”

“Small scale enterprise”

“Proof of small scale enterprise”

“Other Attachments”

“URSB status”

“Website address”

“Email address”

“Type of Activity”

“CAPTCHA”

“Director Details”

“Name” (text)

“Position” (text)

“E-Mail Address” (text)

“Telephone” (text)

In order to proceed to the next phase, the user should have also typed, in the provided text field,
the visual CAPTCHA code displayed by the system on the screen. Selecting the “Refresh” button

i
&< updates the code (Figure 20). Finally, the user should select the button “Validate & Continue”
to continue the registration process.

If the user registers as Individual Provider they should provide at least the following information
(Figure 22). Finally, the user should select the button “Validate & Continue” to continue the
registration process.

“Full Name”

“Tax Identification Number (TIN)”
“National Identification Number/Passport Number”
“Street Address”

“PO Box”

“Postal Code”

“City”

“Country”

“Latitude”

“Longitude”

“Phone number 1”

“Phone number 2”

“Business Sector”

“Subsector”

“Copy of National Id/Passport”
“Copy of TIN Certificate”

“Small scale enterprise”
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“Proof of small scale enterprise”
“Other Attachment”

“Website address”

“Email address”

“Type of Activity”
“CAPTCHA”

A Provider Organisation will be uniquely identified by the combination of its TIN and Provider
Registration Number.

It is the responsibility of IFMIS to match the TIN of the provider against existing records to
determine whether to create the provider or not.

If the user registers as PDE Organization - Provider they should provide at least the following
information .Finally, the user should select the button “Validate & Continue” to continue the
registration process.

a PDE organisation:
“PDE Name”
"PDE Code”

“PDE Type”

“PDE logo”

“Has Parent”
“Parent Entity”
”Street Address”
“PO Box”

"Postal Code”
“District”

”City” field
”Country” field
“Latitude”
“Longitude”
”"Email” field
”"Phone Number 1”7
”"Phone Number 2”
"Bax”

”Website”
“CAPTCHA”

Figure 21: Individual Provider Registration

The next step during the Provider’s Registration is the “Register Director Details”.

The next step is the definition of the Director details of the organisation . The user add up to 10

directors by the use of the | ™/ button. The button "~ is used to delete an already existing director.
At least 1 Director must be added during the registration process.
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Mandatory Fields

T-bsil Adsress Telegeticra

Figure 21: Directors Registration

The next step (optional) for both provider types is the association of UNSPSC codes of interest with

the organisation. The user can associate UNSPSC codes by the use of the Q button. The button &
is used to delete a selected UNSPSC code.

Register UNSPSC Codes

@ The United Nations Standard Products and Services Code {UNSPSC), managed by GS1 US for the UN Development Programme (UNDP), is an open, global, multi-sector standard for efficient, accurate cla

ices. Encompassing a five level hierarchical classification codeset, lysis at grouping levels relevant to your needs
sary for business analysis. The UNSPSC codes of interest are o 2n of a Provider. When an open public precurement compstitio

wviders whose UNSPSC codes of interest match the UNSPSC codes of the competition itself.

UNSPSC enables expenditure a

STEP 4: REGISTER UNSPSC CODES

Line of Business

CANCEL BACK NEXT

Figure 23: Registration of UNSPSC codes

After clicking on the Q button, the user is presented with a pop-up window to select UNSPSC
codes.

Search I Search for a code I MAIN PANEL UNSPSC N

Search Results

10000000-Live Plant and Animal Material and Accessories and Supplies
11000000-Mineral and Textile and Inedible Plant and Animal Materials
12000000-Chemicals including Bio Chemicals and Gas Materiale
43230000-Software i) 13000000-Resin and Rosin and Rubber and Foam and Film and Elastomeric Materials
4331500 Business function sp are
43231600-Finance accounting and enterprise resource planning ERP 14000000-Paper Materials and Products
43232000-Computer game or entertainment software 15000000-Fuels and Fuel Additives and Lubricants and Anti corrosive Materials
43232100 Contant auihionng snd adiing soffuere & 20000000-Mining and Well Drilling Machinery and Accessories

« 21000000-Farming and Fishing and Forestry and Wildlife Machinery and Accessories

8

43232200-Content management software v

< 22000000-Building and Construction Machinery and Accsssories
% 23000000-Industrisl Manufacturing and Processing Machinery and Accessories

% 24000000-Materisl Handling and Conditioning and Storage Machinery and their Acce: and Supplies
+ 25000000-Commercial and Military and Private Vehicles and their Accessories and Components

« 26000000-Power Generation and Distribution Machinery and Accessories

Browse codes using the Tree
Double-click anitemto add it
to Selected items alv|® Add the selected

itmes and close the
window.

Figure 24: UNSPSC code selection
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In order to continue, the user should select the “Next” button. The “Back” button returns the user

to the previous phase.

In the final step the user registers the administrator of the Provider Organization (Provider

Administrator user):

First Name

Last Name

Username

Email

Password

Re-enter Password

Street Address

Country

Phone Number

Mobile Phone Number
Fax

User designation/Position
Receive logon notifications
Receive SMS notifications
Secret Question

Secret Answer

Register Administrator

STEP 5: REGISTER PROVIDER ADMIN

First Name
Username
Password *

Password Rules

Street Address

Phone Number
376 (AD) v
Fax
376 (AD) w
Receive logon notifications [J

Secret Question *

Select

Last Mame *
Email *
Re-enter Password

Country
Nigeria 4
Mobile Phone Number
376(AD) v

User designation/Position

Secret Answer

Figure 25: Registration of a Provider Administrator user

In order to finalise the registration process, the user selects the “Finish” button. A message
confirming the successful registration of the Provider will be displayed.
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@ Provider registration was sucoessful

Figure 26: Confirmation of successful registration of the Provider

The system will send an email to the user containing details of how to access the system.
The registration of a Provider needs to be validated by the System Administrator.

However, before the Provider Approver can validate the Provider registration, the registration fee
needs to be paid by the provider. After logging in for the first time, the user must view the provider
profile and must complete the payment of the required fee.

If the warning message continues to occur after the registration fee has been paid, please contact
the Provider Approver, in order to activate the organisation account.

2.10.2 Payment of Fees

The e-GP system supports online payment through the State e-payment portal. When the Provider
registration fee (or annual registration renewal fee) is due for payment.

The providers will have to select one or more of the following categories to be registered:

. Supplies

. Consultancy or Non-Consultancy Services

. Works

View Organisation

@ ‘our organisation has not made the corresponding payments

REGISTRATION PAYMENT

PAYMENT KIND:
TIMESTAMP:

PANMENT AMOUNT (NGMN

ONLINE PAYMENT

Figure 28: Provider registration fee

After clicking on the “Proceed to Payment” button to initiate the process, the user is transferred to
the Government's payment portal where the payment is already placed within his/her cart,
internet banking or mobile money.

In case of small scale enterprises, the SA user will be responsible to review the “Proof of small scale
enterprise” attachment before activating the provider account.

2.11 Provider Management

The Users with the role of Provider Organisation Administrator can perform the following
activities for the management of their organisation:
Edit organisation details
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View the users registered within the Provider organisation
Edit the UNSPSC codes registered for the Provider

Add new users to the Provider organisation

Edit user’s details

Export Auditing Reports

This management functionality is provided through the “Provider Management” option of the
“Provider Administration” menu.

Provider Management
U=ser Management

Auditing Reports

Figure 21: Provider menu

EDIT ORGAMISATION EDIT UNSPSC CODES VIEW DIRECTORS VIEW USERS EATTESTATIONS ADD USER

DATE OF INCORPORATION/REGISTRATION:
COMPANY REGISTRATION NUMBER:
TAX IDENTIFICATION NUMBER (TIN):
PROVIDER REGISTERED NAME:
ORGANISATION TYPE:

STREET ADDRESS:

PO BOX:

POSTAL CODE:

Ty

COUNTRY:

COUNTRY OF INCORPORATION/REGISTRATION:
LATITUDE:

LONGITUDE:

PHONE NUMBER 1

PHONE NUMBER 2

BUSINESS SECTOR

SUBSECTOR

URSE STATUS

SMALL SCALE ENTERPRISE:
WEBSITE ADDRESS:

EMAIL ADDRESS:

TYFE OF ACTIVITY

REGISTRATION PAYMENT STATUS:
APFROVAL DATE

APPROVED BY

STATUS:

Figure 22: Provider Management functionality
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2.11.1 Edit Organisation Details

Selecting the option “Edit Organisation” allows the user to edit the organisation’s details. After
the edit of the details of the Organization, the status of the organization will be automatically
reverted to “Pending” and the modifications will have to be accepted.

Edit Organisation Profile

AJOUSER  VIEWUSERS

Date of Incomaration Aeglstration Country of Incamanation Feplstration =
m} ¥
Campany Agizration Mambas » Tt santiflcation Mumiber (TIH) =
Provider Rigistersd Nam: * Cvamisation Type -
w
Siroet Address * PO Bax
Pastal Dade
oty Country -
v
Latitude Longituds
Prione number 1~ Phone umsar 2
e STE(ADE oy
Buainess sactor Subsector ~
w e

Certificate of Incorpanation/Fglstration

Browse_ | Mo fla sakcted.

Aggilcatia Tonmats: pof, [peg. d000 |00, Josg, Dng. 1Y, e

Trading Licensa/Business Opsrafing Licanse Procd of Tax Reglstration
Browse__ | Mo fla sakcted. Browse | Mo fike selected.
Aggilcatic formats: pof, [peg, 4000, |og, Jsg, Dng. HF, xdaix Applicable formats: pof, joeg, Soc, 00, j0ag, Dng, 1, Wi

Proaf of Small Scale Entanprise + D
Cither Attachment Emall address

Browss__ | Mo fla sakictad.
Aggilcatic formats: pof, [peg, 4000, |og, Jsg, Dng. HF, xdaix

Websiiz address Type of Ackivity

:ccds '.-\ws Hiom Consuttancy S;'\Ir_-:-‘-:crsu =ng Sardcas

* Flalda with astarlsk are mandatony

Figure 23: Editing Provider details

Selecting the button “Save” will store the performed modifications, while the “Reset” button will
reset the performed modifications.

© The organisation was updated successfully.

Figure 24: Organisation details were successfully updated
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2.11.2 Add New User to the Provider Organisation

In order to insert new users into the organisation, the Provider Administrator needs to select the
option “Add user”. The mandatory information below must be provided.

Add User

Organisation

First Name *

Usemname

Password *

Country *

Street Address

Maobile Phone Number

3T6 (AD) |
Receive logon notifications D

Secret Question*

Select

* Fields with asterisk are mandatory

Figure 36: Insert a new user in the organisation

User Rale *
Last Name *
Email

Re-enter Password

Phone Number
IT6(AD) |~

User dasignation/Position

Fax

376(AD) |

Secret Answer *

CANCEL RESET

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

2/3/2021 End-user Provider Manual_v1.0.docx

Page 32 of 76



) E}EDPEA MICS Nigeria States- Framework Contract for SaaS e-Procurement Solution
VWF\ End-user Provider Manual_v1.0

2.11.3 View the Users Belonging to the Provider

Selecting the option “View Users” displays all the users registered within the selected Provider
organisation.

View Users

10 .. | Results per page | Displaying all 2 matches.

# First Hame .~ Last Name a~ Organisational Role <~ Country = Status - Actions

ra
Y

Add User

Figure 37: Display of users belonging to the Provider.

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

The following user roles are supported:

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

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

2.11.4 Edit User’s Details

The user can select the option “Edit Account” to edit the details of a specific user. The system will
display all user details allowing their modification (Error! Reference source not found.).
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Edit Account

Username

First Name *

Password

Country *

Street Address

Mohile Phone Number

376{AD) |~
Receive logon notifications D

Secret Question *

Status

Active

* Fields with asterizk are mandatory

Figure 25: Editing user details

Download latest Java version from here

User Role *

Last Name *

Re-enter Password

Phone Number

376(AD) [

User designation/Position

Fax

76 (AD) |w

Secret Answer *

CANCEL

Selecting the button “Save” will update the user’s details (Figure 25).

2.11.5 Logon Notifications

A user can choose to be notified by e-mail whenever their credentials are used to login to the e-GP
system. This is accomplished on the Edit Profile page by selecting the checkbox to enable logon

notifications.
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Edit Account

Username

First Name *

Password

Country *

Street Address

Mobile Phone Number

376 (AD) v

I Receive logon notifications I

Secret Question *

Status

Active

* Fields with asterisk are mandatory

Figure 26: Logon notifications

If the logon notifications are enabled/disabled by an administrator user and not by the individual

User Role *

Last Name *

Re-enter Password

Phone Number

376(AD) |w

User designaticn/Position

Fax

376 (AD) |w

Secret Answer *

CAMNCEL

user, the user receives an e-mail notification that their profile has been modified.
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Your account on e-GP has been modified by the administrater.

fox: pows’ o contizom yoor coooene by Seclowsny shcs o=t oo Dowes oo w08
¥ 3 e n 8 5 ™ 2R w
¥ = ]
x e w e. = EeE— = e [ S
=
= e = cmm N EEEe R SN B n s = =
] E] =

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

W e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e

IMPORTANT: All actions within e-GP will be reccrded for auditing purposes.

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

of the individual or entity tc whom they are addressed. If you have received this email in erroer
please notify the e-GP manager. This message contains confidential informaticon and is intended
only for the individual named. If you are not the named addressee ycu should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
ceopying, distributing or taking any action in reliance on the contents cof this informaticn

is strictly prchibited.

Please do not reply te this mail.

Vo o e e o e o e e e ol e e e e e e e e e e e e e e e e e e e e e e e e e e e e

Figure 40: Logon notifications administrator action confirmation e-mail

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

Your username (@) and password have been used te legen to the e-GP system on | = H If you
did not perform this acticon, you

should reset your password using the link below as scon as pessible and notify your system administrator o
the unauthorised logen:

2]

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

We have sent this notification because you have subscribed to receive notifications whenever a legon is
processed for ycur account.

If you wish to disable future notifications, you can medify your prefile by clicking on the link below:
I s ='m sl B "l o

e e s e e e e e e e e
IMPORTANT: 211 acticns within e-GP will be recorded for auditing purposes.

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

of the individual or entity to whom they are addressed. If you have received this email in error
please notify the e-GP manager. This message ccontains confidential information and is intended
oenly for the individual named. If you are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
copying, distributing cor taking any action in reliance on the contents of this information

is strictly prchibited.

Please do not reply teo this mail.
e e o s e e e o e

Figure 27: Logon notification e-mail

2.11.6 Edit UNSPSC Codes

In order to edit the UNSPSC codes associated with the Provider the user selects the “Edit UNSPSC
Codes” option in Provider Organisation management page (Figure 22). The system displays the
UNSPSC codes which are currently associated with the Provider (if any).
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Edit UNSPSC Codes

UNSPSC Codes of Interest

Figure 28: Edit UNSPSC codes

The user can add new UNSPSC codes by the use of the @ button. The B button is used to delete a

selected UNSPSC code.

After modifying the associated UNSPSC codes (Figure 28), the user can select the “Finish” button

to store the changes.

2.12 Searching Functionality

The e-GP system provides both simple and advanced search mechanisms. Both functionalities
allow searching for Processes, Organisations and Annual Procurement and Disposal Plan entries.

2.12.1 Simple Search

The simple search functionality covers searching for available Processes, registered Organisations

and published Annual Procurement and Disposal Plan entries.

Simple search queries are performed by:

Selecting the type of searching (Processes, Organisations or Plans) from the selection list.
wildcard.

Providing the full name of the required record or part of it using the

Selecting the button “Search”.

The results, if any, are then presented in a tabular form.

Simple search

Proendes o

Ve o g O

R R R R A A
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Figure 29: Simple search for processes

2.12.2 Advanced Search

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

Select the type of the search by using the appropriate button

Provide information in one or more fields (use of * wildcard is also enabled).

Select the button “Search”

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

Advanced Search

Process Organisation Annual Procurement & Disposal Plan

Title®

Name of Procuring and Disposing Entity@

Process Status@®

-Select Process Status-

Procurement/Disposal Typef

-Select Procurement/Disposal Type-

Bid submission deadline date@®

From: M To:

UNSPSC Codesi()

Bid Opening Date€}

From: M To:

Annual Plan Reference®

Funding Source

-Select funding source- “
Process Type®

-Select Process Type- ~
Procedure@®

-Select Procedure- -
Descriptionéy

Maximum characters: 50000,
Estimate Amounté

Min: Max

CGANCEL RESET SEARCH

Figure 30: Advanced search for a process

A Provider user can only search for Procuring and Disposing entities when searching for
Organisations and cannot search for other Provider organisations. Figure 31 provides an example
of a search query for Procuring and Disposing Entities.
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Advanced Search

Process Organisation Annual Procurement & Disposal Plan

Name of Procuring and Disposing Entity PDE Code
Country

All ~
City Address

CANCEL RESET SEARCH

Figure 31: Advanced search for a Procuring and Disposing Entity
Annual procurement and disposal plan entries can be filtered by any combination of the
publication date, the procurement type, the procurement or disposal method, the UNSPSC code or

the procuring and disposing entity.

Search for Annual Procurement & Disposal Plan

Process Organigation ‘Annual Procurement & Disposal Flan

From Publication Date

& hh | 00 v mm | 00 ~ "
To Publication Date
- hh | 00 “ mm | 00 ~ i}
From Submission Deadline/Opening Date
- hh | 00 “ mm | 00 ~ i}
To Submission Deadline/Opening Date
= hh | 00 ~ mm | 00 v ®
Subject:
Process Type:
-Select Process Type- ~
Category:
-Select Contract Type- ~
Procurement or Disposal Method:
-Select Procedure Type- ~
Source of Funds:
-Select Fund Type- ~
UNSPSC Codes:
a &
Procuring and Disposing Entity:
aQ &

 cuca ] o | sowcr

Figure 32: Advanced search for an annual procurement & disposal plan entry
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2.12.3 Current Processes Search

In order to view the current Processes published within the service, the user can click on the
“Current Processes”, as depicted in Figure 33. This will present automatically the list of the current
processes that are available to the user (depending on his/her access rights).

. - . .
< i _ Q

@, _Advanced Search

Welcome

© QUICK GUIDE

= Register yourself and your organisation in the system

= Obtain access to the user manuals

= View the latest pro ublications

= Find a specific process by searching the process registry
= View the details of a process and navigate through all the avaialble
documentation

= Download available documentation

Annual Procurement & Disposal Plan Provider Training Videos Help

Prior Information Notices User Guides About
Current Processes Public Procurement Legislation Contact Us
Opened Bid Details News

Awarded Contracts FAQ
Suspended Providers Statistics
Calendar Relevant Links

Figure 33: Current Processes search

2.13 Process Workspace

2.13.1 View Process Workspace

In order for the user to preview the details of the Process they need to select the option “View
Process” from the Process Menu (Figure 34).
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View Process

Create Complaint
Process Documents
Clarifications

Bid Submissicn

Specify Alerts
Automated Motifications

Figure 34: Process Menu

The system will display all details (Figure 35) of the particular Process (e.g. Title, information
regarding associated deadlines, etc.).

View Process Details

o ==

REMAMING TIME [DAYS/HOURS) TO DEADUINE:
MAME F FROCURING AND DISPOSING ENTITY:
STATUS:

CURRENT STATUS:

PROCEESS TVRE:

ANNUAL PLAN REFERENCE:

UMIGUE 1D:

TITLE:

DESCRIPTICH:

PROCUREMENT/THSPOSAL TVRE:
PROCUREMENT METHOD,

EVALUATION METHODOLOGY:

MEREIN OF PREFERENCE.
COMMENCEMENT TYFE:

PROCUREMENT TECHNIOUE:
HUMBER OF SUBMISSION STAGSS:
FRAMEWOR AEREEMENT ESTASLISHMENT:
INCLUDES EFURCHASING / EVALUIATION
INCLUDES EAUSTION:

DEVELLFEMENT FARTHER FUNDING:

MULTIPLE BIDS:

BID SECURITY / 31 SECUIRING DECLARATION REQUIRED:
BID SECURITY AMOUNT TYPE:

BID SECURITY AMOUNT:

BID SECURITY CURRENCY:
POESTAUALFICATION:

TAX CLEARANCE CERTIFICATE REQUIRED:
UNSFSC CODES:

ESTIMATE AMOUNT:

BID SUBMESIOH DEADLINE DATE:

END OF CLARIFIZATION PERIDD:

ALLOW PROVIDERS TD UPLOAD ATTACHIMENTS T0 CLARIPICATION
QUESTIONS:

BID DRENING DATE

CONTRACT AWARDED IN LOTS:

DATE OF PUBLICATIDN/INVITATION:

DATE CF AWARDING:

Figure 35: View Process Details
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2.13.2 View Process Documents

In order for the user to preview and download all documents associated with the particular Process
(i.e. publication notices being published for this process), he needs to select the option “Process

Documents” from the Process Menu (Figure 34).

The system displays all process documents which are associated with the Process.

The Notices (Figure 36) associated are available in this menu, also the “Process Documents” tab
(Figure 37) (that can be downloaded in a compressed file by clicking the “Download Zip File”
button.), contain a list of all documentation created by the procuring and disposing entity that is
related to the specific Process.

Notice and Process documents

PROCESS:

Tyme - Lot

Figure 36: Notices Section
Notice and Process documents

PROCESS: RESTRICTED

Date Uploaded -

Status

Date Publizhed -~

B8
‘

Addendum ID - Title -

Figure 37: Process documents section

0

From the “Invitations” tab, the user can view the details of the invitations dispatched by the buying

organisation.
Notice and Process documents

PROCESS: RESTRICTED

1INVITATION T0 TENDER FOR: RESTRICTED

INVITATION STATUS:

INVITATION REVIEWS:

INVITATION SUBJECT:

INVITATION B

Figure 38: Invitations
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2.13.3 Clarifications

In order to create a clarification request and to preview a clarification response, the user needs to
select the option “Clarifications” from the “Process Menu” (Figure 39). This option is available in
the “Process Menu”, during the clarification period.

View Process

Create Complaint
Process Documents

| Clarifications I
Bid Submissicn
Specify Alerts
Automated Motifications

Figure 39: Process Menu, option “Clarifications”

2.13.3.1 Create a Clarification Request

In order to create a clarification request, the user selects the “Requests for Clarification” tab from
the main Clarifications page (Figure 40).

Clarifications

process

Ciorifications | Requesis far Clarification

Language: Engish

Description for the Request: Masimum characters: 2000.

Attachment far the Request

ikt ket with s sk s dtor.5 B

Figure 40: Process Clarifications

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

Language
Description for the request

Selecting the button “Send Request” sends the request to the process coordinator.
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2.13.3.2 View a Clarification Response

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

In order to preview the content of the response, the user selects the displayed title. Then, the system
expands the details of the response (Figure 41):

Description for the request

Procurement Coordinator’s clarification response

Attachment (if exists)

PROCESS: TEST2
Clarifications Requests for Clarification

= 3test

I Description for the Request: I

Attachment for the Request:

=

Artachment for the Request:

+ 1litest

+ 2test

DOWNLOAD ALL CLARIFICATIONS

Figure 41: Response to a clarification request

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

2.13.4 Evaluation Clarifications

Evaluation clarifications are requests submitted by the Procuring and Disposing Entity in the
context of a specific Process during the evaluation phase. To preview any evaluation clarification
request the user needs to select the “Clarifications” option found under the Process menu (Figure
39). By selecting the “Evaluation Clarifications” tab, a list of all the evaluation clarifications is
displayed (Figure 42).
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Clarifications Enter Offline Reguests for Clarification Create Clarification without a Reguest

Results per page | Displaying the 1 match. € ¢ > »
Select  Clarification ID -~ Title of Request .~ Question Attachment +~ Description <~ Answer Attachment .- Date .~ Status a~
O 2021/02/151320:57

The clarification was received offline. * VIEW CLARIFICATION || PUBLISH CLARIFICATION J| EDIT/ANSWER REQUEST

™ Published | @ Answered | ) Unanswered

Figure 42: List of evaluation clarification requests

The user can answer to the clarification request by selecting “ Answer Clarification Request”. The
user completes the clarification by providing his response in the “Clarifications” text area.

Clarifications

Clarifications Enter Offfine Requests for Clarification Create Clarification without 2 Request

Select Clarification 1D ax Title of Request -~ Question ax iption «~ Answer Attachment .~ Date v Status «v

O 2021/02/1513:20:57 L]

The clarification was received offline. * VIEW CLARIFICATION PUBLISH CLARIFICATION EDIT/ANSWER REQUEST

[® Fublished | W Answered | 8 Unanswered

Request for Clari

Title: *

Description of the Clarification: *

Attachment for the Question: Mepijynen... | Aev emAEyBnke apyeio.

Clarifications:

Attachment for the Clarification: Nepijynen... | Asv emheéyBnke apyeio.

SAVE CANCEL

Figure 43: Evaluation clarification response

2.14 Creation of a Bid

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

2.14.1 Participation Fee

In case of Bids that include a participation fee, the user will need to complete a payment before
they can be allowed to upload a Bid.

In case of multi-stage procedures, if there is a “participation fee”, any Provider that will pay for
Bid submission during stage 1, will not be required to pay again for Bid submission in stage 2.

2.14.2 Prepare Online Bid

Once a Bid Notice is published by a procuring and disposal entity regarding a specific Process, the
provider user that intends to submit a bid may proceed to create a valid bid for the e-GP system in
two manners. Either create an online bid or create an offline one. This section describes the process
for creating an online bid, through the steps in the following paragraphs.

2.14.2.1 Online Bid Preparation Tool

The provider first should find the Process, that he is interested in. (see 2.12.3)
Click on the “Bid submission” option of the Process Menu (Figure 44).

View Process
Create Complaint
Process Documents
Clarifications

Bid Submissicn

Specity Alerts
Automated Motifications

Figure 44: Bid submission option of the Process menu

The first time the bid submission section is accessed, after the user defines the type of association,
they have to accept the Provider Declaration (Accept Agreement for this Process) and confirm that
their details are correct by clicking on the “ Accept & Confirm all of the above” button (Figure 45).

View Bids

rrocs

1. Accept Agreement for this Process

View_Supplier_Declarstion.doc

2. Confirm the validity of your user details

Hame Last Name Username:

CANCEL ACCEPT & CONFIRM ALL OF THE ABOVE

Figure 45: Provider declaration acceptance
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After paying the bid participation fee, if applicable, the user will see the web bid preparation tool

in their browser (Figure 46).

Figure 46: Online bid creation

2.14.2.2 Provider Responses to Bid Questions

View Bids
© Bid submission is now open Flazsc cfick on *Creatz Bid Onling” Bunan for tha Bid Praparation Tool 1w start and than complate 2l sectinne. Afrar comgleting all sections, submit your bid, ¥our bid should than Ba fistad in tha lise of suamitted hids holow: x
rroses
Cycle 1
List of Submitted Bids
2 Submitted By Name /P Receipt ID D/P Submission Time T/P Receipt ID T/P Submission Time Process Conformance Statu: /P Match Result Received on Time:
9 Al tems submitted/Contents Verified | /. Partially Pass | @ Missing items/UnVerified Content/Late Submission
» List of Draft Bids (created onling)
OFFLINE TENDER PREPARATION AND SUBMISSION:
SREPARE THIS RESPONSE OFFLINE VTR ITRICITLR L ST

After Selecting the “Create Bid Online” Button, the user is redirected to a new page, where they

will have to create a Response for the specific Bid.

Figure 47: Provide Response’s Title

After providing the Title of the response, the user will see the following screen, in order to start

editing the bid and completing all the necessary fields.

When the user wants to start completing the fields of their bid, they should select the following

option, on the top right part of the screen:

Delete
Edit
—_—
Figure 48: Edit Bid
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TIMGE LEFT

2% 9

Duys Hours

PRELIMINARY

CRITERA
‘-\ (Criteria

n:q. DETALED -f——JSections

e &

& DOCUMENT LIBRARY

"

Modify Tender Title
Completion Summary
Workspace Details
History

Related Responses

ime left until the Bid
[Fubmission Deadline

1. Power of Attorney

Figure 49: Online Bid Submission Tool Preliminary Criteria - example Completed Detailed
Criteria

COMPLETION TIME LEFT
> 2 17
o= = Months Days
sy PRELIMINARY
CRITERIA

{ AILED

0%  FINANCIAL

E DOCUMENT LIBRARY

Modify Tender Title
Completion Summary
Workspace Details
Histary

Related Respanses

I iest

Figure 50: Online Bid Submission Tool Detailed Criteria - example Completed Preliminary and

Detailed Criteria
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COMPLETION TIME LEFT

2 17
=) Months Days
PRELIMINARY
CRITERIA
DETAILED Criterian Currency Valus Present value Ref. files
FINANCIAL NGN ]| e o

DOCUMENT LIERARY

Modify Tender Title

Completion Summary

Workspace Details Year 1 L4
History
Related Responses Criterian Currency y Value Prasent valus Ref_ filaz

: : o)

Toral Values for Envelope

Total Value: U35 Hew Final Value: 235 wak

Total Present Value: DR Present Day Final Value: U.33 NaN

Figure 51: Online Bid Submission Tool Financial Criteria - example all Criteria completed

2.14.2.3 Submit a Bid

Once the user has completed its bid to its totality (i.e. Completion is at 100%), the user should click
the option “Submit”. This file cannot be unlocked and/or viewed by anyone. It will be unlocked
only when the Openers (OP) authorise the unlocking of all bids after the end of the bid submission
period.

The user should proceed to complete all criteria included in the Preliminary, Detailed and Financial
Envelopes. Once the user completes some data, even if not all of them, the system saves
automatically all these data as draft. This can be seen in the following section:

« List of Draft Bids (created onling)
# Created By Creation Date Last Edited

EDIT REMOVE

Figure 52: List of Draft Bids

Once all Folders are completed, the user should select the “Submit” option, from the top right
button:

2/3/2021 End-user Provider Manual_v1.0.docx Page 49 of 76



;;ﬁ El}fe ' ' Nigeria States- Framework Contract for SaaS e-Procurement Solution
‘ﬂ% End-user Provider Manual_v1.0

COMPLETION TIME LEFT
2 a7
o L= Marths Days
PRELIMINARY
CRITERIA =aul S

DETAILED | S v ‘
FINANCIAL

5/ DOCUMENT LIBRARY

Total Values for Envelope

Total Value: k1 Final Value: Q56 e
Modify Tender Title Total Present Value: L s Fresent Day Final Value: LA e
Complation Summary

Workspace Details

History

Related Responses

Figure 53: Bid to be submitted

After the submission, the status will be “Submitted” as in the following picture:

STATUS

Submitted

#000000082

Figure 54: Status of the Bid Submission is > Submitted

If the submission is completed, the user will be able to see information of the submission such as:
Submitted By

Name

D/P Receipt ID

D/P Submission Time
T/P Receipt ID

T/P Submission Time
Process Conformance
Status

D/P Match Result
Received on Time

This information will be seen under the “List of Submitted Bids” of the “Bid Submission” menu, as
seen below:
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PROCESS: CLARIFIGATIONS
PCreate Bid Online (BETA)
Cycle 1

List of Submitted Bids

# SubmittedBy MName D/PReceiptil [DJ/P SubmissionTime T/P ReceiptiD T/P Submission Time ProcessConformance Status DJ/P Match Result  Received on Time

O . b Bo0UidoEE petrd, s i -] [ L] <

& All itemna submitted/Contents Verified | /A Partially Pass | @ Missing items/UnVerified Content/Late Submission

» List of Draft Bids (created online)

OFFLINE TENDER PREPARATION AND SUBMISSION

PREPARE THIS RESPONSE OFFLINE MANUAL UPLOAD OF TENDER PACKAGE

Figure 55: List of Submitted Bids menu

2.14.2.4 Management of a Bid

Until the bid submission deadline is reached, a provider has the right to remove an already
submitted bid by selecting the bid and clicking the “Remove” button (Figure 55). If a submitted bid
is removed, up until the bid submission deadline, the provider retains the right to upload a new
bid, by following the steps described above.

PROCESS: CLARIFICATIONS
BCreate Bid Online (BETA)
Cycle 1

List of Submitted Bids

# Submitted By MName D/P ReceiptiD D/P Submission Time T/P ReceiptiD T/P Submission Time Process Conformance Status  DJP Match Result  Received on Time

[ it 3 OO00EE ity e O o [ [

& all items submitted/Contents Verified | /. Partially Pass | @ Missing items/UnVerified Content/Late Submission

¥ List of Draft Bids (created online)

OFFLINE TENDER PREFARATION AND SUBMISSION:

PREPARE THIS RESPONSE OFFLINE MANUAL UPLOAD OF TENDER PACKAGE

Figure 56: Remove already submitted bid

Under no circumstances can the provider download a submitted bid from the system and then
open it in order to see the files uploaded. As aforementioned, a submitted bid is an encrypted file
that the system is not authorised to decrypt until the bid submission deadline has passed and the
opening staff have instructed the system to proceed to unlocking.
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2.14.2.5 Financial Response in case of Framework Agreements

The Provider will be required to fill in all mandatory criteria; particularly for the financial criteria,
then, the Provider must upload the relevant Price Schedule in order for the Bid to be properly
filled-in.

In case of Lots and Procurement Lot specification is “one lot only” or “one or more lots”, the
Provider will need to select the Lots that he is interested in and fill in the respective criteria, along
with the associated financial values and Price Schedule information. In contrast, in case of Lots and
Process Lot specification is “all lots”, the Provider will need to place an offer for all lots.

Apart from the Price Schedule file itself, the user will be able to upload an additional archived file
(i.e. ZIP) including images or other documentation associated with Price Schedule items

In case a Price Schedule that is not in accordance with the specifications, the Bid preparation tool
upon processing of the uploaded Price Schedule will produce an error report.

2.14.3 Offline Bid Preparation Tool

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

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

Once all questions have been answered and the bid has been saved, the bid should be encrypted
using the “Pack” button (Figure 57).
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,ﬁ e-PPS e-Tendering (| cml) =gl x|
File Tools Help

LN Create an 0%
'. Open document E Save ﬁ Pack [ cncrypted bid A

package

Eligibility Criteria I Technical Financial ]

© Supplier Details ' Criterion I) Supplier Details

& Previous Experience

Criterion I.1) Supplier Background

@ # [

e=

Completed Criteria: 0/1

Figure 57: Offline bid preparation tool

The user then needs to return to the e-GP system to submit the bid created offline by clicking on
the “Manual upload of tender package” button (Figure 55). The user will be prompted to locate
and select the packed archive ending in “_TENDER.zip” for uploading. The process is completed
by clicking the “Manual Upload of Tender Package” (Figure 58).

Upload Bid Package

@ Please make sure that the file intended to be uploaded is the bid package created by the bid preparation tool, els= you risk your bid 1o be rejected during the Opening phase. The fllename of your bid should b
in the form XXXX_TEMDER.zip.

In case you have not created your bid through the bid preparation tool please consult
-the User Guide.

*You may download the bid preparation tocd from here: Bid Preparation Taoal.
‘You may downlozad the necessary bid structure for this particular process from here: Bid Structure

Locate the Bid package to upload: *

Browse... | Mofile selected.

UPLOAD CANCEL

Figure 58: Upload offline bid package
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2.15 Accept Modified Provider’s Financial Value

In case the finalized value of the provider’s bid is modified by the EC users, the corresponding
provider admin user will be tasked to approve the updated financial value.

Upon clicking on the relevant task available on his task list, the provider admin will be directed to
a page where he will be able to approve or reject, with a mandatory reason, the financial value
update.

Task List

10 * Results e page | Disglajing the 1 match m

Tile ==  Task «= Task Creationdate «=  Assoelated Deadling <= Process Reference numbss

Review BECC Financial Values I = N Bekal i - 3 el el o iatad i LK

Figure 59: Review BECC Financial Values task

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

In case the provider admin selects the “Reject” option, the financial value will not be modified and
the reason for the rejection will be sent back to the BECC.

The provider will have 5 working days to respond, if not the request will be automatically rejected.
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Review BEECC inancial values

Finaneial

Prorviader i ECCP.E Rirvierv Fearon

O g

By "
cancaL

Figure 60: Accept/Reject Financial Value Update

2.16 Postqualifications

Postqualifications are requests submitted by the Procuring and Disposing Entity in the context of
a specific Process at the end of the evaluation phase. They are very similar to Evaluation
Clarifications, except that they are targeted at the bidder who was ranked in first position. To
preview any postqualification request the user needs to select the “Postqualifications” option
found under the Process menu (Figure 61).

= Process Menu ~

View Process
Create Complaint
Process Documents
Clarifications

Bid Submission

Postqualifications

Specify Alerts
Automated Notifications

Figure 61: Postqualifications menu selection
A list of all the postqualification requests is displayed (Figure 62). The provider user must respond

to all the postqualification requests by selecting the radio button and clicking on the “Answer
Postqualification Request” button.
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PROCESS: PGl iniCAvIoNg

Resuits per page | Displaying the 1 match. n

Select  Postqualification ID  Title of Request  Provider Name  Question Attachment  Description  Answer Aftachment  Date and Time Status

@] M/A BROVIDERE

I Answered| #jUnanswered VIEW POSTQUALIFICATION | ANSWER POSTQUALIFICATION REQUEST

2021/02/2510:2914 =

Figure 62: List of postqualification requests

The user completes the Postqualifications by providing his response in the “Postqualifications” text
area. Supporting documentation can be attached. Where multiple documents need to be provided,

these should be combined in a zip file.

Postqualifications

Edit/Answer request for Postqualification

Requestor Name:

Title:

Description of the Postqualification:

Attachment for the Question:
Postqualifications: * Maximum characters: 2000.

Attachment for the Postqualification: Mepifyynem... | Aev eruAEYAnke apyElo.

I you attach a new file the previous will be overwritien * SAVE CAMCEL

Figure 63: Respond to postqualification

2.17 Complaints

After the publication of the BEB Notice, the provider user is able to submit a complaint regarding
the actions of a specific process. These complaints are submitted by selecting the “Create
Complaint” option in the Process Menu (Figure 64).
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Process Menu ~

View Process

I Create Complaint |

Process Documents
Clarifications

Bid Submission

Specify Alerts
Automated Notifications

Figure 64: Complaint selection in the process menu

The provider user completes the form and sends the request to the Procuring Entity.

Create Complaint

Title: * Full Name: *
Email: * Description: *
Astachment:

Nepifjynom... | Asv smhexSnxs apysio.

Please type the code shown below: *
o b, el
e L2014 Refresh Code
Fields with asterisk are mandatory CANCEL RESET

Figure 65: Submit complaint request

After the Procuring and Disposing Entity responds the request, the Provider can view the response
given to the above introduced email address (Figure 66).

e-GP Platform - Complaint Answer

The Complaint with ID:§ has been reviewed by: and the answer isS:tesss e

You are receiving this ncotification because you are subscribed te receive notificaticns for the specific
Complaint.

o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e

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

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

of the individual or entity to whom they are addressed. If you have received this email in error
please notify the system manager. This message contains confidential informaticn and is intended
only for the individual named. If you are not the named addressee ycu should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are neotified that disclesing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prochibited.

Please dec not reply to this mail.
o e o 0 0 0 0 0 0 0

Figure 66: View complaint response
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2.18 Administrative Reviews

A provider who has submitted a complaint and is not satisfied with the response received from the
procuring and disposing entity can lodge an administrative review against the process. As soon as
an administrative review is lodged the process status changes to Suspended. The process workflow
cannot be resumed until all administrative reviews have been finalised. The provider user must
select the “ Administrative reviews” menu item in the process’s menu to navigate to the respective

page.

= Process Menu ~

View Process

Process Documents
Clarifications
Bid Submission

IAdministrative Reviews

Postqualifications
Specify Alerts
Automated Notifications

Figure 67: Administrative reviews menu selection

Before lodging the administrative review, an administrative review fee may need to be paid. The
user must follow the instructions in section 2.10.2 to complete the payment. Once the payment has
been successfully completed, the user is shown the screen to submit the administrative review to
the Accounting Officer (Figure 68).

Provide your Administrative Review
PROCESS: i/ ~Lie 1 Process Menu
YOUR ADMINISTRATIVE REVIEW AND ANSWERS

There is no Admnistratve Review

CREATE NEW ADMINISTRATIVE REVIEW

Tithe: *

\ m chas 2000
Oescription Macenum chasscters: 2000

Attachment for the Request =

Ne fie sefected

Fields marked with an asterizk are mandatory * SEND REQUEST CANCE
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Figure 68: Submit an administrative review

The response to the administrative review is available for the provider user to view once the
process is completed and the result is captured in the e-GP system. Another administrative review
can only be lodged if the standstill period of the process has not elapsed. The administrative review
fee needs to be paid again in order to lodge a new administrative review.

Provide your Administrative Review

¥OUR ADMINISTRATIVE REVIEW AND ANSWERS

Reviewed by: Accounting Officer

Deescription of your Administrative Review

Attachment: Mo attachment

Joutcome: Rizject

fsupgested Action: Praceed o Awarding

Consultation: -

Attachment for the Answes No attachment

PREPARE ADMINISTRATIVE REVIEW TO THE AUTHORITY

Figure 77: Response to an administrative review

After the AO submits his response a new task will be available to the provider, in order to view the
details of his complaint to the Accounting Officer.

Task List
10 v Results per page | Displaying the 1 match. &« < > »
Task Creation date
Title o~ Task a~ av Associated Deadline a~ Process Reference number
View complaint to the Accounting Officer| 5 R o g . 5 ] x
details ] . (]

Figure 69: Provider’s task list- View complaint details

If the provider is not pleased with the AO’s answer, they can send an administrative review to the
Authority.
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Provide your Administrative Review

PROCESS: PROQUALIFICATIONS
YOUR ADMINISTRATIVE REVIEW AND ANSWERS
1.TEST

Reviewsd by:

Description of your Administrative Review:

Amachment:
Outeeme:
Supgested Action:

Cansultatian:

Attachment for the Answer:

- 2TEST

Accounting Officer

Mo attachment

Reject

Fraceed 1o Awarding

test

Mo attachment

PREPARE ADMINISTRATIVE REVIEW TO THE AUTHORITY

Figure 70: Prepare Administartive review to the Authority(Nigeria States)

After the AO submits his response a new task will be available to the provider, in order to view the
details of his complaint to the Accounting Officer of the State

If the provider is not pleased with the AO’s answer, he can send an appeal to the Tribunal, by
clicking on the “Administrative

PROCEIS: WET

VOUR AR STEATIVE RIVITR AND ANSWIES

Figure 71: Prepare Appeal to Tribunal

option under the

PREPARE APPEAL T THE TRIBUNAL

Process menu.
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Provide your Administrative Review

PROCESS:

CREATE NEW ADMINISTRATIVE REVIEW

Tithe: *

Description:

Attachment for the Request: Brows=... | Mo file select=d.

Fields marked with an asterisk are mandatory. *

Figure 72: Send Appeal to Tribunal

1999 remaining characters

SEND REQUEST CAN

CEL

Following an appeal submission, the Process proceedings will be suspended and the status of the

Process will change to “Suspended”.

After the Appeal Tribunal user saves as “Official” his administrative review response and the PC
user selects the final outcome, the Provider will have a new task to “View Administrative Review

Outcome”.
Task List

10 ~ |Results per page | Displaying the 1 match.

Task Creation date

Title o~ Task - av
View Administrative Review -
Outcome R | ]

Associated Deadline -~

«

<

> »

Process Reference number

Figure 73: Provider’s task list - View Administrative Review Outcome

2.19 E-Auctions

2.19.1 Participation in an e-Auction Event

In order to respond to the e-Auction invitation the bidder needs to select the task “Respond to the

e-Auction Invitation” in his task list (Figure 74).

Task List

10 |Results per page | Displaying the 1 match

Title ~~ Task ~~ Task Creation date ~

invitation

Figure 74: Respond to an e-Auction invitation

Associated Deadline ~

€ <> >
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The user has the option to “ Accept to participate in the e-Auction event” (Error! Reference source n
ot found.) or to “Decline to participate in the e-Auction event” (Error! Reference source not
found.). The system informs the user regarding acceptance (Figure 75) / rejection (Figure 77)
decision.

Accept/Decline e-Auction Invitation

PROCESS: E-AUCTION AND AWARD

E-AUCTION-7180

Answer e-Auction [nvitation :O | &ccept To Participate In The =-Auction E‘mento | Decline To Participate In The e-Auction Event

Figure 75: Accept an invitation to participate in an e-Auction event

e-Auction Invitation Acceptance Results

PROCESS: E-AUCTION AND AWARD

= Process Menu -
E-AUCTIOM:7180 ORGANISATION NAME :PROVIDER A
e-Auction Invitation Status
Wour Organisation has acoepted the e-4uction nvitation
Enter e-Auction Room

Figure 76: Accept an invitation to participate in the e-Auction event

Accept/Decline e-Auction Invitation

PROCESS: E-AUCTION AND AWARD

E-AUCTION:71ED

Anzeer e-Auction Invitation :O | Accegt Ta Participate In The =-Auction Erent@ | Decline To Participate In The e-Auction Event

CAMCEL SUBMIT

Figure 77: Decline an invitation to participate in the e-Auction event
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e-Auction Invitation Acceptance Results

PROCESS: E-AUCTION AND AWARD

E-AUCTION:7180 ORGANISATION NAME :NONAME

e-Auction Invitation Status

Wour arganisation has declined the e-Auction invitation, Or The e-Auction has finished, Or you do nat have the rights io access the e-Auction

Figure 78: e-Auction invitation acceptance results (declined invitation)

It is important the bidder to accept the invitation at least 30 minutes before the e-
Auction start date, else he will not be able to accept the invitation and participate in
the e-Auction event. The start date of the auction is available in the Auction’s details.

In order to participate in the auction event, the bidder needs to enter the e-Auction room. This
functionality is accessible from the “e-Auctions” option of the Menu (Figure 79Error! Reference
source not found.).

View Process

Process Documents
Clarifications

Bid Submission
Administrative Reviews
Specify Alerts
Automated Notifications

Figure 79: Menu, option “e-Auctions”

A list with all e-Auction events scheduled for the particular Process will be displayed to the user
(Figure 80). For each Lot contained in the Process a separate e-Auction event will be held. The list
contains detailed information regarding the event. In particular, the system allows to display
information such as the type of event, whether the event is official or practice and the starting date
for the event.
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List Of e-Auctions Related To process

PROCESS: E-AUCTIUR Anlh AWERE

= Process Menu ~
List of e-Auctions
Lot Reference Id Lot Hame e-Auction Id Type Official / Dummy e-Muction Start Date
N/A Ni& 2 Reund-based Official 2027 /D8/82.1,598:00 Enter e-Auction Room

Figure 80: List of e-Auctions related to the CfT

Selecting the “e-Auction Id” allows the user to preview all details of the event (Figure 81) while
selecting the link “Enter e-Auction Room” allows the user to enter the e-Auction room which
provides all the bidding functionality (Figure 81).

PROCESS: E-AUCTION

E-AUCTION ID : 9704 (OFFICIAL)

Round-based
Least Cost Selection (LCS)

Open

Limited Visibility

E-AUCTION ROUNDS

Sequence Number Round Id Round Status Start Date
1 Open

2 Pending

Figure 81: Detailed information regarding the e-Auction event

2.19.2 Submission of an Offer

There are two kinds of events:
Forward (Disposal) Auctions
Reverse Auctions

Also, the system supports the three following types of events:

. Round based
. Time based
J Combination

Access to the e-Auction room will be enabled only at the commencement date and time specified
for the event. The user needs to select the button “Enter e-Auction Room” to access the e-Auction
room.
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e-Auction Room

PROCESS: ESSHCTR MDA B Process Menu =
e-fuction Status
THE E-AUCTION STATEIS:  e-Auction will start at | 201/ daue 1
ALICTION CURRENCY - S
Figure 82: e-Auction status
Accept/Dechne e-Auction Invitation
© An etror has occurred x
o Somy But you &2 100 ia1e 10 ACCegt the &-ALCTION IMALATON, ACCARIANCES C3NN0L NapEeN Curng the iast 30 minytes Defore the e-AUCUION Starts
PROCESS. TWuN B Process Merw «

EAUCTION 7180

Aszwer e Auttbon Invitaton O | Accepe To Participate In The c-Aucsen (nu@ | Decline Te Parscpate s The e Auction Evest

- m

Figure 83: Unable to attend e-Auction

The e-Auction room provides all functionalities for placing a bid for events containing financial
criteria.

In both cases the bidder can visualize the following information at the top of the page (Figure 84):
The e-Auction state (status, round, etc.)

The e-Auction currency

Time Left To the End Of The Round

Minimum Bid Difference

Auction Currency

View Current Bid Details
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Figure 84: e-Auction room, main information regarding the e-Auction

2.19.3 Placing a bid in e-Auctions

The user provides his financial bid in all participating criteria and then selects the button “ Submit”
to submit the bid in the system.

Figure 88: Submit a Lowest Price bid

In addition to the information described in Figure 84, the following information (Bidding
Information) fields are displayed in the e-Auction:

CURRENT BEST BID

NEXT WINNING BID

MINIMUM BID DIFFERENCE

PREVIOUS BID VALUE

CURRENT RANKING

VIEW MY BID HISTORY

VIEW LATEST BID FROM ALL PARTICIPANTS
VIEW BID HISTORY FROM ALL PARTICIPANTS

The section “User” provides ranking information during the bidding process. The displayed
information depends on the e-Auction visibility criteria which are specified by the e-Auction
Coordinator.

The system prompts the user to confirm the submission of his bid. The message contains all details
regarding the particular bid. Selecting the button “OK” will submit the bid in the platform while,
the button “Cancel” will cancel the operation.
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Figure 85: Confirm submission of bid

If the bid is valid, an acceptance message will be displayed (Error! Reference source not found.). T
he acceptance message contains the unique “Bid Receipt Id” and the unique “Bid Hash”.

el I I TG RS

gour bid has been accepted
id Receipt Id : 000000050
Bid Hash :288a8d01ec82547a32f77195114b1b8426436001

Figure 86: Acceptance message

If the bid is not valid, an error message will be displayed to the user (Figure 87). The error message
will describe why the bid has not been registered in the system.
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H'H Em —FF-_

Your bid Has not been registered for the fellowing reasons:
Score: Not Best Score

Figure 87: Bid has been rejected

Depending on the bid visibility option, the user can view a list with:
All the bids submitted by him

The latest bid from all participants

The bids submitted by all participants

E-AUCTION D : {OFFICIAL)

Round-based

N METHOD: Least Cost Selection (LCS)

2
DURATION OF ROUND (MINUTES): 4
2
Qverall
E-AUCTION BIDDING VISIBILITY Full Visibility
E-AUCTION ROUNDS
Sequence Number Round Id Round Status Start Date
1 Closed
2 Open

Figure 88: Finalized Bids

2.19.4 Extensions

Automated extensions are enabled by the e-Auction Coordinator during the creation of the e-
Auction Time Based event.

Information regarding the use of automated extensions is available for the user when previewing
the detailed information of the e-Auction event.

In order for the user to create a Time based event, the following information must be provided:
Duration of e-Auction event

Enable Automated Extensions

Duration of Extension

Time before the of e-Auction when extension is possible

Maximum number of automated extensions

During the bidding process, the user previews if an extension has been applied.
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When an extension is applied, the platform displays the extension number and end time and date
of the extension.

2.19.5 Message Board

The e-Auction module provides a message board functionality for the prompt communication
between Bidders and the Co-ordinator of the e-Auction (Error! Reference source not found.).

MESSAGE BOARD OF E-AUCTION : 7180

USER: 1130-PROVIDER

MESSAGES

[1130]:TEST

Paost a Mew Message:

{Maximum characters : 500 ) You Ha-.-'e Left.
SEND MESSAGE

Figure 89: e-Auction message board

The upper part of the message board displays all messages posted by participating Bidders and
also the messages/replies posted by the e-Auction Administrator.

In order to post a message the user fills the “Post a new message” section and then, selects the
button “Send Message” to post the message on the board (Figure 89).

2.19.6 Suspension of an e-Auction Event

When the event is suspended no further bidding is permitted (during the suspension period). The
platform informs all participating Bidders that the event is suspended and also when the event will
resume. When the event is resumed, the user needs to select the button “Enter e-Auction Room”
to access the e-Auction room and to continue bidding.
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MESSAGE BOARD OF E-AUCTIOM - fem o

USER: 1130-PROVIDER

MESSAGES

[11300:Can | ask a question?

[1281]:The e-Auction is suspended until 2021/07,16 13:20:00

Posta Mew Meesage:

(Maxirmum characters : 500 ) You Have- Left.
SEMND MESSAGE

Figure 90: e-Auction is suspended

2.19.7 Preview of a Completed e-Auction
At the end of the e-Auction, the platform will display the auction detailed information (Figure 91).

e-Auction Detailed Information

PROCESS: EREMOTIDRARSIEER (sTATUS: EVALUATION) m

E-AUCTION 1D ﬂ-llﬁ (OFFRCEAL)

E-ALICTION TYPE: Round-based

E-ALICTIIN EVALUATION METHOD: Least Cost Selection (LOS)
E-ALICTION STATUS: m

MUMBER OF ROUMDS - 2

DURATION OF ROUND [MIMUTES) &0

INTERVAL BETWEEM ROUNDS (MINUTES): 120

BID SUBMIESICH TYFE : Peryear

THE E-AINCTIOH START DATE : Foevrearos

AUCTION CURRENCY - [

E-ALICTION BIDDING VISBILITY : Limited Visibility

E-AUCTION ROUNDE

VIEW PROCUREMENT OFFICER REPORT

Sequence Mumber Round Id Round Status Start Date
ke I, — -
1 i %] Terminated Wil 9008, 05 S AT,
z Fiwpy' 4 Cancell=d mﬁm

Figure 91: e-Auction detailed information
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In order to view the bidding results the user needs to select the button “View provider Report”
(Figure 95).

The platform will provide the following information to participating Bidder (Figure 93):
Winning bid of the e-Auction

Ranking of the Bidder

Best bid of the bidder

Detailed information for all received bids from the Bidder

Ranking information per round

Several e-Auction charts (Figure 94 and Figure 95)

Bid details
Provider Report

e-Awction ranking for £ 0T

58

Details OF Bids.

e Found ¥
om

et
Round Rarking Histary
N;udmrb. ;‘dmﬁ' Round

Pl Barking:

Figure 92: Bid information general (1)
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e-Auction Charts

Best Overall Bid per Round

toured Mumber

Latest Bid for Provider

toured Humber

Rank per Round for Provider

tound Mumber

Figure 93: Bid information general (2)
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Best Overall Bid per Round
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I
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10000

5 i i 7

Round Number
Overall
Figure 94: Best Overall Bid per Round
Latest Bid for Provider

60000

50000 ’\.
40000

o

8000

§

[p ]

20000

10000

i : 5

Round Number
1016

Figure 95: Latest bid for Provider
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Rank per Round for Provider

LAk

&
L 4

T
Round Number
1016
Figure 96: Rank per Round for Provider

=

2.20 Accept Contract

The Provider Admin will be tasked to Approve or Reject the Draft Contract, with a mandatory
reason.

Task List

10 v Results per page | Displaying the 1 match.

€« < > »

Task Creation date
Title a~ Task o~ av Associated Deadline a~ Process Reference number
Reply to Contract A o i e = " P el T
Award o] e

L

Figure 97: Reply to Contract Award task
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Contract Award

PROCESS:

&= Process Menu ~

Please note that failure to accept this contract award will result in forfeiting of your Bid Security and additional steps may be
taken against you, including suspension from participation in Government procurements for a defined period.

Do you accept the contract award? *

I If the award is declined, please provide a reason. I

I SUBMIT CANCEL

Figure 98: Accept/Decline Contract Award

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

QA @in

Figure 99: Contact us link

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

Contact Us

For technical support on &GP you may contact us through email or phone.
HELPDESK CONTACT DETAILS

EMAIL:
ONLINE FORM

Your Name *

Your Organisation *
User email *

Phone number *
Subject *

Question *

SUBMIT

Figure 100: Contact us form
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