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

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

\ Steps for Login to the system

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

Home | Aboute-GP | ContactUs | RSS Feed | Language English «

Type your Keyword here Tenders |Z|

GP

GoTo > Tenders =) Annual Procurement Plans 1 Awarded Contracts & Debarred Tenderers

Tuesday, 15 Mar, 2011 1206:07 BST srers | Bidders | Consultants and Procuring Entity's registration to the e-GP syste  View Al Nofifications

About e-Government Procurement (e-GP) System

2 User Login
National e-Government Procurement (e-GP) portal ( i.e. hitp:ieprocure.gov.bd ) of the Government of the People’s Republic of
Bangladesh is developed, owned and being operated by the Central Procurement Technical Unit (CPTU), IME Division of Ministry
of Planning. The e-GP system provides an on-line platform to carry out the procurement activities by the Public Agencies -
Procuring Agencies (PAs) and Procuring Entities (PE=).

e-mail ID

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

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

Screen — Al

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

1.3. Once all the inputs are given by the Users after that, Users needs to click on
“Submit” button which would be available at bottom of the page. (As shown in
Screen — A2)

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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Change Password

Fields marked with (*) are mandatory.

Current Password : ™ ssasesses Valid password

New Password ; * TN
(Minimum 8 characters required. Make sure the password you choose contains both alphabets & numbers. You can also add special characters and space)

Confirm Password : * asasanes
Hint Question : = ‘What is your favourite color ? ﬂ
Hint Answer : * blue

Screen-A2

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

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

Type your Keyword here Search | Advanced Search

GP

GoTo> [= Tenders = AnnualProcurementPlans 'L Awarded Contracts & Debarred Tenderars

Tuesday, 15 Mar, 2011120142 BST As the first step of the e-Tend¢  View All Hofifications

About e-Government Procurement (e-GP) System

@ Password changed successfully
Mational e-Government Procurement (e-GP) portal ( i.e. http:leprocure.gov.bd ) of the Government of the People's Republic of

Bangladesh is developed, owned and being operated by the Central Procurement Technical Unit (CPTU), IME Division of Ministry
of Planning. The &-GP system provides an on-line plafform to carry out the procurement activities by the Public Agencies -
Procuring Agencies (PAs) and Procuring Enfities (PEs).

4 UserLogin

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

sesasase the e-GP web portal is accessible by the PAs and PEs through internet for their use.

Forgot Password? | The e-Government Procurement solution infroduced under the Public Procurement Reform (PPR) Process is being supported by
the World Bank and being used by all the govemment organizations which will help in ensuring equal access to the

Bidders/Tenderers, efficiency, fransparency and accountability in the public procurement process in the country.

Read Mora >»

Screen-A3

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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2. Message Box

2.1 User will login to e-GP Portal along with User name & Password.

2.2 After login into system, User will be able to see the Message box menu (As shown in
Screen-B1l)

] To Do list

@ A Folder

Soarchin: — —
[# Compose Message Searchin: | -Select- |

Today's To Do List

S.Ho From Subject Priority Dt and Time

Screen-B1

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

2.2.2

2.2.3

[Z ToDolist
& Add Folder

[&] Compose Message

¥ Inbox(0), Unread(0)
» Sent
» Trash

» Draft

Today's To Do List

Screen-B2

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

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

Trash and Draft.
Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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2.2.4 “Compose Message” - User can Compose messages using this functionality.
2.2.5 “Inbox” - All the mails which are received by user will be available in this folder.

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

2.2.7 “Trash” - Deleted messages will be in this folder.
2.2.8 “Draft” > Saved messages will be in this folder.
2.3 Message Box >> To Do List

2.3.1 To Do List functionality, is used so that users can manage their tasks / activities on
regular basis.

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

View Task Details
Date From: ) Date To: =
Status : Pending x|
@ Add NewTask
S.No Task Brief Priority Start Date End Date Action
1 Mo Data Found Mo Data Found | Mo Data Found | Mo Data Found |No Data

Screen-B3

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

‘ Search Functionality |

View Task Details
Date From: ] Date To: =
Status : Pending x|
=3
@ Add NewTask
S.Ho Task Brief Priority Start Date End Date Action
1 No Data Found No DataFound | Mo Data Found | Mo Data Found |Mo Data

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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Screen-B4

2.3.4 Add New Task -> User can create new task by click on the link (As shown in
Screen — B5) and add in their respective To Do list. Once New Task page gets
opened, it will list down the input values (Task Brief, Task Details, Priority of Task,
Start Date and End Date) which user will fill and click on Submit button. (As shown
in Screen — B6)

View Task Details

Date From: ‘J Date To: ‘J
Status : Pending =l
= | Click here to "Acd New Task" |
——— o
o ]
L - ]
S.No Task Brief Priority Start Date End Date Action
1 Mo Data Found Mo Data Found Mo Data Found Mo Data Found | No Data
Found
Screen-B5
Add New Task
Task Brief:* Document Upload
Task Details : *
Elsource of B3 @ I 32 = & & BIU E== B&
EH A = | Fomnat || Font | || Size " =" AT =
Document Upload for Tenderid : 108
1. Company Incorporation Certificate (in case of Company) OR Reagistration Document
2. Trade License
3. Valid Tax Identification Number (TIN) Certificate
4. Valid Value Added Tax (VAT) Certificate
5. Autharization letter from the Owner for the Firm/Company's Admin
§. Mational ID or Passport of Authorized Person (First 2 pages of passport)
7. e-GF Registration Fee Payment Slip
8. One Passport Size Photo of Authorized Person
y
Priority : High j
Start Date :* 1010772011 =
End Date :* 14/07/2011 =

Screen-B6

2.4 Message Box >> Add Folder

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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2.4.1 *“Add Folder” link will be shown in left panel (As shown in Screen — B7)> Add
Folder page will be shown, Once user enter the folder name and clicking on submit
button, system will display a validation message as “Folder created successfully”
and the created folder name will be shown on the left panel.

| Click on Add Folder link

=l To Do list Add Folder

(& Add Folder Folder Name : *

[&] Compose Message

W

Inbox(0), Unread(0)
» Sent
» Trash

» Draft

Today's To Do List

Screen-B7

2.5 Message Box >> Compose Message

2.5.1 Compose Message > Users can compose message using this functionality (As
shown in Screen — B8). Lots of features like font, colour, styles are available for
better appeal. User can set priorities to the messages as well.

Compose Mail

To:* egpadmin@eprocure.gov.bd OK
Use commal ) to separate e-mail IDs
Cec:
Subject:* Tender published
Priority : * Medium x|
Message Text:*
Elcource of B @B @ iZ = & 4 BI U E=E== B @EAOE=E
Mormal = N Font sl R =T AT [«]
You have been invited by a Procuring Entity to participate in a below mentioned e-Tender: :I
Tender ID: 1746
Reference Mo: irnopd2
Fracuring Entity: RNB-ORG-PED
Tender Closing Date: 17 May 2011 18:35
Tender Brief/ Title: Procurement of Computer Goods
Please go to Tender Dashboard, to prepare and Lodge e-Tender.
Warm Regards, |
e-GP Support Team. LI
Click on "Save as Draft", Message will be saved in Oraft folder 4
F N

"
m m<—+ Click on "Send", Message will be sent

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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Screen — B8

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

2.5.3 Once the message is Sent, system will prompt message “Message Sent
Successfully” and the mail will be available in “Sent Folder”.

2.6 Message Box >> Inbox

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

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

S.No From Subject Priority Date and Time
1 neuser@eqp.com APPID: 1032 APP Approvalis reguited High 16-May-2011 10:12:42
2 peuseri@egp.com APP ID: 947 File to be processed in Workflow High 26-Apr-2011 15:35:00
3 peuserif@egp.com Tender ID : 411 File to be processed in Workflow High 23-Apr-2011 15:19:00
4 peuser@egp.com Tender|D: 411 File to be processed in Warkilow High 23-Apr-2011 14:63:00
5 peuseri@egp.com APP ID: 895 APP Approval is required High 22-Apr-2011 13:12:00
6 peuser@egp.com APP ID: 99 File to be processed in Workflow High 20-Apr-2011 09:53:00
7 peuser@egp.com APP ID: 898 File to be processed in Workflow High 20-Apr-2011 09:24:00
8 peuseregp.com Tender ID : 405 File to be processed in Workflow High 17-Apr-2011 16:53:00
9 peuseri@egp.com APP ID: 894 File to be processed in Workflow High 17-Apr-2011 16:36:00
10 peuserfegp.com APP ID: 848 File to be processed in Workflow High 05-Apr-2011 11:27-:00
Do < Paget of2 e wmi[0s]

Screen — B9

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

Messages (-]

S.Ho From Subject Priority Date and Time
1 peuser@edp.com APP D 1032 APP Approval is reguired High 16-May-2011 10:12:42
2 peusergegp.com AF‘ID: 947 File to be processed in Workflow High 26-Apr-2011 15:35:00
3 |peuser@egp.com Fender ID : 411 File to be processed in Workflow High 23-Apr-2011 15:19:00
4 peuSEr@Eedn o A_(TDHHDHI’\ 411 Fﬂftn bie processed in Yo rkf o High 23-Apr-2011 14:43:00
5 peuser@egp.cu‘ Select Message & Click on link {1 ovalis required High 22-Apr-2011 13:12:00
] peuser@eyp.com APP ID: 899 File to be processed in Workflow High 20-Apr-2011 09:53:00
7 peusergegp.com APP ID: 898 File to be processed in Workflow High 20-Apr-2011 09:24:00
8 |peuser@egp.com Tender ID : 405 File to be processed in Workflow High 17-Apr-2011 16:53:00
a peuser@@egp.com APP ID: 894 File to be processed in Workflow High 17-Apr-2011 16:36:00
10 peuser@egp.com APP ID: 848 File to be processed in Workflow High 05-Apr-2011 11:27:00
p @ o Pageft of2 e wmi[10=]

Screen —B10

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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View Message

Dear User,

Module Name
Process

D

File Sent By

1. Click on'Workflow menu
2. Select Pending task

Regards,
e-GP Help Desk.

[rosh | “Reo | RentyTo | “Forware|

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

To: hopeuser@eap.com

Cc:

Priority : High

Afile has come to you far processing. Detail of the file to be processed is as mentionad balow:

o Annual Procurement Plan (APP)
T ARD Aparoal ok o
o103z

: PEUser-PE

Click here to process this file now. Oryou can perform below mentioned steps to process this file Iater on:

3. Click on Process link availahle in front of a pardicular file to be processed

Screen —B11

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

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

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

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

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

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

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

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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Inbox
Search In: --Selectk- j
Keyword : e-mail ID :
From Date : = To Date : =
[ search |

Screen —B12

2.7 Message Box >> Sent Folder

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

Sent

Search In: _Select- =

Keyword @ e-mail D :

From Date : = ToDate: =

SHNo To Subject Priority Date and Time

1 aul@egp.com APP ID: 1032 File Approved by Abprover High 16-May-2011 10:37:08
2 peuser@egp.com APP D 947 File to be processed in Workflow High 26-Apr-2011 14:37.00
3 peuser@egp.com Tender 1D 411 File to be nrocessed in Workfow High 23-Apr-2011 15:0300
4 all@egp.com APP D 895 File to be processed in WWarkflou High 22-Apr-2011 13:16:00
) peuser@eop.com APP |D: 294 File to he processed in Workflow High 20-Apr-2011 09:53:00
B peuser@egp.com APP D: 898 File to be processed in wiorkdow High 20-Ape-2011 09:25:.00
7 peuser@egp.com Tender |D - 404 File to be processed in WWorkflow High 17-Apr-2011 16:54.00
8 peuser@egn.com APP D: 894 File to be processed in wiorkdow: High 17-Apt-2011 16:37:.00
2} peuser@egp.com APP [D: 848 File to be processed in WWorkflow High 08-Apr-2011 11:28:00
10 au.l@eop.com APP (D: 245 File to be processed in Workflow High 3-Mar-2011 16:25:00

P Page |1 of1 10 >

Screen — B13

2.8 Message Box >> Trash Folder

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

2.8.2 All Trash Messages gets displayed in grid table (From, Subject, Priority, Date and
Time).

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

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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Trash

Search In : Gelach =

Keyword : ‘ e-mail ID : ‘

Fromose: — Toae: —
Messages (-]

S.No From Subject Priority Date and Time

1 |hopeuser@eap.com [stzicome to e-GF Portal | Low | 17-May-2011 17:09:13 |
B ® i« e Page[tof1 e o [i0
Screen - B14

2.9 Message Box >> Draft Folder

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

Draft

Searchin: —Seleck- j

Keyword : ‘ ‘ e-mail D : |

Messages

S.No FromTo Subject Priority Date and Time Action
1 |peuser@egp cam APP 1D 1032 APP Approval is required Medium 17-hlay-2011 17:20:53 | Edit ‘
Pl 1« <« Pagefr of1 we o [10=
Screen —B15

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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3. Manage Users (Available to PE Admin Only)
3.1 Manage Users >> Government Users >> Create User

3.1.1 To create government user in Organization, PE admin needs to click on “Create
User” link. Once click on “Create User”, Screen — D1 will appear on screen.

Create Government User

Employee Infomation ==  Employes Office Information

Fields marked with {*) are mandatory.

e-mail ID :* egppeuser! @amail.com 0K
Flease enter Official and Designation specific e-mail ID e, ce@lged.oov.bd

Password : * CTTTT T
iMinirmurn 8 characters reguired. Make sure the password you choose contains both alphabets & numbers. You can also add special characters
and space)

Confirm Password : * ssssssse

Full Name : * Govt PE Usger 1

Name in Bangla : Govt. PE User 1

National ID : F54321987654654

Mobile No : 1936742069 (Mohile Mo format should be e.g 1936742068)

Screen — D1

3.1.2 PE Admin needs to fill up the required fields of Employee Information (e-mail ID,
Password, Confirm Password, Full Name, Name in Bangla, National ID, and Mobile
No. — As shown in Screen — D1) PE Admin will click on “Submit” button.

3.1.3 PE admin needs to fill up the required fields of Employee Office Information (select
office, select designation and select procurement role) and then click on “Add
Procurement Role” (As shown in Screen — D2)

Assign Procurement Roles

Emplovee Information  *»> Employee Office Information

Fields marked with (*) are mandatory.

Employee Name : Govt, PE User 1

Select Office : * Infarmation Technology Purchase Officer d

Select Designation : * Procuring Entity User =l

Procurement Role :* & FE ™ Authorized User
O TOCIPOC

 TECIFECITSC

Add Procurement Role m

Screen — D2

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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3.1.4 Government User will be created with assign roles. PE admin has to click on
“Complete Registration” to complete profile registration of official (As shown in
Screen — D3)

Assign Procurement Roles

Employee Information >» Employee Office Infermatien

Employee . Ministry! Division/ - . Procurement Remove Procurement
i e-mail ID Organization Office Designation Role Office Roles
Gowt. PE User | egppeuser! @amail.com | Organization of Infarmation Technology Purchase | Procuring Entity PE Edit x
1 Frocurement Cifficer User

Complete Registration

Screen — D3

3.1.5 Government User will be created and system will display message “Government
User created successfully”. (As shown in Screen — D4)

View Government Users
@ Government User created successfully
To sort click on the relevant column header
S. Ho. Full Name Organization Name Role e-mail ID Date Status Action
1 |Govt PE Usert Organization of Procurement FE egppeuser! @gmail.com 13-Jun-2011 Complete B %NLW ‘
2 Hope User Organization of Procurement HOPE egphopeuser@gmall.com 17-May-2011 Complete Edt ;%:LHLW ‘
3 |PEUser Organization of Procurement aon egphodusen@umail.com T7-May-2011 Complete Edt ;LL:{:“LW ‘
4 |TEC User Organization of Procurement TECIPEC egptecuser@ymall.com 17-May-2011 Complete Edit | ;LL:{:“LW ‘
5 |TOC User Organization of Procurement TOCIPOC egptocuser@omail.com 17-May-2011 Complete B %NLW ‘
B AUUser Organization of Procurement AQ egpanuser@amail.cam 17-May-2011 Complete Edt ;%:LHLW ‘
T AU User Organization of Procurement Al egpauUser@amail.cam T7-May-2011 Complete Edt ;LL:{:“LW ‘
8 |PEUser Organization of Procurement FE egppeuser@gmail.com 17-May-2011 Complete I %NLW ‘
Foa) i« <o Page[t of1 e e [102]

Screen — D4

3.2 Manage Users >> Government Users >> View Users

3.2.1 Click on “View Users” to view all the government users created by PE Admin. (As
shown in Screen — D5)

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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View Government Users

To sort click on the relevant column header

S. No. Full Hame Organization Name Role e-mail ID Date Status Action
1 |Govt PEUser3 Organization of Procurement FE egppeuser?@gmail.com 13-Jun-2011 Complete Edit | %vellt;m ‘
2 |Gowt PE User2 Organization of Procurement RE egppeuser] @umail.corm 13-Jun-2011 Complete Edit | ;%:LHLW ‘
3 |Hope User Organization of Procurement HOPE egphopeuser@gmail.com 17-May-2011 Cormplete Edit | ;%:LHLW !
4 |PE User Crganization of Procurement aoD egphoduser@umail.com 17-May-2011 Cornplete Edi | BHEL::“LJEH—S@ ‘
5 |TEC User Organization of Procurement TECIFEC egptecuser@omail.com 17-bay-2011 Complete Edit | giei:é"{“yisfer ‘
B |TOC User Organization of Procurement TOCIPOC egptocuser@omail.com 17-May-2011 Complete (EG: | %"LW ‘
7 |AUUser Organization of Procurement AQ egpanuser@amail.com 17-May-2011 Cormplete Edit | ;%:LHLW !
2 AU User Crganization of Procurement Al egpauuser@amail.com 17-May-2011 Cornplete Edi | %:LHLW ‘

] Page[1  of1 10 >

|»

Screen — D5

3.2.2 PE Admin can see Action links “Edit” | “View” | "Transfer” | "Deactivate” |
"Activate”.

3.2.3 If PE Admin clicks on “View”, then selected designation details will be displayed.
(As shown in Screen — D6)

View Government User

Employee Name Department Name Office Desighation Procurement Role
Govt PE User 1 Organization of Procurernent Infarrnation Technology Furchase Ofcer Frocuring Entity User FE
e-maillD : egppeuser! @omail.com
Full Name : Govt. PE User 1

Name in Bangla: Govt PE User 1
National ID : B54321987654654
Mohile Mo : 1936742068

Screen — D6

3.2.4 If PE Admin clicks on “Edit”, then required fields will be displayed in edit mode and
user can do required changes and click on “Update” (As shown in Screen — D7).
Further, if admin wants to “Edit” the Employee Office Information then admin will
click on “Next” button (As shown in Screen — D8) and click on “Edit” link to update
the office information.

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning
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Edit Profile

Employee Infomation == Employee Office Information

Fields marked with (*) are mandatory.

e-mail ID : egppeuser! @gmail.com

Full Hame : * Govt PE User 1

Mame in Bangla : Govt PE User 1

Mational 1D : 54321 887654654

Mobile No : 1936742068 (Mobile Mo, format should be e.g 1936742063)

Update Next

Screen — D7
Assign Procurement Roles
Emplovee Information  »> Employee Office Information
Employee Name e-mail ID Ministry/ Division! Organization Office Designation Procurement Role = Office
Govt PE User 1 egppeusear! @gmail.com Organization of Procurement Information Technology Purchase Officer Procuring Entity User FE Edit
Screen — D8

3.2.5 If PE Admin clicks on “Transfer”, then selected user details will be transferred to
another user profile. PE Admin needs to “Retrieve” the information of another user
through e-mail ID. (As shown in Screen — D9)

Transfer User :
Existing User:
e-mail ID ; egppeuser! @omal.cam
Full Name : Govt. PE Usger 1 Name in Bangla : Govt. PE User
National ID : B54321987654654 Mobile No. : 1936742068
Ministry | Division / Organization : Organization of Procurernent
PE Office Hame : Information Technology Purchase Cfficer
Designation : Frocuring Entity User Procurement Role : FE
New User:
e-mail ID : mindeepa@omail com
Full Name : * Govl PE User 2
Name in Bangla : Gow. PE User 2
National ID 1 02405050505050
Mobile No. : 9825041225
Comments : * Transfer of PE User

Screen — D9

Central Procurement Technical Unit (CPTU)
IME Division, Ministry of Planning



PE Admin User Manual - Page 17 of 31

3.2.6 On successful Transfer, System will display message “User replaced

successfully”. (As shown in Screen — D10)

View Government Users
O User replaced successfully
To sort click on the relevant column header
S. No. Full Name Organization Name Role e-mail ID Status Action
1 |Govt PE User 2 Organization of Procurement FE egppeuser! @omall.com 13-Jun-2011 Complete Edit | ;LL:;ULW l
2 Hope User Organization of Procurement HOPE egphopeuser@arnail. com 17-May-2011 Complete Edit | ;ieL:;ULW l
3 |PEUser Organization of Procurement 80D egphoduser@omall.cam 17-May-2011 Complete Edt ;ieL:;ULW l
4 |TEC User Organization of Procurement TECIPEC eqptecuser@grmail.corn 17-May-2011 Complete Edit | ;ieL:;ULW l
5 | TOC User Organization of Procurement TOCIPOC egptocuser@ornail.corn 17-May-2011 Complete Edi | %t‘ty l
B AU User Organization of Procurement A0 egpanuser@gmail.com 17-May-2011 Complete Edit | %ULW l
T AU User Organization of Procurement AU egpauuser@gmail.com 17-May-2011 Complete Edit | %ULW l
3 |PEUser Organization of Procurement FE egppeuser@gmail.com 17-May-2011 Complete Edt ;IQL:;ULW I
PR Page[1  af1 102

Screen — D10

3.2.7 After Transfer, PE Admin will select the profile and click on “View” to view the
details of Government User transferred (As shown in Screen — D11)

View Government User

Employee Name Department Name Office
Govt, PE Uger 2 Crganization of Procurerment Information Technology Purchase Officer
e-mail ID: egppeuser! @gmail.com
Full Name : Govt. PE Usger 2

Mame inBangla: Gowt PE User2
Mational ID : 02505050505050
Mohile Mo : 0825041225

View Transfer History

Designation Procurement Role

Pracuring Entity User FE

Screen — D11

3.2.8 To view transfer history of that user, click on “View Transfer History”, details of

Transfer will be shown (As shown in Screen — D12)

User Transfer History 4a Go Back
e-mail ID : egppeuser! @omail.com
Name in Bangla: Gow. PE User 2
Mational ID : 02505050505050
Mobile No : GB25041225
S. No. Full Name: Last Working Date Replacement Date and Time Replaced By Comments
1 Govt PE User 2 13-Jun-2011 16:37:51 13-Jun-2011 16:37.51 Govt. PE User 1 Transfer of PE User

Screen — D12

3.2.9 If PE Admin wants to deactivate government user, click on “Deactivate” link.

System will open the page as shown in Screen — D13

Central Procurement Technical Unit (CPTU)
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Government User - Deactivate User
Employee Name Department Name Office Designation Procurement Role

Govt, PE User 3 Organization of Procurement Office Under Organization -1 Frocuring Entity User FE
e-mail ID: edppeuser2@omail.com

Full Name ; Gavt PE User 3

Name in Bangla : Govt PE User 3

National ID : BA4321 987654654

Mobile No : 1936742068

Status : Approved

Comments: * De-activate this User

Screen — D13

3.2.10 Admin will mention comments and click on “Deactivate” button. On click, it will ask
for conformation and on click “Yes”. User will be deactivated from the system. (As
shown in Screen — D14)

Deactivate Government User

Are yOu SUre you want to deactivate this user?

Screen — D14

3.2.11 User will be deactivated from the system and system will display message “User’s
account Deactivated successfully”. Also in future, if PE Admin wants to again
activate the government user then they will click on “Activate” link and follow the
same process. (As shown in Screen — D15)

Central Procurement Technical Unit (CPTU)
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View Government Users

5. No.
1

2

3

Full Name

Gowt. PE User 3
Gowt. PE User 2
Hape User

FPE User

TEC User

TOC User

ALl User

Al User

s

@ users sccount Deactvsted Successiully

To sort click on the relevant column header

Organization Name

Organization of Procurerment
Organization of Procurerment
Organization of Procurement
Organization of Procurement
Organization of Procurement
Organization of Procurement
Organization of Procurement

Organization of Procurement

FE

FE

HOFE

BOD

TECIPEC

TOCIPOC

AD

Al

e-mail I Date Status Action
egppeUsEr2@amail.cam 13-Jun-2011 Complete = lﬂm ‘ =
egppeusert @amail.cam 13-Jun-2011 Complete = l%nt% ‘
egphopeuser@ymail.com 17-May-2011 Complets Edil l%t&% ‘
egpboduser@amail.cam 17-May-2011 Complets Edil l;‘fg‘;&% ‘
egptecuser@gymail.cam 17-May-2011 Complets Edil I;\EL:;ULJEH_S@ ‘
egptocuser@gymail.cam 17-May-2011 Complets Edil I;\EL:;ULJEH_S@ ‘
BOpA0US e ail.eon 17-May-2011 Complets Edit lg‘ei:;m‘,;r:n—sm ‘ I
egpauuseri@omail.com 17-May-2011 Complete Et l;%:;m‘,;r:nism ‘ Ll

Page 1 af 1 10 =

Screen — D15

3.2.12 If Deactivated user again logs in to system, then system will display message
“Your account is deactivated. Please contact your Admin user”. (As shown in
Screen — D16)

YWour  account iz deactivated.
Flease contact your Admin user

e-rmail D

S User Login

Forgot Password?

Screen — D16

3.3 Manage Users >> External Evaluation Committee Member >> Create User

3.3.1 To create External Evaluation Committee Member User in Organization, PE Admin
needs to click on “Create User” link. Once click on “Create User”, below
mentioned Screen — D17 will appear on screen. To create External Evaluation
Committee Member User in Organization, PE Admin needs to click on “Create
User” link. Once click on “Create User”, below mentioned Screen — D17 will
appear on screen.

Central Procurement Technical Unit (CPTU)
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Create External Evaluation Committee Member

Fields marked with (*} are mandatory

e-mail ID: *

Password :*
(Minimum 8 characters reguired. Make sure the password you choose contains hoth alphabets & numhbers. You can also add special characters and space)

Confirm Password : *
Full Name = *

Name in Bangla :

National ID :
Phone No. : tArea Code - Phone Mo, e.g. 02-9144253)
Mobile No. : {Mohile Ma. format should be e.g 1936742068)

Screen — D17

3.3.2 PE Admin need to fill up the required fields e-mail ID, Password, Confirm
Password, Full Name, Name in Bangla, National ID, Phone No. and Mobile No. PE
Admin will click on “Submit” button.

3.3.3 External Evaluation committee member user will be created and system will display
message “External Committee Member created successfully” and system will
display the values entered. (As shown in Screen — D18)

O External Committee Member created successfully

View External Committee Member

e-mail ID : egpecm@gmail.cam
Full Name : eGP ECHM User
Hame in Bangla : e3P ECM User
National ID : 0020025254125
Phone No. : 02-914432472

Mobile No. : 1936742068

Screen — D18

3.3.4 PE Admin needs to click on “OK”", for successful completion of creation of external
committee member user.

3.3.5 If PE Admin needs to modify the details entered, then user needs to click on “Edit”
button. Page will be displayed in editing mode so that user can do required

modification in the fields.

3.4 Manage Users >> External Evaluation Committee Member >> View Users

Central Procurement Technical Unit (CPTU)
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3.4.1 Click on “View Users” to view all the External Evaluation Committee Member
Users created by PE Admin. (As shown in Screen — D19)

View External Evaluation Committee Members
To sort click on the relevant column header
S. No. e-mail ID Full Hame Registration Date
1 man_gcm@in.com extusr 31-Aug-201117:09
2 Test-OU-REB@YAHOO.COM Amzad Hossain 27-Jul-201111:42
3 eecm@localmail.com MNazmul Islam ( EECM) 24-Jul-201114:24
4 surajextmem2@localmail.com Suraj External Member - 2 05-Jul-2011 18.02
5 surajextmern 1@localmail.com Suraj External Member - 1 05-Jul-2011 18:01
B suraj.radhakrishnan@gmail.com Suraj Radhakrishnan 28-Jun-2011 15:17
7 manishashardas@amail.com Manish Ashar External Member 28-Jun-2011 14:59
8 salim@egp.com Salim Khan 19-May-2011 1717
Screen — D19

3.4.2 PE Admin can view the action links - “Edit” | “View”.

3.4.3 If PE Admin clicks on “View”, then selected external evaluation committee member
user details will be displayed. (As shown in Screen — D20)

View External Committee Member

e-mail ID : BgpecmEmail.com
Full Hame : eGP ECM User

Mame in Bangla : eGP ECM User

National ID : 0020025254125
Phone Ho. : 02-91442452
Mobile No. : 1936742068
Screen — D20

3.4.4 If PE Admin clicks on “Edit”, then external evaluation committee user will be
displayed in edit mode and user can modify required changes and click on
“Update” (As shown in Screen — D21)
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Update External Evaluation Committee Member

Fields marked with {*) are mandatory

e-mail ID : BORECITIEAMAIl.Com

Full Name : * eGP ECM

MName in Bangla : eGP ECM

National ID : 0020025254125

Phone No. : 02-9144252 (Area Code - Phone Mo, e, 02-91442520
Mobile No. : 19267420/ (Mobile Mo, forrmat should be e.g 1336742068)

Screen — D21

3.45 System will display message “External Committee Member updated
successfully” and system will update the record also. (As shown in Screen — D22)

@ External Committee Member updated successully

View External Committee Member

e-mail ID : BgpecE@gmail.com
Full Hame : eGP ECHM

Hame in Bangla : eGP ECM

Mational ID : 0020025254125
Phone No. : 02-9144252

Mohile Mo. : 1936742068

Screen — D22
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4. Reports
4.1 Reports >> Procurement Statistics
4.1.1 If PE Admin wants to see the MIS Report: Procurement Statistics then will go to

“Report Menu > Procurement Statistics sub menu” link and click on it. (As
shown in Screen — E1)

VIS Procurement Statistics

PE Office : Office Under Organization
lick on Count to view Package detail
Tenders | Awarded Contracts
Total No. of APP prepared Total No. of APP approved

Screen — E1

4.1.2 PE Admin will be able to see the Annual Procurement Plan Report, Tenders Report
and Awarded Contract Report.

4.1.3 System will display in “Annual Procurement Plan” tab Report > Total Nos. of
APP prepared, Total Nos. of APP approved. PE Admin will find link in count shown.
On click of Total Nos. of APP prepared -> Total Nos. of APP prepared & Total
Amount of prepared Packages (in case of Goods, Works, Services and Total). (As
shown in Screen — E2)

MIS: Procurement Statistics

PE Office : Office Under Organization
lick on Count to view Package detail
Tenders | Awarded Contracts
Total No. of APP prepared Total No. of APP approved

Screen — E2

4.1.4 PE admin will click on count link of “Total Nos. of APP prepared”, system will
display Total Nos. of prepared packages and Total Amount of prepared packages
of (Goods, Works, Services and Total). (As shown in Screen — E3)

Screen — E3

Central Procurement Technical Unit (CPTU)
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4.1.5 PE admin will click on count link of “Total Nos. of APP approved”, system will
display Total Nos. of approved packages and Total Amount of approved packages
of (Goods, Works, Services and Total). (As shown in Screen — E4)

Tenders = Awarded Contracts

Description Goods Works Services Tostal

Screen — E4

4.1.6 PE admin click on “Tenders” tab, system will display Total Nos. of Tenders invited,
Total Nos. of Re-Tendered and Total Amount of Tenders Invited for Goods, Works,

Services and Final Total. (As shown in Screen — E5)

Annual Procurement Plan Awarded Contracts

Screen — E5

4.1.7 PE admin click on “Awarded Contracts” tab, system will display Total Nos. of
Contracts Awarded and Total Amount of Contracts Awarded for Goods, Works,
Services and Final Total. (As shown in Screen — E6)

Annual Precurement Plan | Tenders
Total

Lescrption Geods Wiorks Sarvices

Screen — E6

4.2 Reports >> Annual Procurement Plan

4.2.1 PE Admin clicks on Annual Procurement Plan link and system will display
Consolidated Annual Procurement Plan page. (As shown in Screen — E7)

Central Procurement Technical Unit (CPTU)
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s Print . Save As POF

[ Search |

CONSOUDATED ANNUAL PROCUREMENT PLAN

EvidCost | o Total
2 ment | Cont m i Appean i

Pachage o e | W D o | e Tender Tender | PR otfcation  Sgningof | dmeto | (TMEI
[ i el offunds | Lakhs fin e Tener. | Opening  Evauation - ofAward | Contract ~ Comract  ero
Package Goods Tyoe | Authonity BaTh | Process | Tender awara Sy | Of Contract

r

Screen — E7

4.2.2 System will show Consolidated Report on the basis of — (As shown in Screen — E7)
4.2.2.1 All APP’s displayed are of all the PE Office listed in that Organization.

4.2.2.2 All APP’s displayed will be shown on the basis of Procurement Nature (Goods,
Works and Services) for all the Budget Type (Development, Revenue and Own
Fund)

4.2.3 System will also show the Search Parameters like (Project Name, Financial Year,
Budget Type and Procurement Nature) and on the basis of search parameters
required result will be displayed. (As shown in Screen — E7)

4.2.4 System will also display “Print” and “Save as PDF” buttons, on click of “Print”
button, Print-out of Report can be taken into paper and on click of “Save as PDF”
button, PDF file is generated and option to Open or Save file is given in which
same report is generated.

Central Procurement Technical Unit (CPTU)
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5.1 My Account >> View Profile

5.1.1 *View Profile” sub-menu -> System will display the profile of PE Admin with
specified Organization, District, Office, e-mail ID, Full Name, National ID, Phone
No. and Mobile No. (As shown in Screen — F1)

View Profile

Organization :
District :
Office :
e-mail 1D :
Full Name
National 1D :
Phone No. :

Mobile No. :

Helicopter Grganisation

Dhaka

FE Office Helicopter Qrganisation
man_Admn@in.com

FE Admin of Heli Cran

02-123456

Screen - F1

5.2 My Account >> Edit Profile

5.2.1 “Edit Profile” sub menu > System will allow PE admin to Edit Profile Information
like: Full Name, National ID, Phone No. and Mobile No.

5.2.2 After editing the required Profile Information / details, PE Admin needs to click on
‘Update’ Button. (As shown in Screen — F2)

Edit Profile

Department :
District:

PE Office :
e-mail 1D

Full Hame : *
National 1D
Phone No.:*

Mobile No. :

Helicopter Organisation

Chaka

FE Office Helicopter Organisation
man_Admni@in.com

FE Admin of Heli Orgn

02-123456 STD-Phone Mo. i.e. 02-9144252

(Mobile No. format should be e.g 1936742068)

Screen — F2
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5.2.3 On updating the profile, System will display notification, “Profile updated
successfully” (As shown in Screen — F3)

P
O Profile updated successfully
View Profile
Organization : Helicopter Crganisation
District : Chaka
Office: PE Office Helicopter Organisation
e-mail 1D : man_Admn@in.com
Full Hame ; PE Admin of Heli Orgn
National 1D ;
Phone No. : 02-123456
Mobile No. :
Screen — F3

5.3 My Account >> Change Password

5.3.1 “Change Password” sub menu -> System will allow PE Admin to change
Password. User needs to enter his Current Password. System will verify the
Current Password, whether the User has entered the same 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”. (As shown in Screen — F4)

Change Password

Fields marked with {*) are mandatory.
Current Password : * senseeee Valid password

New Password : *
(Minimum 8 characters required. Make sure the password you choose contains both alphabets & numbers. You can also add special characters and space)

Confirm Password : *

Screen — F4

5.3.2 User then needs to enter the “New Password”. If Password doesn’t contain 8
character or alphabets & numbers then system will display a message as
“Password requires minimum 8 characters and must contain both alphabets
and numbers”. As mentioned in the informative text, If User enters correct
password then user is allowed to move to “Confirm Password” field. (As shown in
Screen — F5)

Central Procurement Technical Unit (CPTU)
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Change Password

Fields marked with {*) are mandatory.

Current Password : * ssssssns

New Password : * LT

(Minirmurn 8 characters required. Make sure the password you choose cantains hoth alphabets & numbers. You can also add special characters and space)

Confirm Password : * ssssssnss

Valid password

Screen — F5

5.3.3 User needs to confirm the Password by entering the same again in ‘Confirm
Password’ text box. User needs to click on “Submit” button. On submitting the
same, System will update the New Password and System will redirect the user to
Homepage so that User will be able to Login the system with New Password and
System will display message “Password changed successfully”. (As shown in

Screen — F6)

GP

Saturday, 11 Jun, 2011 17:18:52 BST

e-mail 1D

Forgot Password?

Type your Keyword here Tenders

GoTo > Tenders = Annual Procurement Plans ' Awarded Contracts ) Debarre

ered with the e-GP System. However, New Users Registration button will be

About e-Government Procurement (e-GP) System

Mational e-Government Procurement (e-GP) partal {ie. hitp:ieprocure.gowv.bd ) of the Govern
Central Procurement Technical Unit (CPTUY, IME Division of Ministry of Planning. The e-GP systd
Frocuring Agencies (PAs) and Pracuting Entities (PEs).

The e-GP system is a single weh portal from where and through which PAS and PEs will bel
dashhoard. The e-GP system is hosted in &GP Data Center at CPTU, and the e-GP web portal is

The e-Government Procurement solution introduced under the Public Procurement Reform (P
organizations which will help in ensuring equal access to the BiddersiTenderers, efficiency, trans

MNews and Events

* Payment
* PROMIS launched

Screen — F6

5.4 My Account >> Change Hint Question and Answer

5.4.1 *“Change Hint Question and Answer” sub menu - System will allow User to
change Hint Question and Answer. System will allow User to select Hint Question
from Drop-down list If User wants to create his own Hint Question, User needs to
select “Create your own Hint Question” from options given. (As shown in Screen

—E7)
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Change Hint Question and Answer

Hint Question: *

Shat Is your favaurite colar 7 4|

What i your favourite calor ?

Hint Answer : * Which is your favourite song 7

Wihat is your mother's maiden name ?

What is your father's middle name 7

Wihat s the name of your favourite childhood friend 7

Whatwas the name of your elementargprimary school #

Wihat s the name of your favourite childhood teacher ?

What was your dream job as a child 7 . R . .

Wihat s the name of the cormpany afyaur irst job 7 actUs | RSS Feed | Terms and Conditions | Disclaimer and Privacy Policy

Create vour own Hint Question Browsers Tested & Certified by CPTU: Internet Explorer 8., Internet Explorer 9.x, Mozila Firefox 3.6x

Copyright @ 2011 Central Procurement Technical Unit {CPTU). All Rights Reserved.
IMED, Ministry of Planning, Governrnent ofthe People's Republic of Bangladesh

Screen - F7

5.4.2 After selecting “Create your own Hint Question”, system will allow User to create

new Own Hint Question. User will also enter Hint Answer and click on “Submit”.
(As shown in Screen — F8)

Change Hint Question and Answer

Hint Question : * Create vour own Hint Guestion j

Create your own Hint
Question : *

Hint Answer : *

Screen — F8

5.4.3 After selecting the Hint Question from the Drop-down list, User needs to enter his
Hint Answer. User then needs to click on Submit Button. On submitting the same,
system will update the information. (As shown in Screen — F9)

Change Hint Question and Answer

Hint Question : * What is your favourite color 7 =l

Hint Answer : * blue

Screen — F9

5.5 My Account >> Preference
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5.5.1 If User wants to change the Notification Preference, User can change the same
by selecting “Preference” option. Here user needs to select, whether he needs
system to send notification by Email Alert or by SMS Alert. On selecting the same,
user needs to click on Submit button. On submitting the same, system will update
the preferences and display the message “Your preference submitted
successfully”. (As shown in Screen — F10)

O Your preference submitted successtully

User Preference

Fields marked with *) are mandatary.

Email &lert: * (& vYes (T Mo
Sms Alert: * & ves T Mo

Screen — F10

5.6 My Account >> Ask Procurement Expert

5.6.1 If User wants to post any queries to Procurement Expert, User needs to select
“Ask Procurement Expert” option from sub menu. User can also see the details of
gueries in Question Table, where System will display the Category of Query, Query
description, Replied by and Action. (As shown in Screen — F11)

recurement Expert

23 Post Query

SHo. Categury Quiry Regilied Action
1 Tanger Advedtizament test Mo

Screen — F11

5.6.2 To post query, User needs to click on “Post Query” button. System will display the
category for which user can post the queries, User needs to select Procurement
Category from the drop-down list. After selecting the category, User needs to write
the Description of Query and clicks on “Submit” button. (As shown in Screen —

Ask Procurement Expert
Procurement Category : * Tender Advertisement =l
Post Query :* How to publish Tender Advertisement ?
Important Mote: Please note that posting of any issue which is not related te Procurement or use of abusive language can lead to debarment & deactivation of your account with or without penalty
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Screen — F12

5.6.3 On submitting the same, System will send the details to Procurement Expert and
display message “Query posted successfully”. (As shown in Screen — F13)

Ask Procurement Expert

& PostQuery

S.Ho. Caregony Guery Replied Action
1 Tender Adverssement How 1o publish Tender Adetisement 7 |N|| |

Screen — F13
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