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Acronyms / Abbreviations

Acronym Term

AO Accounting Officer

API Application Programming Interface

APDP Annual Procurement and Disposal Plan
BPT Bid Preparation Tool

RDPCM Resident Due ProcessCommittee Member
RDPCS Resident Due ProcessCommittee Secretary
CPMS European Dynamics Contract Performance Management System
CQs Consultants Qualification Selection

BECC Bid Evaluation Committee Chairperson
BEC Bid Evaluation Committee

ED EUROPEAN DYNAMICS

EOI Expression of Interest

ePPS European Dynamics electronic Public Procurement System
FA Framework Agreement

FBS Fixed Budget Selection

FDR Further Discount Rate

GUI Graphical User Interface

HD Head of Department

HEB Highest Evaluated Bid

HF Head of Finance

HPDU Head of Procuring and Disposal Unit

HPM Head of Performance Monitoring

NSPPB Nigeria State Public Procurement Board
LCS Least Cost Selection

LO Legal Officer

JSON JavaScript Object Notation

NGN Nigerian Naira

NUTS Nomenclature of Territorial Units for Statistics (used in the EU)
OCDS Open Contracting Data Standard

OP Bid Opener

PDE Procuring and Disposing Entity

PIN Prior Information Notice
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Acronym | Term

PO Procurement Officer

QBS Quality Based Selection

PMO Performance Monitoring Officer

QCBS Quality and Cost Based Selection

RFP Request for Proposal

RfPQ Request for PreQualification

RN Received Note (for all procurement categories)
SA System Administrator

TCS Technical Compliance Selection

UNSPSC United Nations Standard Products and Services Code
URL Uniform Resource Locator
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1 Minimum and Recommended System Requirements

Minimum requirements:

Relatively recent Operating System (e.g. Windows XP or 7, or equivalent)
Office tools (e.g. MS Office support MS Word, MS Excel, or equivalent)
Email client (e.g. MS Outlook, or equivalent) wit h access to the enduser's
mailbox

Browser: Internet Explorer (11 or higher), or Firefox (40 or higher), or
Opera / Chrome / Safari (latest)

Session Cookies: enabled

Window Resolution: 1024 x 768

PDF viewer (e.g. Adobe PDF Reader, or equivalent)
Compression/decompression software (e.g. 7zip, winrar, or equivalent)
JavaScript enabled, for full end-user experience

Access to the Internet through HTTP/HTTPS

A valid e -mail address

Pop-up blockers disabled

Recommended requirements:

Windows 7, or above

MS Office 2003, or above

Email client (e.g. MS Outlook, or equivalent) with access to the end-user's
mailbox

Browser: Internet Explorer (11 or higher), or Firefox (45.0.1 or higher)
Session Cookies: enabled

Window Resolution: 1024 x 768

PDF viewer (e.g. Adobe PDF Reader, or equivalent)

JavaScript enabled, for full end-user experience
Compression/decompression software (e.g. 7zip, winrar, or equivalent)
Access to the Internet through HTTP/HTTPS

A valid e -mail address

Pop-up blockers disabled

04/03/2021
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2 Bidding General Functionality

2.1 General Usage Guidelines

The procurement modules of the e-GP system will provide the following
common navigation behaviour/functionality.

Tabular display : Any data displayed in tabular format will have a header which
helps the userto navigate.

SEARCH RESULTS
ReSLI:s per page | Displaying: 1-10 | 11 results in total
PE Bids Submission Notice  Publication Estimated Total
#  Process No o~ ar Info  Deadline . Procedure -~ Status - PDF Date Contract Value

Figure 1. Example of a table header

The arrows «~ are used for sorting the results (in ascending/descending order)

by the corresponding field. The button is used to hide/ show a number of
fields in the table. Any search query or list, with more than a page of results, will
include the following navigation buttons:

Table 1. Pagination options

u First Page

Last Page
Previous Page

Next Page

The following buttons are also widely used within e -GP:

Table 2: Additional options
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= Calendar Button . Selecting this button opens a calendar enabling
the user to select a date

Search Button. Selecting this button opens a searching window
enabling the user to search for various codes (e.g. UNSPSC codes)

Ty Clear Button . This button clears the selection of the user

Q

2.2 The Process Menu Functionality

During the creation and manipulation of a process, the Process Menu contains all
available choices to the user. The Process Menu is collapsed by default:

Figure 2: The Process Menu (collapsed)

If the user selects the Process Menu, it will be expanded to show all available
functionalities. The user can select any of the provided functionalities:

View Process
Create Complaint
Process Documents
Short-list Providers
Clarifications

Bids

Evaluation Report
Restricted Area

Specify Alerts

Figure 3: The Process Menu (expanded)
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Selecting the Process Menu, again, will collapse it Figure 2).

2.3 Main Page

Homepage SearchOption _m

aQ M =
General Information

Figure 4. Main page

The main page of the e GP system consists of the following elements:
Top column, which contains the Login panel, Homepage Panel and Search
option Panel.
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Central column, which contains general information regarding the system, the
Providers and the users of the Procuring and Disposing Entity. Furthermore, it
lists any uploaded news about the system usage.

Bottom column, which contains the Information menu panel, helpful links and
functionalities which are available within all pages of e -GP.

The following are the most important sections within the main page.

2.3.1 Login Section

Username:

Password:

LOGIN

@ Forgot your password?

For security reasons, pleass log out and exit vour web browser when you
are done accessing services that require authenticaticn!

Figure 5: Login panel
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In this section, this functionality is provided to enable all users (Procuring and

Disposing Entity, Providers and Admi nistrators) to login in the system provided

that they use the correct credentials (username and password). Furthermore, the
functionality to recover a userod6s password

2.3.2 Search Section

Quick Search

Grganisation
Users

Advanced Search
Quick Search Options

Figure 6: Search panel

The users can use this section to search for Processes, Organisations, Users and
Annual Procurement and Disposal Plan entries. Advanced searching

. . : Advanced Search . . .
functionality, (by selecting the button) is also provided ( Figure

6). Finally, the users also can search for Current Processes.

2.4 Login to the System

All users of the e-GP module should have an appropriate user name and
password. In order for a user to login to the system, he must provide his
credentials in the login section of the main page:
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Login

Usemname:

Password:

| |

@ Forgot your password?

For security reasons, please log out and exit your web browser when you
are done accessing services that reguire authentication!

Figure 7: User login

If the user provides incorrect credentials (either user name or password) an error
message will be displayed, informing the user regarding the remaining failed
attempts:
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Lo

O

Invalid credentials. The total number of allowed failed attempts is 10

g,

Username:

Password:

| |

© Forgot your password?

For security reasons, please log out and exit your web browser when you
are done accessing services that require authentication!

Figure 8: Wrong credentials

If the user provides an incorrect password for a username more than 10 times,
his account will be temporally locked (10 minutes) and a message will be
displayed.

Your account is temporarily locked.

Please try again later.

2.5 Login to the System for the First Time

The following steps are available, when the user logs in to access the eGP
services for the first time.
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As a first step, the user will have to provide the transaction number (which is

received by email after his successful registration on the platform):

¥our Crganisation has been registered as a Procuring Entity on e-GP,
and the Registration proceas has been succesfully completed.

thiz link to log in to e-GP:

Your username is: [EIIRCCIETTEN

Your registration transaction number is: m

Enter your transaction number during the login process to verify your registration.

DO NOT DELETE THIS

__________ 5
B L L L e e T

IMPCRTANT: All actions within e-GP wil

1 be recorded for auditing purposes.

This email and any files transmitted with it are confidential and intended solely for the use

of the individual or entity to whom they are addressed, If you have received this email in erroz
please notify the e-GP manager. This message contains confidential information and is intended
only for the individual named. If you are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information
is strictly prohibited.

Pleaze do not reply to this mail.

B L L e R L e T

Figure 9: Confirmation email received during registration.

After providing his user credentials, the user is requested to provide
transaction number received during the regi stration:

the
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Transaction Number

IDENTIFICATION NUMBER

Please, enter the transaction number you received by e-mail *

SUBMIT RESEND CONFIRMATION

Figure 10: The transaction humber

If the user has misplaced the email with the transaction number, it can be resent

. . .. RESEND CONFIRMATION
to the registered e-mail address by clicking on the _ button.

Then, the user is prompted to read and accept the System User Agreementand
the system Requirements

Accept Agreement

Please read below User Agreement ("license”) carefully before using the system.
By using the system, you are agreeing to be bound by the terms of this license.

If you do not agree to the terms of this license, do not use the software. If you do not agree to the terms of the
license, please decline the agreement.

Nigeria eGP Terms and Conditions

ACCEPT REJECT

Figure 11: Confirmation of the user agreement
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The user is requested to edit his/her password

System Requirements

@ Your changes have been saved successfully. X

Technical Requirements

+ Use one of the following web browsers
o Internet Explorer (version 7 or higher)
o Modzilla Firefox (version 2 or higher)
« Javascript enabled
« Session Cookies enabled
* Screen Resolution: 1024 x 768
+ Adobe Flash Player (version 8 or higher)
+ Java Runtime Environment (version 1.6 or higher). If you can see the clock, then the required version of the
JRE is already installed in your PC.

+ Download latest Java version from here

Other requirements

+ Access the Internet through HTTR/HTTPS

+ Have a valid e-mail address

» In case Internet Explorer 7 is used on a Windows Vista operating system, please ensure that JRE vers]%n
1.6.0_07 (or higher) is installed.

FINISH (GO TO MY PROFILE)

Figure 12: Confirmation of the System Requirements
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Finally, The user is requested to edit his/her password

Edit Account

© An error has eccurred: X
= Please change your password.

Username User Role *
= SR
First Name * Last Name *
[ E—
Password Re-enter Password
Password Rules
Department * User designation/Position *

Phone Number

376(AD) v

Physical Address * PO Box
Postal Code
Mobile Phone Number 1 Mobile Phone Number 2

376 (AD) | v 376(AD) v
city Receive logon natifications [ ]
Status

Active ~

CANCEL SAVE

Figure 13Edit User 6s Password

2.6 Log Out from the Platform
The user can exittheeGP services by selecting the
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l Logged in as:
| I

Last login on:

# Edit Profile

= Log Out

Figure 14: Logout functionality

2.7 Password Recovery

The user can recover hi s password
functionality ( Figure 5) available from the login page.

Forgot your password?

Insert your username and instructions will be sent to your email
provided to the system.

Username *

coce. D

Figure 15: Password recovery/change

If the provided details are valid, the system sends an email to the associated
address, containing a transaction number and a unique generated access link:
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e-GP Platform - Password Reset Instructions
New password for user: , with full name
Go to the following link and insert new password with transaction number.

You can access the new password section through the following link:
prepareResetPassword.do?

:
Your registration transaction number is:

If you require further assistance, refer to the User Guides link or click on the Contact Us link at the
top of the homepage

she o ok sk o sk o o ok ook ke ok ook o e sk ok o ok ok ook ok sk ok ok ok ok o ol o ok ool ok ok ook ke ok o ook ok ok ok ook ok ok sk ko ok ok ok ok sokok ok

IMPORTANT: All actions within e-GP will be recorded for auditing purposes.

This email and any files transmitted with it are confidential and intended selely for the use

of the individual or entity to whom they are addressed. If you have received this email in error
please notify the e-GP manager. This message contains confidential information and is intended
only for the individual named. If you are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prohibited.

Please do not reply to this mail.

OB OHC OB OB OB R OB DR N R R R OB DR B DR OB OB R DR B RN DN OB OB R OB B DR DR R OB DHC N O B B R OB DR DR R R R 80RO DR RN R

Figure 16: Email containing a registration transaction and unique access link

In order to reset the password, the user accesses the displayed link. To trigger the
password reset functionality, the system requires the user to provide:

Username

New password

Password confirmation

Transaction Number

Secret question response
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Reset password

Password: * @

Re-enter Password: * €

Please, enter the transaction number you received by e-mail: *

Resend Confirmation

Secret Question: *

What was the model of your first car?

Secret Answer: *

RESET FINISH

* Fields with asterisk are mandatory

Figure 17: Resetting the password

28 Mai ntenance of Useros Profile
After successful authentication the user can edit their profile by selecting the
OEdit Profiled functionality accessible fron
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" Process Creatios =

Edit Account

Figure 18:
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Profil e

The password should follow a specific configuration. To view the password rules

the user should click on the | ink OPassword
Figure 18 and Figure 19).

The password configuration rules consist of:
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Letters (upper case/lower case) allowed to be used
Numbers allowed to be used

Characters allowed to be used

Allowed login failures

Password lifetime

Password length (min/max)

Password history

Figure 19: Password Configuration Rules
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In case the password does not follow the password configuration the following
message appears.

2.9 XLS File Format Support

All XLS files uploaded to the e-GP system must abide to the Microsoft Office
Excel 2003 format.

All XLS files must abide to the Microsoft Office Excel 2003 format.

@ Users that have later versions should save their files in 2003 format (Save|
astypeands el ect the o0pOO0OB®nNnWoEKbebkaO)y.

2.10 XLS File Upload Validation

Every time a new XLS file is uploaded onto the e-GP system, the system
performs validation checks to ensure that the uploaded file abides to the pre-
defined template for the upload. There are several different templates supported
by the system, namely:

Annual Procurement and Disposal Plan XLS

Evaluation Report XLS

Whenever an invalid XLS file is uploaded onto e-GP, the system will either
present to the end-user the reasons for not acepting it (e.g. invalid format), or

will grant the end -user access to download an Error Report XLS, which details
the precise reasons rendering the XLS invalid.
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2.11 Procuring and Disposing Entity Management - System Roles

User with the PDE Admin (PDEA) ro le can edit the PDE information as well as
the PDE user management:

Edit organisation details

View the users registered within the procuring entity

Add new users to the procuring entity

Edit userds details

The Procuring and Disposing Entity Management functionality is provided
through the OPDE Administrationd menu:

PDE Administration ~

PDE Management

Department Management
User Management
Evaluators Group Management

Template Structures

Figure 20: PDE Administration menu
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View Organisation

EDIT ORGANISATION DEPARTMENT MANAGEMENT VIEW USERS ADD USER

PDE NAME:
PDE CODE:
PDE TYPE
HAS PARENT
PARENT ENTITY:
DEPARTMENT
STREET ADDRESS:
PO BOX
POSTAL CODE:
cry.
COUNTRY:
LATITUDE:
LONGITUDE:

L EMAIL:
PHONE NUMBER 1:
PHOMNE NUMBER 2:
FaX:
WEBSITE
STATUS:
CAN CREATE FA?
COMPLIANCE MONITORING
INITIATE THE APDP

REQUISITION THRESHOLD

VIEW ALL PUBLISHED NOTICES

CHILDREN ORGANISATIONS

Results per page | Displaying the 1 match

# Organisation Name

1

Figure 21. Management of Procuring and Disposing Entity Details

2.11.1 Edit Organisation Details

Select n dedit®rganisation 6 a |

OWwWS

t

he

€ < > »

user

to edi
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Edit Organisation Profile

L] ssignéd as the Initiate the APDP Entity. Only 1 Procuring Entity may assigned asthe Initate the AP x
ssigned as the Compliance Mornitoring Entity. Only 1 Procuring Entity may assigned as the Compliance Monitoring Entity.
ADD USER VIEW USERS
PDE Name * PDE Code *
PDE Type
~
Department * Street Address *
~
PO Box Postal Code
City
Country * Email
~
Latitude Longitude
Phone number 1 * Phone number 2
376 (AD) [~ 376 (AD) [~
Fax Website
376 (AD) |
Can create FA?
Compliance Monitoring No Initiate the APDP Mo
Requisition Threshold (NGN):
CAMCEL RESET m
CHILDREN ORGAMNISATIONS
Results per page | Displaying the 1 match, m

# Organisation Name
1

Figure 22: Editing Organisation details

2.11.2 View the Users Belonging to the Procuring and Disposing Entity

Sel ecting o0oView User digplaying alldhie iusers eegisteteg al | ows
within the selected entity:
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View Users

10 Results per page | Displaying ol 9 matches m

#  First Name -~ Last Name «~ Organisational Role «~ Country Status o~ Actions
PDE Admin (PDEA) 7
Resident Due Process Cormmittes Secrotary (RDPCS) s
3 User Department (UD) s
Residemt Due Process Comenittee Member (RDPCM) 7
Legal Officer (LO ’
»] er (AD s
7 Head of Procurement & Disposal Unit (HPDU) p
8 Procurement Officer (PO) .
9 Resident Due Process Committee Member (RDPCM) ra

Figure 23: Display of users belonging to the PDE

The name, the role, the country and the current status (active, inactive,
deactivated, etc.) and available actionsof each user are displayed.

The following user roles are supported:
The roles a wser can acquire according tolegislation, are the following:

PDE Admin (PDEA): Such a user will be responsible to edit the PDE information
as well as the PDE user managemaet.

Accounting Officer (AO): Assigned to leading officers of a PDE. Such a user has
access rights to manage the PDE and its users and has increased visibility on
process details (i.e. evaluation reports and award etc.).
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Head of Procurement & Disposal Unit (HPDU): Such a user has similar access
rights to the AO and acts as the leader of the Procurement & Disposal Unit
(PDU).

Head of Department (HD): Such a user will be responsible to consolidate the
APDP of his Department.

User Department (UD): Is the Department user.

Procurement Officer (PO): Assigned to officers that do not require the highest
l evel of access. These form a opool 6
specific procurement for performing specific activities. Such users can only be
located in the Procurement & Disposal Unit.

Head of Finance (HF): To confirm funds availability to procure during the
initiation stage.

Resident Due Process Committee Member (RDREEM): Assigned to current
members of the Resident Due Process Committee Member. Sud a user will be
responsible to announce his decision within the system in case of online Resident
Due Process Committee Member Approval. The RDPCM users will have view
only access to the processes of their PDE

Resident Due Process Committee Secretary(RDPCS): This user will upload
Resident Due Process Committee minutes and decisions on behalf of the
Resident Due Process Committee in case of offline Resident Due Process
Committee Approval. The RDPCS user will have view access only to the
processes of hs/her PDE .

Legal Officer (LO): Such a user can only be allocated the Contract Reviewer role
for processes in his/her own Procuring & Disposal Entity.

Internal Auditor (IA): Such a user can only be allocated the Auditor role for
processes in his/her own Procuring Entity.

The following roles are only available when the "Performance Monitoring” flag is
set for the Procuring & Disposal Entity:

Head of Performance Monitoring (HPM): Such a user is responsible to associate
PMO users on any process in the eGP.

Performance Monitoring Officer (PMQO):  Such a user can be allocated the
Auditor role on any process in the e-GP.
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2.11.3 Insert a New User in a Procuring and Disposing Entity

Both the PDEA and the Admin user can insert a new user in a particular
Procuring Entity by providing all of the following details:

Add User
Entity User Role *
~
First Name * Last Name *
Username * Email *
Password * Re-enter Password
Password Rules
Department * User designation/Position
~
Physical Address * PO Box
Postal Code
Country * Phone Number
v 376 (AD) [~
Mobile Phone Number 1 Mobile Phone Number 2
376 (AD) |v 376 (AD) |v
City Receive logon notifications O
Secret Question * Secret Answer *
Select w

CANCEL RESET m

* Fields with asterisk are mandatory

Figure 24: Insert a new user in a Procuring and Disposing Entity

Keep a note that every Entity, will have only one HF and one AO user active.
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2114Edi t Userds Detail s

A user with the appro priate editing rights (i.e. PDEA user or Administrator
user), can select to edit the details of another specific user:

View Users
Results per page | Displaying all 9 matches.
#  First Name Last Name v Organisational Role Country v Status v Actions
1 PDE Admin (PDEA) P
2 Resident Due Process Committee Secretary (RDPCS) V.
3 User Department (UD) P
4 Resident Due Process Committee Member (RDPCM) V.
5 Legal Officer (LO) P
6 Accounting Officer (AO) V.
7 Head of Procurement & Disposal Unit (HPDU) P
8 Procurement Officer (PO) P
9 Resident Due Process Committee Member (RDPCM) &

Figure 25: Editing user details

2.11.5 Logon Notifications

A user can choose to be notified by email whenever their credentials are used to
login to the e-GP system. This is accomplished on the Edit Profile page by
selecting the checkbox to enable logon natifications.
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Edit Account
Username User Role *
First Name * Last Name *
Password Re-enter Password
Password Rules
Department * User designation/Position *
w
Email * Phone Number
376 (AD) |w
Country *
w

Physical Address * PO Box
Postal Code
Mobile Phone Number 1 Maobile Phone Number 2

376 (AD) | 376 (AD) |w
City Receive logon notifications
Secret Question * Secret Answer *

What was the model of your first car? v
Status

Active ~

Figure 26: Logon notifica tions

If the logon notifications are enabled/disabled by an administrative user and not
by the individual user, the user receives an e-mail notification that their profile
has been modified.
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Your account on e-GP has been modified by the administrator to|enakble/disakle logon notifications.

You can

w your profile by clicking on the link below:

If you require further assistance, click on the “Contact Us” link at the top of the homepage.

R R R R R R R R R R R R R R R R R B R R R R R
1 be recorded for auditing purposes.
ith it are confidential and intended solely for the use

actions thin =-GP
and any files transmitted

of the idual or entity to whom they are addressed. If you have received thisz email in error
please notify the e-GP manager. This message contains confidential information and is intended
only for the individual named. If you are not the named addressee you should not disseminate,
diztribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
uting or taking any action in reliance on the contents of this information

prohikbited.

Please do not reply to this mail.
R R R R R R R R R R R R R RN R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R

Figure 27: Logon notifications administrator action confirmation e -mail

When | ogin notifications are activated, weac!
to login to e-GP, an email notification is sent to the registered e-mail address of
the user.

Your username and password have been used to logon to the eGP system on If you did

not perform this action, you
1d reset your password using the link below as socon as possible and notify your system administrator of the

shot
unauthorised logon:

If you don't know who your system administrator is or if wyou require further assistance, click on the “Contact Us” link

at the top of the homepage.

We have sent this notification because you have subscribed to receive notifications whenever a logon is processed for

ur account.
h to disable future notifications, vou can modify your profile by clicking on the link below:

v
If you wi

e R R R R R R R R R R R R R R R R R R R R R R R R R R R

ke recorded for auditing purposes.
ith it are confidential and intended solely he use
error

actions within e-GF w
Thiz email and any files transmitted
of the individual or entity to om they are addressed. If you have received th
please notify the e-GPF manager. message contains confidential information and is intended
vou are not the named addressee you should not disseminate,
ribute or copy this e-m If you have received this e-mail by mistake delete this

from your system. If wou are not the intended recipient vou are notified that disclosing,
g buting or taking any action in reliance on the ccntent3(€; this information

is strictly prohibited.

only for the individual named. I

Please do not reply to this mail.
R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R

Figure 28: Logon notification e -mail
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2.11.6 Approving Registrations

After the registration of a Provider and the subsequent payment of the
registration fee, the PA (Provider Approver) user of the organisation designated
with the compliance monitoring flag , is required to approve the validity of the
newly regi stered organisation.

The system displays a list of registrations pending further actions (
Figure 29). The following status symbols are used:

Home
LIST OF REGISTRATIONS
Results per page | Displaying all 2 matches.
# av Organisation Name - Country of Provider - Status <~
1 Pending
2 Pending

Figure 29: List of Registration

In order to approv e a pending registration, the PA user selects the relevant link
i n tOhganisationName 6 c ol umn (

Figure 29). The system displays the details of the organisation (Provider)
pending approval.

If the provider has not yet paid their registration fee, the PA is notified that the
provider cann ot be activated at this point in time.
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© An error has occurred:

X

» You are not allowed to activate this Provider. The Provider hasn't completed the comresponding payment.

Figure 30: Pending provider registration payment

The PA c a nAppoove 6

o Rejectd

t he

r e grigwed 31)a Inicasa the(

Provider Approver rejects a Provider all the details of the organisation including

the registered user, are deleted from the system.

Pending Registrations

PROVIDER DETAILS

PROVIDER TYPE
DATE OF INCORPORATIONREGISTRATION:
PROVINER RECISTRATION HUMEEFR:

TR IDENTIICATION KLY

A MH:
PROVIDER RECISTERED MAME:
DRCANIEATION TYRE:

STREET ADORESS:

POBEC

POSTAL COCE:

DISTRICT:

oy

COLNTRY:

COUNTRY OF INCORPORATION FELIETRATION:

LaTITLEE:

LONZMEDE

VALIDATION DETAILS

Reglstration Motes =

Madmum chanachars: 2000,

Aftachmant

Browse_ | Nofik seiocted

[ oo | e
Figure 31 Approve pending registration
04/03/2021 End-user Buyer Manual_v1.1 (1) Page44 of 204



EDO STATE GOVERNMENT
End-user Buyer Manual_v1.0

I n case an Organisation
and the PA user has to accept or reject one again the Organisation, after he has

reviewed the modifications.

PROVIDER DETAILS

FROVIDER TYPE
FULL NAME:
TAX IDENTIFICATION NUMBER (TIN):

MATIOMAL IDEMTIFICATION MUMEER/PASEPORT
MNUMEER:

STREET ADDRESS:

PO B0

POSTAL CODE

DISTRICT:

CITY:

COUNTRY:

LATITUDE:

LONGITUDE:

PHONE MUMEER 1

FHONE MUMEER 2

BUSINESS SECTOR

SUBSECTOR:

COPY OF NATIONAL ID/PASSPORT:
SMALL SCALE ENTERPRISE:
PROOF OF SMALL SCALE ENTERPRISE
OTHER ATTACHMENT:

WEBSITE ADDRESS:

EMAIL ADDRESS:

TYPE OF ACTIVITY,

APPROVAL DATE:
APPROVED BY.

VALIDATION DETAILS

Registration Notes *

Maximum characters: 2000.

Figure 32 Approve modified Organisation

has edi

t ed

hi
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2.11.7 Child PDE Registration

In case the PDE has a child entity, the PDEA user creates the children of the
respective PDE.

{n) Child PDE/Providers ~

Register Child PDE

Register Provider

Figure 33: Register Child PDE option

Register PDE

L)

-ady assigned as the Intiate the APDP Entity. Only 1 Procur
ady assigned as the Compliance Monitoring Enity. Only 1

ed a5 the Initiate the APDP Entity. x
assigned as the Compliance Monitoring Entity

STEP 1: ORGANISATION DETAILS

PDE Name * PDE Code *
PDE Type *
“Select PDE Type- v
Department * Street Address *
-Select Department- v
PO Box Postal Code *
city
Country * Email
Nigeria v
Latitude Longitude
Phone number 1 * Phone number 2
376 (AD) |+ 376 (AD) |v
Fax Website
376 (AD) |v
Can create FA? compliance Monitoring No

Initiate the APDP No

CANCEL RESET
Figure 34: Register Child PDE page

New Sub AO and Sub HF user roles will be added under each ochi |l dé6 PDI
organization. Such users have similar access rights to the AO and HF users of the
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parententity. The ochil dé entities wildl nolhe cont airr
PDEA user will be in position to modify a PDE from child to parent and vice

versa. Keep a note, that atities with children will have sub AOs and sub HFs

where deemed necessary at PDE branch level.

Add User
Entity User Role
Procurement Officer (PO) £
Procurement Officer (PQ)
|Suh Accounting Officer (A0) |
Username * Head of Procurement & Disposal Unit (HPDU)
PDE Admin (PDEA)
Legal Officer {LO)
Password * Internal Auditor (IA)
Head of Department (HD)
User Department (UD)
Password Rules
Department * Resident Due Process Committee Member (RDPCM)

Resident Due Process Committee Secretary (RDPCS)
-Select Department-

Physical Address * PO Box
Postal Code

Country * Phone Mumber

Migeria ~ 376 (AD) |v

Mobile Phone Number 1 Mobile Phone Number 2

376 (AD) |~ 376 (AD)

~

City Receive logon notifications O

Secret Question * Secret Answer *

Select

CANCEL RESET

Figure 35: Sub AO and Sub HF user roles

Only one Sub AO and one Sub HF userswill be active. The PDEA will select the
OActived Sub AO andPDEub HF wusers of the
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2.12 Searching Functionality

The eGP system provides both simple and advanced search mechanisms. Both
functionalities allow searching for Processes, Organisations, Users and Annual
Procurement and Disposal Plan entries, always according to the view rights each

user has.

2.12.1 Simple Search

The simple search functionality covers searching for available processes,
registered Organisations, registered Users and published Annual Procurement
and Disposal Plan entries.

Simple search queries are performed by:
Selecting the type of searching (Processes, Organisations, Users and Plans) from

the selection list.
Selecting the buttond Sear ch o6, with the magnifying gl ass

Figure 36: Simple Search Menu

The results, if any, are then presented in a tabular form.
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