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Module: Public Entity Registration

Business Flow Diagram

1. PUBLIC ENTITY CREATION

\7 — @@= >%’—>®

Super User visits e-GP website Super user fills in details of PE PE is created
(www.bolpatra.com.np/egp)

Super User

To initiate the registration process, Super User visits the e-GP System (www.bolpatra.gov.np). Super user fills
in the details of public entity and registers it in the system.

Registration Steps

Public Entity registration

// Step 1A:

/

| Superuser logs in with his/her
credentials from home screen

4

Step 1B:
Superuser clicks admin tab on top bar

4

Step 1C:
Select ‘Public Entity’ and
click ‘Create’ to register
a public entity

\ 4

Step 2:
Superuser fills in details
of PE and clicks ‘Submit’

End

Step 1A:
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Super user logs into the e-GP system (www.bolpatra.gov.np)
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Fig. Home screen of super user-Step1A

Step 1B:

Super user clicks on the admin tab.
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Fig. Super user selects admin tab-Step1B
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Step 1C:

Super User will need to login in the e-GP system and will have to click on create menu: Select-> Admin ->
Public Entity -> Create.
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Fig. Public entity creation-Step 1C
Step 2:

The super user will need to fill the necessary details about the public entity. Also, the user will need to
select the Parent PE Admin Users from the list and then select Submit.

Note: If the PE does not have any Parent PE Admin then the field will be left blank.
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Fig. Public entity creation Step 2
A message ‘Public Entity Created Successfully’ will be displayed once creation of public entity is complete.
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Public Entity User Registration

The process for Public Entity User Invitation is described as follows:

Business Flow Diagram

2. PUBLIC ENTITY ADMIN

Super User

An invitation
email is sent to
PE user

PE admin fills in the details and
sends for approval

Super User approves
the PE user with
admin role

PE Admin registered

successfully

After registration of public entity in the e-GP system, Super User invites a PE admin to register in the
system. The invited user fills in the details for registration and sends for approval to Super User. Super
user approves the user registration and assigns the role of PE admin to the user.

3. OTHER USERS (CREATOR, REVIEWER, APPROVER)

ﬁ

An invitation email
is sent to user

@—»

PE Admin invites other
user to register

User fills the registration PE Admin approves the user by assigning
form and sends respective role and privilege
for approval (e.g: APP creation, review, approve, etc)

User registered
successfully

PE admin then sends invitation to other users of the public entity. The users fill in their details and sends
for approval to the PE admin. The PE admin approves the users and assigns their individual roles.

— e C——]
g;& Private Limited
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Registration Steps

PE user initiation

/ Step 1A:
Superuser logs in with his/her
credentials from home screen

Step 1B:
Superuser clicks on Admin tab > User
Management > Invite User and selects
Public Entity User

v

Step 2:
Superuser fills in details
of PE user and clicks
‘Initiate Registration’

Fig. PE user initiation

— e C—
!_!al.- Private Limited
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Step 1A:

To initialize this process, the Super User will need to login in the e-GP system.

Government of Mepal

T mrmr s e P u-mrmer Pa e

oo rieeg) I|

MY FRRCaNE TAAS R RECRUT TASHE UREFLUA, LMK
T - T T R T T T T Rk
451 B ik P - | W B SRR s SR o N At 6 B P ] W g

. i AT B TR O e s Rt cam ML UEIE T fosrs i P wow by e
S0Pl T
1 BLLL RN B ESTTRATEH e e L] ILTLEH o Prmiew
T i
'] P P B iy E T L] DOMKLOADS
E 4 .1 SEDET BT CTHA spmsa g L. i a4 m Caming
BeEql k ! .
Bty BezEn| Tanks ol
1 ek
Wy Taah Hinkery E
1% el Thd miadd P

Fig. Super user home screen Step 1A

Step 1B:

The Super User will click on Public Entity User: Select-> Admin -> User Management -> Invite User ->
Public Entity User.
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Fig. Public entity user invitation Step 1B
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Step 2:

The super user will have to select the name of the PE for which the registration needs to be initiated from
the field ‘Name of the PE’. The super user will have to enter the email address and the necessary details of
the user for which the registration needs to be initiated and then select ‘Initiate Registration’:

Pulilic Sy Rogatngion- iInvation
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[ Please Endet Enad Address |
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W v

Confirm Emal * =

Salutmtion Tithe " =

[ Pleooe Select SoMion |
Fest Name - A

| e Bt Fest N
Last Nome * ; Mot

[ Plexse Entss Lad Nane

m

Fig. Public entity user invitation Step 2

After the above process, an e-mail will be generated to the email address of the user. The user will have to click
on the link mentioned in the mail for registration.

< A Notification wil be senl shorily 1o uses 1of regms ration

Public Entity Regeatration- invitaton

== e C—1
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PE user registration

Step 1A:
PE user receives invitation in
email

v

Step 1B:
PE user clicks on activation link in email

v

Step 2:

PE user fills in
organization and
account details and
clicks ‘submit’

v

End

Fig. PE user registration

Step 1A:

Public entity user receives the email notification

IS ‘.
| gepsonsdmnEgeoson oy o

Eolpatry Registration Invstation
Il Con oy
Hello Ram Han,

Thx 1c to inform you that you have been invited to open an account with Bolpatra systemn

Plsase click on the follkowing link to vendy vour email accouat: Activate Bolpasra Account

If clickmg on the link does not work then pleass paste this lak
cO5d-4aiT-03e8-32Tal0 34733 m the browser

L T e kI o L e L wlecca cnvudaca

ES
=4 Private Limited
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Step 1B:

PE user clicks on the activation link in the email.
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Fig. PE user clicks on the activation link Step 1B

Step 2A:

After clicking the link in email, the user will be redirected to a registration page where the user has to fill
up the necessary details and submit.
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Fig. Public entity user registration Step 2A: Organizational details
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Step 2B:
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Frods marned vih 1) e mandanty

Account Detals
Sahitaton Toe * " v
4
Pt Neorw * | Ram
Nadcle Name
Last Mg Han
Cuigrentam Syatern AT
Fwree S o fhlé~i$c~"
COffirer Chosa " ¢ Zoecsl Claes v
[Feane Delect T s 3 CVae yas e
Contact Nat * ! 001926304
[Sortaz: Marvber 3234 s 37y Tarben Savaw. 31224888787)
Contact Ro2 !
[0t Murvtwr sheadd 297 iem 29y vartery Seeveln 37224000793
Enndy": Dowl com ro
Emad 2!
formaiic shautd ke vae Sxavea: sendine sond
Masname ' ! ) D AR b 1or Heatiatiad e e

rantan

[Sear Nave chacd e vairu v & ooz brgl

Fasswoed * ! Lenatent
PAIGVOT Rl 50 MRt 3 SARMCN 0] AN SONLE M AL aa! 300 haraer Latet a0d S0
yvaagr g 41

Carfirm Paseword * |

[Metypw S pesreced by oo
Secret Question * -

What i3 your pel rame? v
[Secarty Gmeion & aed © widews Camacvd i aade yia fapod)
Secret Arvwwnr © | 00

[™esn pr vt Pw ooty 32evon]

member

Hediel urephot
Sy & Ty

hawe read, understand and apres 8o the berrrs nmﬁ

Fig. Public entity user registration Step 2B: Account details

After clicking ‘Register’, a request will be forwarded to the ‘Admin’ user for his approval.

4 User Successiuly Regiaterad with username S 1Pl YOur rogutration appacation nas been sent for approval On
approvabromcton a notMcation will bo sant to yoer rogistered amad addroas

ek Zagg 10 GO 10 hoee page

The user will receive a notification in email upon approval/rejection from PE admin.

Esc Private Limited
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Module: Master Procurement Plan

Business Flow Diagram

MPP PREPARATION (WORKS, GOODS, CONSULTANCY SERVICES & OTHER SERVICES)

=

o - >
% .
PE Creator PE Creator visits the e-GP PE Creator fills the MPP form
system and sends to reviewer

v -
PE approver approves PE Approver views PE Reviewer reviews

the created MPP the created MPP the MPP and sends
to PE approver

PE creator initiates the creation of Master Procurement Plan (MPP) after login into the e-GP system. Upon
filling the necessary details, the creator sends the MPP for review. PE reviewer reviews the MPP and sends for
approval. PE approver views the forwarded MPP and approves it.

==
EZE. private Limited
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MPP PREPARATION

Step:1

PE Creator logs into e-GP system

v

Step:2

PE Creator clicks on Procurement Preparation -> Master Procurement Plan

-> Create

v

Step:3

PE creator then clicks on Add Projects

v

Step:4

PE creator fills the Project details and clicks Add

v

Step:5

PE creator selects the reviewer and sends for review

v

Step:6

PE reviewer logs into the system and selects the MPP review

v

Step:7

PE reviewer reviews the created MPP and sends for approval

Step:8

PE logs into system and selects MPP approve

v

Step:9

PE approver views the created MPP and approves it

==
E2E. private Limited
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Step 1

PE creator logs into the system
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Fig. MPP Preparation: Step 1

Step 2

User then clicks on Procurement Preparation -> Master Procurement Plan -> Create.
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Fig: MPP Preparation: Step 2
Step 3

PE creator then fills in the details such as Name of Project, Budget Sub-head No, etc. and clicks on “Add
Projects” to add desired projects to the MPP.
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E2E private Limited
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Fig: MPP Preparation: Step 3

E2E private Limited

ENTERFRISE SOLUTIONS REDEFINED

17| Page



Training Manual: National e-Government Procurement System

Step 4

PE creator fills in the details of the projects and clicks ‘Add’.
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Fig: MPP Preparation: Step 4
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Step 5

PE creator then selects a reviewer and sends the MPP for review.
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Fig: MPP Preparation: Step 5
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Step 6

PE reviewer receives the forwarded MPP under MY PENDING TASKS as MASTER PROCUREMENT PLAN.
The user clicks on MASTER PROCUREMENT PLAN Review to view the MPP.
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Fig: MPP Preparation: Step 6
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Step 7

After reviewing the MPP, the PE reviewer selects ‘Send for Approval’ and clicks ‘Submit’ to send the MPP to PE
approver.
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Fig: MPP Preparation: Step 7
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Step 8

PE approver receives the MPP under MY PENDING TASKS as MASTER PROCUREMENT PLAN. The user
clicks on MASTER PROCUREMENT PLAN Approve to view the MPP.
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Fig: MPP Preparation: Step 8

- ==
E2E private Limited
ENTERPRISE SOLUTIONS REDEFINED 22|Page




Training Manual: National e-Government Procurement System

Step 9

PE approver views the MPP and selects ‘Approve’ and clicks ‘Submit’ to approve the MPP.
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Fig: MPP Preparation: Step 9

Thus, a Master Procurement Plan is successfully created in the e-GP system.
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Module: Annual Procurement Plan

APP Creation

Business Flow Diagram

1. APP CREATION (FOR WORKS, GOODS, CONSULTANCY SERVICES & OTHER SERVICES)
D () —

@—=

PE Creator fills the APP Estimate
form for multiple procurement

Reviewer receives
system items and sends to reviewer the estimated APP

PE Creator PE Creator visits the e-GP

PE creator logs into the e-GP system (www.bolpatra.gov.np) and fills the APP estimate form of desired
procurement line item. After successful completion of APP estimate form for particular line item, the PE creator

sends it for review.

Steps
Annual Procurement Plan - Estimate
1. CREATION
K STEP: 1 \
\ PE creator logs into e-GP system
STEP: 2
PE creator clicks on Procurement Preparation->Annual Procurement Plan-
>Create->Estimate
STEP: 3
PE creator selects desired Financial Year, Procurement Category of each of
procurement item, fills in details and sends to appropriate reviewer.
‘ End
e = e [——
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Step 1

PE creator logs into e-GP system.

Government of Nepal
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Fig. Home screen of PE creator

Step 2
PE creator will click: Procurement Preparation -> Create-> Estimate. The following screen will appear:

Government of Nepal
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Sy T 23145 11 155507 T
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Fig: Annual Procurement Plan Creation Step 2

Step 3

The user will need to fill in the procurement details and then selects the name of the reviewer to send for
review. Upon clicking ‘Submit’, the APP is sent for review to the selected reviewer. PE creator can also save the
APP which can either be edited and saved again and then submitted, or directly submitted. Once submitted,
creator will not be able to do any modification on that procurement.
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Fig: Annual Procurement Plan Creation Step 3

APP estimate is successfully created and sent for review.

APP Review

Business Flow Diagram

=7

%

PE Reviewer

PE Reviewer visits the e-GP

—

& —

system

-

PE Reviewer reviews the APP and
sends for aggregation

2. APP ESTIMATE REVIEW (FOR WORKS, GOODS, CONSULTANCY SERVICES & OTHER SERVICES)

Aggregator
receives the APP

PE reviewer receives the estimated APP from PE creator. After reviewing the APP estimate, PE reviewer sends it

for aggregation.

Steps

E2E private Limited
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2. REVIEW

Step 1:
PE reviewer logs in the e-GP system and finds APP estimate under the

section MY PENDING TASKS as ANNUAL PROCUREMENT PLAN

'

Step 2:

Reviewer then clicks on the view action button under section Project

Details, and reviews the annual procurement plan.

v

Step 3:
Reviewer selects desired reviewer and sends for aggregation.

Step 1

The APP Reviewer will login the e-GP system and will find the created APP’s pending for his Action. The user
will need to select: Annual Procurement Plan and the following screen will be displayed:

Government of Mepal Feaita g
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n bty £ OIS Firap Eaps arvann Vi jptnd Crome | ol i B
Wy Heoent Tashs i
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Fig: Annual Procurement Plan Review Step 1

Step 2

PE reviewer selects the APP from the above list thereafter, reviews the APP estimate.
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Government of Nepal

PR P Lt N T (TR (Y
e

e —— ) A - - b B

Fig. PE reviewer selects the APP for review: Step 2
Step 3
PE reviewer then sends APP for ‘Aggregation’ or requests for modification or delegates the task to other

reviewer. PE reviewer can ‘Save’ the APP for future use or Submit for further action (i.e.
aggregation/delegation/modification).

Commenis:

selart Artion Sond fr Apgregafior T ekt Parol ; SENC A T

Zend i Modicain
wond or Delegation

ut 1 ethmanu, Nepal

Firebre 3 5, Chrome %+ Safai 5 0 of 1004 ¥ 753 pieals meoliran

Fig: Annual Procurement Plan Review Step 3

After proper review from the PE reviewer, the estimated APP is sent for aggregation.

APP Aggregation

Business Flow Diagram

3. APP ESTIMATE AGGREGATE (FOR WORKS, GOODS, CONSULTANCY SERVICES & OTHER SERVICES)

e —
&L &=

PE Aggregator PE Aggregator visits the e-GP  PE Aggregator aggregates the APP PE approver
system and sends to approver receives the APP

After receiving all the reviewed APP’s line items, PE aggregator aggregates them and sends for bulk approval to
PE approver.
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3. AGGREGATION

Step 1
PE Reviewer logs into the e-GP system and finds APP under MY PENDING
TASKS as ANNUAL PROCUREMENT PLAN

v

Step 2:

Reviewer then sees list of pending APP under Section ANNUAL

PROCUREMENT PLAN, and views desired Annual Procurement Plan.

Step 3:
Aggregator clicks on ‘Send for Bulk Approval’ and sends for approval of PE
Approver.

Step 1

The APP Reviewer/Aggregator logins to the e-GP system and will find the reviewed APP’s pending for
review/aggregation. The user will need to select: Annual Procurement Plan and the following screen will be

displayed:

FUTEC T TI T ':I'-'I.'lr-] e | PP ey i
il . 5

Habona: Checinn Came T

mel Sylen jnvid e O DB-TR L e T

[ T =l T e Ml Fs i 'tt'ﬂ:-"ﬂl'.:l-': n
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I'“' . PRIOCUFITNE HT FLAY I i Ho | dssgesiBa | desgeside | Cisess B ol !
q LIBE ), O TR T P SH P T pji Goblirm iy Zr e T wmerr, I P ol
My Recent Tasks:
s W-aik
My Task Hissory m AARIUAL FROSUREMENT PLAN
DOWHLOAD
ek
Fig. APP estimate aggregation: Step 1
Step 2

The PE reviewer can select and view the desired ‘APP’ from the list. If necessary, PE reviewer can send an APP
for modification.
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Fig: Annual Procurement Plan Aggregate Step 2
Step 3
PE reviewer aggregates the reviewed APP and sends for bulk approval to PE chief.
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Fig. APP estimate aggregation: Step 3
APP Approval

Business Flow Diagram

4. APP ESTIMATE APPROVAL (FOR WORKS, GOODS, CONSULTANCY SERVICES & OTHER SERVICES)

[ ]
&=
PE Approver PE Approver visits the e-GP PE Approver approves Estimated APP is
system estimated APP

approved

PE approver i.e. PE chief logs in the e-GP system and views aggregated APP. The estimated APP is approved by
the PE approver/ PE chief.

Steps
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4. APPROVAL

Step 1:
PE Approver / PE Chief logs in the system and finds list of APP for bulk
approval under MY PENDING TASKS as ANNUAL PROCUREMENT PLAN

v

Step 2:

Approver then clicks on the view action button under section Project

Details, and views the annual procurement plan.

v

Step 3:
Approver clicks on ‘Bulk Approve’ and approves the APPs.

Step 1

The PE chief logs in to the e-GP system and selects Annual Procurement Plan. The user will select the ANNUAL
PROCUREMENT PLAN Bulk Approve:

vernment of Nepal

: P woareret N

L e e

MY PENCING TATKS MECENT TASNS LU LS
~ i . - - - A Samgowr (- | o= aste
. . o e ' ps . PPSprT——
My Recem Tasks .t
> - .oy
My Tase History G AN LAL PROCURSNENT PLAN

Fig: Annual Procurement Plan Approval: Step 1

Step 2

The PE chief gets list of APPs for bulk approval under Project Details. The user can view individual APP from
‘Action’ tab and if necessary can send an APP for modification or can reject it.

Governmant of Mapal

Eormg Daisiia

il iyl S

= .-y A L prEmr "

Fig. APP estimate approval: Step 2
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Step 3

After viewing the listed APP, PE chief clicks on Bulk Approve to approve the APP estimate.

S Government of Nepal
"'h : :..III .r L -I-.; --.‘I l'-'-rl.'l . :: : r.l. . ll.: .':.'. el
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Fig. APP estimate approval: Step 3

After clicking on Bulk Approve by PE chief, Annual Procurement Plan is created.
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APP Modification

Business Flow Diagram

1.APP MODIFICATION

= B =
_ e > Vs

PE Creator modifies the APP and PE Reviewer receives the modified APP

PE User (Reviewer/Aggregator/Approver) ds f : and same process cycle is repeated for
sends APP for modification sends for review approval

PE User (Reviewer/Aggregator/Approver) logs into the e-GP system (www.bolpatra.gov.np) reviews the
Created APP and sends it for Modification. PE Creator Logs into the system and finds the modification request

pending, modifies it and sends for Review, Aggregation and Approval cycle.

Steps

Annual Procurement Plan Modification

Step:1

PE reviewer/aggregator/approver sends back APP for modification with specific comment

v

Step:2

PE creator logs into the system and sees the pending task in his dashboard

v

Step:3

PE creator clicks on the pending task and sees the specific comment for modification

v

Step:4

PE Creator modifies the APP and sends for the Review, Aggregation and Approval cycle.

Step 1

PE reviewer/aggregator/approver logs into the system, clicks on the pending review task and can choose to
send back for modification after reviewing the APP that needs modification.
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Fig: Annual Procurement Plan Modification step 1
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Step 2

PE Creator sees the pending task in the dashboard.

WY FENDING TASKS RECENT TASHS
1 ERFRASL PG LIFEMENT PLAK Woakoaes Eurspoend Rae 0ha i ol g P ging

My Recent Tasks e
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Fig: Annual Procurement Plan Modification step 2
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Step 3

PE Creator can view the comment for modification from the Audit trial.
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Fig: Annual Procurement Plan Modification step 3

Step 4

PE modifies the APP and sends for the Review, Aggregation and Approval Cycle.
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Fig: Annual Procurement Plan Modification step 4
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APP Revision

Business Flow Diagram

APP ESTIMATE REVISION

PE Creator visits the PE Creator revises
PE Creat
PE Approver unlocks reator e-GP system estimated APP
APP and sends for review

e
- %

0,

2\

PE Approver approves PE Aggregator aggregates the I:EeRzl\llti-:‘s\gljr/;s;I:r\:\s
the revised APP APP and sends to approver
sends to Aggregator

After an estimated APP for a fiscal year is unlocked by PE chief, PE creator can revise the APP. Upon
completion of revision, the APP is forwarded for review. PE reviewer reviews and sends the APP for

aggregation. PE aggregator receives APP from PE reviewers, aggregates it and sends for Bulk Approval. PE chief
receives APP and Bulk Approves the revised APP.
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Steps
Annual Procurement Plan Revision - Estimate
Step 1A:
PE Chief logs in the e-GP system and clicks on Procurement Preparation-> Annual
Procurement Plan -> View.
Step 1B:
PE Chief then unlocks the estimated APP by clicking on Unlock button.
Step 2A:
PE Creator logs into e-GP system and clicks on Procurement Preparation->Annual
Procurement Plan->Revise->Estimate
Step 2B:
PE Creator selects desired Fiscal Year, and the approved estimated APP gets listed.
Y +
Step 2C(a):
Step 2C(b):
To edit the existing P .( ) Step 2C(c):
. Creator clicks on
APP creator clicks on . Creator selects
i Create Project to . .
action button of the . desired project and
. add new project and .
particular APP and ) . clicks on Delete
. o fills the details and .
edits the existing sends for review Project button to
data and sends for ’ delete the project.
review.
\
Y
Step 3A:
PE Reviewer logs in the system and finds APP under the section
MY PENDING TASKS as ANNUAL PROCUREMENT PLAN.
Step 3B:
Reviewer then sees list of pending Annual Procurement plan under Section ANNUAL
PROCUREMENT PLAN, and reviews the revised APP
Step 3C:
Reviewer selects the desired reviewer for aggregation of APP and sends for aggregation
e = e [——
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ENTERPRISE SOLUTIONS REDEFINED

38| Page



Training Manual: National e-Government Procurement System

Step 4A:
PE Reviewer/Aggregator logs in the system and finds APP under the section MY PENDING
TASKS as ANNUAL PROCUREMENT PLAN

v

Step 4B:
PE Aggregator views projects and clicks Send for Bulk Approval for approval of PE Chief.

v

Step 5A:

PE Approver / PE Chief logs in the system and finds revised APP under the section MY
PENDING TASKS as ANNUAL PROCUREMENT PLAN

\

Step 5B:

Approver then clicks on the view action button under section Project Details, and views the
annual procurement plan.

\

Step 5C:
Approver clicks on Bulk Approve and approves the Revised APP.

Step 1A
PE chief logs into e-GP system and views APP.
i SraEE rE lion My pFEsmenl EXoeingem I v i Tas s e Rt
Baanad PriaFsienl Main

A Froouremend Fian

Py | DB i
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Fig. PE chief views APP: Step 1A
Step 1B

PE chief unlocks APP for interested fiscal year.

Pt D laits
l 27 20737 Estmates Supply of High Ensrgy B TR0 08 HCE
Fig. PE chief unlocks APP: Step 1B
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Step 2A

The PE creator will login to the system and select: Procurement Preparation-> Annual Procurement Plan->
Revise-> Estimate the following screen will appear:

Government of Nepal

Public Procurement Monitoring Office (PPMO)
National Electronic Government Procurement System

Procurement Preparation Procurement Execution Committee Formation

Master Procurement Plan

Annual Procurement Plan Create

Procurement Document Edit

Bid Addendum View

Bid Query Revise Estimate

My Task History

Fig: Estimated Annual Procurement Plan Revise: Step 2A
Step 2B

The PE creator selects desired fiscal year and the APP of the selected year is listed.
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Fig. PE creator selects a fiscal year: Step 2B
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Step 2C
PE creator can add new projects and edit or delete the existing projects and send for review.
Step 2C (a)

PE creator can edit existing projects by clicking on “Edit” Action button.
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Fig. PE creator edits existing project: Step 2C(a)
Step 2C (b)

PE creator can add new projects to the APP by clicking on “Create Project” button.
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Fig. PE creator can add new projects: Step 2C (b)
Step 2C(c)

PE creator can delete the interested projects under APP by selecting it and clicking on “Delete Projects” button.
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Fig. PE creator deletes projects: Step 2C(c)
Step 3A

PE reviewer logs in to the system and selects revised APP under MY PENDING TAKS as ANNUAL
PROCUREMENT PLAN. The following screen will appear:

AT FENDING TASKS RECENT TASHS
e [ stho | TaskMame | swnedBy | AsagnedOn | Ciereot State |
] ARHUA FEOGUREMENT PLEH R e Fiue 1EBE-2895 Afasy Ferdey
My Recent Tasks d’ ]
My Task History m ANNUAL PROCUREMENT PLAN
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Fig. PE reviewer selects APP from home screen: Step 3A
Step 3B

PE reviewer reviews the revised APP.
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Fig: PE reviewer reviews the revised APP: Step 3B
Step 3C

After proper review, the revised APP is sent for aggregation to assigned reviewer using the “Submit” button.
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Fig. PE reviewer sends project for aggregation: Step3C

Step 4A
PE reviewer/aggregator finds the APP under MY PENDING TASK:

BT FENDING TASKS RECENT TASHS

1 SFFRE. PROCURBRENT PLENH Agpregsis P ulipe Usam 1243525 LR S & L
H',' Recent Tasks :“J
My Task History ARNUAL FROCUREMENT PLAM
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Fig. PE aggregator home screen: Step 4A
Step 4B

PE aggregator views projects and sends for bulk approval of PE chief

Project Densils

! oo (= ] Eggrepsion Fenam TEOOGEO BT ESTIRATED I

Fig. PE aggregator sends APP for bulk approval: Step 4B
Step 5A

The PE chief will login to the system and finds the APP under MY PENDING TASK:

MY PENDING TASKS RECHENT TASKSE

1 SFFAL PAGUUAENENT FLAN Bel Sjiiief = MEeERd Hm i ST Bl By o PR R
My Recent Tasks i
=
My Task History El AHNUAL PROCUREMENT PLAN
T T T T T
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Fig. PE chief home screen: Step 5A
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Step 5B

PE chief views the APP details from action tab:

Projeci Daiaiis
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Fig: Estimated Annual Procurement Plan Revision: Step 5B
Step 5C
The PE chief will review the APP and thereafter, can approve it by clicking ‘Bulk Approval’.

Project Delalz

i arEEA] L FlAEEY 1 A i 1 ] T Hlhlim 1 Eaidiiatea] o, i “m
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Fig. Estimated APP bulk approval: Step 5C

Thereby, Annual Procurement Plan is successfully revised and approved by PE chief.

APP Rejection

Business Flow Diagram

2.APP Rejection

- | X

APP is dissolved and email

PE Approver views APP PE Approver rejects the APP notification is sent to PE
Creator

Steps
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Annual Procurement Plan Rejection

Step:1

PE creator logs in the e-GP system and clicks on Procurement Preparation-> Annual

Procurement Plan -> create->Estimate/Actual

v

PE creator selects the Fiscal year, Procurement Category and fills in the form and send for

Step:2

review.

PE Reviewer reviews the APP and sends for Aggregation.

Step:3

v

PE Aggregator aggregates the APP and sends for Bulk Approval.

Step:4

v

PE Approver logs into the system, selects the action tab, reviews the APP and selects reject

tab for rejection.

\j

Step:4
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Step 1

To create the actual ‘Annual Procurement Plan’ the APP PE Creator logs into the e-GP system and Select:
Annual Procurement Preparation -> Create->Estimate/Actual.
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Fig: Annual Procurement Plan Rejection step 1
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PE Creator selects the Fiscal Year, Procurement Category fill in the form and sends for Review.
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Step 3

PE reviews the APP and send for Aggregation.
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Fig: Annual Procurement Plan Rejection step 3
Step 4

PE Aggregator aggregates the APP and sends for Bulk Approval.
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Step 5
PE logs into the system, selects the action tab, looks after the APP and selects reject tab for rejection.
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Fig: Annual Procurement Plan Rejection step 4

After the rejection the APP gets dissolved and notification is sent to the PE Creator.
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Module: Bid Document Preparation

Business Flow Diagram:

1.PROCUREMENT DOCUMENT PREPARATION

\é — —

PE creator initiates

rocurement ; ; .
PE creator visits the eGP P ) PE creator assigns a bid ) ) Approver views and approves
document creation opening committee Reviewer reviews the
system _ d the procurement document
and fills in SBD and sends for review  Procurement document

and sends to approver

PE creator initiates the Bid Document creation and fills in the Standard Bid Document (SBD). Thereafter, a bid
opening committee is assigned and the Bid Document is sent for review. Assigned PE reviewer reviews the Bid
Document and forwards it to PE chief. PE chief approves the Bid Document after viewing it.
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Bid Document Preparation: Creation

Steps:

PROCUREMENT DOCUMENT PREPARATION

1. CREATION

Step L.

PE Creator Login into the system

'

Step 2:

PE Creator navigates to Procurement Preparation -> Procurement Document -> Create

Y

Step 3:

The creator search for approved actual APP for the particular Fiscal Year of which the Procurement Document is to be prepared

Step 4:

Approved APP gets listed and the creator clicks on Action button of the particular APP

.

Step 5:

The creator fills in details (Bidding procedure, Bidding Document of, Bidding Type) and click on Next button.

Y

Step 6:

Based on above selection a Form with different Tab Appears and the creator fills up all the forms

!

Step 7:

The creator selects a reviewer and sends the procurement document for review

Step 1:

Er r —1
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The PE Creator will need to login the BOLPATRA system. However, it is necessary that the APP of that
procurement should be approved before creating Bid Document.
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v
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Fig. Bid Document Creation: Step 1
Step 2:

The user will need to make the following selection: Procurement Preparation: Bid Document: Create.
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Fig: Bid Document Creation: Step 2

Step 3:
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After clicking on the create menu, PE creator is navigated to a search menu where the user searches for
approved APP of desired fiscal year by filling available search options and clicking ‘Search’:

Cregte Bid Document
Search APP Proferls
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Fig: Bid Document Creation Step 3
Step 4:

After searching the desired APP, the user selects ‘Action’ button of desired item from the list of Project Details.
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Fig: Bid Document Creation Step 4
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Step 5:

The user will select the Bidding Procedure, Bidding Document association and Bidding Type and then select
‘Next'.
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Fig. Bid Document Creation: Step 5

55; Private Limited

ENTERPRISE SOLUTIONS REDEFINED 54| Page




Training Manual: National e-Government Procurement System

Step 6:

Based upon selected options in previous steps, related forms under ‘Standard Bidding Document’ are displayed.
The user fills in the details in each tab as described below:

The user fills the details of General Info Tab and then click on Save & Next Button.
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Fig. Bid Document Creation: Step 6
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The user fills the necessary field of BDS Tab and then click on Save & Next Button.
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Fig. Bid Document Creation: Step 6
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The user fills the necessary field of E&Q Tab and then click on Save & Next Button.
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Fig. Bid Document Creation: Step 6
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The user uploads the Technical Specification document in Technical Requirement tab (available for
procurement of works) and clicks on Save & Next Button.

Government of Nepal

Public Procurement Monitoning Office (PP
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Fig. Bid Document Creation: Step 6
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User fills the necessary field in BOQ Tab and saves item and clicks on Save & Next Button.

e The user will click on Add Category and select the items the user wants to add.

e Ifthere are many items, the user may download a system generated excel file to fill details regarding the
added items or after adding the items from the CPV master table, the user can fill the values in the table
that is visible in the browser also

e After adding the items, the user will select Export to Excel and download the system generated excel file
containing all the items added in the table

e The user will open the downloaded file and select Enable Editing. Thereafter, the user will enter all the
necessary details regarding the added items and save the file

e The user will have to upload the file back into the system by selecting Import and all the values filled in the
excel file will get reflect in the BOQ/SOR table in the browser
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User fills all the necessary field of SCC Tab and clicks on Save & Next Button.

GLCC 481

GCC 431

GCC 493

GCC 301

GCC 3.1

GCC 536.2

GCC 57.2 (g)

GCCB11

GCC 64

+
The Bonus for the whole of the works is ‘:\ % per day.The maximum amount of Bonus for the whole of the works is
| wette Convactpree

+
The Advance Payments shall be ‘:\ % and shall be paid to the Contractor no later than : days.

+

Deductions from Payment Certificates will commence in the first certificate in which the value of works executed exceeds 30% of the Contract
Price. Deduction will be at the rate of ‘:\ % of the respective Monthly Interim Payment Certificate until such time as the

advance payment has been repaid ;provided that the advance payment shall be completely repair prior to the end of B0% of the approved
contract period.

+
The performance security amount is : % of contract amount.
[nsert amauntinduding an addifanal amaunt of 8% of he Contract price if he Emplayer has inoreased #ie Performance Seourity amaunt]

+
The date by which operating and maintenance manuals are required is
The date by which "as built” drawings are required is ‘

+

The amount to be withheld for failing to produce "as built” drawings andlor Cperating and maintenance manuals is: : MRs

+
The maximum number of days is: :
+
The percentage to apply to the value of the work not completed, representing the Employers additional cost for completing the Works, is:
+
The Project Manager has to obtain the specific approval of the Employer for taking any of the following actions :
8. Approving subcontracting of any part of the works under General Conditions of Contract Clause 7;
b. Cerdifying additional costs determined under General Conditions of Contract -
Clause 42;
c.  Determining start date under General Conditions of Contract Clause 1; P
+

Save & Mext

Fig. Bid Document Creation: Step 6

User uploads the additional documents and clicks ‘Save and next’.
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Fig. Bid Document Creation: Step 6
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Step 7:

User chooses the Bid Opening Committee by clicking on Add Opening Committee Button and sends for review
by choosing the desired reviewer from Select Person and clicks on Submit Button.
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Fig. Bid Document Creation: Step 7
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Bid Document Preparation: Review

Steps:

Procurement Document Preparation

2. REVIEW

Step 1:

PE Reviewer logins to the e-GP system and selects procurement document from the list of My Pending Task

v

Step 2:

The user then views list of pending Procurement Document under Section PROCUREMENT DOCUMENT and clicks on desired

Procurement Document

v

Step 3:

The user then reviews all the filled data in each tab and select the action as required

Step 4:
Reviewer select the action send for approval and send it for approval to PE chief

Step 1:

PE Reviewer logs into the e-GP system, views Bid Document and clicks on Bid Document link.
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Fig. Bid Document Review: Step 1
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Step 2:

By clicking on the Link as mentioned above the following page appears where user clicks on Action icon of

desired procurement line item.
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Step 3:

User reviews the Standard Bidding Document send by PE creator.

EDS EEQ) Technlcal Requirement BOG LT Summany

ereral inbo - Creats

Fields marked with (") are mandatony

Bid Information

Bickcfieng Froc eclire - Pre Crialication Hal Nesded - Bitfdling Document of :
Fliig Type.: *Open  Restrictve

Bid Schedale

Bad Documeni Publication Date J8-10-2014°00-00 '|

Pre-Sil Mecding * Vaz & g

La=i Date for Bid Submissma * = 18-11-2014 11-73 [m

B Subnatssion Address ® o

B&d Opening Date * 2

B Cpaning Address

| same as office address

Depariment of quality assurance
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Kathmandu, Kathmandu

Fiepad
1812014 1133

e

|.||
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Step 4:
After reviewing the document, user sends the document to approver from summary tab by clicking on Submit
Button.
Bikding Procedare - Fre Cualfication Mok Neadsd Bikiing Tyse : Cpen
Comtant Desils
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Kltrogs - Golumak-B By siset Paas
lekphone PELIRE Faceimie Numbsr ; 513551
Electroni: Mad Al betien 5 hress hases opl com ap
Biid Schadule Detils
Bl Diocumint Pulvafion Dafs ; JE-{8- 205 4000 Pre-Bid Menafing - 2962015 5H
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Fig. Bid Document Review: Step 4

ESC Limited
=4 Private Limited
ENTERPRISE SOLUTIONS REDEFINED

66 |Page



Training Manual: National e-Government Procurement System

Bid Document Preparation: Approval

Steps:

PROCUREMENT DOCUMENT PREPARATION

3. APPROVAL

Step 1
PE Approver / PE Chief logs in the e-GP system and finds forwarded procurement document under the section

MY PENDING TASKS as PROCUREMENT DOCUMENT

v

Step 2:

PE chief then sees list of pending Procurement Document under Section PROCUREMENT DOCUMENT, and clicks on desired

Procurement Document.

v

Step 3:

The user then clicks on the view action button, reviews all the filled in data in each tab and performs an action as required

Step 4:
Approver select the action Approves it so that the document gets published in the given date and time automatically
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Step 1:

PE Approver logs into the system and views Bid Document to be approved and clicks on Bid Document link.
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Fig. Bid Document Approval: Step 1
Step 2:

By clicking on the Link as mentioned above the following page appears where user clicks on Action icon of
desired procurement line item.
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Fig. Bid Document Approval: Step 2
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Step 3:

User reviews the SBD and approves from summary tab by Choosing Approve action for Select Action dropdown
and Clicking on Submit Button.
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Fig. Bid Document Approval: Step 3
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Step 4:

User reviews the Standard Bidding Document and approves from summary tab by Choosing Approve action for
“Select Action” dropdown and Clicking on “Submit” Button.
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Fig. Bid Document Approval: Step 4

Conclusively, a Bid Document is successfully created in the e-GP system. Thereafter, bidders can submit their
bid response into the system after publication of the bid.

Bid Document Preparation:

Modification:

PE users (reviewer, approver) has the privilege to send Bid Document for modification. Upon sending the

document for modification, the PE creator who created the document receives it in his dashboard to carry out
required modifications.

Rejection:

PE approver has the provision of rejecting a Bid Document sent to his dashboard. On rejection of Bid Document
by the approver, the procurement is cancelled and a record is saved in the system with ‘rejected’ status.
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Module: Bid Addendum

Business Flow Diagram

BID ADDENDUM

4B 2

]
n Hp
-
I
B ——
. PE creator initiates Reviewer reviews the . Bid addendum
;’f crza;or vt|5|ts Bid Addendum Bid addendum and Approver views and is published
e eGP system ; ;
Y creation, makes required sends to approver approves automatically

changes in SBD and the Bid Addendum. once approved

sends for review.

PE creator logs into the e-GP system (www.bolpatra.gov.np), selects the Bid Document, makes the required
changes in SBD’s and sends for review followed by Approval cycle. Once the bid addendum is approved by the

PE chief, it is automatically published in the e-GP system.
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Steps
Bid Addendum
Step:1
PE creator logs into the system.
Step:2
Creator navigates to Bid Addendum through Procurement
Preparation->Bid Addendum->Create
Step:3
Creator search for the procurement document whose bid addendum is to
be done and clicks on the action tab.
Step:4
Creator makes the required changes in the SBD’s of that procurement
document and sends for review.
Step:5
Reviewer logs into the system finds the pending request of Bid Addendum.
Step:6
Reviewer reviews the Bid Addendum and sends for Approval.
Step:7
Approver logs into the system finds the pending request
of the Bid Addendum.
Step:7
Approver reviews the Bid Addendum and Approves it.
— e C——]
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PE creator logs into the e-GP system (www.bolpatra.gov.np).
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Fig: Bid Addendum fig 1

To create Bid Addendum, PE creator navigates to Procurement Preparation->Bid Addendum->Create.
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Step 3

Creator clicks on the Action tab of the Bid Documentwho’s Bid Addendum is to be done.
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Bid Addendum fig 3
Step 4

Creator makes the required change in the SBD’s and sends for review process.
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Fig:
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Step 5

Reviewer logs into the e-GP system (www.bolpatra.gov.np), finds the pending request of Bid Addendum review.

MY PENDING TASKS RECENT TAEKS

[l ea = & L s (=T 1108 0 E e e Pl e

My Recent Tasks i."

My Task History Eﬂ BID ADDENGUM

30 ACFEHDUY e

Fig: Bid Addendum fig 5
Step 6

Reviewer reviews the requested Bid Addendum review and sends it for Approval.

e mem e C—1
E2E private Limited

ENTERPRISE SOLUTIONS REDEFINED 76 |Page



http://www.bolpatra.gov.np/

Government of Nepal

it sl e

A [wisin

wiwhi s e el FOeciduEl

Training Manual: National e-Government Procurement System

AONEIEED SRETE
B AP0 EET

Bk oTa | Sreee ! Pooedn n
o -

Conwiiies Famiilasg

FLW¥FPEMPAORL :
Proc aramini Coispmay T
g Prox pdurs -
g ynn o

ELL L] Eoty

lveesd b HO% F

(TR TP

b PR N] W T

Liwrparal Liwim®s

TGOS IATATS

=] L]

e Dol caaon bl Fonsdel
2 A0 O

e 8 B

B Sekwd ke IH B e

S R

Figea s Suopis o bagrs Eragy i
Frocuny ma e o il

Dk g Fypa © Jean

Erwrymed CeplSn L

- ey [m - 0T RN

AL, Additiond fsceras m

FEAEE TR M
e, | M
Ao 1 el g

il C i

0 i) g b

ETRS o5 TR

Eapgip of Hghi &

Pro Gl ol i B

B i W s P ek KiE

i) Tp w1

NENwiptd Falia | 8 e as s

e i o 0 R

il gy o
il i i aEs R T L

I TN TR TR

B S i [Pkl

2 i [ e Fulds mion (s G- 5 B O Prefilfe=uyg

e [l o S dirn e = R ] ] i Dym i Orm HENEI

Pl Dy g Cormpvams

Ky e ¢l i

Bl & éceailas

R Spaning Corapresa ne

==
bis

L

A G ke

# b TR

Cormruumn

R T A T

Step 7

o i Fond s EAITE

o

& oo hoi G el o [FRCH

L R T e 1Y
i
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Fig:

Approver logs into the e-GP system (www.bolpatra.gov.np), reviews the Bid Addendum and approves it.
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Fig: Bid Addendum fig 7

Thereafter, the bid addendum can be viewed by the bidders from the e-GP system.
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Module: Bidder Registration

Business Flow Diagram

Company S
already No———
registered
Personal Detail along with Super User Bidder
Bidder Organization detail is filled and user Bidder
Bidder visits e-GP system s is registered Superuser visits e-GP system Registered in -
(https://www.bolpatra.gov.np) for (https://www.bolpatra.gov.np) for €-GP system
Bidder Registration Bidder Approval and Verification

Personal Detail is
only filled and the
user is registered

To initiate the registration process, bidder visits the e-GP System (www.bolpatra.gov.np) and fills in
the personal and organizational detail. The registration request is verified and approved by super
user. Once approved the bidder account will be activated and bidder can successfully logs into the e-
GP system.
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Registration Steps

Bidder Registration

Step 1:
User clicks on ‘Register New User’ from home
screen and selects Firm

v

Step 2:
User then submits the firm details for
registration

\ 4
Step 3:
An email is sent to user with a link for
activating registered account

\ 4

Step 4:
Upon clicking the activation link, the
registered account is set for approval from
superuser

v

Step 5:
Superuser verifies the applicant details and
approves/rejects the registered firm
account

End

Step 1:

To initialize this process the user selects Register New User and then selects the radio button Firm on the
Home Page of National e-GP system.
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Fig: Bidder Registration Step 1
Step 2:

The user is directed to a page where three forms have to be filled regarding the registration details. The
userneedtoenter organization detail, personal detail and document detail including
ausernameandpasswordwhichwillbeusedforfutureloginandallsupportingdocumentsregardingtheorganization
needs to beuploaded.

The three forms that needs to be filled are mentioned below:

1. Organization Details
2. Personal Details
3. Document Details

Step 2A: Organization Details basically includes compaay registration information, type of organization,
VAT/PAN information, Office address and contact details.
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Fig: Bidder Registration Step 2A: Organization Details

The fields marked with (*) are mandatory to be filled. After entering the necessary details the user will have
to click on Next at the bottom of the page to navigate to personal detail page.

Step 2B: Personal details basically includes personal information of user trying to register with his/her
name, contact detail, email address, username for future login, password and secret question answer.
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Fig: Bidder Registration Step 2B: Personal Details

The fields marked with (*) are mandatory to be filled. After entering the necessary details the user will have

to click on Next at the bottom of the page to navigate to document detail page.
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Step 2C: Document Detail contains company registration and PAN/VAT registration certificate to be
uploaded.
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Fig: Bidder Registration Step 2C: Document Details

User clicks the Browse button to upload required documents for completing the bidder registration
process. All files to be uploaded should be in the pdf format and the size of the attachment should not be
greater than 5 MB in size. If file is other than pdf format the system will generate the error message.

Then finally the user should click on Register to complete the registration process.
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Fig: Bidder Registration Step 3: User Successfully Registered acknowledgement

After pressing register button in document detail page, an e- mail is sent to the registered user’s e-mail id
with an activation link. The user has to login into their e-mail account to retrieve that e-mail.

Step 4:
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Fig: Bidder Registration Step 4: Activation Link received at email

User will click on that activation link. This will confirm that the e-mail id provided by user with e-GP

system is valid.

Step 5:
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- Government of Mepal
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Fig: Bidder Registration Step 5: User Successfully Verified

Upon Clicking on highlighted link, the system Navigates to the Home Page and the approval task will be
allocated to the Super User in super user pending task list. Upon approval from the Super User the user
will receive the e-mail containing the massage of Successful registration including Bolpatra ID.
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Fig: Bidder Registration: User Approved Successfully

Bidder can then successfully log in to the system with username and password.
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Module: Bidder Profile Management

Business Flow Diagram

BIDDER PROFILE UPDATE

@ f}i’ .

[ |
=y
The user saves
the changes

The user views
i i . The user makes necessar
Bidder logs into e-GP his/her profile y

system update in his/her profile

Bidder logins to the e-GP system and opens his/her profile. The user will then make necessary update in details.
Finally, after making the desired changes, the user saves them.
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Bidder Profile Update

Step 1:
User clicks on ‘My profile’ from home screen

A 4

Step 2A:
User updates Organization details and clicks
‘Save’

\ 4

Step 2B:
User updates Personnel details and clicks
‘Save’

\ 4

Step 2C:
User updates Financial details and clicks ‘Save’

\ 4

Step 2D:
User updates Contract details and clicks ‘Save’

\ 4

Step 2E:
User updates Litigation details and clicks ‘Save’

4

Step 2F:
User uploads supporting document details and
clicks ‘Save & Exit’

End

= —1
E3ZE. private Limited
ENTERPRISE SOLUTIONS REDEFINED 88|Page




Training Manual: National e-Government Procurement System

Step 1

Bidder logs into the e-GP system and selects ‘My profile’.
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Fig. Bidder profile update: Step 1
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Step 2A

The user then updates organizational details and clicks on ‘Save’
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Fig. Bidder profile update: Step 2A

- ==
E2E private Limited
ENTERPRISE SOLUTIONS REDEFINED

90 |Page



Training Manual: National e-Government Procurement System

Step 2B
Thereafter, the user updates personnel details of organization if necessary.
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Fig. Bidder profile update: Step 2B
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Step 2C

The user then updates the financial details and clicks ‘Save’
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Fig. Bidder profile update: Step 2C
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Step 2D

Henceforth, the user updates contract details including Bolpatra and Non-Bolpatra contracts.
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Fig. Bidder profile update: Step 2D
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Step 2E

The user then enters litigations if any and clicks on ‘Save’
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Fig. Bidder profile update: Step 2E
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Step 2F

Finally, the user uploads documents such as Registration certificate, Tax registration certificate, etc. and clicks
‘Save & Exit’
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Fig. Bidder profile update: Step 2F

In this way, a bidder can update his/her user profile in e-GP system.
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Module: Bid Response Submission

Business Flow Diagram

BID RESPONSE SUBMISSION

N — ° ()
—_— > | > >

Bidder/Supplier

Bidder/Supplier Bidder/Supplier pays Bidder/Suppler fillsin  Bidder/Supplier Bidder/Suppler submits

visits e-GP insteelf:sttsetdhsid bid related fee for ~ the detailsforbid  receives OTP in the bid response
system ] desired bid in bank response and email validated with OTP
to bid on requests OTP

Registered Bidder/Supplier logs into the e-GP system (www.bolpatra.gov.np). The user selects the interested
bid, pays bid related fee and submits the bid response validated with OTP.
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Steps

Bid Response Submission

Step:1

Registered Bidder/Supplier logs into the e-GP system.

v

Step:2

Bidders/Suppliers are able to view the published opportunity with number of days remaining

for bidding, select action button of desired bid.

v

Step:3

The User fills the General Info tab and clicks on Save and Next button.

v

Step:4

The User uploads letter of bid in Bid Letter section and clicks on Save and Next button.

v

Step:5

The User fills the Technical Details tab by uploading mandatory fields and clicks on Save and

Next button.

v

Step:6

The User fills the Financial Situation tab and clicks on Save and Next button.

v

Step:7

The User fills the BOQ tab and clicks on Save and Next button.

(Note: BOQ tab is represented as Schedule of Requirement tab in case of GOODS procurement)

v

Step:8

The User fills the Price Adjustment tab and clicks on Save and Next button.

v

Step:9

The User clicks on Procurement Execution -> Fee/Security -> Process for payment of bid related

fees.

v

Step:10

The User search and selects the action button of respective bid for payment.

v

e = e C——
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v

Step:11

The User pays the bid related fee i.e. Bid doc fee and Bid Security and clicks on submit button.

v

Step:12

The User navigates to his/her own dashboard by clicking the Home menu button and clicks on

view button of In Progress Bid.

v

Step:13

The User clicks on Save and Next button of Fee & Securities tab.

v

Step:14

The User fills the Works Requirement tab by uploading mandatory fields and clicks on Save and

Next button. Note that this tabs lacks incase of GOODS procurement category.

v

Step:15

The User fills the Documents tab by uploading Additional Document and clicks on Save and Next

button.

v

Step:16

The User clicks on Generate OTP of Summary tab.

v

Step:17

A system generated mail is triggered to the user regarding the OTP.

v

Step:18

The User fills the received OTP and clicks on Validate button.

v

Step:19

The User clicks on Submit Bid button of Summary tab.
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Step 1
Registered Bidder/Supplier logs into the e-GP system.
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Fig: Bid response submission fig 1
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Step 2

Bidder/Suppler are able to view the published opportunity with number of days remain for bidding, selects the
Action button of desired bid.
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Step 3

The user fills in the General Info tab and clicks on Save and Next Button.
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Fig: Bid Response Submission fig 3
Step 4

The user uploads the Letter of bid and clicks on Save and Next button.
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Fig: Bid response submission fig 4

Step 5

The user uploads the mandatory fields of Technical details tab and clicks on Save and Next button.
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Fig: Bid response submission fig 5
Step 6

The user fills in the Financial Situation tab and clicks on Save and Next button.
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Fig: Bid response submission fig 6

Step 7

The user fills in the BOQ tab and clicks on Save Item button. Please note that there is Schedule of Requirement
tab instead of this BOQ tab in GOODS procurement category.

- C—1
EZE private Limited

ENTERFRISE SOLUTIONS REDEFINED

103 | Page



Training Manual: National e-Government Procurement System

Gueril bk Sdlie  Techeid Deeds Frseld Shaalion E Peica Agjaunard. oo & Seoisidio

Hitl (4 Camriey

o That sdar can s W1 ERE dela iy megarSng dha BOCLSRES Rowa. i a2 e 6 pige o (69 ik i ielanc) Bt 1 E caol s ol bcocel L0 Wy by ] ol Tl Cooariaini) e B | ! o W i il
#id ppe | foovplesded B pog nelacl Tk E'r11" Thmexisr Feompn il @ o Fener ey deisls x ibs poe fls e e e e
+ T gy il by B opingd e fils b i Fe apstem by peteciing Lnperd oad @l His ree ecdin v ovesd e il oot et in e B OOALGRES bie nidie page

Rt Dl Lkl Bl Al P |
Pricem-ul Sar SO B E ;
Suak- Teind 1 il
| | I | e 18 e AL O R
[ omnecior e SCEE0ENE - S pe gl eork 808 TN X Fmar T Fire B amims ard 2o
| Fow Eapem Dy
1
Sk Toied i hea
| b fes i o e v
o P it RO - Vi M e o i Pl
Fout Tt Forw St ard Sky
o N e ] D00 i iy i
Sub- el 3 Exnd
S W 15 L £ ) W
- B - Bty 5 y
firoriiten cmr £540 s ey i : i Thoad Foe Bimles id Sak
F "o Fapsm Ok
Ok Tpiw £ =]
dab Tkl 1084 §adf Ll
Prowrers | S (]
WO r—
e Tyt T

PR OF Coardirp Templuie

et g e Proo e ey Chogws Fils | Mo fle o m

Fig: Bid response submission fig 7
Step 8

The user fills the Price Adjustment tab and clicks on Save and Next button.
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Fig: Bid response submission fig 8

Step o

The user clicks on Procurement Execution -> Fee/Security -> Process and to pay bid related fees.
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Step 10

The user clicks on Action button of respective bid whose bid response submission is initiated.
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Fig: Bid Response Submission fig 10
Step 11

The user pays bid related fees and clicks on Submit button.
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Step 12

The user navigates to dashboard by clicking on Home menu tab and clicks on the view button of respective bid
from “In Progress Bids” tab.
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Fig: Bid response submission fig 12
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Step 13

The user finds the pending fee amount paid and clicks on Save and next button.
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Step 14

The user fills in the Works Requirement tab by uploading mandatory fields and clicks on Save and Next button.
Please note that this tab lacks in case of GOODS procurement category.
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Step 15

The user fills in Additional Document by uploading additional documents and clicks on Save and Next button.
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Fig: Bid response submission fig 15
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Step 16

The user clicks on Generate OTP tab to receive one time password in his/her mailing id.
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Fig: Bid response submission fig 16

Step 17

A system generated mail regarding OTP is received by the user.

gepronadmin@gepsan
Sicdpatra OTP
T« buarna . ko Peacplomm.rs
Hello Ske Kc,
Yo (hine Timns Pasawood e 4787735 valid vl 2T-08-2015 1608 | applicabls for o singls wse ooy
Please do not dhare this OTP to apvone for sscormy ressons and Bolpatra shall ot repponsible for any
muizase

L1y case mulrrple OFTP lsas been generuted, please use the laresr ooe

Please note that this 15 a system genermated mal. Do not respond o this ool If yvou have any guery, please
contnciPPRA0

Warm regards,
Bolpatra Admm Teamn

Fig: Bid Response Submission fig 17
Step 18

The user fills the OTP received in mail and clicks on the Validate button.
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Step 19
The user clicks on Submit Bid button to submit the bid.
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Fig: Bid response submission fig 19

In this way, following these steps bid submission is done successfully.
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Module: Bid Opening

Business Flow Diagram

BID OPENING
— | — iﬁ —
Th . The Bid Opening . .
Members of Bid Opening The committee selects 'he committee Record(MUCHULKA) The Bid Open!ng
committee logs into the a desired Bid for Bid views the online is downloaded, signed Proceeding is
e-GP system. Opening Proceeding. bids and adds and uploaded to the completed
offline bids (if any) e-GP system

The Bid Opening Committee selects assigned procurement from the e-GP system. The committee views the submitted
online bids and adds any submitted offline bids. Thereafter, a Bid Opening Record (MUCHULKA) is downloaded,
signed and uploaded into the e-GP system. The committee completes the Bid Opening Proceeding.
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Bid Opening

Step:1
A bid opening committee member logs into e-GP

system

v

Step:2

The user clicks Procurement Execution -> Bid Opening

v

Step:3

The user then selects the desired procurement

v

Step:4

The members of Bid Opening Committee enters their credentials and

proceed

Step:5

The committee members views the online bids and download the bid

responses of each bidder.

v

Step:6

The committee member enters Discount and Methodology and Remarks of

each bidder and fills up offline bid(if any).

Step:7

A Bid Opening Record(MUCHULKA) is downloaded from the e-GP system.

v

Step:8

The signed copy of Bid Opening Record (MUCHULKA) is uploaded into the

e-GP system

v

Step:9

Bid Opening Proceeding is completed after successful upload of signed

copy of Bid Opening Record (MUCHULKA).

Step 1

A member of Bid Opening Committee logs into the e-GP system.
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Fig. Bid Opening: Step 1
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Step 2

The user selects Procurement Execution -> Bid Opening as follows:
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Fig. Bid Opening: Step 2
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Step 3

User then searches and selects a desired procurement:
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Fig. Bid Opening: Step 3
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Step 4

Thereafter, the members of the Bid Opening committee enter their credentials:
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Fig. Bid Opening: Step 4
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The members sees the online bids, download the submitted and modified bid responses of each bidder.
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Step 6

The committee member enters Discount and Methodology and Remarks of each bidder and fills up offline bid

(if any).

Government of Nepal
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Step 7

A Bid Opening Record (MUCHULKA) is downloaded by the committee members, which contains withdrawn
bids, modified bids, online bids and offline bids. It is then printed and signed by all the committee members
and bidders present in Bid Opening.
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Fig. Bid Opening: Step 7
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Step 8

A signed copy of Bid Opening Record (MUCHULKA) is uploaded into the system.
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Fig. Bid Opening: Step 8
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Step 9

After the signed Bid Opening Record (MUCHULKA) is uploaded into the system, the Bid Opening Proceeding is
completed.
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Fig. Bid Opening: Step 9

The submitted bid opening detail appears on PE Chief’s dashboard under “My Pending Tasks” as “Bid
Opening”. PE Chief then views the bid opening details and assigns PE users to fill the offline bid data. The
assigned PE User fills the offline bid data and after completion sends back the bid detail to the PE Chief. Then
PE Chief then views the bid detail and assigns Bid Evaluation Committee and sends for evaluation.
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Module: Bid Evaluation

Business Flow Diagram

BID EVALUATION

v
v
v

Bid Evaluation Bid Evaluation committee :
Committee members s : .
committee member logs members downloads the checks the compliance The most qualified bidder is
into the e-GP system submitted bids successfully evaluated

of submitted bids

The Bid Evaluation Committee selects assigned procurement from the e-GP system. The Committee member
downloads all the submitted bid responses. After that, the examination of the bid responses are tested by the
Committee members. Finally the substantially responsive lowest quoted bidder gets selected.
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Bid Evaluation

Step:1
Bid Evaluation committee member logs into the e-GP system and selects Bid Evaluation from

my pending task .

Step:2

Committee member then clicks on the Evaluate button of the selected Procurement title.

v

Step:3

Any two members and chairman of the Bid Evaluation Committee logs into the system.

v

Step:4

The Committee downloads the Bid responses submitted by the Bidders.

v

Step:5

The Committee evaluates the test of Legality of all Bidder and clicks on save and next.

v

Step:6

The Committee evaluates the test of completeness of all Bidder and clicks on save and next.

v

Step:7

The Committee evaluates the technical test of all Bidder and clicks on save and next

v

Step:8

The Committee evaluates the commercial of all Bidder and clicks on save and next.

v

Step:9

The Committee adds percentage discount(if any) given by the bidders and clicks on

Evaluation Ranking button.

Step:10

The top most Bidder gets qualified and it is seen in Qualification test.

v

Step:11

The Committee adds the criteria and Comments(if any) and clicks on Generate Final Report,

downloads it under Special test.

Step:12

The Committee uploads signed Evaluation Report and sends to PE Chief for approval.

_ == | S——
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Step 1

A member of Bid Evaluation Committee logs into the e-GP system and clicks on my pending task -> Bid
Evaluation.
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Fig. Bid Evaluation: Step 1
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Step 2

The user clicks the Evaluate Button of the selected bid title.
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Fig. Bid Evaluation: Step 2
Step 3

Any three Evaluation Committee members including the chairman type their credentials and logs into the
system.
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Fig. Bid Evaluation: Step 3
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Step 4

The Committee downloads and views bid responses submitted by the bidders.
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Step 5

The Committee evaluates the test of Legality of each bidder by clicking on respective bidder and clicks on save
and next button.
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Fig. Bid Evaluation: Step 5
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Step 6

The Committee evaluates the Test of Completeness of the bidders.

Government of Nepal
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Step 7

The Committee evaluates the Technical Test of each bidder and generates a comparative charts of the bidders
by clicking on “Generate Comparative Chart”. An excel sheet is generated which user can download and view.

Wi ; o fermg

Hoe Pracorenent Frepareieg Prefasmes e [OEmiesF OTHIE TEprs

Lerekuy
S Fviebon Bel Doy
Hobca i ehoa Tarsrnchniiods 1 Procasset (akegary rdg
Proery T Camrwchmn ol B 5 bomsa oo slerae and dsmbaion o miss: Procyerset boticd Wk
(g g M Dl

[ipering IO Downlcesd Kol X

i o skt

f.i'rn‘i:lair Imrllln'r[l-mfw Tnchaical Tesi

B Liei

e (I Fichleqs

ACAR

1 pemilmdFe Fed * Fdl
1 e Difraend Caprie Faas " Fal
I Pz ® Fd
5 Syt ey Fad Rl

s oo [ B

14
R

m Concel Praceading

Fig. Bid Evaluation: Step 7
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Step 8

The Committee evaluates the Commercial of each bidder and clicks on Save and Next button.
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Step 9

The Committee adds percentage discount (if any) given by the bidders, clicks on Evaluation Ranking button and
eventually clicks on Save and Next button.
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Step 10

The top most Bidders get qualified and it is seen in Qualification test and the user then clicks on Save and Next
button to proceed.
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Step 11

The Committee adds the criteria and comments (if any), clicks on Generate Final Report and downloads the
Evaluation Report under Special test.
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Step 12
The Committee uploads the signed Evaluation Report and send it to PE Chief.
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Fig: Bid Evaluation: step 12

PE Chief Logs into the e-GP system finds the Evaluation Report pending on his/her dashboard and approves it
or perform necessary actions to complete the bid evaluation process.
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Module: Contract Awarding

Business Flow Diagram

Contract Awarding Module

PE Approver logs into the e-GP
system, approves the final
evaluation report and completes
the Evaluation process.

A mail is triggered
to the winning
bidder/supplier via
e-GP system.

o

e

A system generated mail is
sent to all the participating
bidders/suppliers.

PE Approver uploads LOI into
the e-GP system

PE Approver uploads LOA
into the e-GP system

A

A system generated mail is
sent to the winning bidder/
supplier.

Contract -
Document /

After successful verification of
the Performance guarantee of
winning  bidder/supplier, PE

A system generated mail is
sent to the winning bidder/
supplier.

Approver uploads the Contract
Document.

PE Approver logs into the e-GP system and approves the final Evaluation Report. Thereafter, LOI is uploaded into the
system after which an email is sent to the winning bidder along with other participating bidder. After expiry of bid
protest deadline, PE Approver uploads LOA in the system and email is sent to the winning bidder by the system.
Finally, PE Approver uploads contract document after ensuring verified PG through bank, hence completing the
contract awarding process.
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Contract Awarding

Step 1

Step:1

PE Approver logs into the e-GP system, finds evaluation report pending in my pending task.

v

Step:2

PE Approver approves the final report and completes the Evaluation process.

v

Step:3
PE Approver navigates to Contract Awarding Process via Procurement Execution in his

dashboard.

v

Step:4

PE approver selects the action button of respective bid line itemt whose contract awarding

process is to be initiated.

Step:5

PE Approver uploads the LOI via upload document and submits it.

v

Step:6
A system generated mail is triggered to the winning bidder/supplier and copy of that mail is

also sent to the participating bidder/supplier of that procurement..

Step:7

PE Approver uploads the LOA document via upload document and submits it.

v

Step:8

A system generated mail is triggered to the winning bidder/supplier.

v

Step:9
Before uploading the Contract document, the performance guarantee needs to be verified
by the bank maker and checker, after that successful verification PE Approver uploads the

Contract Document and submits it.

v

Step:10

A system generated mail is triggered to the winning bidder/supplier.

PE approver logs into the e-GP system, clicks on Evaluation Report from Category of Pending Task.
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Government of Nepal
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Fig. Contract Awarding: Step 1

Step 2

The user approves the respective bid and completes the Evaluation process.
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Fig. Contract Awarding: Step 2

Step 3

The user navigates to Contract Awarding Process via Procurement Execution from his dashboard.
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Fig. Contract Awarding: Step 3

Step 4
The User selects the action button of the respective bid line item whose Contract Awarding process is to be

initiated.
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Fig. Contract Awarding: Step 4

- C—"
E2E private Limited
ENTERPRISE SOLUTIONS REDEFINED 142 |Page




Training Manual: National e-Government Procurement System

Step 5

The User uploads the LOI document and submits it.
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Fig. Contract Awarding: Step 5

Step 6

A system generated mail is triggered to the awarded bidder/supplier and copy of that mail is set to all
participating bidders/supplier.

Bolpatra LOI Document Issued
gepsonadmin@gepson.gov.np

To subarna.kc@cscpl.com.np
CC subarna.kc@cscpl.com.np; sanju.poudel@cscpl.com.np; sandeep.dhungana@cscpl. com. np

| Message | TH|LOI-LOA-Contract-Document.pdf (31 KE)

Hello Sk,

This is to inform wou that TOT for skenotice(001 - Reconstruction of Skc college at
Bhaktapur. has been uploaded in the system. Please review it and respond us back within 15
davs.

DPlease note that this is a system generated mail. Do not respond to this mail.

Fegards,
Approver Latest Bhaktapur

Fig. Contract Awarding: Step 6
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Step 7

After the successful issuance of LOI document, PE Approver uploads the LOA document in the system.
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Fig. Contract Awarding: Step 7

Step 8

A system generated mail is triggered to the winning bidder.

Bolpatra LOA Issued

gepsonadmin@gepson.gov.np
Sent: Fri 612/2015 1:32 PM
To subarna.kc@cscpl.com.np

| Message | TLLOI-LOA-Contract-Document.pdf (81 KE)

Hello Skc .

This is to inform vou that LOA for skcnotice0001 - Reconstruction of Sk college at
Bhaktapur. has been uploaded in the svstem.

Please note that this is a svstem generated mail. Do not respond to this mail.

Fegards,
Approver Latest Bhaktapur

Fig. Contract Awarding: Step 8

Step 9
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The verification from the Bank’s Maker and Checker regarding the Performance guarantee is required before
uploading the Contract Document, after the successful verification of the Performance guarantee PE Approver
uploads the Contract Document to the system and contract signing can be done.
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Fig. Contract Awarding: Step 9
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Step 10
A system generated mail is triggered to the winning bidder.

Thu 5/14/2015 2:07 PM
gepsonadmin@gepson.gov.np
Bolpatra CONTRACT |ssued

To sandeep.dhungana@cscpl.com.np

ﬂ You forwarded this message on 6/13/2015 5:28 AM,

Message '@Contract Document.pdf (85 KB)

Hello

This 1z to inform vou that CONTRACT for NEPAL /LDSA /002 - has been uploaded in the system.
Please note that this is a svstem generated mail. Do not respond to this mail.

Regards,

Image Approver

Fig. Contract Awarding: Step 10

In this way, Contract Awarding process ends with the successful upload of the Contract Document. By the time
PE Approver uploads LOA and Contract Document, an auto generated mail is sent to the winning
bidder/supplier.
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Module: Contract Management

Business Flow Diagram

Contract Management

@D -G —

PE chief logs into the e-

GP system and assign

project coordinator for
any signed contract

PE chief forward the Contractor logs into

Accountant process the payment. Performa invoice to Zr?;vee(:tclioti;:f;o;ir:;:evxs stir::ZI the e-GP system and
Accountant for pay q & phy claims the bill payment as

. progress and forward to PE chief for .
payment processing. . per work completion.
payment processing.

\
¢

PE chief confirms The Project coordinator updates
the acceptance work schedule, tracks the physical
progress claimed by the contractor.

Project coordinator logs into the
system and approves the request.

PE chief logs into the e-GP system and assigns the project coordinator for any signed contract. Project coordinator
approves the request and send it to PE chief for final approval. Thereafter PE chief confirms the acceptance. Project
coordinator updates work schedule, tracks the physical progress claimed by contractor, process the payment requested
by the contractor and request PE chief to process the payment after reviewing the physical progress. After that PE chief
forwards the Performa invoice to Accountant for further processing. Finally accountant process the payment.
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Contract Management

Step:1
PE chief logs into e-GP system and navigates to Procurement Execution -> Project

Management -> Create.

Step:2
The User search and selects “OK” button of initiated contract.

Step:3

The User selects the Project Coordinator for this Contract, set the DLP start and End date and

clicks on Submit button.

v

Step:4

A system generated mail is sent to the Project Coordinator.

v

Step:5

Project Coordinator logs into the system and clicks on Project details Approve from category of

pending task.

v

Step:6

The User selects the action button of the initiated contract.

v

Step:7

The User verifies the contract and send it to PE chief.

v

Step:8

PE chief logs into the system and clicks on Project details Approve from category of pending

task.

Step:9

The User selects the action button of the initiated contract.

v

Step:10

The User verifies the contract and approves it
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Step:11
After an email notification winning bidder logs into the system and navigates to Procurement

Execution -> Contract Management -> Payment Management -> Bill -> Create.

v

Step:12

The User search for the respective contract and clicks on it’s Action button.

v

Step:13

The User initiates the Mobilization Advance payment with verified APG, and clicks on Submit

button.

v

Step:14

Project coordinator logs into the system and clicks on “Bill Approval Request” from category of

pending task.

v

Step:15

The User selects the Action button of initiated Bill Approval Request.

v

Step:16

The User verifies it and send it to PE chief.

v

Step:17

PE chief logs into the system and clicks on “Bill Approval Request” from category of pending

task.

v

Step:18

The User selects the Action button of initiated Bill Approval Request.

v

Step:19

The User verifies it and clicks on Certify button.

v

Step:20

The Mobilization Advance payment is now processed to the Accountant, Accountant logs into
the system and navigates to Procurement Execution -> Contract Management -> Payment

Management -> Bill -> Process

v
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v

Step:21

Accountant fills the Contract number and clicks on search button.

v

Step:22

The User clicks on the Action button of claimed Advance payment.

v

Step:23

The user adds the Payment release date and clicks on submit button.

v

Step:24

Project coordinator needs to keep update on works completion of the contract hence the user
logs into the system and navigates to Project Execution -> Contract Management -> Project

Management -> view/update.

Step:25

The User clicks on the Action button of the respective contract.

v

Step:26

The User navigates to Manage Program Schedule -> Program Schedule -> Add Program

Schedule.

Step:27

The User updates Completion Percentage and clicks on Add button.

v

Step:28

Contractor claims for monthly bill payment after 30% of work is completed, the user clicks on

Add item button.

Step:29

The User fills the item BOQ as per works completed and clicks on OK button.

v
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Step:30

The User clicks on the submit button after filling the item BOQ.

v

v

Step:31
Project coordinator receives the Bill Payment Request and clicks it from Category of pending

task

v

Step:32

The user clicks on the Action button of initiated bill payment.

v

Step:33

The User verifies it and send it to PE chief.

v

Step:34

“«

PE chief logs into the system and clicks on “ Bill Payment Request “ from category pending task.

v

Step:35

The User clicks on Action button of requested Monthly payment statement.

v

Step:36

The User verifies it and clicks on Certify button.

v

Step:37

Contractor needs to uploads original invoice document for the account approval of Monthly bill
payment, hence user navigates to Procurement Execution -> Contract Management -> Payment

Management -> Bill -> Process.

v

Step:38

The User selects the Action button of Monthly bill statement.

v

Step:39

The User uploads the original invoice document and clicks on submit button.
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v

Step:40

Accountant logs into the system and navigates to Procurement Execution -> Contract

Management -> Payment Management -> Bill -> Process

v

Step:41

The User fills the Contract number and clicks on the search button.

v

Step:42

The User clicks on the Action of claimed Monthly statement bill request.

v

Step:43

The User fills the payment order date and clicks on the submit button.

v

Step:44

Project coordinator updates the work completion as in the previous steps and clicks on Add

button.

v

Step:45

Bidder/Contractor logs into the system and claim for the final bill and clicks on submit button.

v

Step:46

Project coordinator verifies the final bill payment request made by bidder and send it to PE

chief.

v

Step:47

PE chief verifies it and clicks on Certify button.

v

Step:48

Contractor uploads the original invoice document for final bill payment and clicks on the submit

button.

v

Step:49

Same as the previous procedure an accountant fills the payment order date and clicks on the

submit button to process the payment.

Step 1

PE chief logs into the system and navigates to Procurement Execution -> Contract Management -> Project
Management -> Create.
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Fig. Contract Management: Step 1
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Step 2

The user selects the respective contract and clicks on OK button.
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Fig. Contract Management: Step 2

Step 3

The User selects the Project coordinator for this contract, set up the DLP start and end date then clicks on the
submit button.
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Fig. Contract Management: Step 3
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Step 4

A system generated mail is received by the Project coordinator.
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Please LOG ON T Bolpatora system AND take necessary ACTION FROM vour dashboard.

Please pote that this [5 8 system geaeratad mail. DO NOT respond TO this mail. 1F you berre AT
QUEERY, please contact Bolpats adenin team.

Warm Begards,
Creator Mewns

Fig. Contract Management: Step 4

Step 5

Project coordinator logs into the system and clicks on Project details approve from Category of Pending Task.
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Fig. Contract Management: Step 5

Step 6
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The User clicks on the Action button of the initiated contract.
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Fig. Contract Management: Step 6
Step 7

The User reviews the contract and sends it to PE chief/Approver.
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Fig. Contract Management: Step 7
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Step 8

PE chief logs into the system and clicks on Projects details approve from category of pending task.
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Step 9

The User clicks on the Action button of initiated contract.
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Fig: Contract Management: step 9

Step 10

The User reviews the initiated contract and clicks on the Approve button.

Prfact [iatals
Confyac] Getads
L THET I il P Mg Rragea fi=
Py THe Peconarackor wmt o Swa Paioy 0Fice Kakoa 23 [ | mlrees (o= o] [oimcat
Hapa of Cosftucks =HT P Lestise] Sy 174835 13 K=
] SR i ¢ r-xis W) e o Ooenlation I8 E
P a0 |- [P Ea Do 1l [E
bare
Poggac) i aral Lt ed sk w1 G
Fig: Contract Management: step 10
- C—

E2E private Limited
ENTERPRISE SOLUTIONS REDEFINED

158 |Page



Training Manual: National e-Government Procurement System

Step 11

After receiving the system generated mail, contractor navigates to Procurement Execution -> Contract

Management -> Payment Management -> Bill -> Create.
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Step 12

The User searches for the respective contract and clicks on the Action button.
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Step 13

Training Manual: National e-Government Procurement System

The User initiates the Mobilization Advance payment bill with verified APG and clicks on submit button.
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Step 14

Project coordinator logs into the system and clicks on the bill approval request from category of pending task.
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Step 15

The User clicks on the Action button of the initiated bill approval request.
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Step 16

The User verifies the bill approval request and send it to PE chief.
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Step 17

PE chief logs into the system and clicks on the bill approval request from category of pending task.
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Step 18

The User clicks on the Action button of initiated bill approval request.
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Step 19

The User verifies it and clicks on the certify button.
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Step 20

The Mobilization advance bill payment is then processed to the accountant, accountant logs into the system
and navigates to Procurement Execution -> Contract Management -> Payment Management -> Bill -> Process.
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Step 21

The User fills in the contract number and clicks on the search button.
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Fig: Contract Management: step 21

Step 22

The User clicks on the Action button of claimed advance bill payment.
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Step 23
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The User fills the payment order date and clicks on the submit button.
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Step 24

Project coordinator needs to keep update on works completion of the contract hence the user logs in the system
and navigates to Procurement Execution -> Contract Management -> Project Management -> View/Update.
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Step 25

The User clicks on the action button of the respective contract.
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Step 26

The user navigates to Manage Program Schedule -> Program Schedule -> Add Program Schedule.
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Step 27

The User fills the works completion percentage, uploads the completion documents and clicks on the Add
button.
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Step 28

Contractor can claims for the monthly statement bill when 30% of work is completed and verified by the PE
coordinator, the user clicks on the Add Item button in order to claim.
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Step 29

The User fill in the Item BOQ as per works completed and clicks on the OK button.
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Fig. Contract Management: Step 29

Step 30

The User clicks on the submit button after adding the Item BOQ.
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Fig. Contract Management: Step 30

Step 31

Project coordinator clicks on bill approval request from category of pending task.
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Step 32

The User clicks on the Action button of initiated monthly statement bill payment.
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Step 33

The User verifies the initiated monthly statement bill payment and send it to PE chief.
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Step 34
PE chief logs into the system and clicks on bill approval request from category of pending task.
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Step 35

The User clicks on the Action button of initiated monthly statement bill.
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Step 36

The User reviews the initiated monthly statement bill and clicks on certify button.
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Fig: Contract Management: step 36

Step 37
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Contractor needs to upload original invoice document for the account approval of monthly statement bill
payment, hence the user navigates to Procurement Execution -> Contract Management -> Payment
Management -> Bill -> Process.
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Fig. Contract Management: Step 37
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Step 38

The user clicks on the Action button of initiated monthly bill statement.
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Fig. Contract Management: Step 38
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Step 39

The User uploads the original invoice document and clicks on the submit button.
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Fig. Contract Management: Step 39
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Step 40

Accountant logs into the system and navigates to Procurement Execution -> Contract Management -> Payment
Management -> Bill -> Process.
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Step 41

The User fills in the contract number and clicks on the submit button.
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Step 42

The User selects the Action button of claimed monthly statement bill.
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Step 43

The User fills the payment order date and clicks on the submit button.
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Fig. Contract Management: Step 43
Step 44

Project coordinator updates the work completion as in the previous steps and clicks on Add button.
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Step 45

Contractor logs into the system same as in previous steps, claims for the final bill and clicks on the submit
button.
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Fig: Contract Management: step 45
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Step 46

Project coordinator verifies the final bill initiated by bidder and send it to PE chief.
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Fig: Contract Management: step 46

Step 47

PE chief verifies the final bill and clicks on the certify button.
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Government of Nepal
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Step 48

Contractor uploads the original invoice document for the final bill payment and clicks on the submit button.
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Fig: Contract Management: step 48

Step 49
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Accountant fills the payment order date and clicks on the submit button to make final bill payment same as
previous step made by the accountant.
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Fig. Contract Management: Step 49

Contract Management process ends with the completion of works and release of payment to the contractor.
After that DLP or warranty period starts based on terms specified in contract document.

== e C—"
E2E private Limited
ENTERPRISE SOLUTIONS REDEFINED 195 |Page




Training Manual: National e-Government Procurement System

Module: Complaint Management

Business Flow Diagram

Complaint Management

B, W .

A system generated

Aggrieved bidder lodges PE creator suspends the A system generated
the complaint against mail regarding the PE creator logs into the contract awarding mail is sent to the
the evaluation complaint lodge by the e-GP system and views process till another bidder regarding the

decision made by PE. aggrieved bidder is sent the lodged complaint. decision is made. lodged complaint.
to the PE creator.

After LOI is issued by PE during contract awarding process, an aggrieved bidder can lodge complaint to PE
within 7 days of LOI Issuance. Thereafter, PE creator receives a system generated mail notifying the lodged
complaint in e-GP system by Aggrieved Bidder. PE creator then views the complaint and decides whether to
reject the complaint or suspends the further contract awarding process.
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Steps
Complaint Management
Step:1
Aggrieved Bidder clicks on Procurement Execution ->
Complaint Management -> Complaint Lodge -> Create
Step:2
The user selects the contract to lodge the complaint.
Step:3
The user then raise complaint against evaluation decision to PE.
Step:4
The user fills the Application Letter, uploads the supporting documents and
clicks on submit button.
Step:5
A system generated mail regarding the complaint is sent to the PE creator.
Step:6
PE creator logs into the e-GP system and navigates to Procurement
Execution -> Complaint Management -> Complaint Lodge -> View.
Step:7
The user selects the action button of lodged complaint.
Step:8
The user reviews the lodged complaint and suspend the contract awarding
process till another decision is made.
Step:9
A system generated mail regarding the suspend of contract awarding
process is sent to the aggrieved bidder.
Step:10
Aggrieved bidder logs into the system and views the response of PE on
lodged complaint.
Step 1

Aggrieved bidder logs into the e-GP system and navigates to Procurement Execution -> Complaint
Management -> Complaint Lodge -> Create.
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Step 2

The User selects the action button of desired contract to lodge the complaint.
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Step 3

The user raises the complaint against evaluation decision into the system.

Government of Nepal

§ LB (Y

#w32 Ijewen
Bozan A Hacavrnel Srlegor: St rm b
s I
T
TPt
1 Wt Loon G i a et Expacion Daciien )1 st s Do Lot

S len e man ’

oc-colom

Fig: Complaint Management fig 3

Esg Private Limited

ENTERPRISE SOLUTIONS REDEFINED 200 |Page




Training Manual: National e-Government Procurement System

Step 4

The user fills the Application Letter field, uploads the supporting documents and clicks on the submit button.
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Step 5

A system generated mail is sent to the PE creator regarding the complaint lodged by the aggrieved bidder.
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Step 6

PE creator logs into the e-GP system and navigates to Procurement Execution -> Complaint Management ->
Complaint Lodge -> View.
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Step 7

The user selects the action button of contract in which the complaint is lodged.
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Step 8

The user views the complaint and suspends the contract awarding process if the complaint is relevant or rejects
the irrelevant complaint.
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Fig: Complaint Management fig 8
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Step o

A system generated mail is received by the aggrieved bidder regarding the response of PE on his/her complaint.
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the Tender IFB No.: mowe001/72-73/100.
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Please note that this 1s a system generated mail. Do not respond to ths =il I you have any query, please contact

admin team.
Wam Regards, Bolpatra Admin Team
Fig: Complaint Management fig 9
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Step 10

The Aggrieved bidder logs into the e-GP system and views the response made by PE.
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Fig: Complaint Management fig 10

In this way, following the above mentioned steps Complaint Management can be handled successfully.
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Module: Dispute Management

Business Flow Diagram

Dispute Management

Ny g

A — [

— QS

—
PE creator visits the eGP PE creator initiates the dispute  After the resolution of dispute, PE creator updates the final verdict
system management into the system  PE creator visits the e-GP system of the initiated dispute into the
to update the final verdict. system.

After the dispute arises between PE and the Contractor, PE creator initiates the dispute management process by
entering detail into the system including the matter of dispute, value of dispute, dispute lodge date and
uploading supporting documents. Thereafter, when the dispute is resolved PE creator revisits the e-GP system
to update the final verdict of the dispute.
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Steps
Dispute Management
Step:1
PE creator logs into e-GP system and navigates to Procurement Execution ->
Contract Management -> Dispute Management -> Create.
Step:2
The User search for the respective contract to create dispute management.
Step:3
The User selects the action button of the contract.
Step:4
The user fills in the matter of dispute, value of dispute, lodge date, status, uploads supporting
documents and clicks on save button.
Step:5
After the resolution of the dispute, PE creator logs into the system and navigates to
Procurement Execution -> Dispute Management -> Update.
Step:6
The User search for the respective contract to update the dispute management.
Step:7
The User selects the action button of contract from contract search list.
Step:8
The user selects the action button of the contract from Dispute list.
Step:9
The User updates the status to Resolved, fills the Final Verdict, uploads the supporting
documents and clicks on the Update button to complete dispute management.
e = e [——
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Step 1

PE creator logs into the e-GP system and navigates to Procurement Execution -> Contract Management ->
Dispute Management -> Create.
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Step 2
The User searches for the respective contract to create dispute management.
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Fig: Dispute Management fig 2
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Step 3

The user selects the action button of the contract.
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Step 4

The user fills the matter in dispute, value of dispute, lodge date, status, uploads the supporting documents and
clicks on the save button to create the dispute into the system.
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Step 5

After the resolution of the dispute, PE creator logs into the system and navigates to Procurement Execution ->
Contract Management -> Dispute Management -> Update.
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Step 6

The user searches for the respective contract to update the dispute management.
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Step 7
The user selects the action button of contract from Contract Search Result.
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Step 8

The user selects the action button of the Contract Dispute List.
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Step 9

The user updates the status to Resolved, fills the Final Verdict, uploads the supporting documents and clicks on
the Update button to complete dispute management.
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Fig: Dispute Management fig 9

In this way, following above mentioned steps dispute management process is done successfully.
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Module: EOI Creation

PE Creator will proceed with EOI creation with respect to approved Consultancy project in APP. Creator will fill
in General Info Tab containing EOI information, EOI Schedule, Cover Page information, Eligibility Criteria,
Evaluation Criteria, Additional document which is specific to the project and prepare the EOI Document.

Step 1: General Information Page

PE Creator user will fill in EOI information, EOI Schedule, Cover page information and upload abbreviation in
General Info page.
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Step 2: Eligibility Criteria:

PE Creator will fill in relevant Eligibility Criteria for the project.
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Step 3: Evaluation Criteria:

PE Creator will fill in the project relevant Evaluation Criteria including Technical Competence and Management
Comptence with respective weightage in Evaluation.
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Step 4: Additional Document:

PE Creator will upload any relevant document specific to this project.
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Step 5: Summary:

PE creator user will view the summary containing the key information of the project, schedule, eligibility
criteria, evaluation criteria, additional document required for the project, status of information provided and
PE user will add and assign the EOI opening committee and can download the system generated EOI
document.
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Step 6: Eol Document Review

The EOI document which has been prepared by creator will be send for review to reviewer user. The reviewer
will review the document. If required any changes, reviewer will request for modification to creator. If reviewer
finds ok with the document, then this will be send for approval to PE approver.
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Step 7: EoIDocument Approval

A T

Once PE reviewer forwards the document to PE approver for document approval. PE Approver will log into the
system and find the EOI for approval in My Pending Tasks sections of dashboard.

Once the PE approver will review the entire document, PE approver will approve the EOI document. Once the
schedule entered in General Info page meets the server date and time, EOI will be published in General User
and Consultants dashboard for bidding opportunities.
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Module: EOI submission

Business Flow Diagram

the system

Applicant logs into

EOI SUBMISSION

> —

Applicant completes the application

Applicant chooses the Applicant receives
specific opportunity OTP over email

Applicant submits Eol
validated with OTP

Applicant logs into the e-GP system and selects specific opportunity. The user fills the Eol submission form and
submits the Eol validated with OTP.
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Fig. Opportunity Selection Confirmation

The user can bid either single or in Joint Venture on their interest.
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The user can upload documents proving technical competence involving details of similar assignments
undertaken in the previous years and also documents showing acquaintance with similar geographic region or
country from past projects.
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Depending on specific requirement of the opportunity, the user may need to enter details showing managerial
competence as sought by the PE.
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The user can view and download summary of the filled up details in Eol submission report before submission.
An OTP generation is necessary before final submission.

Fig: Eol summary
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Fig. Submission Complete

After submission, the user can view the submitted bid detail under Submitted Proposal tab. User can
perform Modification and Withdraw before EOI submission deadline.
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Module: EOI opening

Business Flow Diagram

OPENING
The Opening ]
Members of Opening The committee selects The committee Record(MUCHULKA) The Opgnmg
committee logs into the Eol for views the online is downloaded, signed Proceeding is
e-GP system. Opening Proceeding. submitted Eols. and uploaded to the completed
e-GP system

The Opening Committee selects desired EOI from the e-GP system. The committee views the submitted Eols.
Thereafter, an Opening Record (MUCHULKA) is downloaded, signed and uploaded into the e-GP system. The
committee completes the Eol Opening Proceeding.
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Steps

Eol Opening

Step:1
A opening committee member logs into e-GP

system

v

Step:2

The user clicks Procurement Execution -> Opening

v

Step:3

The user then selects the desired procurement

v

Step:4

The members of Opening Committee enters their credentials and proceed

v

Step:5

The committee members views the online submitted Eols and download

the submitted Eol of each consultant.

v

Step:6

The committee members fills the Remarks field and downloads the

Opening Record (MUCHULKA).

v

Step:7

The signed copy of Opening Record (MUCHULKA) is uploaded into the e-GP

system

v

Step:8

Opening Proceeding is completed after successful upload of signed copy of

Opening Record (MUCHULKA).

ey —
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The opening record (Muchulka) is generated.

EOI6 Opening Hecord (Muchulka)
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Fig. Eol Opening Record (Muchulka)

The signed copy of the opening record (Muchulka) is uploaded in the e-GP system.
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Module: RFP Document Preparation

Business Flow Diagram

RFP DOCUMENT PREPARATION

()
N

N PE creator initiates ~ PE creator assigns a
PE creator visits the eGP RFP document proposal opening Reviewer reviews the Approver views and approves
system Creation and committee, adds RFP document the RFP document
fills in SRFP shortlisted Consultants and sends to approver

and sends for review

PE creator initiates the RFP document creation and fills in the Request for Proposal Document (RFP).
Thereafter, a proposal opening committee along with shortlisted Consultants is assigned and the RFP document
is sent for review. Assigned PE reviewer reviews the RFP document and forwards it to PE chief. PE chief
approves the RFP document after viewing it.
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RFP Document Preparation: Creation

Steps:

RFP DOCUMENT PREPARATION

1. CREATION

Step 1:

PE Creator Login into the system

Step 2:

PE Creator navigates to Procurement Preparation -> Procurement Document -> Create

Y
Step 3:

The creator selects the action button of desired RFP document.

l

Step 4:

The creator fills in details (Select Type, Consulting Procedure) and click on Next button.

l

Step 5:

Based on above selection a Form with different Tab Appears and the creator fills up all the forms

+

Step 6:

The creator selects a reviewer and sends the RFP document for review

— e C—
!_!al.- Private Limited
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Step 1:

The PE Creator will need to login the BOLPATRA system. However, it is necessary that the APP of that
procurement should be approved before creating RFP document.
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Fig. RFP Document Creation: Step 1

Step 2:

The user will need to make the following selection: Procurement Preparation: Procurement Document: Create.
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Fig: RFP Document Creation: Step 2
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Step 3:

The User selects the Action button of desired procurement line item.
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Step 4:

The user will select the Select Type, Consulting Procedure and Proposal Document Of and then select ‘Next’.
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Step 5:

Based upon selected options in previous steps, related forms under ‘Standard Request for Proposal Document’
are displayed. The user fills in the details in each tab as described below:

The user fills the details of General Info Tab and then click on Save & Next Button.
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Fig. RFP Document Creation: Step 5

The user fills the necessaryfield of TOR Tab and then click on Save & Next Button.
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Fig. RFP Document Creation: Step 5

The user fills the necessary field of Data Sheet Tab and then click on Save & Next Button.
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Fig. RFP Document Creation: Step 5

The user fills the necessary fields of Evaluation Criteria tab and clicks on Save & Next Button.
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Fig. RFP Document Creation: Step 5

User fills all the necessary field of SCC Tab and clicks on Save & Next Button.
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Fig. RFP Document Creation: Step 5

User uploads the additional documents and clicks ‘Save and next’.
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Fig. RFP Document Creation: Step 5
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Step 6:

User chooses the Proposal Opening Committee by clicking on Add Proposal Opening Committee Button and
also user chooses the shortlisted Consultant by clicking on Add Consultants and then sends for review by
choosing the desired reviewer from Select Person and clicks on Submit Button.
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RFP Document Preparation: Review

Steps:

RFP Document Preparation

2. REVIEW

PE Reviewer logins to the e-GP system and selects procurement document from the list of My Pending Task

v

Step 2:

-

The user then views list of pending Procurement Document under Section PROCUREMENT DOCUMENT and clicks on desired

Procurement Document

v

Step 3:

The user then reviews all the filled data in each tab and select the action as required

v

Step 4:
Reviewer select the action send for approval and send it for approval to PE chief

Step 1:

PE Reviewer logs into the e-GP system, views Procurement Document and clicks on Procurement Document
link.
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Step 2:

By clicking on the Link as mentioned above the following page appears where user clicks on Action icon of
desired procurment line item.
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Step 3:

User reviews the Standard Request for Proposal Document send by PE creator.
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Step 4:

Training Manual: National e-Government Procurement System

After reviewing the document, user sends the document to approver from summary tab by clicking on Submit

Button.
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RFP Document Preparation: Approval

Steps:

RFP DOCUMENT PREPARATION

3. APPROVAL

Step 1
PE Approver / PE Chief logs in the e-GP system and finds forwarded procurement document under the section

MY PENDING TASKS as PROCUREMENT DOCUMENT

/

Step 2:

PE chief then sees list of pending Procurement Document under Section PROCUREMENT DOCUMENT, and clicks on desired

Procurement Document.

'

Step 3:

The user then clicks on the view action button, reviews all the filled in data in each tab and performs an action as required

Step 4:
Approver select the action Approves it so that the document gets published in the given date and time automatically
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Step 1:

PE Approver logs into the system and views Procurement Document to be approved and clicks on Procurement
Document link.
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Fig. RFP Document Approval: Step 1
Step 2:

By clicking on the Link as mentioned above the following page appears where user clicks on Action icon of
desired RFP line item.
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Fig. RFP Document Approval: Step 2

- C—
E3IE private Limited
ENTERFPRISE SOLUTIONS REDEFINED 254 | Pa ge




Training Manual: National e-Government Procurement System

Step 3:

User reviews the RFP Document send by the PE reviewer.
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Step 4:
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User reviews the Standard Request for Proposal Document and approves from summary tab by Choosing
Approve action for “Select Action” dropdown and Clicking on “Submit” Button.
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Fig. RFP Document Approval: Step 4

Conclusively, a RFP document is successfully created in the e-GP system. Thereafter, shortlisted Consultants
can submit their proposal into the system after publication of the bid.
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Module: RFP submission

RFP Proposal Submission

Business Flow Diagram

PROPOSAL SUBMISSION

Shortlisted Consultant
selects the interested

Shortlisted
Consultant
visits e-GP system

proposal to submit

Shortlisted Consultant

ort . Shortlisted Shortlisted Consultant
fills in the detaills'for Consultant receives submits the proposal
proposal submission OTP in email validated with OTP

and requests OTP

EOI Shortlisted consultants will be invited to submit RFP document. EOI Shortlisted Consultant logs into the e-
GP system. The user selects the RFP document, fills the proposal submission forms and submits the proposal

validated with OTP.
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Steps

Proposal Submission

Step:1

Shortlisted Consultant logs into the e-GP system.

v

Step:2

The User is able to view the published opportunity with number of days remaining for bidding,

select action button of desired proposal.

v

Step:3

The User fills the General Info tab and clicks on Save and Next button.

v

Step:4

The User fills the all the fields of Technical Details-1 tab and clicks on Save and Next button.

v

Step:5

The User fills the mandatory fields of Technical Details-2 tab.

v

Step:6

The User fills the mandatory fields of Financial Details tab.

v

Step:7

The User fills the Documents tab by uploading Additional Document and clicks on Save and Next

button.

v

Step:8

The User clicks on Generate OTP of Summary tab.

v

Step:9

A system generated mail is triggered to the user regarding the OTP.

v

Step:10

The User fills the received OTP and clicks on Validate button.

v

Step:11

The User clicks on Submit Bid button of Summary tab.

Step 1

Shortlisted Consultant logs into the e-GP system.
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Government of Nepal
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Fig: Proposal submission fig 1

Step 2

The User is able to view the published opportunity with number of days remain for submitting proposal, selects
the Action button of desired opportunity.
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Government of Nepal
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Fig: Proposal submission fig 2
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Step 3

The user fills in the General Info tab and clicks on Save and Next Button.
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Step 4

The user fills the mandatory fields of Technical Details-1 tab and clicks on Save and Next button.
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Step 5

The user fills all the mandatory fields of Technical Details-2 tab.
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Step 6

The user fills all the mandatory fields of Financial Details tab.
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Step 7

The user fills in Additional Document by uploading additional documents and clicks on Save and Next button.
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Step 8

The user clicks on Generate OTP tab to receive one time password in his/her mailing id.
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Step o

A system generated mail regarding OTP is received by the user.
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Bolpat Admin Team

Fig: Proposal Submission fig 9
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Step 10

The user fills the OTP received in mail and clicks on the Validate button.
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Step 11

The user clicks on Submit Proposal button to submit the proposal.
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Fig: Proposal submission fig 11

In this way, following these steps proposal submission is done successfully.
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Module: RFP opening (Technical)

RFP TECHNICAL OPENING

Business Flow Diagram

OPENING
Th . The Opening )
Members of Opening The committee selects he c;r}nmn:ge Record(MUCHULKA) The Opgnmg
committee logs into the a desired proposal for wewsb € ondlne is downloaded, signed Proceeding is
e-GP system. Proposal Opening Proceeding. submitte and uploaded to the completed
proposals
e-GP system

The Opening Committee selects assigned procurement from the e-GP system. The committee views the submitted
online proposals. Thereafter, an Opening Record (MUCHULKA) is downloaded, signed and uploaded into the e-GP
system. The committee completes the Proposal Opening Proceeding.
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Technical Opening

Step:1
A opening committee member logs into e-GP

system

v

Step:2

The user clicks Procurement Execution -> Opening

v

Step:3

The user then selects the desired procurement

v

Step:4

The members of Opening Committee enters their credentials and proceed

v

Step:5

The committee members views the online submitted proposals and

download the submitted proposals of each consultant.

v

Step:6

The committee members fills the Remarks field and downloads the

Opening Record (MUCHULKA).

v

Step:7

The signed copy of Opening Record (MUCHULKA) is uploaded into the e-GP

system

v

Step:8

Opening Proceeding is completed after successful upload of signed copy of

Opening Record (MUCHULKA).

Step 1

A member of Opening Committee logs into the e-GP system.
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Fig. Proposal Opening: Step 1
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Step 2

The user selects Procurement Execution ->Proposal Opening as follows:
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Fig. Proposal Opening: Step 2
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Step 3

User then searches and selects a desired procurement:

Government of Nepal

Proymesd Prpsa Pooeeoenl beocies Db fometen Fublebed b e

Ll
L IR
P Tt FaEFELFCAL
Poopsernert: [afegory: L] (e v Frocwened Fefed e Ore .
Pk Eriy Lasd Znte o Bl ok wemsicn

el Opavin] Jased Pl

Mol Pl | LaelZadl
il Ry

PR3P PO Pl e Fubic: %y s

1 e FF7 s el oo ol ey ST Iy (23

o S T iy s ey 20

.'l'l".' B 7 Pl Puoicnar | Wl i W fovomiear] ol Mo o L Kt

Fig. Proposal Opening: Step 3
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Step 4

Thereafter, the members of the Proposal Opening committee enter their credentials:
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Step 5

The members see the online proposal submitted and download that submitted proposal.
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Fig. Proposal Opening: Step 5
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Step 6

The committee member adds the remarks offered in the downloaded proposal and download the Opening
Record (Muchulka).
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Fig. Proposal Opening: Step 6
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Step 7

Committee members uploads the signed Opening Record and completes the process by clicking on Complete
Proposal Opening Proceeding tab.
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Fig. Proposal Opening: Step 8

The submitted Proposal opening detail appears on PE Chief’s dashboard under “My Pending Tasks” as
“Muchulka”. PE Chief then views the Muchulka details, adds the Evaluation Committee and sends to the added
Evaluation Committee.
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Module: RFP Technical Evaluation

Business Flow Diagram

TECHNICAL EVALUATION
Evaluation committee Evaluation committee Each member of Technical Ranks are
member logs into the e- members downloads the o .Evaluatl.on commlFtee identified as a result of
GP system submitted proposals individually gives technical score technical evaluation
for participated consultant

The Evaluation Committee selects assigned procurement from the e-GP system. The Committee member downloads all
the submitted proposals. After that, the committee members individually from their dashboard give the technical score
for each participating consultants. Thereafter, technical ranks of the participating consultants are identified as a result
of technical evaluation.
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Technical Evaluation

Step:1
Evaluation committee member logs into the e-GP system and selects Bid Evaluation from my

pending task .

v

Step:2

Committee member then clicks on the Evaluate button of the selected Procurement title.

v

Step:3

Any two members and chairman of the Evaluation Committee logs into the system.

v

Step:4

The Committee downloads the proposals submitted by the Consultants. Each member of

Committee has to give the technical score individually to complete technical evaluation.

Step:5

The first member logs into the system and selects Technical scoring from my pending task.

v

Step:6

The user selects the view button of respective procurement title.

v

Step:7

The user downloads submitted proposals, provides the technical score for each participant

consultant and clicks the submit button.

Step:8
The second member logs into the system and selects Technical scoring from my pending

task.

Step:9

The user selects the view button of respective procurement title.

v

Step:10

The user downloads submitted proposals, provides the technical score for each participated

consultant and clicks the submit button.

Step:11
The committee chairman logs into the system and selects Technical scoring from my

pending task.
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Step:12

The user selects the view button of respective procurement title..

v

Step:13

The user downloads submitted proposals, provides the technical score for each participated

consultant and clicks the submit button.

v

v

Step:14

The committee chairman selects Bid Evaluation from my pending task.

Step:15

The user selects the Evaluate button of respective procurement title.

v

Step:16

The Committee members simultaneously enters their credentials to log into the system.

v

Step:17

The committee sees the average technical scoring of the participating consultants and clicks

on technical evaluation tab.

v

Step:18

The technical rank of participating consultants are listed as per their technical score

received, the technical evaluation report is downloaded clicking on generate evaluation

report tab..

Step:19
The downloaded technical Evaluation report is sighned uploaded into the system send PE

chief for the approval process.

v

Step:20

PE chief selects the Technical Evaluation Report from my pending task in his dashboard.

v

Step:21

The user selects the view button of respective procurement title.

v

Step:22

The user adds comments, financial opening date and clicks on approve button to approve

technical evaluation report.

Step 1

A member of Evaluation Committee logs into the e-GP system and clicks on my pending task ->Bid Evaluation.
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Fig. Technical Evaluation: Step 1
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Step 2

The user clicks the Evaluate Button of the selected proposal title.
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Fig. Technical Evaluation: Step 2
Step 3

Any three Evaluation Committee members including the chairman type their credentials and logs into the
system.

Felsrwiznl | sermiss

Dykeation Chalimar - S

Ugarae® - SO

firmy® e

Pt vy Comnlls Bk - Siga I

hamine"  EETRD Lo

Pl fpwn© =i

Fig. Technical Evaluation: Step 3
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Step 4

The Committee downloads the proposals submitted by the Consultants. Each member of Committee has to give
the technical score individually to complete technical evaluation.
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Fig. TechnicalEvaluation: Step 4

== e C—"
E2E private Limited
ENTERPRISE SOLUTIONS REDEFINED 284 |Page




Training Manual: National e-Government Procurement System

Step 5
The first member logs into the system and selects Technical scoring from my pending task.
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Fig. Technical Evaluation: Step 5
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Step 6
The user selects the view button of respective procurement title.
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Step 7

The user downloads submitted proposals, provides the technical score for each participant consultant and clicks
the submit button.
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Step 8

The second member logs into the system and selects the Technical Scoring from my pending task.
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Step 9

The user selects the view button of procurement title.
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Fig: Technical Evaluation: step 9
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Step 10

The user downloads the submitted proposal and provides technical scoring for each participating consultants.
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Fig: Technical Evaluation: step 10
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Step 11

The Committee chairman logs into the system and selects the Technical scoring from my pending task.
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Step 12

The user selects the view button of respective procurement title.
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Step 13

The user downloads submitted proposals, provides the technical score for each participated consultant and
clicks the submit button.
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Fig. Technical Evaluation: Step 13
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Step 14

The committee chairman selects Bid Evaluation from my pending task.
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Step 15

The user selects the Evaluate button of respective procurement title.
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Step 16

The committee members simultaneously logs into the system.
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Fig. Technical Evaluation: Step 16
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Step 17

The committee sees the average technical scoring of the participating consultants and clicks on technical
evaluation tab.
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Fig. Technical Evaluation: Step 17
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Step 18

The technical rank of participating consultants are listed as per their technical score received, the technical
evaluation report is downloaded clicking on generate evaluation report tab.
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Step 19

The downloaded technical Evaluation report is signed uploaded into the system send PE chief for the approval
process.
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Fig. Technical Evaluation: Step 19
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Step 20

PE chief selects the Technical Evaluation Report from my pending tasks in his dashboard.
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Fig: Technical Evaluation: step 20
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Step 21

The user selects the view button of the respective procurement title.
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Step 22

The user adds comments, financial proposal opening date and clicks on approve button to approve the technical
evaluation report.
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Fig: Technical Evaluation: step 10

Finally Technical Evaluation report is approved by the PE chief. PE chief will assign date and time for Financial
Opening in the system. Thereafter, the opening committee member logs into the system to proceed with the
financial opening of RFP proposal.
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Module: RFP opening (Financial)

Business Flow Diagram

OPENING
— |5 —
The committee Opening .
Members of Opening The committee selects views the Record(MUCHULKA) Open!ng .
committee logs into the a desired proposal for technically passed is downloaded, signed Proceeding is
e-GP system. Proposal Opening Proceeding. consultant’s and uploaded to the completed
financial proposals e-GP system

The Opening Committee selects assigned procurement from the e-GP system. The committee views the technically
passed consultant’s financial proposals. Thereafter, an Opening Record (MUCHULKA) is downloaded, signed and
uploaded into the e-GP system. The committee completes the Proposal Opening Proceeding.
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Steps
Financial Opening
Step:1
A opening committee member logs into e-GP
system
Step:2
The user clicks Procurement Execution -> Opening
Step:3
The user then selects the desired procurement
Step:4
The members of Opening Committee enters their credentials and proceed
Step:5
The committee members views the technically passed consultant’s
proposals and download that proposals.
Step:6
The committee members fills the Discount and Methodology field and
downloads the Opening Record (MUCHULKA).
Step:7
The signed copy of Opening Record (MUCHULKA) is uploaded into the e-GP
system and user clicks on Complete Bid Opening Proceeding to complete
the process.
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Step 1

A member of Opening Committee logs into the e-GP system.
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Fig. Financial Opening: Step 1
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Step 2

The user selects Procurement Execution ->Proposal Opening as follows:
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Fig. Financial Opening: Step 2

- C—"
E2E private Limited
ENTERPRISE SOLUTIONS REDEFINED 306 |Page




Training Manual: National e-Government Procurement System

Step 3

User then searches and selects a desired procurement:
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Fig. Financial Opening: Step 3
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Step 4

Thereafter, the members of the Proposal Opening committee enter their credentials:
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Fig. Financial Opening: Step 4
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Step 5

The members sees the technically passed consultant’s financial proposal and download that submitted
proposal.
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Fig. Proposal Opening: Step 5
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Step 6

The committee member adds the Discount and Methodology offered in the downloaded proposal and download
the Opening Record (Muchulka).
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Fig. Proposal Opening: Step 6
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Step 7

Committee member uploads the signed Opening Record and completes the process by clicking on Complete
Proposal Opening Proceeding tab.
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Fig. Proposal Opening: Step 7

The submitted Proposal opening detail appears on PE Chief’s dashboard under “My Pending Tasks” as

“Muchulka”. PE Chief then views the Muchulka details and sends it to the Evaluation Committee for Financial
Evaluation process.
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Module: RFP Financial Evaluation

Business Flow Diagram

FINANCIAL EVALUATION
|
—_— L IS i (—>
Evaluation committee Evaluation committee Each member of Financial Ranks are
member logs into the e- members downloads the o Fvaluatpn co.mmlttcee identified as a result of
GP system submitted proposals individually gives financial score financial evaluation
for participated consultant

The Evaluation Committee selects The Technically Evaluated RFP for carrying out Financial Evaluation in the e-
GP system. The Committee member downloads all the submitted proposals. After that, the committee members
individually from their dashboard give the financials score (consent) for each participating consultants.
Thereafter, financial ranks of the participating consultants are identified as a result of financial evaluation.
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Financial Evaluation

Step:1
Evaluation committee member logs into the e-GP system and selects Bid Evaluation from my

pending task .

Step:2

Committee member then clicks on the Evaluate button of the selected Procurement title.

v

Step:3

Any two members and chairman of the Evaluation Committee logs into the system.

v

Step:4

The Committee downloads the proposals submitted by the Consultants. Each member of

Committee has to give the financial score individually to complete financial evaluation.

v

Step:5

The first member logs into the system and selects Financial scoring from my pending task.

v

Step:6

The user selects the view button of respective procurement title.

v

Step:7

The user downloads submitted proposals, provides the technical score for each participant

consultant and clicks the submit button.

v

Step:8

The second member logs into the system and selects Financial scoring from my pending task.

v

Step:9

The user selects the view button of respective procurement title.

v

Step:10

The user downloads submitted proposals, provides the Finanical score for each participated

consultant and clicks the submit button.

Step:11
The committee chairman logs into the system and selects Financial scoring from my pending

task.
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T

Step:12

The user selects the view button of respective procurement title..

v

Step:13
The user downloads submitted proposals, provides the technical score for each participated

consultant and clicks the submit button.

v

\d

Step:14

The committee chairman selects Bid Evaluation from my pending task.

Step:15

The user selects the Evaluate button of respective procurement title.

v

Step:16

The Committee members simultaneously enters their credentials to log into the system.

v

Step:17

The committee sees the average Financial scoring of the participating consultants and clicks

on Financial evaluation tab.

v

Step:18

The Financial rank of participating consultants are listed as per their financial score received,

the financial evaluation report is downloaded clicking on generate evaluation report tab..

v

Step:19

The downloaded Financial Evaluation report is signhed uploaded into the system send PE chief

for the approval process.

v

Step:20

PE chief selects the Financial Evaluation Report from my pending task in his dashboard.

v

Step:21

The user selects the view button of respective procurement title.

v

Step:22

The user adds comments, financial opening date and clicks on approve button to approve

Financial evaluation report.
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@ Government of Nepal
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e Government of Nepal
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@ Government of Nepal
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@ Government of Nepal
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During approval of Evaluation Report, PE Chief or designated officer decides for Contract Negotiation and
assign date and time for contract negotiation.
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Module: Contract Negotiation

PE Chief will proceed with Contract Negotiation from Contract Negotiation sub-menu inside Contract
Execution Menu.
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Sovernment of Nepal
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Negotiation will be done on Fin-4 form items and Fin-3 items will also be changed in summary.
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Module: Contract Awarding

PE Chief will process with contract awarding through Procurement Execution Menu > Contract Awarding
Process Sub-Menu.
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Fig. Contract Awarding- Search/Select bid
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Module: Payment Management

Business Flow Diagram
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Project coordinator updates work schedule submitted by consultant, tracks the physical progress claimed by
consultant, process the payment requested by the consultant and request PE chief to certify the payment
certificate after reviewing the physical progress. After that Consultant submits the Performa invoice to
Accountant for further processing. Finally accountant process the payment.
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Payment Management

Step:1
Consultant Logs into the system and navigates to Procurement Execution Menu

Execution-> Contract Mgmt -> Payment Mgmt -> Bill -> Create

Step2

The User search for the respective contract and clicks on it’s Action button.

v

Step:3

The User initiates the Mobilization Advance payment with verified APG, and clicks on Submit

button.

v

Step:4

Project coordinator logs into the system and clicks on “Bill Approval Request” from category of

pending task.

v

Step:5

The User selects the Action button of initiated Bill Approval Request.

v

Step:6

The User verifies it and send it to PE chief.

v

Step:7

PE chief logs into the system and clicks on “Bill Approval Request” from category of pending

task.

v

Step:8

The User selects the Action button of initiated Bill Approval Request.

v

Step:9

The User verifies it and clicks on Certify button.

v

Step:10

The Mobilization Advance payment is now processed to the Accountant, Accountant logs into

the system and navigates to Procurement Execution -> Contract Management -> Payment

Management -> Bill -> Process

v

Similarly Consultant and PE processes the running bill (Monthly Statement) and Final Bill
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Step1
Consultant Logs into the system and navigates to Procurement Execution Menu

Execution-> Contract Mgmt -> Payment Mgmt -> Bill -> Create
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Fig. Bill Creation by Consultant
Step2

The User searches for the respective contract and clicks on Action button.
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Step:3

Fig. List of Tenders

The User initiates the Mobilization Advance payment with verified APG, and clicks on Submit button.
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Fig. Submit bill by Consultant

Project Supervisor’s Dashboard

Project co-ordinator/supervisor logs in to the system and see his pending tasks (Bill Approval Requests) in his
dashboard.
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Fig. Supervisor’s Dashboard
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The user can view bill details, provide his inputs and submit to PE chief for approval.
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PE Chief’s Dashboard

PE Chief logs into the system, view his pending tasks or perform search operation for specific tender bill
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The user can then provide his input and certify or reject the bill.

w— oy - e LR
[T Y .

b gy

L L e

G E Ty
1 ria. L1 (1T )

ke T R [ FrE - ETY
TR D ol il e
Ay O
e [T e )

e —um g

Fig. Bill Certify Screen

System generates certification successful message on bill approval.
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Accountant’s Dashboard

Accountant logs into the system and processes the payment.
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Fig. Accountant’s Dashboard

The user can search for specific project based on available filter rules such as IFB Number, Procurement
Category, Project Title and Contract number.
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Fig. Search Result

The user can then take action to specific project he/she desires.
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Fig. Bill Process (Release)

Any associated deductions can be made by the accountant mentioning specific type and amount before final
submission.
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Fig. Deductions associated with the bill

System generates the successful message on final submission.
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Fig. Invoice Processing

In this way the invoice processing is completed in the system.
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