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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 end-user'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 
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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 user to navigate. 
 

 
 
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  

 
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) 

  Clear Button . This button clears the selection of the user 

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 
functiona lities. The user can select any of the provided functionalities: 

 

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

2.3 Main Page 

 

 
 
 
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 
Provider s 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  

 
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 userõs password is included.  
 

2.3.2 Search Section 

 
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 

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 syst em, he must provide his 
credentials in the login section of the main page: 
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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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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 
displ ayed.  

 
 

2.5 Login to the System for the First Time  

The following steps are available, when the user logs in to access the e-GP 
services for the first time. 
 



 EDO STATE GOVERNMENT 
End-user Buyer Manual_v1.0 

 

04/03/2021  End-user Buyer Manual_v1.1 (1) Page 24 of 204 

 
 
 
 
 
 
 
 
 

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): 
 

 
Figure 9: Confirmation email received during registration.  

 
After providing his user credentials, the user is requested to provide the 
transaction number received during the regi stration: 
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Figure 10: The transaction number  

 
If the user has misplaced the e-mail with the transaction number, it can be resent 

to the registered e-mail address by clicking on the   button.  
 
Then, the user is prompted to read and accept the System User Agreement and 
the system Requirements: 
 

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

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

 
 
Figure 13:Edit Userõs Password 
 

 

2.6 Log Out from the Platform  

The user can exit the e-GP services by selecting the òLog Outó functionality: 
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Figure 14: Logout functionality  

2.7 Password Recovery 

The user can recover his password from the òForgot your passwordó 
functionality ( Figure 5) available from the login page.  
 

 
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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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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Figure 17: Resetting the password  

2.8 Maintenance of Userõs Profile 

After successful authentication the user can edit their profile by selecting the 
òEdit Profileó functionality accessible from the left menu.  
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Figure 18: Edit Userõs Profile 

 
The password should follow a specific configuration. To view the password rules 
the user should click on the link òPassword Rulesó (Figures  
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 
as type and select the option òExcel 97-2003 Workbookó). 
 

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 accepting 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 userõs details 
 
The Procuring and Disposing Entity Management functionality is provided 
through the òPDE Administrationó menu: 
 

 
Figure 20: PDE Administration menu  
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Figure 21: Management of Procuring and Disposing Entity Details  

 
 
 

2.11.1 Edit Organisation Details  

 
Selecting òEdit Organisation ó allows the user to edit the organisationõs details: 
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Figure 22: Editing Organisation details  

 
 

2.11.2 View the Users Belonging to the Procuring and Disposing Entity  

 
Selecting òView Usersó functionality allows displaying all the users registered 
within the selected entity:  
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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 actions of each user are displayed. 
 
The following user roles are supported:  
 
The roles a user can acquire according to legislation , are the following:  
 
PDE Admin (PDEA):  Such a user will be responsible to edit the PDE information 
as well as the PDE user management. 
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 
level of access. These form a òpooló of officials that may be associated with a 
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 (RDPCM): Assigned to current 
members of the Resident Due Process Committee Member . Such 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 his/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 e-GP. 
Performance Monitoring Officer (PMO):  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:  
 

 
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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2.11.4 Edit Userõs Details 

 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: 
 

 
Figure 25: Editing user details  

2.11.5 Logon Notifications  

A user can choose to be notified by e-mail 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 notifications. 
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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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Figure 27: Logon notifications administrator action confirmation e -mail  

 
When login notifications are activated, each time the userõs credentials are used 
to login to e-GP, an e-mail notification is sent to the registered e-mail address of 
the user. 
 

 
 
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: 
 
 

 
 
Figure 29: List of Registration  

 
In order to approv e a pending registration, the PA user selects the relevant link 
in the òOrganisation Name ó column ( 
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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Figure 30: Pending provider registration payment  

 
The PA can òApproveó or òRejectó the registration (Figure 31). In case the 
Provider Approver  rejects a Provider all the details of the organisation including 
the registered user, are deleted from the system.  
 

 
Figure 31: Approve pending registration  
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In case an Organisation has edited his details his status is set back to òPendingó, 
and the PA user has to accept or reject one again the Organisation, after he has 
reviewed the modifications.  
 

 
Figure 32: Approve modified Organisation  
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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. 
 

 
 
Figure 33: Register Child PDE option  

 

 
Figure 34: Register Child PDE page  

 
New  Sub AO and Sub HF user roles will be added under  each òchildó PDE 
organization. Such users have similar access rights to the AO and HF users of the 
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parent entity . The òchildó entities will not contain the AO/ HF user roles. The 
PDEA user will be in position to modify a PDE from child to parent and vice 
versa. Keep a note, that entities with children will have sub AOs and sub HFs 
where deemed necessary at PDE branch level.  
 

 
Figure 35: Sub AO and Sub  HF user roles 

 
 
Only one Sub AO and one Sub HF users will be active. The PDEA will select the 
òActiveó Sub AO and Sub HF users of the PDE.  
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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 button òSearchó, with the magnifying glass. 
 

 
Figure 36: Simple Search Menu  

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


























































































































































































































































































































