
 

E-PADS USER MANUAL 1 

 

  

Training Manual (For Procuring Agency)  
 

 

e- Sourcing to e - Contracting  
(Pre - Qualificatio n, Expression of Interest  EOI , Bidding)  

 
Requisition  Module  
  
Workflow Module   

 
Public Procurement Regulatory Authority  

 

e- Pak Acquisition 

and Disposal 

System  

(e-PADS) 



 

E-PADS USER MANUAL 2 

 

TABLE OF CONTENTS 
PRE-QUALIFICATION ................................ ................................ ...................  7 

EXPRESSION OF INTEREST EOI ................................ ................................ .......  13 

BIDDING PROCESS ................................ ................................ ...................  23 

Create and Publish Standard Bidding / Procurement Document ............................................................ 24 

a) Procedure and Method .......................................................................................................................... 47 

Bidding Process (E-Submission) .......................................................................................................... 107 

b) E-Evaluation by Committee member ................................................................................................... 108 

c) After completion of the final e-evaluation process, the Letter of intent shall be prepared and issued to 

the selected supplier. .................................................................................................................................. 108 

REQUISITION MODULE ................................ ................................ ..............  110 

d) The committee will download the financial bid of qualified bidders by checking the tick boxes and 

download the bids. ...................................................................................................................................... 116 

WORKFLOW MODULE ................................ ................................ ...............  119 

a) The PAs shall create mandatory workflow for each procurement step and approving authority.  The PA 

users may click the Workflow Management and follow the +add step and create workflow for various 

procurement activities approval................................................................................................................... 119 

TRAINING EVALUATION FORMS ................................ ................................ .....  121 

Trainer®s Post-Test Evaluation Form ..................................................................................................... 121 

Training Evaluation Form ...................................................................................................................... 122 

b) Course Effectiveness ........................................................................................................................... 122 

c) Other Information ................................................................................................................................ 123 

d) Quiz ..................................................................................................................................................... 123 

LEARNING OUTCOMES ................................ ................................ ..............  125 

 

  



 

E-PADS USER MANUAL 3 

 

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) 

  



 

E-PADS USER MANUAL 7 

 

PRE-QUALIFICATION 1 
on e-Pak Acquisition and Disposal System 
 

Pre-qualification is a formal method of assessing suppliers against predetermined criteria. Only 

suppliers who meet established criteria are invited to next logical step of procurement. 

 

PA user can create a new Procurement Activity under the Plan filling the all required field.  

 
After creating a new activity; the system allows to selection an appropriate category of 

procurement, procurement method, and appropriate procedures e.g. Single Stage Single 

Envelop, Single Stage Two Envelop or Two Stage Bidding Procedures or Two Envelopes etc.  

for Goods Through Pre-Qualification. 
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The system requires to attached or associate two committee 1) Procurement Committee and 2) 

GRC Committee 

 
Selection of of Pre Qualification Document Template for Publication 

 
Procurement Plan showing Publish PQ 

 
 

Publication of Pre Qualification for Goods/Equipment 
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Retrieving the activity from Pre Qualification Process by selection of drop down arrow and by 

pressing Greet Show Button. The below screenshot shows the Applicant®s list, E-Contract, bid 

validity and clarifications buttons for the PAs.  

 

 

 
 

 

The PA can see the list of Applications by clicking the Applicant®s list. 

 
PA®s/Suppliers both can get the Clarifications optional  

 
Committee Members Attendance, Suppliers and Opening of Applications  
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All Committee Members Attendance mark the attendance receving the OTP by their mobile 

phones entering the system and mark present. See below screenshot. 

 
Suppliers Attendance (Optional) field, if any supplier/bidders come to the PA for attending 

application opening, bids opening or financial opening; the PA can get the attendance and upload 

in the system. 
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The user shall download the application by clicking the tick button, upon clicking the button the 

system allows to download the application. 

 
The PA will upload PQ Evaluation Report and Publish. 
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After due procedure PA upload the report for the qualification and disqualification of the 

bidders/suppliers. 
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EXPRESSION OF 

INTEREST EOI 2 
on e-Pak Acquisition and Disposal System 
 

The Procuring Agency may adapt any appropriate Procurement Method for Selection of Consulting 

Firms as per the PPRA Regulation 2010.  

a) Quality Based Selection;  for Complex Assignment 

b) Quality and Cost Based Selection; when the high quality is the prime consideration while 

cost is a secondary  consideration  
c) Least Cost;  for routine nature assignment 

d) Single Source or Direct Selection 
e) Fixed Budget; for simple assignment which can be precisely defined and budget is fixed 

 

The PA will create an activity in the Procurement Plan by entering the following fields. 

 
The PA shall select the Category of Procurement by dropdown fields, select procurement method by 

dropdown field, Procurement Technique e.g.¯ QCBS° Procedures, Single Stage Two Envelopes 

Through EOI process. 
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Below screenshot  shows the requirement  to attached/associate Procurement Committees by 

clicking the dropdown link. 

 
Expressions of Interest (EOI) button appears,by clicking the EOI button the system adapt the 

EOI template and also shows the Publish EOI button for publishing the Document  

 
Publication of Expressions of Interest 
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Retrieving the activity from Pre Qualification Process by selection of drop down arrow and 

press show button. 

 

 
Applications List 

 
Clarifications (if any) optional  
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Committee Members Attendance, Suppliers and Opening of Applications  

 
Committee Members Attendance  
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Suppliers Attendance (Optional)  

 
Opening of Applications  
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Evaluation Process; the PA will upload and publish the Application Evaluation Report and 

completing the task by clicking the Red Action button 

 

 
Upload Application (EOI Evaluation Report) and Publish 

 
After completion of the Evaluation of process the system allows to shortlist Suppliers for next 

process  

 
 

The PA will prepare the RFP and Bidding Document and publish 
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The PA will submit the publication of Request for Proposal (RFP) through the system  by clicking 

the Publish button. Since the procurement is less than 3 million it doesnot requires to publish in 

two newspapers through Press Information Department (PID). 

 
After the deadline the PA can see supplier®s/bidder®s list by clicking the Bidding Process getting 

the procurement activity from the dropdown and pressing show button. 
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PA will start the evaluation process with actions/completions 

 
Committee Members Attendance  

 
Technical Bid/Proposal Downloading 
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Technical Evaluation Section ¯ Uploading and Publishing Technical Evalaution Report° 

 
Upload and Publish Technical Evaluation Report 

 
Financial Bid Opening Section 
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The Procurement Committee Members will mark the attendance by obtaining the OTP from their 

mobile phones and mark the attendance present. 
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BIDDING PROCESS 3 
on e-Pak Acquisition and Disposal System 

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

Procurement Documentation by either adapting Authority®s approved template, or if template is not 

available by creating document electronically in the EPADS system.  i.e., Standard Bidding/Procurement 

Document, Pre-Qualification, Expression of Interest (EOI) for Request for Proposal (RFP) which will be 

used by Procuring Agencies for standard bidding procedure. The intended Users of this module are PAs 

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 Create Committee for GRC 

Á Assign Committees to the Procurement Activity 

Á Review Bid Document (if required add section in the existing bidding document) 

Á Publish Standard Bidding Documents 

CREATE AND PUBLISH STANDARD BIDDING / PROCUREMENT DOCUMENT 

For any procurement activity, creation of a plan is mandatory. In Plan, user can create planned 

activities and after formal approval of plan, associated committees can execute the procurement 

activities as per PPRA rules and regulations: 

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

 

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

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

appear to the users: 
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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:  

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

 
j. To adapt template please see the below steps. 

 

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

 
l. Click on eye icon to view procurement activities. After clicking on eye icon, the following screen will 

appear to the users: 
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m. To adapt a PPRA template for the procurement activity, click on the PQ/EOI/Bid button as shown 

below: 

 
 

n. After clicking on button, the following screen will appear: 

 
i. After the user has clicked on the template to be adapted. The system will ask for final 

confirmation as shown below: 
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ii. After clicking Yes, the desired document will be adapted for the procurement activity. 

o. To view the adapted document, click on the Bid button as shown below: 

 
p. After clicking on Bid button, the following screen will appear: 

 

q. 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 adapted 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. 

r. To add sections in the bid document, click on the + icon as shown below: 
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s. Click on +Create to add a new section in the document: 

 
 

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

 
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. 

 



 

E-PADS USER MANUAL 32 

 

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

editable document format. 

 

 
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: 

 



 

E-PADS USER MANUAL 33 

 

 
 

a. To Create a section click + button and add fields below 

 
 

 

b. Create dynamic section in the template by selection of type: 

 

 
 

c. Users can create dynamic Table in the below field: 
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d. Users can also add data fields in the Evaluation Section 

 

 
 

e. Add eligibility criteria  
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a. Add eligibility criteria  

 

 

 
 

 

x. After clicking on View Document button, the following screen will appear: 



 

E-PADS USER MANUAL 36 

 

 
 

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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dd. Select the publishing mode by clicking the submission type E-Submission or Manual: 

 
 

 
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 by 

clicking the tick box. 

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

 
xi. Users may provide any description if deems necessary. 

ee. Click on Publish to make the document available for registered suppliers to view and bid against 

the document. 
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ff. 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. 

 

 
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. 



 

E-PADS USER MANUAL 41 

 

 
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. 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. 

 
iv. Users are required to select the type of newspaper 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. 
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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. 

 
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. 



 

E-PADS USER MANUAL 45 

 

 

 
gg. 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: 

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

click on Publish button as shown below. 
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ii. After the document has been published it can be viewed in Tenders given in Supplier Management 

section as shown below: 

 
jj. After clicking on Published Tenders, the following screen will appear on the right side where your 

published tender will be listed: 
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The e-PADS allows Procuring Agencies to electronically carry out all bidding processes regarding the 

procurement. Based on the bids submitted by the supplier against the published bidding documents, 

there must be at least one bid from the supplier to initiate the bidding process. The PA users can carry 

out the all the procedures of open competitive bidding in e-PADS. 

 

The new feature of the e-procurement system allows the functionality of e-submission of bids from all 

eligible suppliers for all open competitive bidding (Rule-36).  

a) Procedure and Method  

a. To initiate bidding procedure, click on Procurement Plan and add procurement activities and select 

the category of procurement, procurement methods and select Single Stage Single Envelope (SSSE 

or other appropriate method for the procurement activities) given below under chose procedure menu 

on the right side of the screen. 

 

 
b. After creation of the procurement plan, click the view icon or adding a procurement activity by 

pressing the +procurement green button, the following screen will appear to the users: 
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i. Users are required to fill field of Name of Procurement and provide information the 

procurement activity name, procurement need, statement of requirement, market analysis 

conducted if any, estimated cost, budget (pink book), funding type, funding source and 

package/lot of as a whole etc (see above screenshot) for procurement process. 

 
ii. Users are required to select for the procurement committee. 

c. After selecting the committee, click on Show button and your bidding process will be initiated. 

 
d. After clicking the Show button, the following will appear on the bottom of the screen: 
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e. To add grievances, click on +Grievances. Note: Grievances can be added at any stage of the bidding 

process.  

 
f. The following screen will appear after clicking +Grievance: 

 
g. Click on +Add Grievance the following form will appear to the users: 
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i. Users are required to type in the grievance sent by the supplier. 

 
ii. Users are required to select the date of grievance. 
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iii. Users are required to select from the dropdown list, the channel from which the grievance was 

received. 

 
iv. This field is auto pulled from the system. 

 
v. Users are required to attach grievance received from the supplier in soft copy. 

 
vi. Users are required to select whether the grievance received is from a registered/un-registered 

supplier. 
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In case of Registered Supplier: 

 
vii. Users are required to select the supplier from the drop-down list. 

 
viii. This field is auto pulled from the system. 

 
ix. This field is auto pulled from the system. 

 
x. This field is auto pulled from the system. 

h. Click on Submit after users have filled out all the necessary information: 

 




















































































































































