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ACRONYMS AND ABBREVIATIONS

Term Description

2FA TwoFactorAuthentication

ADP AnnualDevelopmenProgrammed

AES AdvancedEncryptiorStandard

AGPR AccountanGeneraPakistarRevenues
AJ&KPPRA AzadJammué& KashmirPublicProcuremenRegulatorAuthority
API ApplicatiorProgrammingdnterface

BPPRA BaluchistariPublicProcuremenRegulatonAuthority
Cl/ICD Continuousdntegration’ ContinuoudDelivery
CSRF CrossSite Requestorgery

DD DeputyDirector

DDOS DistributedDenialof Service

DFD DataFlowDiagram

DevOps DevelopmenAndOperations

DRAP DrugRegulatonAuthorityof Pakistan
e-PADS e-PakAcquisition& DisposalSystem

FATA FederalhAdministeredribalAreas

FBR FederaBoardof Revenue

FPPRA FederaPublicProcuremenRegulatonAuthority
GIF Graphicdnterchangd-ormat

GUI GraphicaUserInterface

HEC HigherEducatiorCommission

HTTPS HypertexfTransferProtocolSecure

KP KhyberPakhtunkhwa

KPPRA KhyberPakhtunkhw#ublicProcuremenRegulatoryAuthority
JPG Joint Photographi&xpertsGroup

MIS ManagemeninformationSystem

MOM MinutesOf Meetings

MQ MessagingQueue

NTP NetworkTimeProtocol

NTN NationalTaxNumber

NADRA NationaDatabaseand RegistratiorAuthority
OCR OpticalCharacteRecognition

OTP OneTimePassword

PDF PortableDocumentormat

PHE PublicHealthEngineering

P&DD PlanningAnd Developmenbepartment
PPT PowerPoinpresentation

PPRA PublicProcuremenRegulatoryAuthority
QA QualityAssurance

Rs. Rupees

SBP StateBankof Pakistan
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Term Description

SECP SecuritiesAnd Exchange&Commissiorof Pakistan

SIEM SecuritylnformationAnd EventManagement

SPPRA SindhPublicProcuremenRegulatonAuthority

SRS SoftwareRequiremenSpecification

STN SwitchedTelephonéNetwork

SSL SecureSocketsLayer

SQL StructuredQueryLanguage

TLS TransportayerSecurity

VM VirtualMachine

WSO02 WebServicesOxygenated

WAF WebApplicatiorFirewall

PA ProcuremeniAgency

SME Escalatiorio subjectMatter

IVR InteractiveV/oiceResponse

ETS ElectronicTenderingServices

XSS CrossSite Scripting

ou Organizatiorunit is one componentof organizatiorhierarchy.Like FPPRAMOoIT, 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/Departmeémeael and role. This user manual also
assumes that you are familiar withsic computer skills artshsic webapplicatioroperations

User ®s Qualification Requirements

Publicprocurementdomainexpertise.
Mustbe BPS-17 or aboveofficial.
Goodcommunicatiorskills.

Goodcomputer andsoftwareoperationskills.

PwnNPE

System Requirements

Thee-PADSIs accessible fronany PersonalComputer (Desktop, Laptopjith Internet access and a
supported Welbrowser.

Latest versions ohie following browsers fully suppa@atPADSstandard view:
1. Mozilla Firefox (Windows, Mac, Linux)
2. Google Chrome (Windows, Mac, Linux)
3. Netscape (Windows, Mac, Linux)

4. Safari (Mac)

5

. InternetExplorer 9 and above (Windows)
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OVERVIEW

of e-Pak Acquisition and Disposal SysterPADS

This User Manuaprovides stegby-step instructions for getting started with thé>ak Acquisition and
Disposal SystemefPADS. It provides guidelines on application featuaesl how to use the user
management moduld his user manual is organized according to the logical fl@AP&D Sfeatures
and describes tasks in the same order users can perform while th&rgystem

Before You Begin...
It is recommended to havesdableworking internet connecticemd web browser
for webaccess to thee-PADSweb portalto view it alongsidéhis manual.

INTRODUCTION

Governmental agencies all around the world have beeninfngation technology (IT) and the internet

to access and deliver government services electronically for several years. These activities are referrec
to as "egovernment efforts." Delivering electronic procurement to increase transparency, provide an
open market for procurement needs, and promote the adoption of procurement reforms to better
manage and monitor public procurement activities is one of many governments' more effective and
practical approaches. With the advent of computerized procuremenmsysde variety of new
alternatives and techniques for assisting the procurement procedures of governments for embracing the
potential savings and efficiencies. The term "electronic government proculers@?y is frequently

used to describe these electiorsystems.

TheGovernment along with World Bank envisaged and conceived revolutionary digitization of the public
procurement processes. For this purpose, PRitdated Desi gni ng, Devel opme]
Commissioning of -€rocurement System ek Acqui si ti on and Disposa
development of such an effective system, PPRA intends to fully automate the public procurement
processes in Pakistan, by reducing human intervention to the maximum extent possible. The system wil
encompass complete procurement cycle, from procurement planning to the close of the contract. The
key features of the-rocurement (d°ak Acquisition and Disposal) System encompdaoeurement
Planning, éPurchasing, Encrypted Tender Submission Systefavaludion Matrix System, Grievance
Redressal System, -@ontract Award System,-Gatalogue Management, Supplier Relationship
Managementand effective Contract Management System. One of the essential outcomes of the System
will be effective Regulatory Monitori@gEvaluation, resulting in effective regulatory compliance and
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helping to combat corrupt practices in public procurement. Abacus Consulting will implement and deploy
the project in line with best practices and international standards and as per cohtialajations.

Following are the key objectives of this assignment:

1.

a M W N

© ©o N O

10.
11.
12.
13.

14.
15.

16.

To implement statef-the-art customized solution as a key enabler to automate complete
procurement cycle

To deploy a robust, advance, and futuristierecurement System
Toi mprove governance and institutional <capaci
To serve as ICT backbone and a driving force-gmvernance initiatives in Pakistan

To automate and integrate procurement processes as well as to enhance transparent speinding
costeffectiveness along with efficiency in public procurement

To eliminate paperwork and repetitious administrative procedures through computerization
To adequately change organizational culture by encouraging technological vanguard

To strengthen, wnitor and oversee capacity of procurement regulatory authorities

To setup procurement data management and information system

To ensure robustness of internal and external procurement controls

To facilitate capacity building of procurement staff

To increae effectiveness of grievance redressal for a through automation

To harmonize, improve and update laws, rules and procedures and make use of technology
facilitating transparency, efficiency, impartiality, and competition

To reduce costs by preventing digpte spending through computerized standardized buying

To increase transaction speed by electronic handling of tasks that support and simplify the
purchasing processes

To reduce errors and redundancy through electronically streamlined correspondence

All public procurement and disposal activities shall be processed through standard erg+i&D5
ensuring thecompliance with therinciples ofpublicprocurement and implementing PPRR&ulatory
framework.

BENEFITS

Governments and public sector agencies that have implemei@€dsystems have reportegveral
key benefits, including

enhanced transparency achieved from online publication of tender notices, contract award
notices, and online bsubmission.

increased lalder participation due to better awareness and access to opportunities

savings on procurement spend from lower bid prices due to better and open competition
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iv. enhanced reporting and procurement analytics to better monitor procurement activities
v. faster ppcessing of procurement activities resulting from online workflow
vi. enhanced tools to address fraud and corruption

vii.  reduction in printing, distribution, and storage of paper documents.

MODULES
The key modules of the PADSWavel encompass

Web Portal

UserManagement

Supplier Registration
Procurement Planning and Activities
Committee Management
e-Tendering Bidding

e-Evaluation

Contract Award

. Workflow

10. Task Management
11.Configuration Management (CMS)
12.Reports & Dashboards

13. Alerts and Notifications

PURPOSE OFRAINING

The purpose of this training is to provide participants with a clear understanding of effective public
procurement and the generic procurement proceser Management module and its operations

©Oo~NOO~WNE

LEARNING®UTCOMES
By the end of théraining session users will be able to:

1. Describe the principles of effective public procurement

2. Create and Maintain Organization Entities like PPRA, Ministries, Departments, Sub Department:
etc.

3. Create and Maintain User Roles and Groups

4. Create and MaintaUsers(Password Change, Password Reset, Approve Useér, etc

5. Merge and Split Ministries / Departments

TRAININGVIODULES

1 Module One: Understanding the Procurement Environment
1 ModuleTwo: User Management
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TRAININGVIODULEONE UNDERSTANDING THEOCUREMENENVIRONMENT

Principles of Public Sector Procurement

1.1 Session Objectives

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

1 Define Procurement

1 Explain the objectives of procurement for Public Procurement.

1 Identify various forms and categories of procueat.

1 Identify recommended principles of procurement in Public Sector.

1 Understand the roles and responsibilities of the various parties in procurement in Public
Procurement.

1.2 Introduction

What is Procurement?

“Procurement is the acquisition of gopdervicesand worksto cater the identified needs of and
organizatio .

1.3 Procurements in Public Sector

The overall responsibility for the execution of the procurement process in the Public Sector solely relies
on the Procuring Agency. The Procurkgency is required to establish a Procurement Committee that
will handle all matters concerning the procurement of goods, services and works. The Procurement
Committee has powers to award contracts for procurement of goods, services and works.

1.4 Objectives bProcurement

The objectives of procuremeate:

1 To provide Procuring Agency with a constant flow of goods, services and works to cater its

needs.
1 To reduce cost througmore efficient and effective purchasing by buying appropriately to obtain
" Valuemegf MOt hout compromising the quality

1.5 Cateqgories of Procurement

Procurement can be categorized into thkkbowingbroad categories

1 Works:Construction, design, rehabilitation, maintenance and repair of buildings, briddss, roa
plant, etc.
1 Goods:Include goods such as materials, drugs, faeds stationeryand office supplies, etc.
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NonConsultancy ServicesSuch as cleaning services, revenue collection, security services and
repair services.

Consultancy ServicesStudies or designs and provision of technical assistance, training,
engineering design and superviseia.

It must be noted that some of these terms have also been defined in the respective Public Procurement
Rules as well. Please refer to the respective Rutesnf@xact definition.

1.6 Principles of Public Procurement

The overall objective of the public procurement system is to provide value for money to Procuring Agency
by ensuring that public funds are spent in a transparent, efficient, and fair manner. Thenpeotu
guidelines and procedures for Procuring Agency are designed to promote competition, fairness/equity,
transparency, accountability and ethics, and value for money.

The basic principles for the procurement of goods, services and works, within toespatadr are:

T

TransparencyProcurement process should be conducted in such a way that there is openness
and clarity orprocurementpolicy,and all interested parties know and understand the actual
procedures andprocesses by which contracts are awardmud managed. A transparent
procurement system is the ortbat has clear regulations and procedures, standardized tender
documents, standardized tendemntracts and a fair process.

Accountability: The public officials who are dealing with procurement activities have
responsibilities and obligations for performance and stewardship. A good procurement system
should have clear lines of responsibility in decision making and public officials resgonsible
procurement should be made accountable for their decisions.

Equal Treatment / Fairnesgn efficient public procurement system should give all participants
an equal chance to compete and by avoiding discrimination among potential bidders. Potential
suppliers should be treated equally and with utmost fairness throughout the contract award
process.

Value for MoneyProcurement process should aim at acquiring the right items at the right time,
and at the right price to support government actions.

Appeal Rghts: Potential suppliers should be provided with a mechanism for review of grievances
and correct failuresf the system.

Integrity: The public officials responsible for procurement activities should not involve
themselves in corruption or collusionw#uppliers or others.

Competition:Procurement should be carried out by competition unless there are convincing
reasons to the contrarfPublic procurement system should be able to attract high quality national
and international supplie@nd contractorscapable of meeting government needs through
competition.

1.7 Good Practice Standards

T

= =

Publicentitiesinvolved in the procurement process should be held accountable and the process
should be transparent.

Avoid favoritism and corrugracticesin the procurement process; the process should be
equitable, fair, and honest.

The procurement procedure shouldsare a high enough level of competition.

The authorized procurement committee will ultimately decide proallrement activities
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1.8 Roles andResponsibilities

Who are the key players in procurement and what are the rolesragponsibilities
of eachStakeholder8

The roles and responsibilities of various parties are summarized below:

Stakeholders ‘ Responsibilities

Public Procurement
Authority (PPRA)

Regulatol

l

take such measures and exercise such powers as
be necessary for improvingovernance, managemel
transparency, accountabilitand quality of publi
procurement of goods, services and works in the pu
sector,

monitor application of the laws, rulesggulations
policies and procedures in respect of, or relating
procurement;

monitor the implementation of and evaluate laws, rl
regulations, policies and procedures in respect of
relating to, inspection or quality of goods, services
works and recommend reformulation thereof
revisions therein as it deems necessary;
recommend to the Federal Government revisions
formulation of new laws, rules and policies in respe
or related to public procurement;

make regulations and lay downdes of ethics an
procedures for public procurement, inspection or qu
of goods, services and works;

monitor public procurement practices and m
recommendations to improve governan
transparency, accountability and quality of pu
procurement;

monitor overall performance of procuring agencies
make recommendations for improvements in t
institutional set up;

provide and coordinate assistance to procuring agel
for developing and improving their institutio
framework and public procuremteactivities;

submit reports to the Government in respect of pu
procurement activities of procuring agencies;

call any functionary of procuring agencies to pro
assistance in its functions and call for any informa
from such agencies in pursuanof its objectives an
functions;
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perform any other function assigned to it by the Feg
Government or that is incidental or consequential tg
of the aforesaid functions.

Procuring Agency
Procurement Committee

Procuring Agency:

T
T

Procurement Committee:

1
T

= =

Overall coordination, direction and developmen
procurement practices and procedurepublic sector
Professional development and training of staff
officials engaged in procurementgublic sector

Ensuring that best pracés in relation to procureme

are strictly adhered by the municipality

Coordinate the development and approval of the Af

Procurement Plan

Approve entries and removals from the Registe

Suppliers and Consultants;

Review and approve prior to any anncement of 4

procurement process:

V the method of procurement;

V the bidding documents;

V the specifications, classifications, bills of quantif
plans, drawings and terms of reference
appropriateand

V advertisements, letters of invitation and shortlis|

Approving tendering and contract documents.

Approve the issue of tender invitation documents

use of the appropriate methods of selecting supplie

Consideration and approval mfcommendations fg

award of tenders issued under competitive tende

proceedings.

Review of all applications for variations, addendz

amendments to ogoing contracts.

Maintain detailed minutes of meetings and records

decisions and recommendats.
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TRAININGMIODULEWQ USERMANAGEMENT

The User Management module in 8@BADSs robust, comprehensive, and based on functionality that

is contained within the commercially available, off the shelf enterprise technology. That will allow its
administrators / users to manage roles/groups, tegfisn of new users, manage profile/accounts
information, assign login®TP verificatioand generate passwordsgc. The intendedJsersof this

module are all types of system administrators such as:

1. PPRA Admin

2. Department Admin

Session Objectives
By the &d of this session the user should be able to:

PPRA Admin

A Create and approve logins farocuring Agency (MinistriegBepartmentandSubDepartments)
Admins.

A Manage their account profile information.

A Assign rolesand groupsto usersof their own organization and ministries and departments
created by the specific PPRA Admin

A Create a Procuring Agen@Ministries Departmentand Sub Department the system.

Department Admin

A Create and approve logins for Departmesérs including admins of their respective sub
department users

A Manage their account profile information.

A Assign rolesand groupdo their respective organization and sigpartmeniadmins

A Createsub-department®f their respective organizationthe system.



EPAD3.OGIN
INSTRUCTOINS

on e-Pak Acquisition and Disposal System

Login Instructions

This chaptedelineatestep-by-step instructions on getting started with #&#®ADS In this section, you
will learn about:

1. Logging Intee-PADS

2 Changing your account password.

3. Actions to perfornif you forget your password.
4 Logging Out of the-PADS

Thee-PADShas aseparatdanding page fodser Managemerand Supplier Registratiamthe system.
Enter the URhttps://eprocure.gov.po loadthe application homepage.

Once the user enters the URLtps://eprocure.gov.pkhe application homepage will appear.

Welcome

Please enter your credentials below

Username

Password

Password ®

Forgot Password?

Electronic Government Procurement (eGP)

e-Pak Acquisition & Disposal System (EPADS)
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Before You Begin...

onscreen formatting and display.

2.1 Logging intee-PADS

It is recommended to use trePADSwith Google Chrome or MazilFire Fox. Olde
generations of browsers are also supported; however, their use can lead to issu

The e-PADSis an e-procurement systernthat makes it simple for beginners and experienced users to
perform endto-end procurement activities from creatipgblishng and,evaluaihgtenders,to contract

award and postontract award managemesic.

Users can also access tieePADSapplicatiordirectly by usindnttps://eprocure.gov.pdRLor logging

in from the PPRA website homepage T h e

homepage

di spl agRAD&NDaa si c

link for users to redirect to the application URLps://eprocure.gov.pk

Public Procurement Regularity Authority

“ e

ind i easily with

Tenders ~ Reports

lyerm(v::wed ‘With the responsibility of prescribing regulations...

ublie Procurement Regulatory Authority is an au[onomoﬂg‘?ed f{?’:‘fprOCUre
ey

revad ..

Read more... e

Active Tenders

10326

Tenders Closing Today

103

e

v Select the category v

Technical Reports

25

Evaluation Statistics

6012

City Category

Menuws

supplier

Organization

f v ©

Publications Documents ~

New Corrigendums

Policy Guidelines

‘ Registration

Contact us

[Z Highlights
U ghlig

® Use of standard formats for advertisements
becomes mandatory for

® Regulations for Procedure of filing and

disposal of Review Petition under Rule 19(3),

2021

Final Reports

40

lect the organizatiol v

Closing Date

® PPRA Standard Bidding Documents (Trial

Version) for Procurement of General Goods,

The available meswan be foundatthe topin thehomepage screeheader

Contact Us

Contact detailsuch as officeaddresses, telephone numbers and email addresses (\akiail@ble)for
key PPRA officialsan be viewed by clicking on the Contact Us menu in the header.
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Services & Information

: @ .
@ Tenders - "IIL'_ Auction =

\’..m';'\‘;‘::“ Procurement Planning > Evaluation Results >
S
-, u
_ Contracts > o Registered Suppliers >
——
f‘ ~
\\l“ Blacklisted Suppliers > F& FAQs >
= Cy/nb
P » y /\
_ = Legal Documents > LAWS  pules & Regulations >
\ oy
n Downloads 2> _j e Petty Purchases/RFQ >
s

Frequently Asked Questions (FAQS)

Thehome pagealso contains@FAQssectionto provide guidancenthe mostcommonly asked queries
For logging in t@-PADSapplication:

a. The user needs topecifya Username and Passwoset by himself / herseliThese would be
generated by the system

Users cannot log into thePADSwithout valiccredentials

You can change the passwarttially set by youPlease refer to the section below f
~Changing Your Passwdrd
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Public Procurement Regularity Authority 8 f ¥ O Registration

“ Trainings Tenders ~ Reports Publications Documents ¥ Policy Guid

Manage and Publish easily with e~F

Do Be

The Public Procurement Regulatory Authority is an autonomous body
endowed with the responsibility of prescribing regulations..
Read more...

New Corrigendums ® Regulations for Procedure of filing and

Active Tenders Tenders Closing Today ”. ==
10326 103 &) 452
Active Tenders Evaluation Statistics New Corrigendums v ¥ PRESS
% 2456 6012 @ 245 Closs

City Category Organization Closing Date

b. ClickLogin Thee-PADSapplication dshboardscreen displays.

C. Enter your valillsernameandPasswordio Log into the application.

2.2 Changing YouiAccountPassword

a. To change youe-PADSaccountpassword click onyour username from top right of applicataord
selectChange Passworfdom the dropdown

Admin ® fppraadmin v [—)
Please click on
o ) ) Change
~ View Profile Password to set
a new one.

£ Change Password

b. A popup screen will appearyou will be asked to provide your old password, new password and
confirm the new password. Once you confirm your new password click on change password to set
your new password.

c. You can view your password entry by clicking on the eye icon tagtiteside of the password field.

EPADSUSER MAN UAL



Change your Password

Please type Please enter your new password

in your old

password

Old Password
Please type
in your New
Old Password ® Y
password

Please re-type
your new
password for
confirmation

New Password
New Password ®
Confirm Password

Confirm Password ®
Change Password ‘ Cancel

Click on “Change Password”,

System will logout the user and To discard

redirect to login page, and will changes,

require you to provide new set Click Cancel.
password.

d. If you run intoany issueyou cansend anemail tosupport@eprocure.gov.jér support.

Password Requirements

Your password must bat least8 characters long anidave a combination of alphabe!
numeric and special character. Tirst character must ban alphabet, at least on
character must be in lower caaed at least onaumericandone special character

Never give out your password to anyone for segutrposes.

2.3 Forgot Password

a. In case you have forgotten your passwoaelick on Forgot Password on login scrdes shown
below).
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Welcome

Please enter your Username and Password

Username
Please click on User Name
Forgot Password,
Password
to reset your old
password Password ®

Forgot Password?

b. System will promptor your username.Please enter yowalid username and Click on Confirm
username button to proceed.

Forgot Password?

Please enter your username below

Username
Provide valid aconsult2
username fo
proceed for & Go back to login page

password change

Confirm username

c. A popup screen will appear asking for yaystem registered email address. Enter your email
address and click on Send Reset Link.
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Confirm email.

The system will webor***@gmail.com
request users to

provide their
emalil against their
User id.

Email

Go back to login page

Send Reset Link ‘

d. System will send a linlo your email address registered within i BADS dick onthelinkin your
email.

[EXTERMAL] User Confirmation (For PPRA EPADS)

Sat 32T 2022 1217 PM

o egpsupport@ppra.org.pk
To: Muhammad Anib Aslam
Dear User,

Your login creation request has been received. Please follow the link below to Login into system. Step#1: System will
prompt you for Email and SMS OTP. Please generate OTP for your registered Email address and Mobile number and

then confirm to activate your account.
To create your password, please follow the link below:

Click here

This is an autogenerated email from the Public Procurement Regulatory Authority. Please do not respond to
this,

Reply Forward

e. System will prompt for OrEime Password (OTEddes. Click on Generate Email OTP and Generate
SMS OTP.

f. Pleaseset and confirnthe newpasswordand click on the Create New Passwaitér entering both
the OTPs and click on Create New Passwattbn to complete the process
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Create New Password

lease ent ew password Click on this
e p—er button to
p Generate
Email OTP -
Mobile No OTP
Insert New m C‘ti}diton ’t:his
Password utton to
New Password Generate
® Email OTP
Confirm Password
®
Click this
Insert New Go back to login page e @
s Create New

Create New Password Password

g After cl i @Naw gP asns greenpdgrapt notficatiorwould appear on the-PADS
login screerthat your password haseen created successfully

Welcome

Please enter your Username and Password

Electronic Government Procurement (eGP)
e-Pak Acquisition & Disposal System (EPADS)

v Password has been created
successfully.

h. In case you run into any issue in creating a new passwqrdplease contact
support@eprocure.gov.fke support team wigjuide you on how to reset the password
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2.4 Logging Out

a. To Sign Oubf thee-PAD<lick on the red icon at the top rigborner of the application.

Admin ® fppraadmin v [—)
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USERMANAGEMENT 3

for e-Pak Acquisition and Disposal System

This section providestepby-step instructiongor Administrators tperformthe followingactionswithin
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3.1 PPRA Admin Login

a. Enterhttps://eprocure.gopkin URL to access-Bak Acquisition and Disposal SysteiADSogin
screen.

Welcome

Please enter your credentials below

Username

Password

Forgot Password?

Electronic Government Procurement (eGP)

e-Pak Acquisition & Disposal System (EPADS)

Version 1.0.3

Powered by: Abacus Consulting

Welcome

Please enter your credentials below

Enter
Username
Username
fppraadmin
Password
‘ b essscssessses ®
Click Login to
Access e-PADS Forgot Password? Enter the
Homepage password

Before You Begin...

Heldswith asterisk () are MANDATORYsers areREQUIRED fill these in before
proceedhg to the next step.

Helds with no asteriskare OPTIONAEields. Users may fill these in but they ¢
proceed to the next step without filling them.

b. Enter valid username and password to log into the system.
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Username
S#1: Input field name:

Possible Values: Enter Username as Set and Shared by Yalministrator
S#2: Input field name: Password

Possible Values: Enter Password as Set and Shared by Your Administrat
S#3 Login Login

Possible Values: Scenario#1Successfully logged in

Scenario#2Wrong Username or password

c. In case of an incorrect password or where the user wishes to change credentials, user can change
password by clicking on the forgot password link or request support by sending an email to

support@eprocure.g@k.

3.2 Create and Manadédses

a. Afterloggingin you thee-PADShomescreenwill appear

/'_:)\ = Federal Public Procurement Regulatory Authority (PPRA) Adrnin

L

Section 1

Section 2

1. PPRAAdmiIn can switch roles from Admin dropdown list.
2. PPRAAdmINn can edit profile and change passwaoth thesettings dropdown list.
3. PPRAAdmIN can logout by clicking tt'Z button.
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Admin ® fppraadmin v [—)

Switch User o Edit U e
Roles by clickin o Edit User
on th},s drop ° Profile and Tfo Logtr?ut
down. change Password e WS

click on the system click
Username this button

—_—

Section 1

b. PPRA Admins can create and manage users by clicking on the Users menu in the left pane of the
screen.

Following options are available for the PPRA Admin:

1. User List
2. Change Password

User List

a. To createand manageisess click on User List

HOME
@ Home
USER

#£, Users ~

#. User List
Click on Users

from the

Menu. #, Change Password Click on User

List from the
#, Roles v Sub-Menu.
#2, Groups hd

SUPPLIER MANAGEMENT
#2, Suppliers v
4 Joint Venture h

REGULATORIES MANAGEMENT

o Regulatory Authority
~ (PPRA)

2, Merge Ministries

£, Split Ministries
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b. After clicking on User List,dashboard will appearhis dashboard shows a list of all added users.
Using the dashboayddmin carperform the following actions available to the left side of each
user.

i.  modify and update user information by clicking on the pencil icon
ii.  view user information by clicking on the eye icon
iii. delete user by clicking on the X icon
iv. activate and dactivate any User by using the toggle switch under the status column

INTERNAL USER -+ ADD USER

TF Clear Q Search keyword
Actions Username ~ Name ~ CNIC ~ Status -~
s ® X e usmani23 usman 15215-2415215-2 o-:'-.,
7 ® X mair12 Umair 18474-6513205-4 " @) @
g @® X ahmed1234 ahmed 34343-4354545-5 o
7 ® X CommitteeMembersExternal qweqwe 89654-3132121-6 o
7 @ X TestAgain27 Muzam32423 78789-5614321-3 [ @)

1 » ¥ 5 v

c. To add a newser the Admin must click on the Add User button on the right side of the
dashboard.

= Federal Public Procurement Regulatory Authority (PPRA) Admin 2  fppraadmin ~ (=
HOME
@ Home INTERNAL USER + ADD USER
USER '4@
&, Users - Al Q Search keyword
. Roles v . o . . &
Actions Username ~ Name ~ CNIC ~ W/ Status ~
£ Groups v
7 @ X usman123 usman 15215-2415215-2 [ @)
SUPPLIER MANAGEMENT
X - -4
. Suppliers . ¢ @ umair12 Umnair 18474-6513205 o
£ Joint Venture . s @ X ahmed1234 ahmed 34343-4354545-5 o
BID MANAGEMENT g ® X CommitteeMembersExternal qweqwe 89654-3132121-6 ‘:)
REGULATORIES MANAGEMENT 7 ® x TestAgain2? Muzam32423 78789-5614321-3 [ o]
' Regulatary Autharity
Organization 1 2 3 4 5 ¥ » 5 hd
£ Merge
4, Split

d. After clicking on Add Userfarm will appear on the screen. All the mandatory fields must be filled
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INTERNAL USER

Please provide your personal information

* First Name © o * Last Name © o
b g Usman e.g Usman

* Username © e * Email ® e
e.g Usman e.g someone@email.com

* Designation © o * Grade © e
Select Designation v Select Grade

Employee ID ® e * Gender @ 9
Enter Employee ID @ Male Female

* User Role / Group Role @ e User Group & @
Select Roles v Select Groups

* Date of Birth @ @ *CNIC® @

DD-MM-YYYY

* Mobile @ @

+92 hd XXXXXXXXXX

Transgender

Click on Cancel | m

Cancel to
Discard.

Click on
Save to
Proceed.

e. After filling out the form click o8ave and internal usairill be created.

The section below provides fieldise quidance on filling the form.

* First Name @+ Only alphabets are allowed |

l e.g Usman

f. Pleaseenter the first name of the User

S#2 Input Field Name: First Name
Possible Values Alphabets Only.

Error Message First Name is Required

* Last Name @{ Only alphabets are allowed]

e.g Usman

g. Please enter the last name of the User.

S#2 Input Field Name: Last Name
Possible Values Alphabets Only.

EPADSUSER MAN UAL



Error Message Last Name is Required

& Only Alphanumeric are
Username @4‘ allowed

h. Please add a unique username.

S#3 Input Field Name: Username
Possible Values Alphanumeriand €) areonly allowed between the text.

Error Message Scenario#1: Username is Required
Scenario#2: Alphanumeric are allowed, first character must be an al|
and min.Length isseven characters
Scenario#3: Username must be unique.

* Email @* Enter a valid email
nail.com
i. Please provide a valid email addresslieruser.

S#4 Input Field Name: Email
Possiblevalues Alphanumeric and (@, -, . ) are allowed.

Error Message Email is Required.

* Designation @* Please select designation

j.  Us e resigpatiacan be selected from options availabléhe dropdown menu.

S#5 Input Field Name: Designation

Possible Values Listed indropdown.

k. I n case the req
fr

red designation does nc¢
Designati on® t h :

e menu and specify
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* Designation ©®

Select Designation

Joint Secretary
Managing Director
Secretary

Section Officer

Other Designation

Alphanumeric and hyphen
*
Other ®+ are allowed

e.g Director

|. Please enter desired user designation.

S#6: Input Field Name: Other

Possible Values Alphanumeriand €) areonly allowed between the text.

Error Message Scenario#1:Designationmust be at least 2 characters.
Scenario#2:Hyphen at start and end ameot allowed. One digit i
mandatory. First character must be alphabet if there is a combinat

Alphanumeric

* Grade (D{ Please select grade

Select Grade

m. U s e gra®ecan be selected from options available in the dropdown menu.

S#7: Input Field Name: Grade

Possible Values Listed indropdown.

| * Grade ©

Select Grade

SPS-7

SPS-8

SPS-9

SPS-10

Other Grade
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Alphanumeric and hyphen
* Other ®+ are allowed

e.g BPS-18
n.ln case the required grade does not exi ¢
from the menu and specify a new grade ir
Error Message Scenario#1:Grade must be at least 2 characters.

Scenario#2:Hyphen at start and end are not allowed. One dig
mandatory. First character must be alphabet if there is a combinat
Alphanumeric

O Alphanumeric and hyphens
are allowed

Employee ID

0. Pleaseenter the Employee IDhis is an optional field
S#8: Input Field Name: Employee ID

Possible Values Alphanumeric and)(are allowed.

* Gender (D4 Please select gender

@ Male Female Transgender

p. Pleaseselectu ser ®s gender .
S#9: Input Field Name: Gender

Possible Values Select from theadiobuttors.

* User Role / Group Role O+ Please select role

Select Roles v

g. Admin must seleabne or more Roles to be assignedie User.
S#10:  Input  Field User Roleand GroupRole

Name:

Possible Values Select Roleand Groupso be assigned to the user. Multiple rolegoups
can be assigned to theser.

Error Message User Role isequired.

EPADUSER MANUAL



User Group ®+ Please select

Select Groups v

r.  Admin may assign a group to the user by selecting from existing grvlyitiple Groups can b
assigned ta user.

S#:11 Input Field Name UserGroups

Possible Values Select Roleso be assigned to the user. Multiptdes can be assigned ti
the user as well.

* Date of Birth (D4 DD-MM-YYYY

s. Admin musenteru s e r ® s D.&hisedatenhay lie ienterebanually or select from the
calendaiby clicking on the green calendar button on the right side of the field.

S#12 Input Field Name: Date of Birth

Possible Values Enter Numeric values in the format of (MIM-YYYY).
Date of Birth must be between 18 to 80 years of age

* CNIC { Please enter 13 digits

t. Adminmustenter theu s e CNRCsnumber.

S#22 Input Field Name: CNIC

Possible Values Numeric Values Only.
Error Message 13 Digits argequired.
* Mobile ©
+92 v XXX HHXNX

u. Admin must select the country code for the user from the dropdown to the left. ptioeide
u s eMobBile NumberAt least 1&digits are allowed.

S#13 Input Field Name: Mobile Number

Possible Values Country Code Drop dowNumeric Values Only.
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Error Message Scenario#1: Mobile number is required.
Scenario#2Mobile number should not start with O
Scenario#3Mobile Number Should Be At Least 10 Digits.

Change Password

a. Admins can change their password by clicking on the Change Pasgtiordn the left pane of
the screen.

HOME
@ Home
USER
2 Users ~
# User List
# Change Password .&D
42, Roles ~
42, Groups v
SUPPLIER MANAGEMENT
£, Suppliers v
42 Joint Venture v

BID MANAGEMENT
REGULATORIES MANAGEMENT

P Regulatory Authority
™ Organization

% Merge

2 Split

b. Once the Admin clicks on the Change Password option the following screen appears prompting the
Admin to enter the Old Password before setting and confirming the New Password.

Change your Password

Please enter your new password

Old Password

®
New Password
New Password @
Confirm Password
®
= Electronic Government Procurement (eGP)
'g‘:) e-Pak Acquisition & Disposal System (EPADS)

Version 1.0.6 Aug 28,2022

Powered by: Abacus Consulting
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3.3 Create and Manadeoles

Admins can create and manage usalesby clicking orthe Rolesmenu in the left pane of the screen.

Following options are available for the PPRA Admin:

RoleList

a. To createand manageiserrole click onRoleList

HOME

@ Home
USER
2 Users v
£ Roles ~
#2 Role List
Click on Roles
from the 2 Groups v
Menu. Click on Role
SUPPLIER MANAGEMENT List from the
) Sub-Menu.
42 Suppliers v
42, Joint Venture ~

BID MANAGEMENT
REGULATORIES MANAGEMENT
£ Regulatory Authority (PPRA)
2 Merge
2, Split

SOURCING AND CONTRACT
MANAGEMENT

42 Procurement Plan

b. After clicking orRoleList, adashboard will appear. This dashboard shows a list of defimed us
roles. Using the dashboard, Admin can perform the following actions available to the left side of
eachexisting role

I.  modify a role by clicking on the pencil icon
ii. deleterole by clicking on the X icon
iii. activate and dactivateany roleusing the toggle switch under the status column
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ROLES MANAGEMENT

|.. T Clear |

Actions Name ~ ¥
7 X L, ! Test Admin
P 4 A New Demo Role One
2 Admin
& X TESTROLEcne
24 Role On

Description v V'
Test Admin
A New Demo Role

Description

Role One

<« < 1 2 > » 5

6sses8

+ ADD ROLES
Q Search keyword
Status v

c. To Add new Roles, click on Add Roles and the following form will appear on the screen

ROLES MANAGEMENT
¥ Clear Q1 Search keyword
Actions Name v V Description v 7 Status v
7 x Test Admin Test Admin o
& x A Mew Demo Role One A New Demo Role ()
g X Admin Description [ @]
g X TESTROLEone D
z x Role On Role One o
« < 1 2 » » 5
ADD ROLES
* Role Name @

Role Name e
4
Description gﬁ

Role Description

Sr. Permission Name

1 View Dashboard

Action

CANCEL SAVE

d. Admin mustassign a Role Name tbe User for exampteDocument Creator, User Creator. etc
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S#1 Input FieldName: RoleName

Possible Values Alphabets Only.
Error Message Please enter Role Name
ADD ROLES
Role Name @ o ,
Sr. Permission Name Action
o tame 1 View Dashboard X
Description

Role Description E
Y
SO %
,Eg

e. Adminmay add a Description for each rtdeadd clarity about the role. This is an
optional field.

S#2 Input Field Name: Description
Possible Values OpenText Field

ADD ROLES

Role Name @

Sr. Permission Name Action
foe 1 View Dashboard X

Description

Role Descriptio E

Permissions

v Home
v Home

View Dashboard

> User

g. Admin can assign permissions by selecting from the options available under the Permissi

sectiontowards the bottonof the screen and clicking on the + icon on the right side of eacl
permission.

h. After assigning the appropriate permissions to the user role the Admin must click on the ¢
button to create the role.
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ADD ROLES

* Role Name @
Sr Permission Name Action

1 View Dashboard x
Description

® C

I. Each permission assigned can be viewed at thedopah of the screen.

] In case a user permission needs to be revoked Admin can do so by clicking on the X icor
the Action column in front of the assigned permission.

3.4 Create and Manaderoups

Admins can create and manageupsby clicking on th&roupsmenu in the left pane of the screen.

Following options are available for the PPRA Admin:

GroupsList

a. Tocreate and manage groupkck onGroupsList

‘ HOME

@ Home
USER
£, Users v
‘ # Roles v
|

‘ £ Groups ~

£2, Groups List

Click on
Groups from SUPPLIER MANAGEMENT Click on
the Menu. £, Suppliers v Groups List
from the Sub-
£ Joint Venture v Menu.

BID MANAGEMENT
REGULATORIES MANAGEMENT
2, Regulatory Authority (PPRA)
2 Merge
#2 Split

SOURCING AND CONTRACT
MANAGEMENT

4. Procurement Plan

b. After clicking orGroupsList, adashboard will appear. This dashboard shawst of existing user

Groups. Using the dashboard, Admin can perform the following actions available to the left side of
each existinggroups
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I.  modify agroupby clicking on the pencil icon
ii. deletegroupby clicking on the X icon
iii. activate andle-activate group using the toggle switch under the status column

GROUPS MANAGEMENT

| ¥ Clear .
Actions Name v V
I S ,_! Testing Demo Group
7 X Il roles
172 X Group July Subhan
A Group Role July
Z * Group 19 July Subhan 8:04

€&

Description v V/

Testing Purpose.

Testing.

+ ADD GROUPS
Q Search keyword
.

Status v

"’8"*;\

666068

Toadd anewGroup click on Addsroupsand the following form will appear on the screen.

GROUPS MANAGEMENT

I Clear .
Actions Name ~
7 X Testing Demo Group
g X all roles
g X Group July Subhan
7 X Group Role July
g X Group 19 July Subhan 8:04

«

4

Description ~ V

Testing Purpose.

Testing.

> »>

5

v

4+ ADD GROUPS
‘S

Q Search keyword
.

Status v

680688
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ADD GROUP

* Group Name @{ Only alphabets are allowed]

Group MName

Description

Group Description

* User Role / Group Role @

Select Roles

SAVE

d. Admin must specify a Group Name. An appropriate group canie suggestive of the role of

the group.

S#1 Input Field Name: RoleName

Possible Values
Error Message

Alphabets Only.
Please enter Role Name

ADD GROUP

* Group Name @{ Only alphabets are allowed]

Group Name

Description

Group Description

* User Role / Group Role @

Select Roles

SAVE
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e. Adminmay add a Description for each Grdamdd clarity to the purpose of the group. This i
anoptional field.

S#2 Input Field Name: Description
Possible Values Open Text Field
ADD GROUP *
* Group Name @

Group Name

Description

Group Description

* User Role / Group Role @

Select Roles

[ gk

Test Admin

A New Demo Role One

Admin

TESTROLEone

f. Admin must select one or mokéseror Group Roles tthe Groupfrom a list of existing roles.

S#3 Input Field Name: User Role / Group Role
Possible Values Select value(s) from the dropdown list
Error Message UsefGroupRole is Required.
ADD GROUP X

I * Group Name ©

Testing Demo Group

Description

Group Description

* User Role / Group Role @
®

—
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g. After filling out all the required field, please click on the Save button to create the group. The
following notification shall appear at the bottom of the saupen sucessful creation of the

group.
& Action performed successfully.

3.5 Create and ManaddinistriesDepartments

a. PPRA Admins can create and manktieistries/Departmentsnder the Regulatories Management
sectionin the left pane of the screen.

Following options are available for thdRRFAdmIn:

1. Regulatory Authority Organization
2. Merge
3. Split

b. To createand managesers click on User List

HOME
@ Home

USER
#, Users b
# Roles b
2, Groups v

SUPPLIER MANAGEMENT

2 Suppliers v

£ Joint Venture V.

BID MANAGEMENT
REGULATORIES MANAGEMENT ';g"--

Regulatory Authority
> Organization

£ Merge

£ Split

Regulatory Authority Organization

a. After clicking orRegulatory Authority Organizagiamlashboard will appear. This dashboard shows
a list of existing Ministries/Departments.
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b. Using the dashboard, Admin can perform the following actions available to the right side of each
ministry/department:

i.  Search ministries/departments from the search bar
ii.  add ministry/departmeiiy clicking on the +Add button
iii.  updatea ministry/departmertty clicking on the pencil icon
iv. activate and dactivate ministry/department using the toggle switch
v. deletea ministry/departmerity clicking on the X icon
vi. add users to miistry/department

Ministries/Departments

Q

Name e

v Federal Public Procurement Regulatory Authority + Add
> Ministry of Information + Add 2 Update c X Delete 2:Users e
O
> Ministry of Agriculture Tech + Add 2 Update O X Delete 2+ Users
Ministry of Science and Tech + Add 2 Update () X Delete 2 Users
> Information and Telecommunication + Add 2 Update o X Delete s Users
> Ministry of National Health Services Regulation and Coordination + Add 2 Update o X Delete 2:Users
> Ministry of Parliamentary Affair + Add 2 Update 0 X Delete 2 Users

c. To search for an existing ministry/department user must specify the words in the search bar at the
top of the screen. The system allows for both full or partial word searches andfiteesults as
the user types in the alphabets.

Ministries/Departments

Q. Information .’g::)

Name

v Federal Public Procurement Regulatory Authority + Add
> Ministry of Information + Add & Update c X Delete At Users
> Information and Telecommunication + Add £ Update D X Delete 2¢ Users
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Ministries/Departments

Q sd
) &
Name
~ Federal Public Procurement Regulatory Authority + Add
Ministry of Science and Tech + Add & Update O X Delete 2+ Users

d. To add a new Ministry, click on + Add icon in front of the relevant Procurement Regulatory
Authority.

Please note that for Provincial PPRA Admin usespgective provincialepartmentsvould appear
instead oMinistries.

Ministries/Departments
Q | Search i
Name el
Vv Federal Public Procurement Regulatory Authority -+j Add child

> Ministry of Information +(% 2 Update c X Delete 2t Users
> Ministry of Agriculture Tech + Add 2 Update o X Delete 2 Users

Ministry of Science and Tech + Add 2 Update c X Delete St Users
> Information and Telecommunication + Add 2 Update () X Delete 2 Users
> Ministry of National Health Services Regulation and Coordination + Add 2 Update c X Delete 2t Users
> Ministry of Parliamentary Affair + Add 2 Update c X Delete 2 Users

e. The followingscrollableform will appear on the screen
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Federal Public Procurement Regulatory
Authority (Add)

* Name ©
Name
* Office Level ©®
Ministry b
Address @
Address
* City-Tehsil-District © I

18 Hazari-18 Hazari-Jhang v |

o District : Jhang
« Tehsil : 18 Hazari
e City : 18 Hazari

Cance' m

The section below provides fieldise quidance on filling the form.

Federal Public Procurement Regulatory
Authority (Add) I

’ * Name Only alphabets are allowed

Name -‘,&
* Office Level ®
Ministry ~
Address ®
‘ Address
* City-Tehsil-District @

18 Hazari-18 Hazari-Jhang v

o District : Jhang
« Tehsil : 18 Hazari
« City : 18 Hazari

| Cance' ‘ m

f.  Admin must specify the name of the Ministry/Department they wish to daradgample,
Ministry of Commerce, Ministry DefenseProduction etc.

S#1: Input field name: Name

Possible Values: Alphabets Only.

Error Message: Minimum Length is 4 Characters. Maximum Length is
Characters.

EPADSUSER MAN UAL



Federal Public Procurement Regulatory

: X
Authority (Add)
* Name ©
Name
* Office Level CD{W
Ministry v ]

Ministry -‘@)

* City-Tehsil-District ©

« District : Jhang |

« Tehsil : 18 Hazari
= -

« City : 18 Hazari

g. Admin musselect the appropriate Office Level. In this case it will be Ministry.
For Provincial PPRA this would be Departmend@phartment.

S#2: Input field name: Office Level

Possible Values: Select Value from Dropdown List.

Federal Public Procurement Regulatory

Authority (Add) .

* Name ©
Ministry of Fisheries
* Office Level ©

Ministry Vv

Address ( H Please enter address

Address e
4
* City-Tehsil-District © @

« District : Jhang
e Tehsil : 18 Hazari
e City : 18 Hazari

;

h. Admin may entethe address of their respective MinygDepartment

S#3: Input field name: Address

Possible Values Open text field.
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Federal Public Procurement Regulatory

Authority (Add) .

* Name ©

Ministry of Fisheries
+ Office Level ©

Ministry v
Address @

Address

* City-Tehsil-District (D{ Please select city

WV

e
§§::

QV"

i |d

No resulits found

I.  Admin mussearch for or directly select the CghsHDistrict from the dropdown lisf the
respective Minisy/Department.

S#4: Input field name: District TehsHCity

Possible Values Select Value from Dropdown List
District, Tehsil and City will be auto populated on selection
drop down values.

Federal Public Procurement Regulatory

. X
Authority (Add)
City (xxx)-
number(xoxxxxxx). Min 11 ~
* Telephone No. and Max 14 digits including
hyphen
XXX=XXXXXXX e
L
Mobile © gD
+92 v HOOKXANNK

Fax ®

XXX=XAXXXXXX

Department Head Name ®

Department Head Name

Department Head Telephone No. ®

XXX=XXXKX XK

Department Head Desianation (O

j- Admin isrequired to enter the telephone numlifer the respective Minis
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S#5: Input field name:
Possible Values

Error Message

Telephone Number

Numeric Values Onlgity Code(XXX)

Mandatory Field.

Scenario#1Telephone Number is required.
Scenario#2Minimum length is 11 digits and Maximum 14 di

including hyphen

Federal Public Procurement Regulatory
Authority (Add)

* Telephone No. ©

Country code (select),
Minimum length is 10 digits,

Mobile number must not
start with 0

H Afghanistan (gliwlsl) +93

M Albania (Shqipéri) +355

B Algeria (jili2l) +213 -,Sb
E= American Samoa +1

Il Andorra +376

k. Adminmayprovide the Mobile Number tife point of contaadf theirrespective Ministry.

S#6: Input field name:

Possible Values
Error Message

Mobile Number

CountryCodeDrop downNumeric Values Only.

Minimum length is 10 Digits.

Federal Public Procurement Regulatory
Authority (Add)

* Telephone No. ©

XXH=XXHXXXX

Mobile @

+92 v XXXXXKHXXX

City (xxx)-
number(xxxxxxx}). Min 11
and Max 14 digits including
hyphen

XXX~

Fax

Department Head Name @

Department Head Name

Department Head Telephone No. 0]

XXX=XXKXXXX

Department Head Desianation O

©

.
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[.  Adminmayprovide the Fax Number of the respective Miidthis is aroptional field.

S#7: Input field name:
Possible Values

Error Message

Fax
Numeric Values Onl€ity(XXX)

Minimum length is 10 digits.

Federal Public Procurement Regulatory

Authority (Add) .
* Telephone No. ® -

XOEX=XXXXX XX |
Mobile ®

+92 v XXXXKXXXXK |
Fax ®

XXX=XAXXXX XX
Department Head Name @{W’\

Department Head Name e

b

Department Head Telephone No. ©® &

XUR-XXXKKKK

Department Head Desianation

[
—

m. Adminmayspecifythe name ofthe e s p e c t i vDepaffent Head. r y ® s

S#8: Input field name:

Possible Values
Error Message

Department Head Name

Alphabets Only.
Minimum length is 2 characters. Maximum length is
characters

Federal Public Procurement Regulatory
Authority (Add)

* Telephone No. ©® -
HKOHOK=XHXX KX
Mobile ©

+92 v XXXXXXXKXXX

Fax ©®

OO XK

Department Head Name ®

Department Head Name

City (xxx)-
number(xxxxxxx). Min 11
and Max 14 digits including
hyphen

XXX-XXXXXXX '.‘%;'-‘
s
Department Head Desianation (

Department Head Telephone No.

.
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n. Adminhas the option t@nter the telephone number ofthee s p e c t i vDepaltemti s

Head.

S#9: Inputfield name:
Possible Values
Error Message

Department Head Telephone No.

Numeric Values Only.

Minimum length is 11 digits and Maximum 14 digitduding

hyphen

Federal Public Procurement Regulatory

Authority (Add) %

XXX=XXXXXXX

Department Head Name ®

Department Head Name

Department Head Telephone No. ®

XXX=XXXXXXX

5 s Alph meri d hyphel
Department Head Designation ®+ el

are allowed
Designation X
P3N
Description ®
Description

%

== -

o. Adminmayenter theDepartment HeaDesignatiorior the respective ministry.

S#10: Input field name:

Possible Values
Error Message

Department Head Designation.

Alphabetsand Hyphen©nly.
Alphanumeric and hyphen are allowed. Hyphen at stal

end are not allowed.

Federal Public Procurement Regulatory

Authority (Add) %

XXX=XXXXXXX
Department Head Name ®
Department Head Name
Department Head Telephone No. ®
XXX=XXXXXXX
Department Head Designation ®
Designation
Please provide description.
Description Maximum length is 255
characters
Description
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p. Admin may also add a brigéscription about the department being added

S#11: Input field name: Description
Possible Values Open text field.

g. Atfter filling out all the required field, please click on the Save button to create the group. The
following notification shall appear at the bottom of the screen syaressfutreation of the

group.
&/ Action performed successfully.

a. To merge two or more ministries/departments Admin must click on Merge option available under
the Regulatories Management section in the left pane of FADS.

Merge Ministries

REGULATORIES MANAGEMENT

50 Regulatory Authority
“ Organization

£ Merge _‘g)
| £, Split

b. AMerger Ministryscreenwill appearThescreenprovides options for thadmin to select
ministries/departments to merge and also specify the ministry/department the selected ministries
are required to be merged into.

MERGE MINISTRY

Please add ministry first, if it does not exists before Add Ministry

£
* Select Ministries © * Merge into Ministries @ '

Select Ministry v Select Ministry A

c. Admin can perform the following actions:

i. add ministry/department by clicking on the Midistrybutton
ii.  select ministriesequred to bemergeal from a dropdown lisbf existing
ministiesdepartmerg
iii. selectministry/departmerto merge into from a dropdown list of existing
ministries/departments
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MERGE MINISTRY

Please add ministry first, if it does not exists before Add Ministry |
* Merge into Ministries © c

Select Ministry v Select Ministry

* Select Ministries @

d. In cases where merging two ministries/departments would result in creation of a new
Ministry/Department, Admin would haweteate anew MinistryDepartmenby clickng on Add
MinistryDepartmenbutton on the right side of the screen.

The system will take the Admin to create ministry/departeoeeen Please refer to the
Regulatories Authority Organization section to create a ministry/department.

MERGE MINISTRY

Please add ministry first, if it does not exists before Add Ministry
* Merge into Ministries © .

Ministry of National Health Services Regulation and Coordination ® M. Select Ministry W

®

’ National Q| ¥

* Select Ministries (D{ Ministries are required

Ministry of National Health Services Regulation and Coordination
-(: g"

e. Admin must select one or more ministries from the dropdown lishbgking the box to the left
side of the ministry/department nanidhe system allows sezh functionality within the dropdown.

S#2XAnput Field Name: Select Ministries
Possible Values Select value from the dropdown list.
Error Message Ministry is Required.

EPADUSER MANUAL



MERGE MINISTRY

Please add ministry first, if it does not exists before

* Select Ministries ©

Ministry of National Health Services Regulation and Coordination &®

* Merge into Ministries ({ Select Ministry to Merge .

Select Ministry v

Ministry of Agriculture Tech

Information and Telecommunication

Ministry of National Health Services Regulation and Coordination '_:",-
Ministry of Parliamentary Affair @

minstry

f. Users are required to select the Ministry they want the selecieidtries/departments to merge

into.
S#2 Input Field Name: Mergeinto Ministries
Possible Values Select value from the dropdown list.
Error Message Select the Required Ministry.
MERGE MINISTRY

Please add ministry first, if it does not exists before

* Select Ministries ©

Ministry of Science and Tech ®

Merge Si i

A Are you sure that you want to Merge Ministries?

n
-’g- -

v

Add Ministry
* Merge into Ministries © .

Ministry of National Health Services Regulation and Coordination v

g. Once both the required fields are specified, the Admin may proceed with merging the
ministries/departments by clicking on the Merge button.

h. The system will prompt by asking Are you su
ministries/ departments

proceed witmer gi ng t he
on No° to revert
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Split Ministries
a. To split a ministry/department the Admin must click on Split option available under the Regulatories

Management section in thefl pane of the €°ADS.

REGULATORIES MANAGEMENT

Regulatory Authority

2 "
Organization

£ Merge

2 Split g)

b. ASplitMinistryscreenwill appear. Thecreenprovides options for the admin to select

ministry/departmento splitand also specify the departmsfsubdepartments for the new
ministries being created.

SPLIT MINISTRY

Please add ministry first, if it does not exists before Add Ministry
* Select Ministry to Split @ c

Select Ministry v
* Departments for New Ministry # 10 * New Ministry #1Q@

Select Department v Select Ministry v
* Departments for New Ministry # 2 © * New Ministry # 2 ©

Select Department v Select Ministry v

c. Admin also has the opti to create new minisesdepartmers, because osplitting,by clicking
on the Add Ministry/Department button at thetight section of the screen

The system will take thedminto create ministry/department screen. Please refer to the
Regulatoriegwuthority Organization section to create a ministry/department.

d. Admin can perform the following actions:

i.  add ministry/department by clicking on the Add Ministry/Department button
il.  select the ministry that needs to be split from a dropdown list of existing
ministries/departments
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iii.  select, from a dropdown list of existing ministries/departments, the respective
ministries/departments to move under the new ministries.

SPLIT MINISTRY
Please add ministry first, if it does not exists before
* Select Ministry to Split (){ Ministry to Split
[ Select Ministry v _&
Ministry of Agriculture Tech * New Ministry # 10
Ministry of Science and Tech Select Ministry v
Information and Telecommunication
* New Ministry # 2®
Ministry of National Health Services Regulation and Coordination (SN ‘
‘@ Select Ministry v
Ministry of Parliamentary Affair .

e. Admin musselect the Ministrghat needdo be Split into Ministry #1 and Ministry #2

S#1 Input Field Name: Select Ministries
Possible Values Select value from the dropdown list.
Error Message Ministry is Required.

f. Admin isrequired toselectDepartment(s) tve assigned tdMinistry #1.This can be done by
selecting from a drop down of existing departments. The system allows for search within the
dropdown. Admin can select department(s) by clicking on the check box available to the left of the
relevant department name.
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