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ACRONYMS AND ABBREVIATIONS 

 

Term   Description   

2FA   Two Factor Authentication   

ADP   Annual Development Programmed   

AES   Advanced Encryption Standard  

AGPR   Accountant General Pakistan Revenues  

AJ&K PPRA   Azad Jammu & Kashmir Public Procurement Regulatory Authority  

API   Application Programming Interface   

BPPRA   Baluchistan Public Procurement Regulatory Authority  

CI/CD   Continuous Integration / Continuous Delivery  

CSRF   Cross-Site Request Forgery  

DD   Deputy Director   

DDOS   Distributed Denial of Service   

DFD   Data Flow Diagram   

DevOps   Development And Operations  

DRAP   Drug Regulatory Authority of Pakistan  

e-PADS   e-Pak Acquisition & Disposal System   

FATA   Federally Administered Tribal Areas   

FBR   Federal Board of Revenue  

FPPRA   Federal Public Procurement Regulatory Authority  

GIF   Graphics Interchange Format  

GUI   Graphical User Interface  

HEC   Higher Education Commission 

HTTPS   Hypertext Transfer Protocol Secure  

KP   Khyber Pakhtunkhwa   

KPPRA   Khyber Pakhtunkhwa Public Procurement Regulatory Authority  

JPG   Joint Photographic Experts Group  

MIS   Management Information System   

MOM   Minutes Of Meetings   

MQ   Messaging Queue   

NTP   Network Time Protocol  

NTN   National Tax Number  

NADRA   National Database and Registration Authority   

OCR   Optical Character Recognition  

OTP   One-Time Password   

PDF   Portable Document Format  

PHE   Public Health Engineering   

P&DD   Planning And Development Department   

PPT   PowerPoint presentation  

PPRA Public Procurement Regulatory Authority 

QA   Quality Assurance   

Rs.   Rupees   

SBP   State Bank of Pakistan   

SECP   Securities And Exchange Commission of Pakistan  

SIEM   Security Information And Event Management  

SPPRA   Sindh Public Procurement Regulatory Authority  
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Term   Description   

SRS   Software Requirement Specification   

STN   Switched Telephone Network  

SSL   Secure Sockets Layer  

SQL   Structured Query Language  

TLS   Transport Layer Security  

VM   Virtual Machine  

WSO2   Web Services Oxygenated  

WAF   Web Application Firewall  

PA Procurement Agency 

SME Escalation to subject Matter 

IVR Interactive Voice Response 

ETS Electronic Tendering Services  

XSS   Cross-Site Scripting  

OU Organization unit is one component of organization hierarchy. Like FPPRA, MoIT, MoNHSR&C, PIMS are all 

Organization units.  
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Assumptions 

This User Manual assumes that you already have e-Pak Acquisition and Disposal System (e-PADS) user 

accounts according to your Geographical/Ministerial/Departmental level and role. This user manual also 

assumes that you are familiar with basic computer skills and basic web-application operations. 

User®s Qualification Requirements 

1. Public procurement domain expertise. 

2. Must be BPS-17 or above official. 

3. Good communication skills. 

4. Good computer and software operation skills. 

 

System Requirements 

The e-PADS is accessible from any Personal Computer (Desktop, Laptop) with Internet access and a 

supported Web-browser.  

Latest versions of the following browsers fully support e-PADS standard view: 

1. Mozilla Firefox (Windows, Mac, Linux) 

2. Google Chrome (Windows, Mac, Linux) 

3. Netscape (Windows, Mac, Linux) 

4. Safari (Mac) 

5. Internet Explorer 9 and above (Windows) 
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STANDARD BIDDING 

DOCUMENTS 1 
on e-Pak Acquisition and Disposal System 

The Standard Bidding Document module in the e-PADS will allow its administrators / users to generate 

electronic Procurement Documentation templates i.e., Standard EOIs, Invitation to Bid, Standard 

Documents for Pre-Qualification, Standard Bidding Documents for RFP which will be used by procuring 

agencies for standard bidding procedure. The intended Users of this module are PA Users. 

This section provides step-by-step instructions for users to perform the following actions within the e-

PADS: 
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Session Objectives 

By the end of this session the user should be able to: 

Á Create Committee for Procurement 

Á Assign Committee to Procurement 

Á Review Bid Document 

Á Publish Standard Bidding Documents 

CREATE COMMITTEE FOR PROCUREMENT 

The e-PADS provides functionality to its users to create procurement committee. To create a 

procurement committee, please refer to the following steps: 

a. After clicking on Login button, you will be successfully directed to E-PADS home page. 

 
b. For the better understanding of the user, the home page is divided into three sections. 
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1. Users can view notifications by clicking on bell icon. 

2. Users can switch roles from Admin Role dropdown list. 

3. Users can edit profile and change password by setting dropdown list. 

4. Users can logout by clicking this  button. 

 

 
 

c. Click on Committee Management given on the Dashboard Menu. 
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d. After clicking on Committee Management, the following screen will appear on the right side. 

 

 
 

 Before You Begin... 

Fields with asterisk (*) are MANDATORY. Users are REQUIRED to fill these in before 

proceeding to the next step. 

Fields with no asterisk are OPTIONAL Fields. Users may fill these in but they can 

proceed to the next step without filling them. 

e. To create a committee please refer to the steps given below: 
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i. Users are required to enter Committee Title 

 
ii. Users are required to select Committee Type from the dropdown list. 

f. After users have filled all the above field, click on Save button to create Committee. 

 

 
g. After clicking on Save button your procuring committee will listed on the bottom of the screen as 

shown below. 

 
h. This dashboard shows a list of all added Committees. Using the dashboard, Admin can perform the 

following actions available to the left side: 

i. Edit Committee information by clicking on pencil icon. 

ii. 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 committee. To add members please refer 

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

 

 
i. Committee title is auto-filled by the system and cannot be changed. 

 
ii. Committee type is auto-selected by the system and cannot be changed. 
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For External Users Registration users will be required to fill the following form: 

 
After filling out all the mandatory fields your member will be added to the committee users and will be 

available in the Members list whenever External Users option is selected to add members. 

iii. Users are required to select member type from the radio buttons.  

 
iv. Users are required to select members for the committee. Please note that for procuring 

committees (Consultative and Non-Consultative) 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, 5, 7. 
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v. The users may want to tick the above option for at least one member .

 

 
k. After clicking Save & Add, the committee users/members will be added and listed at the bottom of 

the screen as shown below: 
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PUBLISH STANDARD BIDDING DOCUMENT 

After the users are done with creating the committee. Now they must publish bid document so it can 

be visible to the suppliers registered with the respective PPRA. To publish bid document please refer 

to the following steps: 

a. Click on Procurement Plan give on the dashboard menu. 

 

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

appear to the users: 

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

 
e. After clicking the icon, the following screen will appear: 
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f. Click on Committee Title to view list of committees and select the desired committee from the list: 

 
g. After selecting the desired committee click on Save to proceed:  
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h. After clicking on Save button, the committee will be listed on the bottom of the screen: 

 
i. To adopt bid document please see the below steps. 

 

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

appear to the users: 

 
l. To adopt a bid document for the procurement activity, click on the Bid button as shown below: 

 
m. After clicking on Bid button, the following screen will appear: 
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i. After the user has clicked on the template to be adopted. The system will ask for final 

confirmation as shown below: 

 

 
ii. After clicking Yes, the desired document will be adopted for the procurement activity. 

n. To view the adopted document, click on the Bid button as shown below: 

 
o. After clicking on Bid button, the following screen will appear: 
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p. By using the buttons give on the left 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 document, click on the eye icon. 

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

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

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

 
s. Click on +Create to add a new section in the document: 
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t. After clicking on create the following for will appear to the user: 

 

 
i. Users are required to enter the Section Number. 

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

section. 
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iii. Users are required to enter name of the section. 

 
iv. Users are required to select the section type. Generally, we select Text if the section does not 

belong to Evaluation or Bid Sheet. 

 

 
u. Users are required to provide content for the section. The users can simply copy text from any 

editable document format. 
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v. After clicking on Save, your new section will be added as shown in the screen given below: 

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

 
x. After clicking on View Document button, the following screen will appear: 
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y. To publish bid document, click on procurement plan as shown below: 

 
z. After clicking on Procurement Plan the following screen will appear to the users: 
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aa. Click on eye icon to view procurement activities. After clicking on eye icon, the following screen will 

appear to the users: 

 
bb. To publish bid document, click on Publish Bid as shown below: 

 
cc. After clicking on Publish Bid, the following form will appear: 
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i. This field is auto filled however the user can still edit. 

 
ii. Users may click the above box if they want to procure from international source. 
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iii. This field is auto filled however the user can still edit. 

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

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

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

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

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

 
ix. User may want to tick the above option if he/she requires to conduct a pre-bid meeting. 
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x. The user will be required to select date for pre-bid meeting. 

 
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. 

 

 
ee. For procurements that are equal to and above PKR 3,000,000 the system will require users to 

attach newspaper advertisement. The following form will appear for such procurements. 
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i. This field is auto filled however the user can still edit. 

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

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

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

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

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

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

 
ix. User may want to tick the above option if he/she requires to conduct a pre-bid meeting. 

 
x. They user will be required to select date for pre-bid meeting. 

 
xi. Users may provide any description if deems necessary. 

 
xii. Users are required to upload the newspaper attachment. To attach newspaper advertisement, 

click on + button and the following form will appear: 
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i. Users are required to enter the title of advertisement in newspaper. 

 
ii. Users are required to select date for advertisement in the newspaper. 

 
iii. Users are required to enter the page number of advertisement in the newspaper. 
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iv. Users are required to select the type of news paper from the dropdown list. 

 
v. Users are required to select the language of the newspaper from the dropdown list. 

 
vi. Users are required to select stations from the dropdown list. 

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

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

list. 
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ix. Users are required to select the status of the advertisement from the dropdown list. 

 
x. Users are required to upload the advertisement as an attachment. 

 

 
ff. After user has provided all the mandatory information, click on Save and the advertisement will be 

listed at the bottom of the screen as shown below: 

 
gg. After all the fields have been filled along with newspaper attachment. To publish bid document, 

click on Publish button as shown below. 


































































































































































































































































































































































































































































































































































































































































































































































































