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Module: Public Entity Registration 
Business Flow Diagram 

1. PUBLIC ENTITY CREATION

Super User
Super user fills in details of PESuper User visits e-GP website

(www.bolpatra.com.np/egp)

PE is created

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

Step 1B:
Superuser clicks admin tab on top bar

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

a public entity

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

End

 

Step 1A: 

http://www.bolpatra.gov.np/
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Super user logs into the e-GP system (www.bolpatra.gov.np) 

 

Fig. Home screen of super user-Step1A 

 

Step 1B: 

Super user clicks on the admin tab. 

 

Fig. Super user selects admin tab-Step1B 

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

 

   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.

 

  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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c
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Public Entity User Registration 

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

Business Flow Diagram 

Super user invites a PE 
user to register

2. PUBLIC ENTITY ADMIN

Super User approves 
the PE user with 

admin role

PE admin fills in the details and
 sends for approval

An invitation 
email is sent to 

PE user

PE Admin registered 
successfully

Super User

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)

   PE Admin invites other 
user to register

User fills the registration
 form and sends 

for approval

PE Admin approves the user by assigning
 respective role and privilege

(e.g: APP creation, review, approve, etc)

An invitation email 
is sent to user

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. 
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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

Step 2:
Superuser fills in details 

of PE user and clicks 
‘Initiate Registration’ 

End

 

              Fig. PE user initiation 
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Step 1A: 

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

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. 

 
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’: 

 
   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. 
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PE user registration 

 

Step 2:
PE user fills in 

organization and 
account details and 

clicks ‘submit’ 

End

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

Step 1A:
PE user receives invitation in 

email

 

          Fig. PE user registration 

 

Step 1A: 

Public entity user receives the email notification 

 

Fig. Email containing activation link for public entity user registration Step 1A 
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Step 1B: 

PE user clicks on the activation link in the email. 

 

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.

 

Fig. Public entity user registration Step 2A: Organizational details 
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Step 2B: 

 

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

 

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

 

 

The user will receive a notification in email upon approval/rejection from PE admin.  
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Module: Master Procurement Plan 
 

Business Flow Diagram 

PE Creator visits the e-GP 
system

PE Creator fills the MPP form 
and sends to reviewer

PE Creator

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

PE Reviewer reviews 
the MPP and sends 

to PE approver

PE Approver views 
the created MPP

PE approver approves 
the created MPP

 

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. 
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Steps 

Step:1

PE Creator logs into e-GP system 

Step:2

PE Creator clicks on Procurement Preparation -> Master Procurement Plan

-> Create

Step:3

PE creator then clicks on Add Projects

MPP PREPARATION

Step:4

PE creator fills the Project details and clicks Add

Step:5

PE creator selects the reviewer and sends for review

Step:6

PE reviewer logs into the system and selects the MPP review

Step:7

PE reviewer reviews the created MPP and sends for approval

Step:8

PE logs into system and selects MPP approve

Step:9

PE approver views the created MPP and approves it
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Step 1 

PE creator logs into the system  

Fig. MPP Preparation: Step 1 

Step 2 

User then clicks on Procurement Preparation -> Master Procurement Plan -> Create. 

 

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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Fig: MPP Preparation: Step 3 
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Step 4 

PE creator fills in the details of the projects and clicks ‘Add’. 

 

Fig: MPP Preparation: Step 4 
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Step 5 

PE creator then selects a reviewer and sends the MPP for review. 

 

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. 

 

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. 

 

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. 

 

Fig: MPP Preparation: Step 8 
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Step 9 

PE approver views the MPP and selects ‘Approve’ and clicks ‘Submit’ to approve the MPP.  

 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)

PE Creator visits the e-GP 
system

PE Creator fills the APP Estimate 
form for multiple procurement 

items and sends to reviewer

Reviewer receives 
the estimated APP

PE Creator

 

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

STEP: 1

PE creator logs into e-GP system

1. CREATION

End

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.

 

 

 

 

 

http://www.bolpatra.gov.np/
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Step 1 

PE creator logs into e-GP system. 

 

Fig. Home screen of PE creator 

 

Step 2 

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

 

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 

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

PE Reviewer visits the e-GP 
system

PE Reviewer reviews the APP and 
sends for aggregation

Aggregator 
receives the APP

PE Reviewer

 

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

 

 

 

 

Steps 
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Step 2:

Reviewer then clicks on the view action button under section Project 

Details, and reviews the annual procurement plan.

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

Step 1:

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

section MY PENDING TASKS as ANNUAL PROCUREMENT PLAN

2. REVIEW

 

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:  

 

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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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). 

 

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)

PE Aggregator visits the e-GP 
system

PE Aggregator aggregates the APP 
and sends to approver

PE approver 
receives the APP

PE Aggregator

 

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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Steps 

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:

PE Reviewer logs into the e-GP system and finds APP under MY PENDING 

TASKS as ANNUAL PROCUREMENT PLAN

3. AGGREGATION

 

 

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:  

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. 

Fig. APP estimate aggregation: Step 3 

APP Approval 

Business Flow Diagram 

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

PE Approver visits the e-GP 
system

PE Approver approves 
estimated APP

Estimated APP is 
approved

PE Approver

 

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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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

Step 2:

Approver then clicks on the view action button under section Project 

Details, and views the annual procurement plan.

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

4. APPROVAL

 

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: 

 

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.  

 

 

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. 

 

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

PE User (Reviewer/Aggregator/Approver) 
sends APP for modification

PE Creator modifies the APP and 
sends for review

PE Reviewer receives the modified APP 
and same process cycle is repeated for 

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:2

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

Step:1

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

Step:3

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

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. 

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

 

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.  

 

Fig: Annual Procurement Plan Modification step 3 

 

Step 4 

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

 

Fig: Annual Procurement Plan Modification step 4 



Training Manual: National e-Government Procurement System 

  37 | P a g e  
 

 

APP Revision  

Business Flow Diagram 

APP ESTIMATE REVISION 

PE Creator visits the
 e-GP system

PE Creator revises 
estimated APP 

and sends for review

PE Reviewer reviews 
the revised APP and 
sends to Aggregator

PE Creator

PE Aggregator aggregates the 
APP and sends to approver

PE Approver approves 
the revised APP

PE Approver unlocks
 APP

 

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 1B:

PE Chief then unlocks the estimated APP by clicking on Unlock button.

Step 1A:

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

Procurement Plan -> View.

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.

Step 2C(a):
To edit the existing 

APP creator clicks on 
action button of the 
particular APP and 
edits the existing 

data and sends for 
review.

Step 2C(b):
Creator clicks on 
Create Project to 

add new project and 
fills the details and 
sends for review.

Step 2C(c):
Creator selects 

desired project and 
clicks on Delete 

Project button to 
delete the  project.

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

Step 3A:

PE Reviewer logs in the system and finds APP under the section 

MY PENDING TASKS as ANNUAL PROCUREMENT PLAN.
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Step 4B:
PE Aggregator views projects and clicks Send for Bulk Approval for approval of PE Chief.

Step 4A:

PE Reviewer/Aggregator logs in the system and finds APP under the section  MY PENDING 

TASKS as ANNUAL PROCUREMENT PLAN

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.

End
 

 

Step 1A 

PE chief logs into e-GP system and views APP. 

 

Fig. PE chief views APP: Step 1A 

Step 1B 

PE chief unlocks APP for interested fiscal year. 

 

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: 

 

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. 

 

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. 

 

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. 

 

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: 

 

Fig. PE reviewer selects APP from home screen: Step 3A 

Step 3B 

PE reviewer reviews the revised APP. 

 

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: 

 

Fig. PE aggregator home screen: Step 4A 

Step 4B 

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

 

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: 

 

Fig. PE chief home screen: Step 5A 
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Step 5B 

PE chief views the APP details from action tab: 

 

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’. 

 

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

PE Approver views APP PE Approver rejects the APP

APP is dissolved and email 
notification is sent to PE 

Creator

 

 

 

 

 

 

Steps 
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Annual Procurement Plan Rejection

Step:2

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

review.

Step:1

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

Procurement Plan -> create->Estimate/Actual

Step:3

PE Reviewer reviews the APP and sends for Aggregation.

Step:4

PE Aggregator aggregates the APP and sends for Bulk Approval.

Step:4

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

tab for rejection.
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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.  

 

Fig: Annual Procurement Plan Rejection step 1 
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Step 2 

PE Creator selects the Fiscal Year, Procurement Category fill in the form and sends for Review. 

 

Fig: Annual Procurement Plan Rejection step 2 
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Step 3 

PE reviews the APP and send for Aggregation. 

 

Fig: Annual Procurement Plan Rejection step 3 

Step 4 

PE Aggregator aggregates the APP and sends for Bulk Approval. 

 

Fig: Annual Procurement Plan Rejection step 4 
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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. 

 

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

PE creator visits the eGP 
system

PE creator assigns a bid 
opening committee

 and sends for review

Approver views and approves 
the procurement document

PE creator initiates
 procurement 

document creation

 and fills in SBD

Reviewer reviews the
 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. 

  



Training Manual: National e-Government Procurement System 

  51 | P a g e  
 

Bid Document Preparation: Creation 

Steps: 

PROCUREMENT DOCUMENT PREPARATION

Step 1:

PE Creator Login into the system

Step 2: 

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

Step 3: 

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

1. CREATION

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.

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: 
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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.  

 

Fig. Bid Document Creation: Step 1 

 

Step 2: 

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

 

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’: 

 

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. 

 

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’. 

 

Fig. Bid Document Creation: Step 5 
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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.  

 

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.  

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.  

 

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. 

 

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. 

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

 If there 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 

 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 

 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 

 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 

 

Fig. Bid Document Creation: Step 6 
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User fills all the necessary field of SCC Tab and clicks on Save & Next Button. 

 

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 

 

  



Training Manual: National e-Government Procurement System 

  62 | P a g e  
 

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. 

 

Fig. Bid Document Creation: Step 7 
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Bid Document Preparation: Review 

Steps: 

Step 2:

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

Procurement Document

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

2. REVIEW

Procurement Document Preparation 

 

 

Step 1: 

PE Reviewer logs into the e-GP system, views Bid Document and clicks on Bid Document link. 

 

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. 

 

Fig. Bid Document Review: Step 2 

 

  



Training Manual: National e-Government Procurement System 

  65 | P a g e  
 

Step 3: 

User reviews the Standard Bidding Document send by PE creator. 

 

Fig. Bid Document Review: Step 3 
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Step 4: 

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

Button. 

 

Fig. Bid Document Review: Step 4 
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Bid Document Preparation: Approval 

Steps: 

Step 2:

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

Procurement Document.

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 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

3. APPROVAL

PROCUREMENT DOCUMENT PREPARATION
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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. 

 

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. 

 

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. 

 

 

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. 

 

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 

PE creator visits 
the eGP system

Approver views and
 approves 

the Bid Addendum.

PE creator initiates 
Bid Addendum

 creation, makes required
 changes in SBD and

 sends for review.

Reviewer reviews the
Bid addendum and 

sends to approver

Bid addendum 
is published 

automatically 
once approved 

 

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. 

  

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

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.

Bid Addendum

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.
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Step 1 

PE creator logs into the e-GP system (www.bolpatra.gov.np). 

 

Fig: Bid Addendum fig 1 

 

Step 2 

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

 

Fig: Bid Addendum fig 2 

  

http://www.bolpatra.gov.np/
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Step 3 

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

Fig: 
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: 
Bid Addendum fig 4 
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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. 

 

Fig: Bid Addendum fig 5 

Step 6 

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

http://www.bolpatra.gov.np/
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 Fig: 
Bid Addendum fig 6 

Step 7 

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

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

Bidder visits e-GP system
(https://www.bolpatra.gov.np) for 

Bidder Registration

Company 
already 

registered

Personal Detail is 
only filled and the 
user is registered

Personal Detail along with 
Organization detail is filled and user 

is registered
Yes

Super User

Superuser visits e-GP system
(https://www.bolpatra.gov.np) for 
Bidder Approval and Verification

 Bidder 
Registered in 
e-GP system

No

Bidder

Bidder

 

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. 

  

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

Bidder Registration

Step 1:
User clicks on ‘Register New User’ from home 

screen and selects Firm

Step 2:
User then submits the firm details for 

registration

Step 3:
An email is sent to user with a link for 

activating registered account

Step 4:
Upon clicking the activation link, the 

registered account is set for approval from 
superuser

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. 

 

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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Step 3: 

 

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: 

 

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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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. 

 

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

Bidder logs into e-GP 
system

The user views 
his/her profile

The user makes necessary 
update in his/her profile

The user saves 
the changes 

 

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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Steps 

Bidder Profile Update

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

Step 2A:
User updates Organization details and clicks 

‘Save’

Step 2B:
User updates Personnel details and clicks 

‘Save’

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

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

End

Step 2F:
User uploads supporting document details and 

clicks ‘Save & Exit’

Step 2E:
User updates Litigation details and clicks ‘Save’
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Step 1 

Bidder logs into the e-GP system and selects ‘My profile’. 

 

Fig. Bidder profile update: Step 1 
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Step 2A 

The user then updates organizational details and clicks on ‘Save’ 

 

Fig. Bidder profile update: Step 2A 
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Step 2B 

Thereafter, the user updates personnel details of organization if necessary. 

 

Fig. Bidder profile update: Step 2B 
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Step 2C 

The user then updates the financial details and clicks ‘Save’ 

 

 

Fig. Bidder profile update: Step 2C 
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Step 2D 

Henceforth, the user updates contract details including Bolpatra and Non-Bolpatra contracts.  

 Fig. Bidder profile update: Step 2D 
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Step 2E 

The user then enters litigations if any and clicks on ‘Save’ 

 

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’ 

 

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

Bidder/Supplier
 visits e-GP

 system

Bidder/Suppler fills in 
the details for bid 

response and 
requests OTP

Bidder/Suppler submits 
the bid response

 validated with OTP

Bidder/Supplier 
selects the

 interested bid

 to bid on

$

 Bidder/Supplier pays
 bid related fee for
 desired bid in bank

Bidder/Supplier 
receives OTP in 

email

 

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. 

  

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


Training Manual: National e-Government Procurement System 

  97 | P a g e  
 

Steps 

Step:1

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

Step:2

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

for bidding, select action button of desired bid.

Step:3

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

Bid Response Submission

Step:4

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

Step:5

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

Next button.

Step:6

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

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)

Step:8

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

Step:9

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

fees.

Step:10

The User search and selects the action button of respective bid for payment.
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Step:11

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

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.

Step:13

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

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.

Step:15

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

button.

Step:16

The User clicks on Generate OTP of Summary tab.

Step:17

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

Step:18

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

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.  

 

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. 

 

Fig: Bid response submission fig 2 



Training Manual: National e-Government Procurement System 

  101 | P a g e  
 

Step 3 

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

 

Fig: Bid Response Submission fig 3 

Step 4 

The user uploads the Letter of bid and clicks on Save and Next button. 

 

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. 
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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 9 

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

 

Fig: Bid response submission fig 9 
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Step 10 

The user clicks on Action button of respective bid whose bid response submission is initiated. 

 

Fig: Bid Response Submission fig 10 

Step 11 

The user pays bid related fees and clicks on Submit button. 
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Fig: Bid response submission fig 11 
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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. 

 

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. 

 

Fig: Bid response submission fig 13 
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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. 

 

Fig: Bid response submission fig 14 
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Step 15 

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

 

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. 

 

Fig: Bid response submission fig 16 

 

Step 17 

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

 

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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Fig: Bid response submission fig 18 
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Step 19 

The user clicks on Submit Bid button to submit the bid. 

 

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

The committee selects
a desired Bid for Bid 
Opening Proceeding.

Members of Bid Opening 
committee logs into the

e-GP system.

The committee 
views the online 

bids and adds 
offline bids (if any) 

The Bid Opening 
Proceeding is 

completed

The Bid Opening 
Record(MUCHULKA) 

is downloaded, signed 
and uploaded to the 

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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Steps 

Step:1

A bid opening committee member logs into e-GP 

system 

Step:2

The user clicks Procurement Execution -> Bid Opening

Step:3

The user then selects the desired procurement

 Bid Opening

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.

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.

Step:8

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

e-GP system

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: 

 

Fig. Bid Opening: Step 2 
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Step 3 

User then searches and selects a desired procurement: 

 

Fig. Bid Opening: Step 3 
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Step 4 

Thereafter, the members of the Bid Opening committee enter their credentials: 

 

Fig. Bid Opening: Step 4 
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Step 5 

The members sees the online bids, download the submitted and modified bid responses of each bidder. 

 

Fig. Bid Opening: Step 5 
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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). 

 

 
Fig. Bid Opening: Step 6 
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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. 

 

Fig. Bid Opening: Step 7 
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Step 8 

A signed copy of Bid Opening Record (MUCHULKA) is uploaded into the system. 

 

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. 

 

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

Bid Evaluation committee 
members downloads the 

submitted bids

Committee members 
checks the compliance  

of submitted bids

Bid Evaluation 
committee member logs 

into the e-GP system

The most qualified bidder is 
successfully evaluated

 

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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Steps 

Bid Evaluation

Step:2

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

Step:1

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

my pending task .

Step:3

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

Step:4

The Committee downloads the Bid responses submitted by the Bidders.

Step:5

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

Step:6

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

Step:7

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

Step:8

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

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.

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.
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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. 

 

Fig. Bid Evaluation: Step 1 
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Step 2 

The user clicks the Evaluate Button of the selected bid title. 

 

Fig. Bid Evaluation: Step 2 

Step 3 

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

 

Fig. Bid Evaluation: Step 3 
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Step 4 

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

 

Fig. Bid Evaluation: Step 4  



Training Manual: National e-Government Procurement System 

  131 | P a g e  
 

Step 5 

The Committee evaluates the test of Legality of each bidder by clicking on respective bidder and clicks on save 
and next button. 

 

Fig. Bid Evaluation: Step 5 
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Step 6 

The Committee evaluates the Test of Completeness of the bidders. 

 

Fig. Bid Evaluation: Step 6 
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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. 

 

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. 

 

Fig: Bid Evaluation: step 8 
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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. 

 

Fig: Bid Evaluation: step 9 
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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. 

 

Fig: Bid Evaluation: step 10 
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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. 

 

Fig: Bid Evaluation: step 11 
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Step 12 

 The Committee uploads the signed Evaluation Report and send it to PE Chief. 

 

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

A mail is triggered 
to the winning

 bidder/supplier via 
e-GP system.

PE Approver uploads LOI into 
the e-GP system

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

LOI

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

LOA

PE Approver uploads LOA 
into the e-GP system

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 
Approver uploads the Contract 
Document.

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

 

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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Steps 

 

Contract Awarding

Step:2

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

Step:1

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

Step:3

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

dashboard.

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.

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.

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.

Step:8

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

Step:10

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

 

Step 1 

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

 

Step 2 

The user approves the respective bid and completes the Evaluation process. 

 

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. 

 

Fig. Contract Awarding: Step 4 
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Step 5 

The User uploads the LOI document and submits it. 

 

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. 

 

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. 

 

Fig. Contract Awarding: Step 7 

 

Step 8 

A system generated mail is triggered to the winning bidder. 

 

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. 

 

Fig. Contract Awarding: Step 9 

  



Training Manual: National e-Government Procurement System 

  146 | P a g e  
 

Step 10 

A system generated mail is triggered to the winning bidder. 

 

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. 

  



Training Manual: National e-Government Procurement System 

  147 | P a g e  
 

Module: Contract Management 
 

Business Flow Diagram 

Contract Management

PE chief logs into the e-
GP system and assign 

project coordinator for
any signed contract

PE chief confirms
 the acceptance

 Project coordinator logs into the 
system and approves the request.

Contractor logs into 
the e-GP system and

claims the bill payment as
per work completion.

 Project coordinator reviews the 
payment request against physical 

progress and forward to PE chief for 
payment processing.

PE chief forward the 
Performa invoice to 

Accountant for 
payment processing.

Accountant process the payment.

The Project coordinator updates 
work schedule, tracks the physical 

progress claimed by the contractor.

 

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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Steps 

Step:1

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

Management -> Create.

Step:2

The User search and selects “0K” 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.

Contract Management

Step:4

A system generated mail is sent to the Project Coordinator.

Step:5

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

pending task.

Step:6

The User selects the action button of the initiated contract.

Step:7

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

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.

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.

Step:12

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

Step:13

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

button.

Step:14

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

pending task.

Step:15

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

Step:16 

The User verifies it and send it to PE chief.

Step:17

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

task.

Step:18

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

Step:19

The User verifies it and clicks on Certify button.

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
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Step:21

Accountant fills the Contract number and clicks on search button.

Step:22

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

Step:23

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

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.

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.

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.
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Step:30

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

Step:31

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

task

Step:32

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

Step:33

The User verifies it and send it to PE chief.

Step:34

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

Step:35

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

Step:36

The User verifies it and clicks on Certify button.

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.

Step:38

The User selects the Action button of Monthly bill statement.

Step:39

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

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

Management -> Payment Management -> Bill -> Process

Step:41

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

Step:42

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

Step:43

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

Step:44

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

button. 

Step:45

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

Step:46

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

chief.

Step:47

PE chief verifies it and clicks on Certify button.

Step:48

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

button.

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 -> C0ntract 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. 

 

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. 

 

Fig. Contract Management: Step 3 
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Step 4 

A system generated mail is received by the Project coordinator. 

 

Fig. Contract Management: Step 4 

 

Step 5 

Project coordinator logs into the system and clicks on Project details approve from Category of Pending Task. 

 

Fig. Contract Management: Step 5 

Step 6 
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The User clicks on the Action button of the initiated contract. 

 

Fig. Contract Management: Step 6 

Step 7 

The User reviews the contract and sends it to PE chief/Approver. 

 

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. 

 

Fig: Contract Management: step 8 
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Step 9 

The User clicks on the Action button of initiated contract. 

 

Fig: Contract Management: step 9 

 

Step 10 

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

 

Fig: Contract Management: step 10 
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Step 11 

After receiving the system generated mail, contractor navigates to Procurement Execution -> Contract 
Management -> Payment Management -> Bill -> Create. 

 

Fig: Contract Management: step 11 
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Step 12 

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

 

Fig: Contract Management: step 12 

 

  



Training Manual: National e-Government Procurement System 

  161 | P a g e  
 

Step 13 

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

 

Fig. Contract Management: Step 13 
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Step 14 

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

 

Fig. Contract Management: Step 14 
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Step 15 

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

 

Fig. Contract Management: Step 15 
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Step 16 

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

 

Fig. Contract Management: Step 16  
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Step 17 

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

 

Fig. Contract Management: Step 17 
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Step 18 

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

 

Fig. Contract Management: Step 18 
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Step 19 

The User verifies it and clicks on the certify button. 

 

Fig. Contract Management: Step 19 
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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. 

 

Fig: Contract Management: step 20 
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Step 21 

The User fills in the contract number and clicks on the search button. 

 

Fig: Contract Management: step 21 

Step 22 

The User clicks on the Action button of claimed advance bill payment. 

 

Fig: Contract Management: step 22 
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Step 23 

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

 

Fig: Contract Management: step 23 
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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. 

 

Fig: Contract Management: step 24 
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Step 25 

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

 

Fig. Contract Management: Step 25 
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Step 26 

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

 

Fig. Contract Management: Step 26 

Step 27 

The User fills the works completion percentage, uploads the completion documents and clicks on the Add 
button. 
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Fig. Contract Management: Step 27 
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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. 

 

Fig. Contract Management: Step 28  
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Step 29 

The User fill in the Item BOQ as per works completed and clicks on the OK button. 

 

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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Fig. Contract Management: Step 31 
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Step 32 

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

 

Fig: Contract Management: step 32 
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Step 33 

The User verifies the initiated monthly statement bill payment and send it to PE chief. 

 

Fig: Contract Management: step 33 
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Step 34 

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

 

Fig: Contract Management: step 34 
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Step 35 

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

 

Fig: Contract Management: step 35 
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Step 36 

 The User reviews the initiated monthly statement bill and clicks on certify button. 

 

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. 

 

Fig. Contract Management: Step 37 
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Step 38 

The user clicks on the Action button of initiated monthly bill statement. 

 

Fig. Contract Management: Step 38 
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Step 39 

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

 

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. 

 

Fig. Contract Management: Step 40  
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Step 41 

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

 

Fig. Contract Management: Step 41 

 

Step 42 

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

 

Fig. Contract Management: Step 42 
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Step 43 

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

 

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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Fig: Contract Management: step 44 
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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. 

 

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. 

 

Fig: Contract Management: step 46 

Step 47 

 PE chief verifies the final bill and clicks on the certify button. 
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Fig: Contract Management: step 47 
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Step 48 

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

 

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. 

 

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. 
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Module: Complaint Management 
 

Business Flow Diagram 

Complaint Management

Aggrieved bidder lodges
 the complaint against

 the evaluation 
decision made by PE.

A system generated 
mail regarding the 

complaint lodge by the 
aggrieved bidder is sent 

to the PE creator.

PE creator logs into the 
e-GP system and views 
the lodged complaint. 

PE creator suspends the 
contract awarding 
process till another 
decision is made.

A system generated 
mail is sent to the 

bidder regarding the 
lodged complaint.

 

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 

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.  

Complaint Management

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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Fig: Complaint Management fig 1 
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Step 2 

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

 

Fig: Complaint Management fig 2 
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Step 3 

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

 

Fig: Complaint Management fig 3 
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Step 4 

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

 

Fig: Complaint Management fig 4 
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Step 5 

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

 

Fig: Complaint Management fig 5 
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Step 6 

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

 

Fig: Complaint Management fig 6 
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Step 7 

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

 

Fig: Complaint Management fig 7 
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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.  

 

Fig: Complaint Management fig 8 

  



Training Manual: National e-Government Procurement System 

  206 | P a g e  
 

Step 9 

A system generated mail is received by the aggrieved bidder regarding the response of PE on his/her complaint. 

 

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. 

 

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

PE creator visits the eGP 
system

PE creator updates the final verdict
of the initiated dispute into the 

system.

PE creator initiates the dispute 
management into the system

After the resolution of dispute, 
PE creator visits the e-GP system 

to update the final verdict.

 

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 

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.

Dispute Management

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.
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Step 1 

PE creator logs into the e-GP system and navigates to Procurement Execution -> Contract Management -> 
Dispute Management -> Create. 

 

Fig: Dispute Management fig 1 
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Step 2 

The User searches for the respective contract to create dispute management. 

 

Fig: Dispute Management fig 2 
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Step 3 

The user selects the action button of the contract. 

 

Fig: Dispute Management fig 3 
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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. 

 

Fig: Dispute Management fig 4 
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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. 

 

Fig: Dispute Management fig 5 
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Step 6 

The user searches for the respective contract to update the dispute management. 

 

Fig: Dispute Management fig 6 
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Step 7 

The user selects the action button of contract from Contract Search Result.  

 

Fig: Dispute Management fig 7 
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Step 8 

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

 

Fig: Dispute Management fig 8 
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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. 

 

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. 

 

 

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. 

 

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: EoI 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 

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. 



Training Manual: National e-Government Procurement System 

  224 | P a g e  
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Module: EOI submission 
Business Flow Diagram 

EOI SUBMISSION

Applicant logs into 
the system

Applicant completes the application

Applicant submits EoI
 validated with OTP

Applicant chooses the 

specific opportunity

Applicant receives 

OTP over email

Applicant logs into the e-GP system and selects specific opportunity. The user fills the EoI submission form and 
submits the EoI validated with OTP. 

 

Fig. Opportunity Selection Confirmation 

The user can bid either single or in Joint Venture on their interest. 
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Fig. Single vs JV approach 

 

 

Fig. Application form upload 

 

 

 

 

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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Fig. Technical and geographical competence 

 

 

Fig. Technical Competence Details Entry Form 
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Fig. Technical and Geographical Competence relevant to project 

 

Depending on specific requirement of the opportunity, the user may need to enter details showing managerial 
competence as sought by the PE. 

 

Fig. Managerial competence 



Training Manual: National e-Government Procurement System 

  229 | P a g e  
 

 

Fig. Additional Document upload 

 

 

The user can view and download summary of the filled up details in EoI submission report before submission. 
An OTP generation is necessary before final submission. 

Fig: EoI summary 
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Fig. OTP over email 

 

Fig. Final submission after OTP validation 

 

Fig. Submission Confirmation 
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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. 

 

Fig. Submitted Proposal list 
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Module: EOI opening 
 

Business Flow Diagram 

OPENING

The committee selects
 EoI for

 Opening Proceeding.

Members of Opening 
committee logs into the

e-GP system.

The committee 
views the online 
submitted EoIs. 

The Opening 
Proceeding is 

completed

The Opening 
Record(MUCHULKA) 

is downloaded, signed 
and uploaded to the 

e-GP system

 

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

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

 EoI Opening

Step:4

The members of Opening Committee enters their credentials and proceed

Step:5

The committee members views the online submitted EoIs and download 

the submitted EoI of each consultant.

Step:6

 The committee members fills the Remarks field and downloads the 

Opening Record (MUCHULKA).

Step:7

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

system

Step:8

 Opening Proceeding is completed after successful upload of signed copy of 

Opening Record (MUCHULKA).
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Fig. Common login window for opening committee members 

 

Fig. Proposal list (selection result) 
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Fig. List of online submitted EoIs 

The opening record (Muchulka) is generated. 

 

Fig. EoI Opening Record (Muchulka) 

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

Business Flow Diagram

RFP DOCUMENT PREPARATION

PE creator visits the eGP 
system

PE creator assigns a 
proposal opening 
committee, adds 

shortlisted Consultants
 and sends for review

Approver views and approves 
the RFP  document

PE creator initiates
 RFP document 
Creation  and 

fills in SRFP

Reviewer reviews the
 RFP  document

 and sends to approver

 

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

Step 1:

PE Creator Login into the system

Step 2: 

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

Step 3: 

The creator selects the action button of desired RFP document.

1. CREATION

Step 4:

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

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
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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.  

 

Fig. RFP Document Creation: Step 1 

 

Step 2: 

The user will need to make the following selection: Procurement Preparation: Procurement Document: Create.  

 

Fig: RFP Document Creation: Step 2 
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Step 3: 

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

 

Fig: RFP Document Creation Step 3 
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Step 4: 

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

 

Fig. RFP Document Creation: Step 4 
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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.  

 

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. 

 

Fig. RFP Document Creation: Step 7 
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RFP Document Preparation: Review 

Steps: 

Step 2:

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

Procurement Document

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

2. REVIEW

RFP Document Preparation 

 

 

Step 1: 

PE Reviewer logs into the e-GP system, views Procurement Document and clicks on Procurement Document 

link. 

 

Fig. RFP 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 procurment line item. 

 

Fig. RFP Document Review: Step 2 
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Step 3: 

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

 

Fig. RFP Document Review: Step 3 
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Step 4: 

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

Button. 

 

Fig. RFP Document Review: Step 4 
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RFP Document Preparation: Approval 

Steps: 

Step 2:

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

Procurement Document.

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 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

3. APPROVAL

RFP DOCUMENT PREPARATION
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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. 

 

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. 

 

Fig. RFP Document Approval: Step 2 
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Step 3: 

User reviews the RFP Document send by the PE reviewer. 

 

Fig. RFP Document Approval: Step 3 

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. 

 

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

 visits e-GP system

Shortlisted Consultant
 fills in the details for 
proposal submission

 and requests OTP

Shortlisted Consultant
 submits  the proposal

 validated with OTP

Shortlisted Consultant 
selects the  interested 

proposal to submit

Shortlisted 
Consultant receives 

OTP in email

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 

Step:1

Shortlisted Consultant logs into the e-GP system. 

Step:2

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

select action button of desired proposal.

Step:3

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

Proposal Submission

Step:4

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

Step:5

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

Step:6

The User fills the mandatory fields of Financial Details tab.

Step:7

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

button.

Step:8

The User clicks on Generate OTP of Summary tab.

Step:9

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

Step:10

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

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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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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Fig: Proposal submission fig 2 



Training Manual: National e-Government Procurement System 

  261 | P a g e  
 

Step 3 

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

 

Fig: Proposal Submission fig 3 
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Step 4 

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

 

Fig: Proposal submission fig 4 
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Step 5 

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

 

Fig: Proposal submission fig 5 
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Step 6 

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

 

Fig: Proposal submission fig 6 
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Step 7 

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

 

Fig: Proposal submission fig 7 
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Step 8 

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

 

Fig: Proposal submission fig 8 
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Step 9 

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

 

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. 

 

Fig: Proposal submission fig 10 
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Step 11 

The user clicks on Submit Proposal button to submit the proposal. 

 

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

The committee selects
a desired proposal for

Proposal Opening Proceeding.

Members of Opening 
committee logs into the

e-GP system.

The committee 
views the online 

submitted 
proposals 

The Opening 
Proceeding is 

completed

The Opening 
Record(MUCHULKA) 

is downloaded, signed 
and uploaded to the 

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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Steps 

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

 Technical Opening

Step:4

The members of Opening Committee enters their credentials and proceed

Step:5

The committee members views the online submitted proposals and 

download the submitted proposals of each consultant.

Step:6

 The committee members fills the Remarks field and downloads the 

Opening Record (MUCHULKA).

Step:7

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

system

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: 

 

Fig. Proposal Opening: Step 2 
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Step 3 

User then searches and selects a desired procurement: 

 

Fig. Proposal Opening: Step 3 
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Step 4 

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

 

Fig. Proposal Opening: Step 4 
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Step 5 

The members see the online proposal submitted and download that submitted proposal. 

 

Fig. Proposal Opening: Step 5 

  



Training Manual: National e-Government Procurement System 

  277 | P a g e  
 

Step 6 

The committee member adds the remarks offered in the downloaded proposal and download the Opening 

Record (Muchulka). 

 
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. 

 

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 
members downloads the 

submitted proposals

Evaluation committee 
member logs into the e-

GP system

Technical Ranks are 
identified as a result of 

technical evaluation

Each member of 
Evaluation committee

individually gives technical score 
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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Steps 

Technical Evaluation

Step:2

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

Step:1

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

pending task .

Step:3

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

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.

Step:6

The user selects the view button of respective procurement title.

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.

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..

Step:13

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

consultant and clicks the submit button.

Step:14

The committee chairman selects Bid Evaluation from my pending task.

Step:15

The user selects the Evaluate button of respective procurement title.

Step:16

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

Step:17

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

on technical evaluation tab.

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 signed uploaded into the system send PE 

chief for the approval process.

Step:20

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

Step:21

The user selects the view button of respective procurement title.

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. 

 

Fig. Technical Evaluation: Step 2 

Step 3 

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

 

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. 

 

Fig. TechnicalEvaluation: Step 4  
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Step 5 

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

 

Fig. Technical Evaluation: Step 5 
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Step 6 

The user selects the view button of respective procurement title. 

 

Fig. Technical Evaluation: Step 6 
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Step 7 

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

 

Fig. Technical Evaluation: Step 7 
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Step 8 

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

 

Fig:Technical Evaluation: step 8 
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Step 9 

The user selects the view button of procurement title. 

 

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. 

 

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. 

 

Fig: Technical Evaluation: step 11 
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Step 12 

The user selects the view button of respective procurement title. 

 

Fig: Technical Evaluation: step 12 
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Step 13 

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

 

Fig. Technical Evaluation: Step 13 
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Step 14 

The committee chairman selects Bid Evaluation from my pending task. 

 

Fig. Technical Evaluation: Step 14 
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Step 15 

The user selects the Evaluate button of respective procurement title. 

 

Fig. Technical Evaluation: Step 15 
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Step 16 

The committee members simultaneously logs into the system. 

 

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. 

 

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. 

 

Fig. Technical Evaluation: Step 18 
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Step 19 

The downloaded technical Evaluation report is signed uploaded into the system send PE chief for the approval 
process. 

 

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. 

 

Fig: Technical Evaluation: step 20 
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Step 21 

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

 

Fig: Technical Evaluation: step 21 
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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. 

 

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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Business Flow Diagram 

OPENING

The committee selects
a desired proposal for

Proposal Opening Proceeding.

Members of Opening 
committee logs into the

e-GP system.

The committee 
views the 

technically passed  
consultant’s 

financial proposals 

 Opening 
Proceeding is 

completed

 Opening 
Record(MUCHULKA) 

is downloaded, signed 
and uploaded to the 

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. 

  

Module: RFP opening (Financial) 
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Steps 

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

 Financial Opening

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. 

 

Fig. Financial Opening: Step 1 
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Step 2 

The user selects Procurement Execution ->Proposal Opening as follows: 

 

Fig. Financial Opening: Step 2 
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Step 3 

User then searches and selects a desired procurement: 

 

Fig. Financial Opening: Step 3 
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Step 4 

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

 

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. 

 

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). 

 
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. 

 

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

Evaluation committee 
members downloads the 

submitted proposals

Evaluation committee 
member logs into the e-

GP system

Financial Ranks are 
identified as a result of 

financial evaluation

Each member of 
Evaluation committee

individually gives financial score 
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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Steps 

Financial Evaluation

Step:2

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

Step:1

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

pending task .

Step:3

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

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.

Step:5

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

Step:6

The user selects the view button of respective procurement title.

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 Financial scoring from my pending task.

Step:9

The user selects the view button of respective procurement title.

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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Step:12

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

Step:13

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

consultant and clicks the submit button.

Step:14

The committee chairman selects Bid Evaluation from my pending task.

Step:15

The user selects the Evaluate button of respective procurement title.

Step:16

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

Step:17

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

on Financial evaluation tab.

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..

Step:19

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

for the approval process.

Step:20

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

Step:21

The user selects the view button of respective procurement title.

Step:22

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

Financial  evaluation report.
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The Committee recommends the PE Chief with Evaluation Report. 
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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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PE Chief will proceed with Contract Negotiation from Contract Negotiation sub-menu inside Contract 
Execution Menu. 

 

 

Module: Contract Negotiation 
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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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PE Chief will process with contract awarding through Procurement Execution Menu > Contract Awarding 
Process Sub-Menu. 

 

Fig. Contract Awarding- Process 

 

Fig. Contract Awarding- Search/Select bid 

 

Module: Contract Awarding 
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Fig. Contract Awarding-Generate LOI 

 

Fig. Contract Awarding 
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Module: Payment Management 
 

Business Flow Diagram

 

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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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.

Step:3

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

button.

Step:4

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

pending task.

Step:5

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

Step:6 

The User verifies it and send it to PE chief.

Step:7

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

task.

Step:8

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

Step:9

The User verifies it and clicks on Certify button.

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

Payment Management

 

 

 

 

 

Similarly Consultant and PE processes the running bill (Monthly Statement) and Final Bill 

 



Training Manual: National e-Government Procurement System 

  326 | P a g e  
 

Step1 

Consultant Logs into the system and navigates to Procurement Execution Menu 

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

 

Fig. Bill Creation by Consultant 

 

Step2 

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

 

Fig. Tender Search by Consultant 
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Fig. List of Tenders 

 

Step:3 

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

 

Fig. Progress Payment by Consultant 
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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. 

 

Fig. Supervisor’s Dashboard 
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Fig. Bill Search  

 

Fig. Bill Search Result 
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The user can view bill details, provide his inputs and submit to PE chief for approval. 

 

Fig. View Bill Details and Send to PE Chief 

 

 

Fig. Bill Submitted to PE Chief 
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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. 

 

Fig. Search Tender 

 

Fig. Search Result 
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The user can then provide his input and certify or reject the bill. 

 

Fig. Bill Certify Screen 

 

System generates certification successful message on bill approval. 

 

Fig. Bill Certification Confirmation message  
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Accountant’s Dashboard 

Accountant logs into the system and processes the payment. 

 

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. 

 

Fig. Search for Specific tender 

 



Training Manual: National e-Government Procurement System 

  335 | P a g e  
 

 

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. 

 

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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