ELECTRONIC BIDDING PROCESS
BY VENDORS FOR THE PUBLISHED E-PROCUREMENTS
IN VERSION 1 OF THE E-GP SYSTEM
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This section of the Vendor User Guide provides the instructions on submitting e-Quotations for
invited procurements under version 1 of the e-GP system. If the instructions provided here not
matches with the process in the system you may please refer the Bidding Process in Version 2
section of the Vendor User Guide.

In the e-GP system the procurements are categorized into two parts for ease.

1. My Procurements — e-Procurements which the currently logged-in vendor can engage.
These are also called e-Invitations. You will see e-Invitations only if the procurement
entities have selected your organization to receive a quotation.

2. All Procurements — All the e-Procurements that are available at the moment. You cannot
submit e-Quotations for the procurements through this category. This is for the viewing
purpose only.
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Figure 1 - Viewing the procurement that the vendor can bid.
Under My Procurements, the e-Invitations are divided and be shown under three tabs.

1. Engaged Procurements — Procurements that are engaged by currently logged-in user

2. Active Procurements - Procurements which are open for bidding. (You can engage with
these procurements by submitting e-Quotations)

3. Closed Procurements — e-Procurements which have closed for bidding.
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My Procurements

Engaged Procurements 74 Active Procurements 1 Closed Procurements 297

Figure 2 - Division of Procurements under different tabs.

1. VIEWING OF ENGAGED PROCUREMENTS

In the dashboard go to the left navigation bar and click Procurements - My Procurements -
Engaged Procurements
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Engaged Procurements ™ Active Procurements | 1 Closed Procurements 297
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Click Action —Click View and the vendor can view the procurement in detail.

Figure 3 - Viewing of all the procurements the vendor has placed bids.
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2. VIEWING OF ACTIVE PROCUREMENTS

Click the second tab “Active Procurements”. The vendor can view all the active procurements
available.
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Figure 4 - Viewing of all the new procurements the vendor can place bids.

1. Click “View” then the vendor can view the procurement in detail.

2. Then you can view the full details of the Invitation for e-Quotation document. You can
expand each section and view the details. You can download the Invitation for e-Quotation
also known as IFeQ document if you wish. You can hide the expanded Invitation for e-
Quotation by clicking the link again.

3. Ifthe liaison officer has allowed clarification and if the clarification deadline is not reached
and if you have any clarification regarding the particular procurement after reviewing the
IFeQ you can type the clarifications and send to the procuring entity. The responses of
procuring entity for clarifications can be seen once they respond. Clarifications can be
seen by all the vendors. (Figure 5)
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Figure 5 - Entering clarifications.
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4. To Start bidding click the “Submit Quotation” button.
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Figure 6 - Viewing the details of e-Quotation.

3. SUBMITTING RESPONSES TO COMMERCIAL REQUIREMENTS

1. The vendor must respond to all the Commercial Requirements to proceed.
2. Click the “Save” button after completing the checklist.

e-stage

c 23 training.promise. 7p=vendor_cont&a=view_published pro_plan_by Q2y-Jgj <BF1PhEERgN 08

These are the main steps in the Bidding/Quotation process,
0 Uploading and Saving Commercial Requirement/s

e Uploading and Saving Certificate

e Uploading and Saving indication of Specification
0 Uploading Quotation / Bid Document

e Final Quotation / Bid Submission

All amounts in Sri Lankan Rupees (LKR)

@C:ommercial Requirements

Requirement Check List

Should be a reputed company O Not Complied © Complied

At least 5 years experience. D) Not Complied © Complied

Near to the Colombo. O Not Complied © Complied

Save

Figure 7 - Selecting commercial requirements.
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4. SUBMISSION OF REQUIRED CERTIFICATES

If the relevant certificates do not appear in the drop-down list, then

2. Click “My Profile “-View and then select the “Certificates” tab. You can upload the new
certificates here by selecting the certificate type from the drop-down and uploading the
certificate.

3. Now come back. Here, you can select and submit multiple certificates from the
repository of certificates in your Vendor Profile Page.

or_cont8a=view_published_pro_plan_by_vendor2bid&id=P_ylJHXnixU4PesNXP7gebEHMYR1EWjrzCIRtRVahY&iotp=517.

&scroll=...

@Certificate Submission

Add New Certificate

0 Select Certificates which you uploaded earlier. You can upload a new certificate via your profile page under Certificates Tab

Certificate * “ m
CIDA registration certificate-Des 1

CIDA registration certificate-Des 1

Registration certificate issued by Register of Companies under Public Contract Act (PCA)-des 2

@sF’eCiﬁcations Registration certificate issued by Register of Companies under Public Contract Act (PCA)-Aug
2023 Doc
> Desktop cick the tite to Expand the Spes

Figure 8 - Submitting certificate.

4. If you want to remove the document, you uploaded click on the “Remove” button.
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5. COMPLIANCE WITH THE SPECIFICATIONS

You can add specifications by filling in these inputs.

Then enter the unit
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Click the titie to Expand the Spec

Item Name
Item Code

CPV Code
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Required Delivery Date
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Make & Model
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Preferred Value
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Proccessor
Min Value
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Max Value

endor_cont&a=view_published_pro_plan,

@ Specifications

Desktop

12349

30000000-3-Office and computing machinery, equipment and supplies except furniture and software

packages
4

45171

Compliance  What You Offer

0
Reputated Brand
Reputated Brand
Reputated Brand
© Mandatory I

Intel core i5 8th gen
Intel core i7 8th gen
Intel core i7 9th Gen

Figure 9 - Submitting specifications.

price without VAT and click “Save”.

Preferred Value
Max Value

Comment

Unit Price (Without VAT)

Total Price

dor_cont&a=view_published_pro_plan_by

ndor2bid&ic

1TB
1TB S5D

Figure 10 - Submitting VAT price.

Comments




6. UPLOADING QUOTATION DOCUMENTS
1. Upload the relevant quotation documents here.

2. If you want to remove the document you uploaded, click on the “Remove” button.
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Upload New

& All uploaded documents will be encrypted until bid opening date. No other users can view these documents except you.

File* Choose File | _uploa...0355.pdf Document Type * Final Quotation/ Bid Docu... v Upload

Only pdf can be uploaded.

Uploaded Documents

Note - You may keep hash values of respective documents copied until the bids are opened

Document Type Download Uploaded On

Quotation / Bid Document &, Download 2024-01-26 12:48:30

Document Hash(sha256): db01473c56c0268f4d0e43520c5¢c4cbaf181d18f3ed1fc83af9ad2848b38cclf

Figure 11 - Uploading documents.

7. FINAL QUOTATION SUBMISSION

1. Tick on the conditions.
2. Click on the “Bid Submit” button to submit the final quotation.

@Final Quotation Submission

[J* 1 accept that having gone through the files uploaded bearing respective hash values are uploaded by me. | further accept that these files and data will be encrypted and cannot
be retrieved until the bid opening. | have also been informed that if | need to modify the bid, | can do so until the bid closing by withdrawing the earlier Bid and resubmitting a new
Bid

Figure 12 - Submitting the bid.

3. Enter the OTP and submit.
4. After you submit the e-Quotation successfully you will navigate to this page in Figure 13
5. If you want to withdraw the e-quotation you can click on “Bid Withdraw.”
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Bid submission successful

8 You have successfully submitted your bid.

Figure 13 - Successfully submit the e-quotation.
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