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ACRONYMS AND ABBREVIATIONS

Term Description

2FA TwoFactorAuthentication

ADP AnnualDevelopmenProgrammed

AES AdvancedEncryptiorStandard

AGPR AccountanGeneraPakistarRevenues
AJ&KPPRA AzadJammué& KashmirPublicProcuremenRegulatonAuthority
API ApplicatiorProgrammingdnterface

BPPRA BaluchistarPublicProcuremenRegulatonAuthority
Cl/CD Continuousdntegratior’ ContinuouDelivery
CSRF CrossSiteRequesfForgery

DD DeputyDirector

DDOS DistributedDenialof Service

DFD DataFlowDiagram

DevOps DevelopmenAndOperations

DRAP DrugRegulatonAuthorityof Pakistan

e-PADS e-PakAcquisition& DisposalSystem

FATA FederallyAdministeredribalAreas

FBR FederaBoardof Revenue

FPPRA FederaPublicProcuremenRegulatonAuthority
GIF Graphicdnterchangd-ormat

GUI GraphicaUserlInterface

HEC HigherEducatiorCommission

HTTPS HypertexfTransferProtocolSecure

KP KhyberPakhtunkhwa

KPPRA KhyberPakhtunkhw#&ublicProcuremenRegulatoryAuthority
JPG JointPhotographi&xpertsGroup

MIS ManagemeninformationSystem

MOM MinutesOf Meetings

MQ MessagingQueue

NTP NetworkTimeProtocol

NTN NationalTaxNumber

NADRA NationaDatabasend RegistratiorAuthority
OCR OpticalCharacteRecognition

OTP OneTimePassword

PDF PortableDocumentormat

PHE PublicHealthEngineering

P&DD PlanningAnd Developmenbepartment

PPT PowerPoinpresentation

PPRA PublicProcuremenRegulatonAuthority

QA QualityAssurance

Rs. Rupees

SBP StateBankof Pakistan

SECP SecuritiesAnd Exchange&Commissiorof Pakistan
SIEM SecuritylnformationAnd EventManagement
SPPRA SindhPublicProcuremenRegulatoryAuthority
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Term Description

SRS SoftwareRequiremenSpecification

STN SwitchedTelephoneéNetwork

SSL SecureSocketsLayer

SQL StructuredQueryLanguage

TLS TransportayerSecurity

VM VirtualMachine

WSO02 WebServicesOxygenated

WAF WebApplicatiorFirewall

PA ProcuremeniAgency

SME Escalatiorio subjectMatter

IVR InteractiveVoiceResponse

ETS ElectronicTenderingServices

XSS CrossSite Scripting

ou Organizatiorunit is one componentof organizatiorhierarchy.Like FPPRAMoIT, MONHSR&CPIMS are all
Organizationnits.
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Assumptions

ThisUser Manual assumes that you already haxRad Acquisition and Disposal Syst@rPADS user
accountsaccording toyour Geographical/Ministerial/Departmémeael and role. This user manual also
assumes that you are familiar withsic computer skills artshsic webapplicatioroperations
User ®s Qualification Requirements

Publicprocurementdomainexpertise.
Mustbe BPS-17 oraboveofficial.
Goodcommunicatia skills.

Goodcomputer andsoftwareoperationskills.

NP

System Requirements

Thee-PADSIs accessible fronany PersonalComputer (Desktop, Laptopjith Internet access and a
supported Welbrowser.
Latest versions ohie following browsers fully supp@atPADSstandard view:
1. Mozilla Firefox (Windows, Mac, Linux)
Google Chrome (Windows, Mac, Linux)
Netscape (Windows, Mac, Linux)
Safari (Mac)
Internet Explorer 9 and above (Windows)

ared

EPADSUSER MANUALH



STANDARIBIDDING
DOCUMENTS

on e-Pak Acquisition and Disposal System

TheStandard Bidding Documeambdule in the €2ADS will allow its administrators / usergémerate
electronic Procurement Documentatiolemplatesi.e., Standard EOldnvitation to Bid,Standard
Documents for PrQualificationStandard Bidding Documents for RiA#ch will be used by procuring
agencies for standard bidding procedurke intended Users of this module 8#&Users

This section providestep-by-step instructiongor usersto perfom the followingactionswithin thee-
PADS:

Open e-PADS portal Login as PA User

Review Adopted Bid
Document template

Publish SBD
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Session Objectives

By the end of this session the user should be able to:
A CreateCommittee for Procurement

A Assign Committee to Procurement

A Review Bid Document

A PublishStandard Bidding Documents

CREATECOMMITTEE FARROCUREMENT

The ePADS provides functionality to its users to creptecurement committeeTo create a
procurement committe@leaserefer to the following steps:

a. After clicking on Login button, you will be successfully directeePAES hme page.

Federal Public Procurement Regulatory Authority (PPRA) L Admin 2 fppraadmin v >
<
HOME USERS
@ Home
Active Users InActive Users Total Number Of Users

USER MANAGEMENT

& Uiete ¥ e a’ = E ad 22
# Roles v I

#% Groups v

SUPPLIER MANAGEMENT

PA Users

# Suppliers v

# Joint Venture v

# Tenders >
REGULATORIES MANAGEMENT

2. Organization

Management

2 Merge

A2 Split y
MANAGEMENT ¢

Active Users @ InActive Users Total Users

# Procurement Plan

2 Bidding Process

b. For the better understanding of the user, the home page is divided into three sections.

[»)

Admin 2 fppraadmin v >

Federal Public Procurement Regulatory Authority (PPRA)

Section 1

HOME USERS
@ Home

Active Users InActive Users Total Number Of Users
USER MANAGEMENT

Ebars 46 °. 8 E 54
2 Users v g2

42 Groups ¥

SUPPLIER MANAGEMENT
PA Users
# Suppliers v
4 Joint Venture »:
#, Tenders v
REGULATORIES MANAGEMENT

o Organization

S
Management

2 Merge

£ Split

MANAGEMENT

# Procurement Plan

# Bidding Process
Section 2 Section 3
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HwnNPR

o Admin 8 fppraadmin v >
To view
e To Log out
ncl)'tlzcatlct;nﬁ’ from the
click on be system click
icon. this button
Switch User To Edit User
Roles by clicking Profile and
on this drop change Password
down. click on Settings
button.
Section 1
Users can view notifications by clicking on bell icon.
Users can switch roles from Admin Role dropdown list.
Users can edit profile and changassword by setting dropdown list.
Users can logout by clicking tt.Z button.
Admin ® fppraadmin v [—)
Click to
2 View Profile Change
Password
Click to
Wiies & Change Password
Profile
Federal Public Procurement Regulatory Authority (PPRA) L | Admin &  fppraadmin v >
Section 1
HOME USERS
@ Home
Active Users InActive Users Total Number Of Users
USER MANAGEMENT
. 46 o 8 E 54 20
# Users . - aga
# Groups v
SUPPLIER MANAGEMENT
PA Users
# Suppliers v
# Joint Venture ».
#, Tenders v
REGULATORIES MANAGEMENT
o, Organization
Management
2 Merge
42, Split
SOURCING AND CONTRACT _
MANAGEMENT
. Procurement Plan Active Users @ InActive Users. Total Users
A Bidding Process
Section 2 Section 3

. Click onCommittee Management giventhe Dashboard Menu.
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o Committee
 Management s\v..
ra

o Committee
™ Acknowledgement

DOCUMENT MANAGEMENT

© Standard Bidding
™ Document

CONFIGURATION
MANAGEMENT SYSTEM

# User Management v

Section 1

d. After clicking ol€Committee Managemerihe following screen will appear on tixght side.

<
CREATE COMMITTEE
‘Committee Title @ *Committee Type ©
Please Choose Committee Type v
Procurement Plan ‘ SAVE {§}
T Clear Q. Search keyword
Actions Committee Title ~ Committee Type v~ Internal Member(s) v External Member(s) v Total Member(s) Committee Status
VAR o Procuring Committee Non N . N
I Consultative Procuring Committee - Non Consultative 2 2 4 Completed
2 rievance Committee rievance Redressal Committee ompletes
g M 2 @ G C Gi Red | Ci 13 0 3 Ci leted
7z 0 oA @ :;?acst:fa?izt Committee Procuring Committee - Consultative 3 0 3 Completed
2 ommittee rievance Redressal Committee ompletes
z PN 2 GRC Ci i Gri Red | Ci i 2 1 3 Ci leted
7 @ #& @&  Grievance Committee 1 Grievance Redressal Committee 2 1 3 Completed
1 2 3 > » 5 v
Section 2

Before You Begin...
Fields with asterisklare MANDATORY. Users are REQUIRED to fill these in

proceeding to the next step.
Fields with no asterisk are OPTIONAL Fields. Users may fill these in but ti
proceed to the next step without filling them.

e. To create &ommittee please refer to the steps given below:

<
CREATE COMMITTEE

*Committee Title @ Committee Type @

Please Choose Committee Type

Procurement Plan ‘ SAVE {g}
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*Committee Title ©

I. Users are required to enter Committee Title

*Committee Type ©

Please Choose Committee Type e

Grievance Redressal Committee
Procuring Committee - Consultative

Procuring Committee - Non Consultative

ii. Users araequired to select Committee Type from the dropdown list.
f. After users have filled all the above field, click on Save button to create Committee.

<
CREATE COMMITTEE
*Committee Title ® *Committee Type @
Procuring Committee - 169 Procuring Committee - Non Consultative v

Procurement Plan | [EIVNETY)

N

s

&/ Action performed successfully.

g. After clicking on Save button your procuring committee will listedeobottom of the screen as
shown below.

¥ Clear Q  Search keyword
Actions Comnmittee Title v V' Committee Type v Y Internal Member(s) v External Member(s) v V' Total Member(s) Committee Status
7 B A @ procuring commiitte Procuring Committee - Consultative 1 0 1 Completed
2 @ A © Eg#z\'&ee"; procurement Procuring Committee - Consultative 5 0 5 Completed
@ A @ Committee for Procuring Committee - Consultative 1 0 1 Completed
Procurement
7 B & © :’é%curlng Caminittee = Procuring Committee - Non Consultative 0 0 0 Incomplete
« < 1 2 3 > 5 v

h. This dashboard shows a list of all addsaimmitteesUsing the dashboard, Admin can perform the
following actions available to the lksfie:
I. Edit Committee information by clicking on pencil icon.
il. Delete Committee by clicking on trashcan icon.
iii. Add members to the committee.
iv.  View members of the committee if already added.
i. Next, users are required to add members to the procuring committegldlimembers please refer
to the steps given below:
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Actions Committee Title v Committee Type v Y Internal Member(s) v V. External Member(s) v Total Member(s) Committee Status
J @ A ® procuring commiitte Procuring Committee - Consuitative 1 0 1 Completed
V4 ) P N Sg:ﬁ:;f:e‘ rocurerhent Procuring Committee - Consultative 5 0 5 Completed
@ &~ @ g&?mg:ﬁ:;f’ Procuring Committee - Consultative 1 0 1 Completed
7 »99; ) ® Péocurlng Committee - Procuring Committee - Non Consultative (] 0 0 Incomplete

S

/
« < 1 2 3 > 5 v

. After clicking on the button next to trashcan icon the following form will appear to the users:

Committee Users X
*Committee Title @ “Committee Type @
Procuring Committee - 169 Procuring Committee - Non Consultative
* Member Type ® * Members ®
Internal Users Select User v

Committee Conveyor @

* First Name © * Last Name ©
*CNIC® * Email ©
* Mobile © Click on Save
& Add to add
+92
user to the
committee.
SAVE & ADD
Action First Name Last Name CNIC Email Phone No Internal/External Committee Conveyor
=l |
Click on
Cancel to

discard task.

Click on
Save to
proceed.

‘ “*Committee Title @

)mmittee - 169

I. Committee title is autblled by the system and cannot be changed.

“Committee Type @

Procuring Committee - Non Consultative

i. Committee type is autselected by the system and cannot be changed.
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Member Type @

Internal Users

ForExternal Users Registratiamsers will be required to fill the following form:

* Username © * Password ©

fedppraadmind  ssssssssssses ®

* First Name @ * Last Name ©

*CNIC® * Email ®
* Mobile ©® Current Organization Name @
+92 Vo 00000000
Highest Qualification © Total Year in Current Organization ©

0

Current Designation ©® Previous Organization ©

After filling out all the mandatory fields youemberwill be added to the committee users and will be
available in th&lemberdlist whenever External Users option is selected to add members.

iii.  Users are required teelect member type from the radio buttons

Members ©

iv. Users are required to seleatembers fortie committee. Please note that for procuring
committees (Consultative and NGonsultative) there can be minimum one member. In case
of grievance committee there must be at least three members and the committee can only be
formed in odd numbers i.e., 3, B,

Committee Conveyor (3
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v. Theusers may want to tick the above optfonatleast onemember.

Committee Users X
“Committee Title © *Committee Type @
Procuring Committee - 169 Procuring Committee - Non Consultative hd
* Member Type @ * Members ©
Internal Users Other PA Users External Users External User Reg Select User ~
Committee Conveyor @
* First Name © * Last Name ©
L CNIC® * Email @ b
(
* Mobile @ [
=+ v

SAVE & ADD
~

-
-

’

V Action performed successfully.

k. After clicking Sav& Add the committee users/members will be added and listed at the bottom of
the screen as shown below:

Committee Users X
“Committee Title @ “Committee Type @
Procuring Committee - 169 Procuring Commiittee - Non Consultative v
“ Member Type @ * Members ©
Internal Users Other P, Ex Ext Select User hd
Committee Conveyor O
* First Name @ * Last Name ©
*CNIC® * Email © E
I
* Mobile @ ¢
= v
SAVE & ADD
Action First Name Last Name CNIC Email Phone No Internal/External Committee Conveyor
E] mubeen azram 58585-8552358-5 mubeen azram@abacus-global.com +92-3135387035 Internal No
@ Mehboob Ahmad 34104-4019630-9 mehboob.shmad@abacus-global.com +92-3117755151 Internal No
E] Ashir User 56413-8946519-5 hilmajofyi@vusra.com +92-6548658484 Internal No
In total there are 3 records
. CANCEL SAVE
Click on
Cancel to
discard task.
Click on
Save to
proceed.
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“CNIC®

* Mobile ©

=+l

Committee Users

“Committee Title @

Procuring Committee - 169

* Member Type @

Internal Users

Committee Conveyor @

* First Name ©

First Name

mubeen
Mehboob

Ashir

here are 3 records

Last Name

azram
Ahmad

User

Procuring Committee - Non Consultative

* Members @

Select User

* Last Name @

* Email ©
CNIC Email Phone No
58585-8552358-5 mubeen.azram@abacus-global.com +92-3135387035
34104-4019630-9 mehboob.ahmad@abacus-global.com +92-3117755151
56413-8946519-5 hilmajofyi@vusra.com +92-6548658484

“Committee Type @

&/ Action performed successfully.

PUBLISHSTANDARIBIDDINGDOCUMENT

SAVE & ADD

Internal/External Committee Conveyor
Internal No
Internal No
Internal No

After theusers are done with creatiige committeeNow they muspublish bid document so it can
be visible to the supplierggisteredwith the respective PPRAo publish bid documenglease refer
to the following steps:

a. Click on Procurement Plan give on thehtesmrd menu.

SOURCING AND CONTRACT
MANAGEMENT

# Procurement Plan

# Bidding Process S:)

Committee
Management

o

¥

© Committee
Acknowledgement

Section 1

b. After clicking on Procurement Plan the following screen will appear to the users:
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CREATE PROCUREMENT PLAN (PPRA Rule 8)

* Procurement Plan Name © * Year @

¥ clear Q search keyword
Actions o~V Procurement Plan Name v Year v~ V Version v 7 Status v V
® 72 B D & FP1077 Procurement Plan for FPPRA 2023-2024 2 Open e
b Submitted for approval.

c. Click on eye icon to view procurement activities. After clicking on eye icon, the following screen will
appear to the users:

« gack PROCUREMENT PLAN Rl -+ rocurement |

! Q Search keyword
Actions. Name of Procurement ~ Category v W Method ~ Procedure ~ V' Est.Cost ~ .
& 7 0 B 8 Procurement of Heating invertors TSTE Goods Open Competitive Bidding Two Stage Two Envelope PKR. 800,000.00
& 7 @O B 8 Purchases of Generators TSBP Goods Open Compelitive Bidding Two Stage Bidding Procedure PKR. 2,000,000.00
& 7 0 B 8 [ Bid (Corrigendum) (v1) || view PD | Procurement of General Goods SSTE Goods Open Compelitive Bidding Single Stage Two Envelope PKR. 1,400,000.00
& 7 = 8 [ Bid (Corrigendum) (v | view D | Procurement of Health Equipment SSSE Goods Open Competitive Bidding Single Stage Single Envelope PKR. 1,700,000.00
& 2 T B 8 | Bid (Corrigendum) (v2) | PD SSTE Goods Open Compelitive Bidding Single Stage Two Envelope PKR. 1,000,000.00

<« < 3 4 5 6 7 > » 5 v

d. Click on the icon with four sgres to assign committee to the procurement activity

¢ gacc PROCUREMENT PLAN - Add Committee \

Blue button = Procurement in progress

Actions Procurement Documents Name of Procurement v Category ~ Method ~ Procedure v~ Est.Cost ~ .
& 72 0 B 8 Procurement of Heating invertors TSTE Goods Open Competitive Bidding Two Stage Two Envelope PKR. 800,000.00

& 7 @O B 8 Purchases of Generators TSBP Goods Open Competitive Bidding Two Stage Bidding Procedure PKR. 2,000,000.00

L

& 7 0O B Procurement of General Goods SSTE Goods Open Competitive Bidding Single Stage Two Envelope PKR. 1,400,000.00

& £ O B 8 ( Bid (corrigendum) (v1) |( view PD | Procurement of Health Equipment SSSE Goods Open Competitive Bidding Single Stage Single Envelope PKR. 1,700,000.00

& 2 @ B B ( Bid (Corrigendum) (v2) || View PD SSTE Goods Open Competitive Bidding Single Stage Two Envelope PKR. 1,000,000.00

« < 3 5 6 > » 5 v

e. After clicking the icon, the following screen will appear:
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« Back ASSOCIATE COMMITTEE

*Committee Title @

Actions Committee Title v V' Committee Type v V

Click on this
button to
cancel task.

Procurement Activity: Purchases of Generators TSBP

CANCEL ‘ ADD COMMITTEE

Internal Member(s) v External Member(s) v V Total Member(s)

Procurement Activity: Purchases of Generators TSBP

&

‘ CANCEL ‘ SAVE ADD COMMITTEE

Click on this ~ ~"" " Click on this

button to save button to
selected Committee add a.new
committee. committee.

Committee Status

f. Click on Committee Title to view list of committees and select the desired committee from the list:

*Committee Title ©

Procuring Committee Non Consultati‘ve
. s

38
_I
Grievance Committee &

Procurement Committee consultative

GRC Committee

Grievance Committee 1

g. After selecting the desired committee clickSaiveto proceed:
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< Back ASSOCIATE COMMITTEE

P Activity: of TSBP
*Committee Title @
lPrccurwng Committee Non Consultative v ] @
‘ CANCEL ‘ m ADD COMMITTEE
e e
a@
¥ Clear Q  search keyword
Actions Committee Title ~ Committee Type ~ Internal Member(s) ~ External Member(s) ~ Total Member(s) Committee Status

«” Action performed successfully.

h. After clicking on Save button, the committee will be listed on the bottom of the screen:

<

i

« gack ASSOCIATE COMMITTEE
Activity: of TSBP

*Committee Title ©

Procuring Committee Non Consultative v

CANCEL ‘ SAVE ADD COMMITTEE

¥ Clear Q  search keyword
Actions Committee Title v 7 Committee Type v V. Internal Member(s) v External Member(s) v V. Total Member(s) Committee Status
s Procuring Committee Non g

@ Consultative Procuring Committee - Non Consultative 1] 0 0 Pending
1 5 v

To adopt bid document please see the below steps.

SOURCING AND CONTRACT
MANAGEMENT

# Procurement Plan

‘s

# Bidding Process @

« Committee
“* Management

o Committee
"™ Acknowledgement

Section 1

After clicking on Procurement Plan the feifeg screen will appear to the users:
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CREATE PROCUREMENT PLAN (PPRA Rule 8)

* Procurement Plan Name © * Year @

¥ clear Q search keyword
Actions o~V Procurement Plan Name v Year v~ V Version v 7 Status v V
® 72 B D & FP1077 Procurement Plan for FPPRA 2023-2024 2 Open e
b Submitted for approval.

k. Click on eye icon to view procurement activities. After clicking on eye icon, the following screen will
appear to the users:

« gack PROCUREMENT PLAN Rl -+ rocurement |

Q Search keyword

Actions. Procurement Documents Name of Procurement ~ Category v W Method ~ Procedure ~ V' Est.Cost ~ .
& 7 0 B 8 Procurement of Heating invertors TSTE Goods Open Competitive Bidding Two Stage Two Envelope PKR. 800,000.00
& 7 @O B 8 Purchases of Generators TSBP Goods Open Compelitive Bidding Two Stage Bidding Procedure PKR. 2,000,000.00
& 7 0 B 8 [ Bid (Corrigendum) (v1) || view PD | Procurement of General Goods SSTE Goods Open Compelitive Bidding Single Stage Two Envelope PKR. 1,400,000.00
& 7 = 8 [ Bid (Corrigendum) (v | view D | Procurement of Health Equipment SSSE Goods Open Competitive Bidding Single Stage Single Envelope PKR. 1,700,000.00
& 2 T B 8 | Bid (Corrigendum) (v2) | PD SSTE Goods Open Compelitive Bidding Single Stage Two Envelope PKR. 1,000,000.00
« < a4 51 6 7 > » |5 v

I. To adopt a bid document for the procurement actigitgk on the Bid button as shownlbe:

« pack PROCUREMENT PLAN + Add Committee + Procurement

Green button = Procurement completed (PO Generated)

Blue button = Procurement in progress

Actions Procurement Documents Name of Procurement v V. Category v V Method v V Procedure v Est.Cost v V .
& 2 E 8 Procurement of tables Services Un-Solicited Lce PKR. 1,500,000.00
& 2 BE Food Procurement Plan Goods Open Competitive Bidding  Single Stage Single Envelope  PKR. 1,000,000,000.00
& 2 E % ﬁ dum) v(2) ) (Publish Bid (Corrigendum) V(2 Proc Goods Open Competitive Bidding  Single Stage Single Envelope  PKR. 9,000,000.00
& 2 = 8 | eidY€orrigendum) V(2) || Publish Bid (Corrigendum) V(2) Procurement Test Goods Open Competitive Bidding Single Stage Single Envelope PKR. 8,000,000.00
& 2 @ B 8 |B8id(Corigendum) v(2) |[ Publish Bid (Corrigendum) V(2) procurement for kitchen items Goods Open Competitive Bidding  Single Stage Single Envelope  PKR. 2,000,000.00
« < 1 2 3 4 5 > » 5 v

m.After clicking on Bid button, the following screen will appear:
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Document Templates X

Please select standard bidding document

Actions Document Template
‘ Adopt Document Template I Procurement of Therapeutic Goods (Pharmaceuticals) SSSE
‘ Adopt Document Tcmplalc] Procurement of Information Systems SSSE

Procurement of Goods General SSSE

‘ Adopt Document Template

PR Y
B

‘ Adopt Document Te Document for SSSE
" Adopt Document Template ] Test Bidding Document
i. After the user has clicked on the template to be adopted. The system will ask for final

confirmation as shown below:

A Are you sure you want to adopt this document template?

n
o,

& Action performed successfully.

ii. After clicking Yes, the desired document wilatdeptedfor the procurement activity.
n. To view the adoptedocumentclick on the Bid button as shown below

¢ sacc PROCUREMENT PLAN + Add Committee

- completed

‘ ¥ Clear o Q  Search keyword
Blue button = Procurement in progress

Actions Procurement Documents Name of Procurement ~ Category ~ Method ~ 7 Procedure ~ Est.Cost v .
& 7 0O B &8 RFP |{ Publish RFP | Procurement of tables Services Un-Solicited Lce PKR. 1,500,000.00
& 72 O B 8 _Bid |{ Publish Bid Food Procurement Plan Gaods Open Competitive Bidding  Single Stage Single Envelope  PKR. 1,000,000,000.00

P
& 2 @ B B igendum) V(2) | Publish Bid (Corrigendum) V(2) Proc Goods Open Competitive Bidding ~ Single Stage Single Envelope  PKR. 9,000,000.00
& 2 O B 8B jendum) V(2) || Publish Bid (Corrigendum) V(2) Procurement Test Goods Open Competitive Bidding Single Stage Single Envelope PKR. 8,000,000.00
& £ @ B 88 Bid (Corrigendum) V(2) | Publish Bid (Corrigendum) v(2) procurement for kitchen items Goods Open Competitive Bidding Single Stage Single Envelope PKR. 2,000,000.00

<« < 1 2 3 4 5 > » 5 v

0. After clicking on Bid button, the following screen will appear:
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STANDARD BIDDING DOCUMENT TEMPLATE

Actions Template Name v V' Category v V Method v V'

@ + @ Procurement of Goods General SSSE Non-Consulting Open Competitive Bidding

Procedure v V Templateof v

single Stage Single Envelope Bid

p. By using the buttons give on thedft side the user can perform the following task:

i. To view the document template, click on eye icon.

ii. To view the adopted bid document, click on trashcan icon.
iii. To add sections in the bid document, click the plus icon.
iv. To view the entire sections of the bid do®nt, click on the eye icon.

v. To download the bid document, click on PDF icon.

g. To add sections in the bid document, click on the + icon as shown below:

<
STANDARD BIDDING DOCUMENT TEMPLATE

Actions Template Name v Category v V Method v~ ¥

® + @ Procurement of Goods General SSSE Non-Consulting Open Competitive Bidding

r. After clicking the + icon the following screen will appear:

<
¢ Back  STANDARD BIDDING DOCUMENT SECTION(S) (PROCUREMENT OF GOODS GENERAL SSSE)
Click on this
button, to make
this section ) : .
maﬂdatﬂry. Actiolis Printable Index ~ Section# ~ W/ Section Name ~
@ 1 1 PREFACE
@ 2 2 ACKNOWLEDGEMENT
® 3 3 Standard Bidding Documents for Procurement of General
® 4 4 BIDDING PROCEDURE & REGUIREMENTS
@ 5 S INSTRUCTION TO BIDDERS (ITBs)

s. Click on +Create to adchawsection inthe document:

Procedure v 7 Template of v 7

single Stage Single Envelope Bid

Click on this
button to add
sections in the

Click on this document.

button to view
the document.

Q search keyword
Parent Section Name ~ V/ Type ~ V.
Text
Text
Text
Text
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< sack  STANDARD BIDDING DOCUMENT SECTION(S) (PROCUREMENT OF GOODS GENERAL SSSE)
-.l -
¥ Clear Q Search keyword @
Actions Printable Index v V Section# v 7 SectionName v Parent Section Name v 7/ Type v 7V
1 1 PREFACE Text
2 2 ACKNOWLEDGEMENT Text
3 3 Standard Bidding Documents for Procurement of General Goods Text
4 4 BIDDING PROCEDURE & REQUIREMENTS Text
5 5 INSTRUCTION TO BIDDERS (ITBs) Text
1 > » 5 v

. After clicking on create the following for will appear to the user:

SECTION TEMPLATE X
* Section#t @ Parent Section ©® * Section Name @
Choose parent section v
“ Type @ Description @
Choose Type ~
%

Clck on =3

Cancel to
discard task.
Click on Save
to add section
to the
document

* Section# @
[ .I

i. Users are required to enter the Section Number.

49
Y

Parent Section ©

Choose parent section v

ii. Users are required to select Parent Section if the previous section number is part of a main
section.
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* Section Name @

iii. Users argequired to enter name of the section.

* Type ®

Choose Type v

Text
Evaluation

Bid Sheet

iv. Users are required to select the section type. Generally, we select Text if the section does not
belong to Evaluation or Bid Sheet.

Description ©

SECTION TEMPLATE

X

Section# © Parent Section © * Section Name ©

1 Choose parent section v Preface

“ Type © Description @
Text v Mandatory for Procurement Agency
4
B @ E - o= B = QX B soure
BI & | L|i=:= 99 | Styles ~ | Normal - ?

div p

=3

u. Users are required to provide content for the section. The users can simpltegbfrom any
editable document format
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SECTION TEMPLATE

* Section# @

1

* Type ®

Text

@ @ @

BI §|L| = =

- =

dE | 9

Parent Section © * Section Name ©

Choose parent section 4 Invitation to Bidder

Description @

v This section contains invitation for bidders to submit bids for

a specified procurement. P

™ QM= Q¥ [ source

Styles - | Format - ?

PUBLIC PROCUREMENT REGULATORY AUTHORITY [ ]

« Action performed successfully.

v. After clicking on Save, your new section méladded as shown in the screen given below:

<
& Back  STANDARD BIDDING DOCUMENT SECTION(S) (PROCUREMENT OF GOODS GENERAL SSSE) View Document
‘ T Clear Q Search keyword
Actions Printable index ~ W Section# v SectionName v V' Parent Section Name ~ Type v V
| ® 1 1 PREFACE Text |
2 2 ACKNOWLEDGEMENT Text
3 3 Standard Bidding Documents for Procurement of General Goods Text
@ 4 4 BIDDING PROCEDURE & REQUIREMENTS Text
@ 5 5 INSTRUCTION TO BIDDERS (ITBs) Text
1 2 3 a s & 7 8 9 10 1 > oo» 5 v

w. To review the document, click on View Document icon as shown below:

<
¢ Back  STANDARD BIDDING DOCUMENT SECTION(S) (PROCUREMENT OF GOODS GENERAL SSSE) View Document
S TN
| T Clear Q search @
Actions Printable Index ~ Section# ~ Section Name ~ Parent Section Name ~ V/ Type v V
@ 1 1 PREFACE Text
2 2 ACKNOWLEDGEMENT Text
3 3 Standard Bidding Documents for Procurement of General Goods Text
® 4 4 BIDDING PROCEDURE & REQUIREMENTS Text
@ 5 5 INSTRUCTION TO BIDDERS (ITBs) Text
1 2 3 4 5 6 7 8 8 10 1 > » 5 v

X. After clicking on View Document button, tbikowing screen will appear:
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¢ pack PREVIEW PROCUREMENT DOCUMENT TEMPLATE

Click this button to
Download a PDF
version of this
document.

PUBLIC PROCUREMENT REGULATORY AUTHORITY

y. To publish bid document, click on procurement plan as shown below:

SOURCING AND CONTRACT
MANAGEMENT

# Procurement Plan
.~l)

# Bidding Process &

Committee
Management

Committee
Acknowledgement

Section 1

z. After clicking on Procurement Plan the following screen will appear to the users:

<

CREATE PROCUREMENT PLAN (PPRA Rule 8)
* Procurement Plan Name @

Plan Name

* Year @
-1

Q searchk
Actions D~V Procurement Plan Name v 7 Year v V version v V Status v V
@ 2 @ b @ FP1077 Procurement Plan for FPPRA 2023-2024 2 Open _ Submit For Approval
Submitted for approval.

1 5 v
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aa.Click on eye icon to view procurement activities. Afteking on eye icon, the following screen will
appear to the users:

<
< sacc PROCUREMENT PLAN F Add Committee |
¥ Clear . Q search keyword
Blue button = ment in progress
Actions. Procurement Documents Name of Procurement ~ 7 Category v Method ~ T Procedure ~ V Est.Cost ~ V .
& 7 = 8 Procurement of Heating invertors TSTE Goods Open Competitive Bidding Two Stage Two Envelope PKR. 00,000.00
& £ O B 8 Purchases of Generators TSBP Goods Open Competitive Bidding Two Stage Bidding Procedure PKR. 2,000,000.00
& 7 =] Procurement of General Goods SSTE Goods Open Compelitive Bidding Single Stage Two Envelope PKR. 1,400,000.00
& 7 =5 8 \}M (Corrigendum) (V :7\ View PD Procurement of Health Equipment SSSE Goods Open Competitive Bidding Single Stage Single Envelope PKR. 1,700,000.00
& 2 O B 8 ( Bid (Corrigendum) (v2) | View PD SSTE Goods Open Competitive Bidding Single Stage Two Envelope PKR. 1,000,000.00

bb. To publish bidlocumentgclick on Publish Bids shown below:

<
¢ s PROCUREMENT PLAN + Add Committee
- Green button = Procurement compieted (PO Generated)
¥ Clear Q Search key
Blue button = Procurement in progress
Actions Procurement Documents Name of Procurement ~ 7/ Category v~ Method v V' Procedure v 7 Est.Cost v 7 .
& 2 O E B8 & Procurement of Heating invertors TSTE Goods Open Competitive Bidding Two Stage Two Envelope PKR. 800,000.00
& 7 E 8 Purchases of Generators TSBP Goods Open Competitive Bidding Two Stage Bidding Procedure PKR. 2,000,000.00
& 7 [=RR-] Procurement of General Goods SSTE Goods Open Compelitive Bidding Single Stage Two Envelope PKR. 1,400,000.00
& 7 = 8 Procurement of Health Equipment SSSE Goods Open Competitive Bidding Single Stage Single Envelope PKR. 1,700,000.00
& £ T E 8 SSTE Goods Open Competitive Bidding Single Stage Two Envelope PKR. 1,000,000.00

cc. After clicking on Publish Bid, the following form will appear:
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Publish Document X

* Name of Procurement @

Purchases of Generators TSBP

International Procurement?

* Publish Date @

11/04/2022

* Closing Date @ * Closing Time ©
1192022 05:35 PM

* Bid Opening Date © * Bid Validity Date @
11/19/2022 06:05 PM 12/19/2022

* Clarification Date

11/04/2022

Would you like to conduct pre-bid meeting?

Pre-Bid meeting date

11/04/2022

Description @

Click on this Click on this
button to button
cancel task publish bid

* Name of Procurement @

Purchases of Generators TSBP

i.  This field is auto filled however the user can dill. e

International Procurement?

ii. Users may click the above box if they want to procure from international source.
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Vi.

Vil.

viii.

Publish Date ©®

11/04/2022

This field is auto filled however the user can still edit.

* Closing Date @

11/18/2022

This field is auto filled however the user can still edit.

“ Closing Time @

05:35 PM

This field is auto filled however theer can still edit.

. "y
* Bid Opening Date ®

11/19/2022 06:05 PM

This field is auto filled however the user can still edit.

“ Bid Validity Date @

12/19/2022

This field is auto filled however the user can still edit.

* Clarification Date

11/04/2022

This field is auto filled however the user can still edit.

Would you like to conduct pre-bid meeting?

User may want to tick the above option if he/gwuires to conduct a prieid meeting.
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< November 2022 >

Su Mo Tu We Th Fr Sa
1 2 3 4 S
6 7 8 o 10 n 12
13 14 15 16 17 18 19
20 2 22 23 24 5 26
27 28 29 30
[ 11/04/2022 ]

X.  The user will be required to select date for-pig meeting.

Description @

xi.  Users may provide any description if deems necessary.
dd. Click on Publish to make the document available for registered suppliers to view and bid against
the document.

Publish Document X

International Procurement?

* Publish Date ©®

11/04/2022

* Closing Date @ * Closing Time @
11/19/2022 05:35 PM

* Bid Opening Date ® * Bid Validity Date ©
11/19/2022 06:05 PM 12/189/2022

* Clarification Date

1/04/2022

Would you like to conduct pre-bid meeting?
Pre-Bid meeting date

11/04/2022

Description @

& Action performed successfully.

ee. For procurements that are equal to and ab®K&3,000,000the system will require users to
attach newspaper advertisement. The follovieng will appeafor such procuremest
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12/07/2022 05:39 PM

Bid Opening Date @ Bid Validity @

12/07/2022 06:09 PM 01/06/2023

Clarification Date @

Actions Title v 7 Date OfAd v ¥ Page# ~ T

Type of News Paper v 7 Language ~ T Stations

* Name of Procurement ©

Purchases of Generators TSBP

i.  This field is auto filled however the user can eiit.

International Procurement?

Would you like to conduct pre-bid meeting?

Regional Language ~ V7 Size v V Status « V7

Click on m

Cancel to
discard task.

Click on this
button to
publish bid
document

ii.  Users may click the above box if they want to procure from international source.

* Publish Date @

11/04/2022

iii.  This field is auto filled however the user can still edit.

* Closing Date ©®

11/18/2022

iv. This field is auto filled however the user can still edit.

“ Closing Time @

05:35 PM

v. This field is auto filled however the usan still edit.
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Vi.

Vii.

viil.

X.

Xi.

Xil.

. Y
* Bid Opening Date ®

11/19/2022 06:05 PM

This field is auto filled however the user can still edit.

“ Bid Validity Date @

12/19/2022

This field is auto filled however the user can still edit.

* Clarification Date

11/04/2022
This field is auto filled however the user can still edit.

Would you like to conduct pre-bid meeting?

User may want to tick the above option if he/she requo conduct a prdid meeting.

< November 2022 >

Su Mo Tu We Th Fr Sa

11/04/2022

They user will be required to select date for-pict meeting.

Description ©

Users may provide any description if deems necessary.

Add News paper attachment

Users are required topload thenewspaper attachmernifo attach newspapadvertisement,
clickon + button and the following form will appear:
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Add News Paper Advertisement X

“ Title @ * Date of A ©
11/07/2022
* Page # © Type of newspaper @
1 Choose Newspaper Type v
* Language @ * Stations @
Choose Newspaper Language v Choose Stations v
* Regional language ® * Size @
Choose Regional Language v Choose Newspaper Size A
* Status ©
Choose Publish Status ™
No file chosen &
Cick on =11k
Cancel to
discard task.
Click on this
button to upload
news paper
attachment
* Title ©
i. Users are required to enter the title of advertisement in newspaper.
* Date of Ad 0]
11/07/2022
< November 2022 >
Su Mo Tu We Th Fr Sa
1
8 9 10 n 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30
il. Users are regired to select date for advertisement in the newspaper.
* Page # ®
1

iii. Users are required to enter the pagemberof advertisement in the newspaper.
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Type of newspaper ©

Q
English
Urdu
Iv. Users are required to select the type of news paper from the dropdown list.
' Language@
hoose Newspaper Language v
English
Urdu
V. Users are required to select the language of the newsgaparthe dropdown list.
* Stations @
islamabad-islamabad-islamabad v
isla Q

islamkot-islamkot-Tharparkar

islamabad-islamabad-islamabad

Vi. Users are required to select stations from the dropdiistn

Regional language ®

Urdu v

Urdu

Punjabi

Vi, Users are required to select regional language from the dropdown list.

Size ®

2X5S v

~
jo)

2X5

5X9

viii.  Users are required to select size of the advertisement in the newspaper from the dropdown
list.

EPADSUSER MANUAL



* Status ©

Pending v
Q
Pending
Rejected
iX. Users are required to select the status of the advertisement from the dvopidt
X. Users are required to upload the advertisenasnan attachment

+” Action performed successfully.

ff. Afteruser has provided all the mandatory informataick on Saveandthe advertisement will be
listed at the bottom of the screen as shown below:

gg. After all the fields have been filled along with newspaper attachihogmiiblish bid document,
click on Publistbuttonas shown below
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