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List of Abbreviations & Acronyms 
 

e-GP  Electronic Government Procurement  

AA Approving Authority 

APP Annual Procurement Plan 

GPPMD Government Procurement and Property Management Division 

BoD Board of Directors 

BoQ Bill of Quantities 

DCS Design Contest Selection 

DD Demand Draft 

Doc. Document 

DPM Direct Procurement Method 

EOI Expression of Interest 

RGoB Royal Government of Bhutan 

HOPA Head of Procuring Agency 

ICB International Competitive Bidding 

ID Identification 

IFB Invitations For Bid 

IMED Implementation Monitoring and Evaluation Division 

JVCA Joint Venture for Consortium or Association 

JV Joint Venture 

LCS Least Cost Selection 

LTM Limited Tendering Method 

NCB National Competitive Bidding 

NOA Notification of Award 

OTM Open Tendering Method 
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OSTETM One Stage Two Envelope Tendering Method 

PDF Portable Document Format 

PA Procuring Agency 

PEC Proposal Evaluation Committee 

PER Proposal Evaluation Report 

PM Project Manager 

POS Proposal Opening Sheet 

PQ Pre Qualification 

QCBS Quality and Cost Based selection 

REOI Request for Expression of Interest 

RFA Request For Application 

RFP Request for Proposal 

RFQ Request for Quotation 

SBCQ Selection based on Consultant’s Qualification 

SBD Standard Bidding Document 

SSS Single Source Selection 

TEC Tender Evaluation Committee 

TER Tender Evaluation Report 

TSTM Two-stage Tendering Method 

TOC Tender Opening Committee 

BOR Bid Opening Report 

BOS Bid Opening Sheet 

URL Universal Resource Locator 
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1. Electronic Government Procurement (e-GP) System 

Under Chapter VIII of the Procurement Rules and Regulations 2009, the GPPMD is mandated 

with the responsibility of setting up the website and development of advanced electronic 

procurement system. The e-GP project is led by Government Procurement and Property 

Management Division (GPPMD), Department of National Properties (DNP). 

 

The e-GP system is a web-based system which encompasses the total procurement lifecycle and 

records all the procurement activities. The primary objective of this system is to maintain 

complete and up-to-date Public Procurement activities of all procuring agencies and to provide 

bidders with a single point access to information on procurement opportunities of various 

Procuring Agencies. The e-GP system shall be used for carrying out Public Procurement with 

efficiency, transparency and to secure value for money.  The system shall bring about reduction 

in fraud and corruption and enhance transparency. The system will handle both simple as well 

as complex scenarios in consistent manner. 

 

The system shall provide the Royal Government of Bhutan’s procurement requirements and 

practices of a large number of Procuring Agencies. The system can be configured to suit the 

needs of every organization with proper integrations with other system without significant 

customization. The e-GP system of Royal Government of Bhutan shall facilitate all the Procuring 

Agencies to publish Tenders, Corrigendum and Award of Contract details.   

1.1. Electronic Government Procurement (e-GP) Home Page  

Electronic Government Procurement (e-GP) system is web based application and accessible 

from any browser and the URL is www.egp.gov.bt. The e-GP Home page provides login access 

for Procuring Agency users, other Government users and Bidders. All e-GP related information 

shall be available on the Homepage. 

http://www.egp.gov.bt/
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Fig: 1.1 

 

The Home Page of the e-GP system consists of the following common functionality for all its 

end-users:  

1.2. General information 

a. About Electronic Government Procurement (e-GP) System 

This section describes about the Electronic Government Procurement (e-GP) System.  

 

i. News and Advertisements 

The News and Advertisements Section shall display the latest News and Advertisements related 

to public procurement issued by the RGoB, Procuring agencies and development partners. 

Important news shall be tagged with “Important” keyword and displayed so that it comes into 

immediate notice to the target users. 
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ii. Circulars 

The Circular Section shall display the latest Circulars related to public procurement. 

 

iii. Amendment 

The Amendment Section shall display the latest Amendment related to public procurement. 

 

iv. Notifications  

The Notifications Section shall display the latest Notifications related to public procurement. 

 

b. Right Side, which contains the Login Section and other information 

 

i. Registration and Login Section 

The user registration & login Section shall have links for “Bidder Registration”, “Login” and 

“Forgot password” which shall direct the users to the respective page. 

 

ii. Help Section 

This section shall contain User Manuals under which guide/help manual for procuring agencies 

and bidders for using e-GP system shall be available. 

This Section shall also contain Frequently Asked Questions (FAQ) which shall include answers to 

common questions and problems related to e-GP. 

 

iii. Downloads 

The Downloads Section shall contain Standard Bidding Documents (SBD), Procurement Rules 

and Regulations (PRR) and other procurement related documents with download options. 

 

iv. Resources 

The Resources Section shall contain the below mentioned list of items: 

i. Public Procurement Related Resources 

ii. e-GP Guideline 

iii. Mandatory Registration Documents 

iv. Other related resources 

 

v. External Links 

This Section shall contain links to other relevant websites. 
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c. Functionality at the top of the main page, which are available within all pages 

of e-GP 

i. Language 

e-GP System shall provide link to switch between English and Dzongkha languages.  Only Menu 

items are displayed according to the User’s language selection in the e-GP System. 

 

ii. About e-GP 

The About e-GP link provides brief description of e-GP 

 

iii. Tender 

The Tender Section shall display the list of Tenders with Tender ID, Reference No, Public Status, 

Procurement Category, Title, Hierarchy Node, Procurement Type, Procurement Method, 

Publishing Date & Time, Closing Date & Time. 

The listed item provides links to open the full details of the Tender Notice. 

 

iv. Annual Procurement Plans (APP) 

Annual Procurement Plan Section shall display APP based on Budget (Capital Budget, Recurrent 

Budget, Own Fund) with APP ID, Letter Ref. No., Procurement Category, Project Name, Package 

No., Package Description, Estimated Cost/Official Cost Estimate. 

Provides General Public to search specific Procurement opportunities in different Procuring 

Agencies on e-GP Home Page 

The listed item provides links to open the full details of the APP. 

 

v. Contract 

Contract section shall display Contracts with Hierarchy Node, Tender ID, Ref No., Title & 

Advertisement Date, Procuring Agency, Procurement Method, Date of Notification of Award, 

Contract Awarded to, Value (Million Nu.) 

The listed item provides links to open the full details of the Contract. 

 

vi. Debarment 

The following sub-menu shall be available under this Section: 

1. Chairman  

2. Debarment Committee  

3. Debarment Decisions 

4. Debarment List - the list of debarred bidders’ information such as                     
Company Name, Dzongkhag/District, Category of the Debarment, Debarred 
From, Debarred To, Grounds etc. 
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5. Debarment Rule 
 

vii. Grievance 

This Section shall provide access to complaints and grievance Information. This section shall 

contain the following sub-menu: 

i. Complaint Process Flowchart  

ii. Decision 

iii. IRB Members 

iv. Rules and Procedure of IRB 

 

viii. Search and Advanced Search 

Links for Simple search and Advance Search shall be available on the home page. 

Advance Search shall provide a search criteria selection with different options for Tenders, 

Procurement Plan and Contract.  

 

d. Functionality at the bottom of the main page which are available within all 

pages of e-GP 

 

i. About e-GP 

The About e-GP link provides brief description of e-GP. 

 

ii. Contact Us 

This Section shall provide the contact details of GPPMD 

 

iii. Terms and Conditions 

This Section provides terms and conditions for use of the e-GP system. For details, click on the 

link. 

 

iv. e-Learning 

This Section shall contain Interactive Audio-visual, e-GP Guidelines, User Manuals and FAQ. 
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2. e-GP Login and Bidder Dashboard 

2.1. Bidder Login 

Open the Electronic Government Procurement (e-GP) System by typing the URL 

http://www.egp.gov.bt 

Click the “Bidder Registration” link to open a new page for entering the Login Account Details. 

Please ensure that the valid e-mail ID used to log in is registered in the Bidder's name, 

which is only used by the Bidder.  All e-mail alerts will be sent by e-GP System to this e-

mail ID only. 

Once the Bidder/ Consultant is created on e-GP System; with Bidder ID and Password, Bidder/ 

Consultant can start using e-GP System. 

 

a. Bidder Authentication 

 

Fig 2.1:  Login Page 

Log into e-GP System along with Bidder email ID and Password on the right panel of the Home 

Page(Fig 2.1)  

http://egp.gov.b/
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Fig 2.2:  Bidder Login 

Click ‘Login’ button to log in to the e-GP System (Fig 2.2) and system will display the First page 

after successful login as below: 

 

 

Fig 2.3:  First Page after Successful Login 
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Fig 2.4: Invalid e-mail ID, Password. 

 

Incorrect Login: 

For any incorrect e-mail ID or Password entry, the System will prompt an error message. 

Three successive wrong attempts will block the email ID and to unlock the user has to reset the 

password from the link sent to the email address registered.  

 

b. Forgot Password: 

In case of forgot Password, Click Forgot Password link in the home page to set a new Password. 

(Fig. 2.5) 

 

Fig 2.5:  Forgot Password. 

i. Enter registered e-mail ID and submit the request. 

ii. Enter the hint answer for the hint question selected during the registration 

process and click on the Submit button. (Fig. 2.6) 
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Fig 2.6:  Process of setting new Password. 

iii. An E-mail containing URL to enter a new Password will be sent to the registered 

e-mail ID. (Fig. 2.7) 

 

Fig 2.7:  Process of setting new Password (contd.) 
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iv. Check email and click on given URL link to “change password” page (Fig. 2.8) 

v. In the change password page, enter a new password and confirm password (Fig. 

2.8 and Fig 2.9). 

 

Fig 2.8:  Set new Password. 

Fig 2.9:  Password Changed Successfully. 

 

c. The top Menu Bar will show the following module:  

i. Home  

ii. Dashboard 

iii. Annual Procurement Plan 

iv. Tender 

v. Document   Library 

vi. Administration 

vii. My Account 

viii. Help 

Click a menu in the menu bar to open corresponding function page. 
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2.2. Dashboard  

a. Log in to e-GP System using User ID & Password. Click “Dashboard” menu to 

watch pending, progress and completed tender list. (Fig.2.10) 

 

 

Fig 2.10: Dashboard 

b. Contents of Dashboard: 
 

Three types of tabs are displayed under Dashboard and they are: Pending, Progress & 

Completed.  Click the “Pending” tab to display all the pending tender information. In the same 

way, click Progress & Completed tab to find the in progress and completed tender list. (Fig. 

2.11) 

 

Fig 2.11: Pending Tender List 
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i. Pending→ System will display all the tenders for which the Bidders have accepted 

Integrity Pact (Fig 2.11) 

 

ii. Progress→ System will display all the tenders which are under preparation. (Fig 2.12) 

 

iii. Completed→ System will display all the tenders which are submitted. (Fig 2.13) 

 

 

Fig 2.12: Progress Tender List 

 

 

Fig 2.13: Completed Tender List 
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3. Annual Procurement Plan (APP) 

3.1. View APP 

The system will display the published Annual Procurement Plan (APP)  

 

Fig 3.1: APP Menu 

a. View APP by clicking on APP Menu (Fig 3.1) 

 

Fig 3.2: All APPs 
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b. Click APP to view APP Advance Search to select parameters like Hierarchy Node, 

Procuring Agency, Project Name, Financial Year, Budget Type, Procurement 

Category, Procurement Type, APP ID, Package No, Package Estimated Cost and 

Value where the required results are displayed in the grid (Fig 3.2) 

 

3.2. APP Details 

i. To view the APP Details click Description link, and the System will display the 

page in which Package Details, Key field information, Lot Details, Tender Dates 

are provided (Fig 3.3) 

 

Fig 3.3: View APP Details 
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a. Save as PDF 

Click on Save as PDF option on right side of the APP details page to Save or Open. Click on save 

option, for the System to save the APP details in PDF Format. Click the Open option to open the 

APP in PDF Format.  

b. Print  

Go to print option on right side of the APP detail page to print out. 
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4. Tender 

4.1. Tender Menu 

The Tender Menu consists of following sub menu (Fig 4.1): 

a. My Tenders 

b. Limited Tenders 

c. RFP 

d. All Tenders 

e. Own Category 

f. Propose JVCA 

 

 

Fig 4.1: Tender Home Page 

 

a. My Tenders 

Click on my tender submenu to view or display those tenders for which Integrity Pact has been 

agreed.  

My Tender Sub Menu will have advance search options with parameters such as (Select 

Procurement Category, Procurement Type, Procurement Method, Tender ID, Reference 

No., Publishing Date From – Publishing Date To) and required results are displayed in the 

grid in Live tenders tab. System show 3 tabs – Live, Archived, Cancelled. 

i. Live Tenders  

The System will display all Live Tenders in this tab. Live Tenders are those for which tender 

closing date and time are not lapsed.  
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ii. Archived Tenders  

Archived Tenders will show those tenders for which Tender Closing date and time is lapsed 

iii. Cancelled Tenders  

Cancelled Tenders will show those Tenders which are cancelled by Procuring Agencies/ 

Authorized User (PA / AU). To view the cancelled tender, click on the specific tender dashboard 

column to go to Tender Dashboard (Fig 4.2). 

 

Fig 4.2: My Tender 

b. Limited Tenders 

In Limited Tenders Section, Tenders are displayed only in the dashboard of the Bidder selected by 

Procuring Agency (PA). To view this, click Limited Tenders sub-menu (Fig 4.3). To view the details 

of the tender, click Dashboard. 

 

Fig 4.3: Limited Tenders 
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c. RFP 

In RFP Section, RFPs are displayed to only those Bidders shortlisted by the Procuring Agency 

(PA) through REOI. To view this click RFP sub-menu (Fig 4.4). To view the details of the specific 

tender, click Dashboard. 

 

Fig 4.4: RFP 

d. All Tenders 

In All Tenders Section, all tenders published are displayed. Click on the dashboard of the 

specific Tender to participate.  

The All Tenders tab, will have an advanced Search option with parameters such as 

(Procurement Category, Procurement Type, Procurement Method, Tender ID, Reference No., 

Publishing Date From– Publishing Date To) and required result will be  displayed in the grid(Fig 

4.5) 
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Fig 4.5: All Tenders 

i. Live Tenders  

The system will display all Live Tenders in this tab. Live Tenders are those for which tender 

closing date and time are not lapsed. 

ii. Archived Tenders  

Archived Tenders will show those tenders for which Tender Closing date and time is lapsed. 

iii. Cancelled Tenders  

Cancelled Tenders will show those Tenders which are cancelled by Procuring Agencies (PA). To 

view the cancelled tender, click on the specific tender dashboard column to go to Tender 

Dashboard. 

iv. All Tenders  

All Tenders irrespective of Live, Archive or Cancel are displayed in this Section. 

 

v. Dashboard 

To view the details of the specific tender click Dashboard. 
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Fig 4.6: View Tender Notice Details 
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4.2. Process flow of Tender Preparation 

Click on All Tenders sub-menu. 

Search for specific tender and click Dashboard column. Tender Dashboard page will 

display(Tender Detail and View Notice button) including Dashboard Tabs such as  Docs, 

Clarification, Pre-Tender Meeting, Sub-Contracting, Payment, Tender Preparation, 

Opening, Evaluation, Letter of Intent, Notification of Award, Contract Signing will be 

displayed (Fig 4.7). 

 

Fig 4.7: Tender Preparation Process 

a. Document Tab 

i. Click Docs Tab to view and agree the Integrity Pact after which the bidder can 

access the tender documents (Fig 4.8) 
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Fig 4.8: Integrity Pact Declaration 

ii. Click on I Agree button to agree the Integrity Pact and system will display a 

message “Declaration completed successfully”. Then proceed further with 

Tender Document Preparation.  (Fig 4.9) 

 

Fig 4.9: Successful Declaration of Integrity Pact 

iii. To view Tender Document, click the Document link at the right side of the 

column. System will display a Tender Document which will contain Tender 

Details, View Notice, Tender Document Sections, Forms (Technical and BoQ), 

Documents Uploaded and Download Tender Document (Fig 4.10). 
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Fig 4.10: Tender Document View 

 Download Tender Document 

To download, click on Download Tender/ Proposal document. 

 Save As PDF 

Click on Save as PDF   to download or open the file in PDF Format. 

 View 

Click on view to view fields and format for the particular Section. 
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b. Clarification Tab 

i. Click on the Clarification Tab to post Queries and view responses received from 

the concerned Procuring Agency. 

ii. For any clarification Click Post Query link and post the Query within the Date and 

Time mentioned. System will display a page to post the Query with option to 

upload any reference document (Fig 4.11) 

 

Fig 4.11: Clarification 

Click Upload link to upload files. After uploading the document the System will display the 

message “File uploaded successfully”. (Fig. 4.12) 

 

Fig 4.12: Post Query 

 

After all the documents are uploaded, click Close button to close the page. (Fig. 1.43) 
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Fig. 4.13 File uploaded successfully 

 

iii. Click Post Query button and System will display a message as Query Posted 

Successfully.  The Status will remain as Pending till the PA responds (Fig 4.14) 

 

 
Fig. 4.14 status of the query 

 

Once Procuring Agency gives Clarification reply to the query posted, Status will change to 

Replied and View link will be available under Action column. (Fig 4.13) 

 

C. Pre-Tender Meeting Tab 

When Procuring Agency has scheduled for Pre-Tender Meeting online, queries can be posted 

and the same will be replied to by the Procuring Agency within the specified date and time. 

Under Action column, Post Query link will be enabled from Meeting Start Date and Time to End 

Date and Time (Fig 4.16) 
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Fig 4.15: Pre-Tender Meeting Tab. 

i. My Queries 

1. Click on the Post Query link, to open a new page to Post Query and Upload 

Reference Document (Fig 4.16) 

2. Click Upload link to upload any relevant files (if any) and after uploading the 

documents, the System will display the message “File Uploaded successfully”.  

3. After all the documents are uploaded, click Close button to close the page. 

 

Fig 4.16: Pre-Tender Post Query 

4. Click Post Query button and System will display a message as Query Posted 

Successfully.  The Status will remain as Pending till the PA responds  

 

Fig 4.17: Pre-Tender Query Posted Successfully. 
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5. Once Procuring Agency gives Clarification reply to the query posted, Status will 

change to Replied and View link will be available under Action column. (Fig 4.17) 

 

ii. All Queries 

Click on All Queries Tab to view list of all the queries from the bidders and replies posted by 

Procuring Agency. The same can be viewed by clicking View link under Action column (fig 4.18) 

 

Fig 4.18: All Queries by Bidder 

 

d. Sub-Contracting Tab 

i. Click on Sub Contracting tab of the particular Tender. (Fig. 4.19) 

 

Fig 4.19: Sub-contracting 

ii. Enter sub contractor’s e-mail ID and click Submit button. 

iii. Provide Company Details, Send Invitation (i.e. Last Date of Accepting Invitation 

and Nature of the Supply and related Services – Comments) and click Invite 

button. (Fig. 4.20) 

iv. The status will remain as Pending till the sub contractor accepts the request. 

(Fig. 4.21) 
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Fig 4.20: Sub-Contracting Invitation. 



              Bidder Tendering Manual 
______________________________________________________________________________ 

31 
 

 

Fig 4.21: Status after Sending Sub Contracting Invitation. 

The other sub-contractor who receives Invitation will have to click on Received Invitation under 

Sub-Contracting Tab. The System will display the Invitation received with details and buttons to 

accept or Reject the proposal. Provide the comments and click on Submit button to accept or 

reject the subcontracting proposal. The System will confirm the action with a confirmation 

message and if accepted, the System will display a message “Invitation Accepted successfully” 

(Fig 4.22). 

Once the Sub-Contractor Accepts the Invitation, the system will not allow the Subcontractor to 

prepare or submit the same tender.  If the subcontractor tries to access the tender document 

by clicking on Docs Tab, the system will display a message in red colour “You are already 

participating in this tender as a sub-contractor/ consultant. You can’t participate in this 

tender on your own capacity”. 
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Fig 4.22: Accepting Sub Contracting Invitation. 

In the Bidder dashboard, Status will change to Accepted or Rejected in Send Invitation Tab 

according to the sub-contractors reaction to the invitation sent. (Fig. 4.23) 

 

Fig 4.23: Status after Accept/Reject Sub-Contracting Invitation. 

 

e. Payment Tab 

i. Click on Payment Tab to display Payment Information (Document Fees, Tender 

Security) (Fig 4.26) 

 

Fig 4.26: Payment tab 
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Bid Security Tab–Click on bid security tab to see if bid security payment has been made 

through the FIs before Final Submission of Tender. 

ii. Print 

Click on Print option on right side of the page to print. 

iii. View reference document 

 Click View reference document to view and download reference document.  

 

f. Bid Security Tab 

Click Bid Security Tab, to view the page with Lot No., Lot Description and payment option 

(Financial Institution Payment and Bid Securing Declaration) and status. 

Process payment through Financial Institution. For Bid Securing Declaration, click Submit 

Declaration button under Bid Securing Declaration(Fig 4.28). 

 

Fig 4.28: Tender Security tab. 

After Submit Declaration process, System will display Declaration Submitted Successfully. 

 

g. Tender Preparation Tab 

i. In Tender Preparation Tab, user must fill Technical forms and BoQ’s where all 

the Forms are displayed. Users will be given 2 hyperlinks to complete the Bid 

Submission – Fill and Map. 

 Fill – click Fill link, to view and fill the Forms with required details (Technical/ BoQ ). 
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 Map – click Map link, to upload and map required related documents (Technical / BoQ). 

 

Fig 4.31: Tender Preparation Tab 

 

ii. Click Fill link, to view and fill Bill of Quantities Form with valid and relevant data 

in the required fields. Once required data is filled click Sign button (Fig 4.32). 
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Fig 4.32: Fill Tender Forms. 

 

iii. After signing, enter password in the pop up box and click Verify Password. If 

Password provided is valid, then System will display Sign data. 

iv. Click Encrypt button to encrypt data which is already signed. Once encrypted, 

data will not be shown in plain text format. 

v. After Encryption, click save button to save the data. System will display a 

message, Form saved successfully. And the same Fill link will be replaced by 4 

different hyperlinks Edit | View | Delete | Encrypt. 
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Fig 4.33: Filled Tender Forms is Encrypted and Signed by Bidder 

 

Fig 4.34: View after Saving Form 

 

vi. Edit Form –To verify e-Signature in Technical / BoQ forms, click Edit link. System 

will show the same Form in Encrypted format. Then click Decrypt button. Enter 

password in the pop up box and click verify password button. The system will 

display e-Signature verified successfully. 

 

 



              Bidder Tendering Manual 
______________________________________________________________________________ 

37 
 

 

Fig 4.35: Edit Filled and Encrypted Form 
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Fig 4.36: Decrypted Form. 

vii. Click Sign button to Sign data and enter password in the popup box. The system 

will display the message “form signed successfully”. Then, click on update and 

the System will display a Message Form updated successfully. 

viii. View Form–To view the details in plain text of Technical / BoQ forms, click View 

link. System will show the Form in Encrypted format. Click Decrypt button and 

Enter password in the popup box and click on Verify Password button. The 

system will display a Message Form Decrypted successfully and will show the 

data in Original / Plain Text. 
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Fig 4.37: View Encrypted Form 

 

Delete Form –To delete forms, click Delete link and System will display a Message “Do you 

want to delete this form” with options to cancel or OK.  Click OK and the system will display 

Message Form Deleted successfully. 

Encrypt Form – To do the Final encrypt of Tender, click on encrypt and the system will display 

data in encrypted form. Click on Decrypt link the System will show data in original text to view 

the form. Click Encrypt and save button then the system will display a Confirmation Message 

(Fig 4.39). Then, click OK button to confirm the Form filled. 
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Fig 4.38: Final Encryption and Save of Tender Form. 

 

 

Fig 4.39: Confirmation Message for Final Encryption and Save of Tender Form. 
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iv. After second encryption of Form, System will show the form where Edit link is 

disabled and Encrypt link is replaced with Encrypted text (Fig 4.40) 

 

Fig 4.40: View after Final Encryption of Form. 

All Forms (Technical or BoQ) should be filled by Bidder by filling the relevant and valid data. If 

User does not map any documents which are mandatory in any of the Forms (Technical or BoQ) 

then System will display Message Please Fill All Mandatory Documents. 

 

 

Fig 4.41: View after Final Encryption of all Forms without Mapping. 
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i. Map 

There are two options in mapping the documents:  

i) Bidder will have to map all documents for mandatory forms.  

ii) Bidder will have the choice to map documents for non-mandatory forms.  

 

ii. Click Map link; System will show page where Bidder has two options. 

a.  Bidder can upload the documents and then Map 

To upload the document, click choose file and select the file to be uploaded and Select the 

Mandatory Document Type and give Description and click Upload button. The System will 

display a message, “document uploaded successfully”. 

 

e. Select document from Common Document Library (Bidder’s Briefcase) and click 

Map button. 

To Map the document from Library, click checkbox before File Name and then select the 

Mandatory Document Type. Then, click Map button. The System will display a message, 

“document mapped successfully” 
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Fig 4.42: Mapping Required Documents. 
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After Mapping of files is completed, click Go Back to Dashboard button on right side of page to 

view Map and View links.  

When Tender Security payment is complete, System shows message and I Agree checkbox, so 

that Bidder is agreeing to Terms and Conditions for filling this tender. Bidder clicks Go to Final 

Submission button. 

 

 

Fig 4.43: Agree to Terms and Conditions and Go To Final Submission of Tender. 

System will display a page in which Tender/ Proposal Submission Details are shown. Click Final 

Submission button. The system will display a field to enter One Time Password (OTP) which will 

sent to registered mobile number (Fig 4.44) 
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Fig 4.44: Final Submission of Tender. 

 

Then enter the OTP and click on final submission button. After Final Submission, System will 

display Tender/ Proposal Submission Details and also message in red colour “Final Submission 

Completed successfully”. System will also display Substitute/ Modification and Tender 

Withdrawal button. 
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j. Opening Tab 

After all the Tender Opening Committee (TOC) Members Sign Bid Opening Report (BOR), Bid 

Opening Reports can be viewed by Bidder. To view BOR, click Opening Tab.  

 

Fig 4.46: Opening Tab 

 

To view BOR click View link 

The System will display a detailed Bid Opening Report which is signed by TOC Members. 

Print – Click Print option on right side on the Bid Opening Report details page to printout.  

Save as PDF- click on save, then System will save the Bid Opening Report information in PDF 

Format. Click Open link, to open the Bid Opening Report information in PDF Format. 
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Fig 4.47: Bid Opening Report (BOR) 

k. Evaluation Tab 

At the time of Tender Evaluation by Tender Evaluation Committee (TEC) Members, click 

Evaluation Tab. In Evaluation Section, there are 4 different sub-tabs (Clarification, Validity / 

Security Extension, Post Qualification, and Debriefing of Tender) 

 

Fig 4.48: Evaluation Tab 
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l. Notification of Award (NOA) Tab 

The Bidders will be able to view the NOA details after Procuring Agency Issues the NOA. The 

Bidder will get two options under Action column View and Accept / Decline. 

Fig 4.49: NOA Tab 

i. To view the Notification of Award (NOA) details Click View link under action 

column. System will display a page wherein NOA details and if documents 

uploaded will be will be shown. 

ii. To accept/ reject NOA, Click Accept / Decline link under action column. Give 

comments and select Accept or Decline from combo box and click Submit 

button.  
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Fig 4.50: View Notification of Award (NOA) 

 

Fig 4.51: Accept/Reject NOA 
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Click Print and Save As PDF option to either print or save the NOA document to be saved as PDF 

format. 

iii. On Submission, System will display Notification Message “NOA Action taken 

successfully “and will display the NOA Tab and Accept / Decline link will be disabled, 

View link will be shown and NOA Acceptance Status will be changed from Pending to 

Accepted. 

 

Fig 4.52: View of NOA tab after Accept/Reject 

 

Click View link to view NOA details again.   

 



              Bidder Tendering Manual 
______________________________________________________________________________ 

51 
 

 

Fig 4.45: View after Final Submission of Tender 
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Before Tender Closing Date and Time, Bidder can Substitute/ Modify the Tender Bid. Click 

Substitute/ Modification button. The System will display a page in which Bidder has to give 

reason for Substitution / Modification. 

After clicking on Substitute/ Modification, System will display Notification Message “Reason 

entered successfully. Please proceed for modification”. 

Before Tender Closing Date and Time, the system will allow withdrawal of tender. To withdraw 

the Tender, click Tender Withdrawal button. The System will display a page in which reason for 

withdrawal is required. Click Withdrawal button. After Withdrawal process, System will display 

a confirmation Message. System will display a page showing details of Tender Substitution/ 

Modification History, Withdrawal History. Click View link to view Date, Time and Reason for 

Substitution/ Modification. After withdrawal of a tender, the system will not allow submission 

on the same bid again.  

 

Fig 4.29: Declaration of Tender Security 

Click link to View payment information filled by Branch Maker (Fig 4.30). 
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Fig 4.30: View Tender Security 

 

m. Contract Signing Tab 

The Bidder can view the contract details when Procuring Agency enters the contract details. To 

view the contract details click View link under action column. 
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Fig 4.53: Contract Signing Tab 
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Fig 4.54: Contract Agreement 

 

f. Propose JVCA  

i. If Bidder wants to propose Joint Venture Contract Agreement (JVCA) then click 

Propose JVCA sub-menu link. Click Add JVCA button to form JVCA. 

 

Fig 4.55: Propose JVCA 

ii. Click Add JVCA button, where Bidder can create JVCA Name and Add Partner’s 

(One Lead Partner and more than one Secondary Partner) and then click Submit 

button. 
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Fig 4.56: Add Partner 

                   iii.    Add Partner 

To add other partners, click Add Partner button on right side of the screen and   search 

through email ID. Click Add button. 

 

Fig 4.57: Add Partner 

 

After adding the same, if Bidder does not select JVCA Partner role (Lead or Secondary) from 

dropdown list and clicks Submit button then System will display message Please Select JV Role 

for all field. 
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If Bidder selects more than one Lead Partner and clicks Submit button, then System will display 

a message Please Select only one Lead Partner. 

In JVCA grid, New JVCA created will be shown as Status Pending and under Action column Edit, 

View, Send Invitation links will be shown. 

 

Fig 4.58: List of JVCA 

To View JVCA Name and Partners, click on View link. 

 

Fig 4.59: View JVCA 

Click Edit link, to edit the details and click Submit button. 

 

 

Fig 4.60: Edit JVCA 

Send invitation to propose for JVCA by clicking on Send Invitation link. After invitation, System 

will display a message JVCA invitation sent successfully. 
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Fig 4.61: Send Invitation to Selected JVCA Partners 

After sending invitation to proposed partners, System will display only View link under action 

column. 

 

Fig 4.62: List of JVCA after Sending JVCA Invitation 

 

JVCA Partner Requests 

User who has received request need to click JVCA Partner Requests tab and click Process link to 

process the request. 

 

Fig 4.63: JVCA Partner Request. 

 

System will display a page wherein User agrees Agree to Propose JVCA or Disagree to Propose 

JVCA and click Submit button. 
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Fig 4.64: Agree or Disagree JVCA Partner Request 

If agreed, system will display a confirmation message “JVCA invitation processed successfully”.  

 

Form JVCA 

After agreeing to the Propose JVCA, the Bidder who is nominated to form JVCA will get the link 

Form JVCA to register for forming JVCA. 

Fig 4.65: Form JVCA 

The System will open a page in which Nominated Bidder will fill in the registration required 

details. The Nominated Bidder will fill the valid data into the field. Click Submit button. 

 

Fig 4.66: Register JVCA 
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Nominated Bidder fills in required company details. Enter valid data into the field. Click Save 

button. 

 

Fig 4.67: Register JVCA (contd.) 

 

Nominated Bidder fills in required personal details. Then, enter valid data into the field. Click 

Save button. 
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Fig 4.68: Register JVCA (contd.) 

 

System will display Update and Complete JVCA Registration Process buttons. Click Update 

button to edit the details. Click on Complete JVCA Registration Process button to complete the 

registration. On Update, System displays message Information Successfully Updated. 
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Fig 4.69: Complete JVCA Registration Process. 

 

To view the JVCA invitation, click View JVCA Invitation link, System will display Invitation 

details, Registration details, JVCA details and Personal details. 
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Fig 4.70: View JVCA Details. 
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5. Document Library 

Click Doc. Library menu and upload the documents and manage the same in folder 

management. Bidder Doc. Library Menu has two sub-menus: 

 Upload Documents 

 Folder Management  

Figure 5.1: Doc Library Menu 

 

5.1. Upload Documents 

Bidder can upload a document which has to be attached during Tender Preparation. Click 

Upload Documents sub-menu link. System will display upload document page. 

Click Browse button and select file to be uploaded. Once selected, file path is displayed, write 

Description and click Upload button. Follow the Instructions for uploading documents. 

On the same page, grid will be displayed in the figure below, in which there will be four 

different options as View Unmapped Files, View Folder wise Files, View Files, and View Archive 

Files. 
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Figure 5.2: Upload Document. 

a. View Unmapped Files Tab 

By default, files uploaded for the first time and unmapped to folder files will be shown in ‘’View 

Unmapped Files” tab, in which required actions will be mentioned with Action column: 

i. Delete – Bidder can delete the uploaded document. 

ii. Archive – Bidder can archive the selected document. 

iii. Download – Bidder can download the document to recheck again. 

iv. Map to Folder – Bidder can move the file uploaded to specific folder. 
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Figure 5.3: View of Unmapped Files Tab 

b. View Folder wise Files Tab 

i. All folders created through Folder Management will be shown in this section.  

Click View link under Action column and view files which are mapped to this 

particular folder. 

 

Figure 5.4: View of Folder wise Files Tab. 

ii. After View link, click of any particular folder where all files under this folder will 

be shown under View Folder wise File section in the grid. Under action column 

the same Delete, Archive, Download, Map to Folder option will be available. 

Figure 5.5: View of All Files under Specific Folder. 

i. Archive – Bidder can archive the selected document. 

ii. Download – Bidder can download the document to recheck again. 

iii. Move to Folder – Bidder can move the file uploaded to specific folder. 
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c. View Files Tab 

All files will be  shown under this section in the grid, under action column the same Delete, 

Archive, Download, Map to Folder, Move to Folder option will be shown. 

i. Delete – Bidder can delete the uploaded document. 

ii. Archive – Bidder can archive the selected document. 

iii. Download – Bidder can download the document to recheck again. 

iv. Map to Folder – Bidder can move the file uploaded to specific folder. 

v. Move to Folder – Bidder can move the file uploaded to specific folder. 

 

Figure 5.6: View Files Tab 

d. View Archive Files Tab 

Once files archived from the list is shifted to View Archive Files section. Click on download 

option to download the file. Under action column the same can be downloaded. 

Figure 5.7: View Archive Files Tab. 

i. Download – Click on download to recheck again. 
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5.2. Folder Management 

Bidder will be given the facility to create folder and manage files. Click Folder Management 

sub-menu link. 

 

Figure 5.8: Folder Management Home Page. 

a. Provide folder name and Click Create Folder button. 

b. System will display message “Folder created successfully” and same folder name 

can be viewed in the grid 

 

Figure 5.9: Folder Created Successfully. 

c. Click View link and view the files mapped with the same folder. Under action 
column of the same Delete, Archive, Download, Map to Folder option will be 
shown. 

i. Delete – Bidder can delete the uploaded document. 

ii. Archive – Bidder can archive the selected document. 

iii. Download – Bidder can download the document to recheck again. 

iv. Move to Folder – Bidder can move the file uploaded to specific folder. 
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Figure 5.10: View of Specific Folder 
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6. Administration 

Administration Menu is displayed only to Bidder/ Consultant. This menu is NOT shown in case 

of Individual Consultant. Administration Menu has two sub-menus: 

 Manage Users 

 Tender Submission Right  

 

Fig 6.1: Administration Menu 

6.1. Manage Users 

For a single company registered with e-GP System, there may be different departments or 

different person who are working on Tender Preparation, so for the same, Manage Users link is 

available to create new registered Users. 

a. To create new User, Click Register User and System will show relevant page with 

required fields to fill in and then click submit button. 

b. After Submitting, System will display a message Company User created 

successfully. 
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Fig 6.2: Register Company User 
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c. Once created, Users will be displayed in grid under action column. The Edit, 

View, Suspend, and Assign Role option will available. 

 

Fig 6.3: View after Registration of a Company User. 

d. Edit 

On Clicking the Edit link, System will display page in editable mode to edit the required details 

and click Update button. On Update, System will display message “Company User updated 

successfully”. 

 

Fig 6.4: Edit Information of a Company User 
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e. View 

To view the User details, Click View link wherein System will display the User information in the 

page. Click OK button to confirm the details entered and click edit button to edit if required.  

 

Fig 6.5: View of All Files under Specific Folder 

 

f. Suspend 

Click Suspend link, to suspend the particular user. The suspended users will not be able to 

login into the e-GP System. User information will be displayed with Comments field. Then, 

click Suspend button. 
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Fig 6.6: Suspend Company User 

 

On submit, the system will suspend User and the particular User will be shown in Suspended 

tab. 

 

 

Fig 6.7: View Suspended Tab 
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To resume the user, Authorized Bidder will click Resume link under the action column, and the 

same User will be able to login into e-GP System and participate in tender preparation. User 

information will be displayed with Comments field. Click Resume button. On Resume User, 

System will show the same User again in Approved tab. 

6.2. Tender Submission Rights 

a. The Admin can assign Tender submission rights to other Users which are created. 

Click Tender Submission Rights sub-menu link. Search Tender ID and reference 

no. to display the results.  

 

Fig 6.10: Assign Tender Submission Right 

b. Click Assign link under Action Column to show required tender information. Click 

Assign To combo box form to select the name to which the tender should be 

assigned and click Submit button. 

 

 

Fig 6.11: Assign Tender Submission Right to User 
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On submitting, System will display a message “Tender Submission Right assigned successfully 

“for that specific tender ID and that particular user can prepare the Tender. 

 

Fig 6.8: Resume Suspended Company User 
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7. My Account 

In My Account menu, Bidder can edit or update Profile information. This menu has six sub 

menus: 

1. Change Hint Question and Answer 

2. Change Password 

3. Edit Profile 

4. Request for New Procurement Category 

5. View Profile 

 

Fig 7.1: My Account Menu 

 

7.1. Change Password 

a. In Change Password sub menu, System will allow Bidder to change Password. 

Enter the Current Password. The system will verify the Current Password, 

whether the password that the User has entered is correct or not. On entering 

the wrong Password, System will display a message as Invalid Password. On 

entering the correct Password, System will display message as Valid Password. 
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Fig 7.2: Change Password 

b. Enter the New Password, If Password doesn’t contain eight character or 

alphabets and numbers, then System will display a message as Password 

requires minimum eight characters and must contain both alphabets and 

numbers. As mentioned in the informative text, If User enters correct Password 

then User will be allowed to move to Confirm Password field. 

Then confirm the Password by entering the same again in Confirm Password text box and click 

Submit button. The System will update the New Password and redirect the User to Homepage 

so that User will be able to Login into the System with New Password and System will display a 

message “Password changed successfully” 

 

7.2. Change Hint Question and Answer 

a. Change Hint Question and Answer sub menu will allow the User to change Hint 

Question and Answer. The system will allow the User to select Hint Question 

from Drop-down list. To create its own Hint Question, select create your own 

Hint Question from options given. 

 

Fig 7.3: Change Hint Question List 
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b. After selecting Create your own Hint Question, then create new Own Hint 

Question and enter Hint Answer and click ‘’Submit”.  

 

Fig 7.4: Create Your Own Hint Question and Answer 

After selecting the Hint Question from the drop-down list, enter the Hint Answer and click 

Submit Button. On submitting, System will update the information. 

 

Fig 7.5: Change Hint Question and Answer 

 

7.3. Edit Profile 

In Edit Profile sub menu, System will allow Bidder to Edit Company Information and Company 

Contact Person Details information. After editing the required Profile Information/details, Click 

Update Button. The System will display a message “Information successfully updated”. 
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Fig 7.6: Edit Company Details 
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Fig 7.7: Edit Company Contact Person Details 

 

 

 



              Bidder Tendering Manual 
______________________________________________________________________________ 

82 
 

7.4. Request for New Procurement Category 

Request for New Procurement Category sub menu will allow the User to request for new 

procurement category from Check-box and upload mandatory document. Click Request for 

New Procurement Category from options given to request for additional new procurement 

category. Select additional Procurement Category and click “Submit” button 

 

Fig7.8: Select Procurement Category 

After submitting the required document for new procurement category request, select the 

Document Type, provide Document Ref. No and then select document and upload it. 
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Fig 7.9: List of Documents 

b. The System will display the number of uploaded and pending documents. After 

uploading all mandatory documents, the system will display a button “Click here 

for Re-apply”. Click ‘Click here for Re-apply’ button. The System will display a 

message “Bidder's Re-apply Process Submitted Successfully. 

 Fig 7.10: Mandatory Document Upload 
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Fig 7.11: Request Submitted Successfully 

7.5. View Profile 

In the View Profile sub-menu, System will display the profile of the Bidder/ Consultant. By 

default, it will show Registration Details page. Then, click Next button for Company Details 

followed by Company Contact Person Details page. 

 

Fig 7.12: Registration Details of Bidder 
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Fig 7.13: Company Details of Bidder 
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Fig 7.14: Company Contact Person Details of Bidder 

 


