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1 Introduction to the Government of Jamaica's

Electronic Procurement System:

The Government of Jamaica's Electronic Public Procurement System (ePPS) is con-
figured to support the procurement procedures prescribed by the Government of
Jamaica (GOJ) and allows for the management of tenders by Ministries, Departments
and Agencies (MDAs).

The system is accessible via the Internet website www.gojep.gov.jm and provides func-
tionalities for:

1. Management of Tender competitions by Procuring Entities:
» Competition workspace creation

» Assignment of users and committees

* Advertisement and tender document publication
* Questions and Answers management

* Tender opening

» Management of the evaluation process

» Contract award and management

2 Supplier participation in the procurement process:
» Access to procurement opportunities and contract documents

» Submission of clarifications requests and receipt of responses

* Response to (Accept or Decline) contract offers.

The Government of Jamaica’s (GOJ’s) implementation of the ePPS System, also
referred to as GOJEP, has been configured to support and conform with the pro-
cedures and regulations as prescribed by the GOJ’s Public Procurement Act, 2015,
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Amendment 2018 and attendant Regulations, and allows for full electronic man-
agement of procurement transactions and collaboration between the Procuring Entities
(PEs) and Suppliers.

The platform also supports all required user administration and security requirements
for both the Procuring Entity and Supplier users of the system. User authorization is util-
ized in conjunction with user authentication to allow access to services and data.

Additionally, the system provides central System Administration functionality which is
carried out by designated personnel within the Office of Public Procurement Policy
(OPPP) within the Ministry of Finance and the Public Service (MoFPS), which has
responsibility for the oversight, administration for the GOJEP.

This collaboration between Procuring Entity and Supplier users during the life cycle
stages of tender management is as depicted in the below Tender Management Cycle.

The Tender Management Cycle

Creati.on.and : Mo.mtormg’ and Evaiiation and Awarding Contract
Publishing ! Bid Opening Management
[ — :

£ | — : L
25 i ; ;
53 : Opentit :
3 : : :
: ; = |
o » y p y
? : e —
: : " Manage Contract
§§ ! Subemit Carfcaton Requests :
L2 0 ¥
— ; —

|¥

FIGURE 1-1: The Tender Management Cycle
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2 Key Features and Navigation

The electronic Procurement System provides a consistent user interface to multiple
functionalities which are accessed from the Main page at www.gojep.gov.jm

The General Information section of this chapter covers the following topics:

2.1.1 The Main Page

211
2.1.2
2.1.3
214
2.1.5
211
2.1.2
211

The Tender Competition Cycle

Commonly used terms:

User Credentials

System Navigation guidelines:

Search Features

User Homepage

Homepage task List

The Tender Competition Menu

13
15
16
17
19
21
22
23
24
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2.1.1 The Main Page

The Main Page of the system serves as the portal or access point to features provided
by the system.

Testou
%y Government of Jamaica Electronic Procurement (GOJEP)
Homepags About USER MANUAL Hels
o Contact us

Log in =| ¢ eTendering System
+ Login 8-PFS iz 3 web-tasad, colaboratve system to faciitite the full
lifecycle of 3 tendzring process, for both buysrs and suppBers It
« Fometyour gazsword? offzrs 3 secure dynamic for
of any nature, compiexity or value, enforcing (where acpropnate)
+ Register s 3 Suppiier and encouraging recognisad best practces
+ eCsislogues e-FFS supporis the process of procuring works. services 2nd suppées electranically. Different pablic procarement prozedures are supported for
bath onz-off or repetitive purchases through several dedicatad sub-medules sroviding facilities for user registration. competition notification, bid
prp ana onine bid contract awarding, creation and of based of
- electronic purchase orders, elscironic invoicing 3nd order tracking
Reporting (Bl) Module -
+ Viiew Reports 3 o L
Assistance The Public Procurement Commission
Information = @ Register yourself and your organisston in the system @ List of PPC Registzred Goods and Services Suppliers
3 Obtair 3ccess t the yser manuals @ List of PPC Regissrad Works (1-4) Sappliers
«+ Annual Procurement Pan @ Help Tesk Conw=ct 876-832-5220 & List of PPC Registered Works (3) Suppliers
Pullication &' Vicw tic ltent sompeftion publicatona @ PPC Registraton User Manal
- Curent comgatiions @ Find aspecific ition by searching the Pt registry @ Lzt of Works Categories (Grades 1-¢
@ View Contract Award Notcss - of Works Categories {Grade 9)
+ Bidding advetisements List of Goods and Services Categosies
« Ogpsned bid cetsils
4 Cortract Award Noticss S
Latestnews Report and Statistics
+ News
+ USER MANUAL RHOT0 ‘
1408/2017
« Electronic puniic procurement
11/08/2017  Sugpliers Traned
4 Procursmentlegisiatios View all
+ Stafistics
+ Relzvant finks
«+ Calendar
4 PPC Supplier Registration
Report
+ PFCForms
- Instuctions
Last update : 0F May 2022 © 2022 Eurapean Dynamics

Funded under th
L inm I

FIGURE 2-1: The Main Page
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This Main page is structured into multiple sections as follows:

Login section -In this section, functionality is provided to enable all users (Pro-
curing Entity, Suppliers and Administrators) to login in the system providing
they use the correct credentials (username and password). Functionality to
recover user’s password is also provided. Finally, Functionality for the regis-
tration of Suppliers within the system is provided.

Reporting (Bl) Module section - This section provides access to a list of
designed procurement reports based on transactions carried out and com-
pleted in the system. The reports are available to both the general public and
Procuring Entity users.

Information section - Contains links to miscellaneous system functionalities,
news items manuals and so on.

Central section - Contains links to procurement related news items or articles
composed by the Office of Public Procurement Policy within the Ministry of Fin-
ance and the Public Service.
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2.1.1 The Tender Competition Cycle

The system supports the complete procurement cycle including contract management
of each tender competition with discrete stages of activities over the competition's dur-
ation. The competition cycle are as follows;

1.

Tender Creation and Publishing - Completion of tasks to define the com-
petition rules, association of officers, uploading request documents and pub-
lication of the Procurement Notice.

Management of Clarification requests - Functionality for review of requests
and creation and publishing of responses.

Bid Submission - The period during which interested Suppliers will have
access to competition documents, management of clarifications and sub-
mission of bids.

Bid Opening - The phase where tasks related to the Bid opening and tender
opening report is generated.

Evaluation - The phase during in which bids are downloaded, evaluated, cla-
rifications requests made, evaluation results entered, finalised and results pub-
lished.

Awarding - In this phase preferred bidders are made an offer of award and con-
tract award published.

Contract Management - In this phase, a Contract Manager is assigned and
performance / results related to the contract execution are updated in the sys-
tem.

Archiving of competition - Final step for archival and compression of the
tender competition artifacts with functionality for downloading same.
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2.1.2 Commonly used terms:

The following terms are widely used within the system:

Associated officers — Refers to PE users who have been assigned to play a role
in the management of a tender competition.

Bid — Refers to a submission (offer) by a Supplier.
Captcha — This is a type of challenge- response test used to ensure that the

response being provided to a system prompt is not generated by a computer
but is being done by a person.

Call for Tender (CfT) — Is the terminology used in the system for all tenders
which have been issued or published by a Procuring Entity.

Competition - This refers to a published or restricted tender.
Common Procurement Vocabulary (CPV) — This is the classification scheme

used by GOJ Procuring Entities and aimed at standardizing the references
used by both the PE and Suppliers.

Contracting Authority (CA) - Used interchangeably with and refers to Procuring
Entity, which is a Government of Jamaica Ministry, Department or Agency
(MDA).

Contract document — Refers to any document which is associated with a tender
competition.

ePPS — Electronic Public Procurement System

Time limit for receipt of tenders or request to participate — Deadline for sup-
pliers (bidders) to upload their bids / offer.
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2.1.3 User Credentials

All users of the system must have an appropriate username and password. In order for
a user to login, he or she must provide credentials on the login page.

Login

Log in =

Username:
[ |

Password:

Figure 3: Login page
The functionality to recover user’s password is also provided.

User credentials are usually provided at the time of account creation by the head of the
Procuring Entity user. The password must conform with the rules defined by the Sys-
tem Administrator. Some factors defining the rules includes:

» Letters (upper case / lower case) allowed to be used
* Numbers allowed to be used

» Characters allowed to be used

* Ten times allowable login failures

» Password lifetime

» Password length (min / max)

» Password history
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After creation, the user's account status will be set as "Inactive" by the system and the
user will be required to login and complete a number of steps for the account to be activ-
ated. The user can also update his or her account profile (including changing pass-
word) at the initial login stage.

Login to the system for the first time after account creation requires the user to com-
plete some additional steps compared to regular login as the user will have to provide a
system generated transaction number and to also accept the system terms and con-
ditions. After completion of these steps, the users accounts status will be updated to
"Active" .

If the user provides an incorrect password for a username more than nine (9) times, the
user account will automatically be deactivated. In this case the user may contact the
System Administrator to have the account reactivated.
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2.1.4 System Navigation guidelines:

The system provides the following common navigation functionality:

1. Navigation themes and aids:
a. Tabular display of data:

Any data displayed in tabular format will have the following header which
helps the user to navigate:

Title cA Info | Tenders Procedure Status Notice | Awarddate |Estimated =]
submission PODF total contract
deadline value

The arrows. are used for sorting ( ascending / descending order) the
results by the corresponding field.

The Button B used to hide/ show several fields in the table

b. Search page navigation buttons:

Any search query or list with more than a page of results, will include the
following navigation buttons:

n First page
n Last page
- Previous page

- Next page

c. Additional Options

— Calendar Button. Selecting this button opens a cal-

endar enabling the user to select a date
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Search Button. Selecting this button opens a search-
ing window enabling the user to search for various
codes (e.g. CPV codes)

Clear Button. This button clears the selection of the

user

2. List of Tender Competitions:

The "Competitions Management" section of the user's Homepage, provides
access to:

* List of Tender Competitions for the user.

* List of Tender Competitions for the Procuring Entity
* List of Framework Agreements and

* List of Archived Competitions.

3. Tender Competition Menu:

The tender details page, provides a Menu option ,the" Tender Competition
Menu" which can be hidden or expanded by the user at anytime to allow for
access to other key functionalities in the management of the tender com-
petition.
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2.1.5 Search Features

The system provides functionalities for conducting both "Simple" and "Advanced"
searches for details related to Competitions, Organisations and Users.

The Search functionality is displayed in the top ribbon of the page when user logins the
system.

Competitions Quick Search
Advanced
= Organisation Search -
sers

Contract Award Motices

Quick Search Options L

FIGURE 2-1: Search panel

The "Simple" (Quick search) search functionality covers searching for available com-
petitions, registered organisations, registered users, and published contract award
notices without specifying any data retrieval criteria. If the user is not logged in at the
time of selecting the "Current competition" link, the user will be presented with a,
"Simple search" page, and will have to enter the system generated code displayed in
the "Simple search" page and then Select the "Search" button.

The "Advanced " search functionality enables searching for competitions, organ-
isations and users based on specific criteria or profile defined by the user.
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2.1.1 User Homepage

Once logged in the system, users are landed at what is referred to as their
"Homepage", which is the gateway to the key system functionalities. As a role based
system, functionalities enabled for a user will be dependent on the Role assigned to a
user at account creation.

The Homepage is structured in the following sections:

1. Links - Positioned at the top of the page and provides access to user manual,
help and contact information.

2 Search - Provides access to search functionality.

3. Log in - Provides access to log out and e-Catalogue functionality.
4. Task list- Displays the list of tasks pending for the user.
5

~ PPC Registration - Provides access to a list of Suppliers that are registered
with the Public Procurement Commission.

6. PPC Administration - Provides access to registered Suppliers

7. CFT Creation - Provides access to the tender competition creation and
manual data entry of competition information functions.

g. Competition management - Provides access to a list of tender competitions
for users and the organization.

9. PE administration - Provides access to various Procuring Entity admin-
istration functions.

10. Annual Procurement Plan - Provides access to the Annual Procurement Plan
functions.

11. Reporting (Bl) Module - Provides access to the Business Intelligence report-
ing module.

12. Information - Provides access to various reports and information sources.
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2.1.2 Homepage task List

The system is configured to display personalised user dashboard upon login and
provides a list of duties to be performed by the user by display of a "Task list".

Task list

List of tasks

Title !'Thslt ' [E41]

» |
i T e " Associale POITC
B R e i Ve TR I T _ Mm

Procuremans =27, = ks Archive Compatiton

R AN == Pulilish contract notice

e T . Atchive Compatiion

[T == P t

e Pubilish contract notice

e AR Uniock bids

a— = X big
R ——e Emaliss compaiiion's care infonmation
30 results in total Displaying 1-10 Page 1013 | | f -]

Resulls perpage:| 19+ | Golopage:| |

FIGURE 2-1: Homepage Task list

Tasks are initiated for a user based on an event or action in the creation or man-
agement of a tender competition by a Procuring Entity.

The task list is particularly useful where a user is involved in multiple simultaneous com-
petitions particularly when serving different roles for each competition. For instance, a
user may at one point be a member of tender opening committee for a competition,
while at the same time serving on the evaluation committee for another competition.

To action a task for a tender competition, the user must select the "Task name" (under
the Task column) for the competition of interest.

It is good practice for users to always ensure that assigned tasks are completed to
allow for efficient and complete operations of the system. The system will automatically
clear a task from the task list when it is completed by the user.



MOFPS

MINIETEY OF FIUANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

2.1.1 The Tender Competition Menu

During the creation and management of a tender competition, the Competition Menu
(Also referred to as CfT Menu contains all available functionality choices to the user.
The Competition Menu is displayed at the top right of a competition details page and is
collapsed by default and displayed as "Show Menu" button.

ton: Procurement of computers (Status: Evaloation) Show Menu

FIGURE 2-1: Competition Menu - Show Menu button

It the user selects the" Show Menu" button, it will be expanded to show all available
functionalities that can be performed.

Hide Menu

View competition
Associated officers
Competition documents
Interested Suppliers
Clarifications

View offiine evaluation results
Workflow

Restricted area

Scheduled jobs

Specify Alerts

Manual notification

Auditing reports

FIGURE 2-2: The Tender Competition menu (Expanded)

Selecting the "Hide Menu" button will collapse the Menu.
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The Process section of this chapter provides instructions on how to execute the fol-
lowing tasks or procedures.

2. 2.1 L0giN IN the SYS e M 26
2.2.1 Login to the system for the first time 28
2.2, 1 RecOVer PassWOrd 30
2.2.1 Logout from the SYStemM 32
2.2.1 Conduct Simple searCn 33
2.2.1 Conduct Advanced searCh 34
2.2.1 Conduct Current Competition search 36
2.2.1 View List of Tender Competitions (Call for Tenders(CfTs) 37

2.2.1 View Tender Competition details 38
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2.2.1 Login in the system
1. Select the "Log in" link from the Log In section of the Main Page.

Log in

+ Login

4 Forgot your password?
-+ Register as a Supplier

4 e-Catalogues

FIGURE 2-1: Main page Login link

2 Enter the "username" and "password" in the login sections of the login page.

Login

Log in

Username:
[ |
Pazsword:

i |

FIGURE 2-2: Main page Login section

If the user provides incorrect credentials (either username or password) an error mes-

sage will be displayed.
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Login - ¢ eTendenng System

- ﬁ An error has occurred:
Fasywend
v Unsuccessful logh, you have a

+ Foegol your cassworg? e-PPS B & wedlosed, colatodative sysiem 0 facitale the fal -
Mecycic of p Moderng HToCess. for SOl Suyers NG supplers. B -

+ Regatet a8 & Seppler Offers & secure, rderachive, QyNamC eAvronment Iod prosuremeénts -
of any natere. complexty or value, enforcing (whare appropriaie) and s

ANLHWAGNG MECOGNIAS Beal Dactices

FIGURE 2-3: Incorrect Login error message

If the user provides an incorrect password for a username more than nine (9) times, the
user account will automatically be deactivated. In this case the user may contact the
System Administrator to have the account reactivated.

Users who are making a Login for the first time, will have to complete some additional
steps, as detailed in the "Login to the system for the first time" on the next page section.

After successful login, the Task List section of the Homepage will display outstanding
tasks (if any) to be actioned by the user, as detailed in the "Homepage task List" on
page 23 section
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2.2.1 Login to the system for the first time

1. Enter the username and password in the login section of the Main page.

Login

Log in =

Username:;

Pazssword:

FIGURE 2-1: Login section

~ Provide the transaction number received in user's email account (The subject
of the e-mail is "Welcome to the ePPS") and click the "Submit" button.

Log in = ¢ Transaction Number

Logged n as:
- (CAPCY - Sy Identification Number
- —
Please, enter the ransaction nUMDer you
< Log out received oy e-mall

Information -

FIGURE 2-2: Transaction number page

If the user has not received a transaction number in his or her e-mail, an incor-
rect e-mail address may have been defined at the time of account creation. In
this event, contact the System Support Team at876-932-5200 to have a new
number generated.

3. Download, Read and Accept the "System Terms of use " Agreement:
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Accept agreement

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

If you do net 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.

BAPUMeF TermsOflse vi1.0 pdf

Accept Reject

FIGURE 2-3: Accept Agreement page

4. Select the "Finish and go to my profile" button displayed at the bottom of the
"System requirements” page.

5. Review and make any required changes (password change etc.) in the 'User
profile" page and Logout if finished.

On completion, the users accounts status will be changed to "Active".
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2.2.1 Recover Password

The user can recover his / her password using the “Forgot your password” func-
tionality as follows:

1. Select the "Forget your password" link from the "Log in" section at the top left
of the Homepage.

2 Enter the user’s username in the "Forgot your password" page:

Forgot your password?

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

* Username:

Send Cancel

*Fields with asterisk are mandatory

FIGURE 2-1: Forget your password page

The system will send an email to the email address associated with this user,
provided a valid email address was specified. The subject of the email is "New
Password link for ePPS".

Note: A system generated Transaction Number is also specified in the body of
the email.

3. Open your email account and Click on the password reset link specified in the
body of the email with subject "New Password link for ePPS". This action will
open the system "Reset password" page.
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Reset password

*Password: | || | Passwaord Rules

*Re-enter Password: 6
* Please, enter the transaction number you | i
received by e-mail:

* Secret question: Where were vou born? |

T
!
* Secretanswer: | |

= 3

*Fields with asterizk are mandatory

FIGURE 2-2: Reset password page

4. Provide responses to questions displayed in the "Reset password" page and
then Select the "Finish" button.

* Password - Enter a new password
* Re-enter Password - Re-enter the new password
* Transaction number - Enter the transaction number specified in the reset

mail (User can copy and paste in this number from the email contents).

» Secret question - The "Secret question" option selected at the time of
user account creation will be displayed.

» Secret answer - Enter the response provided to the "Secret question”
asked at the time of account creation. The response must be an exact
match otherwise the password recovery process will be aborted.

The system will provide a response indicating the password was successfully changed.
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2.2.1 Logout from the system

A logged in user can exit the e-GP System by completing the step below.

1. Select the "Log out" link from the "Log in" section of the Homepage.

Log in =

Logged in as:
- e OHIS

-

Last login on :
200052015 - 1TF 1030

= Edit Profile

= Homepage

= Logout

FIGURE 2-1: Log out link
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2.2.1 Conduct Simple search

To conduct a simple search:

1. Select the type of search (Competitions, Organizations, Users or Contract
Award Notices) from the selection list of the Search ribbon.

Search; ___

Competitions Quick Search

Advanced
Search

Quick Search Options L

Qrganisation

IIsers

Contract Award Motices

FIGURE 2-1: Search ribbon
2. Enter the full name of the required record or part of it in the search box.
3. Select the “Search” button The results, if any are presented in a tabular form.

4. To export the results, Select the "Export results as CSV" button and Save the down-

loaded results on your computer.

The exported file includes the full details of the organization or user accounts exported
eg. hame, username, department, and organization they belong to, status of system
registration, system role, phone and fax numbers including mobile, full postal address,
email address, and registration validity period.
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2.2.1 Conduct Advanced search

1. Select the "Advanced search" button in the Search ribbon.

search: ________

Competitions Quick Search

Advanced

Organisation Search

Users

Contract Award Motices

Quick Search Options L

FIGURE 2-1: Search ribbon

2 Provide the search criteria information in one or more fields of the "Advanced

Advanced search

Search for: g Compeiiton = Crgenisation = User

Titie @ |

Competition unigue D ﬁ I

Mare of procuring entiny e |

Competition siatuzs. G E -Select Workspace Status- 3
Frocurement Type 0 -Balect procurament type- 'ZE
Frocedure G . -Select procedurs- 3
[Deadins for bid submssion ﬁ Fram: To* | l
Description 6 o o S -

Nammum characiers: 2000.

CPY codee. 0 i | E @
Eztimatad intal cortract value (IMD) 0 Min' Max' | |
Eid spening datc @ From: | B |
n
search” page. [ tooc f corc

FIGURE 2-2: Advanced search page

Note: - Fields displayed in the "Advanced search" page, are dependent on
whether the search is being conducted for Competitions, Organizations, Users
or Contracts.

3. Select the “Search” button
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For further information on each criterion select the respective info icon . The results, if
any will be presented in a tabular format in the Simple search results page.

Search: CompetitionsE] _Search Current competitions

Simple search

Title Info | Bids submission Procedure Status Estimated total
deadline contract value

« @ 200057201500:00:00  Open-iCB Awarded
f—-
2 - - 4 @ 20/05201500:00:00  Open-ICB Evaluation
C———
3 - - - @ 30052015 00:00:00 Single Source Cancelled
- (S5}
[ R——— — W @ 2310572015 00:00:00 Specific Awarded
- Contract
5 e— —— @ 2810572015 00:00:00 Specific Bid
- Contract submission
6 | —— — o @ 29/05/201500:00:00 Specific Bid
Y- Contract submission
7 .- .- @ 20/057201500:00:00  Single Source Established
P (s8)
F R . — v @ 290052015 00:00:00 Open - ICB Bid
[ submission
9 - - .- @ 20/05201500:00:00  Open-IcB Bid
- submission I}
10 —— — o @ 300052015 00:00:00 Open - ICB Bid
-— - submission
112 results in total. Displaying: 1-10 Pagetof12 | | -

FIGURE 2-3: Simple search results page
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2.2.1 Conduct Current Competition search

To view the latest competitions published within the service

1. Click on the “Current competitions” link at the top right of the Homepage.

sad Current competitions

FIGURE 2-1: Current competition link

2 The system will list the latest published tender competitions that are available
for the public's attention.

If the user is not logged in at the time of selecting the "Current competition'
link, the user will be presented with a "Simple search" page, and will have to
enter the system generated code displayed on the page and then Select the
"Search" button.

3. To see additional details on any of the listed competitions, Select the "Title" of
the competition which will present the "View competition page" where addi-
tional details can be viewed.
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2.2.1 View List of Tender Competitions (Call for Tenders(CfTs)

1. Select the "List of My CfT"slink from the "Competition management" section:
of the Homepage.

Competition =
management

= List of my CfTs

+ List of PE CfTs
-+ List of Framework Agreements

-+ List of archived Competitions

FIGURE 2-1: List of my CfT link

2 The "My competitions” page displays a list of procurement opportunities for
which the user has been associated.

My competitions

List of my Competitions
e L N T
1 Lo e, VAFTUP & Oww, 250 PR, o L DT Paw Works Bid submission

2 . - Services Awaiting bid opening

3 1 Hon Moncultanes Goods Evaluation

4 P Goods Evaluation

5 _ e Goods Awaiting bid ocpening

& o meemeeramant Goods Cancelled
R PP TR T Goods Cancelled

B T e Goods Cancelled

9 CoomeialManange - PoA--— Goods Evaluation

10 I -t=lbandie= BDo-s Ok BechoOn4an Services Awaiting bid ocpening

76 resulls in fotal. Displaying: 1-10 Page 1 of 8 [ )|

Results per page: Goto page:

FIGURE 2-2: List of Competitions page

3. Select the title of a competition of interest and the details will be displayed on
the "View competition details" page.
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2.2.1 View Tender Competition details
1. Select the "List of my CfTs" or the "List of PE CfTs" link from the "Com-
petition management” section of the Homepage.

Competition -
management

=+ List of my Cfls
-+ List of PE CfTs
-+ List of Framework Agreements

=+ List of archived Competitions

FIGURE 2-1: Competition management section

2 In the "My competitions" page, Select the Title of the competition of interest.

My competitions

List of my Competitions
e e N T
1 i, 1) - ae T E Ry e 2T P Works Bid submission
2 Services Awaiting bid opening
3 Goods Evaluation
4 Goods Evaluation
5 Goods Awaiting bid opening
6 Goods Cancelled
7 Goods Cancelled
G| e — - Goods Cancelled
L e — Goods Evaluation
10 TRl andies Boms Ol Rieech O0E0 Services Awaiting bid opening
76 results in fotal Displaying: 1-10 Page 1 0f 8 [ ]|
Resuits per page: Goto page

FIGURE 2-2: List of My Competitions page

3. The "View Competition" details page will be opened.
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My rofe for this competition is: POTC+PO/ESR

Competition: Intrusion Detection Consultancy (Status: Evaluation)

Name of procuring entity:
Status:

Number of bids submated:
Title:

Compstition unique ID:
Evazluation Mschanism:
Deseription:
Procurement Type:
Frocurement Method:
Re-Tender flag:
PPC-NCC Categories:

Common Procurement Vocsbulary (CPV):

Frocurement Technique:

Number of stages:

Framework Agreement Establishment:
Funding Source:

Epecial and Differentia! Treatment (SOT):
Estimated total contract value:

Country of contract pacformance:
Non-petroleum indicator:

Original deadiine for bid submission:
Deadline for bid submission

End of clardication period:

Bid opening date:

Site \isit - Bidders Conference Date:
Contract awarded in Lots:

PE sudi of competition correspondence:

Date of Publication/Invitation:

*Cancelation Reason:

Procurement and Asset Policy Unit
Evaluation

1

Intrusion Detection Consultancy
142028

Lcs

Intrusion Detection Consuitancy
Goods

Open -NCB

Onginal Tender

S50120-Consulting Services - General

79000000-Business services: law, marketing, consulting.
recruzment, printing and security

ma

1

No

Government of Jamaica
No Special & Differentizl Treatment
5,000.000.00 (JMD}
Jamasica

Non-petroieum
10/03/2022 00:00 UTC-5
10/03/2022 00:00 UTC-5
08/03/2022 00:00 UTC-5

10/03/2022 00:30 UTC-5
No

No
22/02/2022 12:11 UTC-5

Edit competition details

Export Competition

FIGURE 2-3: View Competitions details

Cancel Competition

page

The user can execute the following actions from this page:
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_ Select the "Show Menu " button to access tender competition management
functionalities.

~ Cancel the competition
Edit details of the competition

Export competition details
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3 Procuring Entity (PE) and User Administration

This section of the chapter provides an overview on the system operations
curing Entities and Users covers the following topics:

of Pro-

3.1.2 Procuring Entity User roles:

3.1.3 Password Rules
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3.1.1 Procuring Entity and User administration overview:

A Procuring Entity is created by the System Administrator from the Office of Public Pro-
curement Policy, which has overall system administrative responsibilities. The System
Administrator will provide various organization details and register at least one key
user (defined with CAPC Role) within the organization, who will oversee managing
user accounts within the respective entity.

This user, referred to as the Contracting Authority Procurement Coordinator (CAPC),
becomes the administrator of the Contracting Authority (equivalent term for Procuring
Entity), managing all users and roles within the entity. As such, the CAPC is enabled at

set up, thus allowing a procuring entity to undertake self-administration of its own users
and tender competitions.

Procuring Entity (PE) administration functionalities are accessed through the " PE
administration" section of the Homepage.

PE administration -

-+ PE Notices

-+ PE management
4 User management
+ PE Contracts

+ My Contracts

+ Evaluators Group
Management

-+ Auditing Reports
+ Manual Notification

+ Tender Management Report

FIGURE 3-1: PE administration section
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The available functionalities are:

* PE Notices - For the creation and publishing of Prior Information Notices.
* PE management - For maintenance of the organizations name and address
information.

* User management- For the creation and deactivation of users.

* PE Contracts - For viewing details of Contract for the organization.

» My Contracts - For viewing contracts associated with the user.

» Evaluators Group Management - For creation and maintenance of Evaluator
groups.

» Auditing Reports - For the generation of detailed system activity reports.

* Manual Notification - For the creation and sending of Manual Notices to

users.

* Tender Management Report - For generation of summary tender reports.

USER ADMINISTRATION

User account management is one of the key areas of administration. Users are created
and assigned roles that governs the level of system functionality access or privileges.
These roles are defined in the "Procuring Entity User roles:" on page 46. Additionally,
each user's will be assigned his or her own username and password for access to the
system. Rules for password are detailed in the "Password Rules" on page 49 section.

EVALUATOR GROUPS

A Procuring Entity may define Evaluator Groups (or Committees) which can be asso-
ciated with some or all tender competitions issued by the entity. The groups may
include users from other procuring entities.
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3.1.1 System Roles overview

All officers using the system are registered within a Procuring Entity (Also referred to as
Contracting Authority (CA) and system access privileges are granted to users by
assigning ‘Roles’. The system supports two levels of authorization for procuring entity
users, hence enabling the system to grant access to users on completing specific work-
flow tasks based on user role.

The set of user roles are as follows:

1. Organizational (PE) / Contracting Authority (CA) role:
The role the users may have within the PE. This role is assigned to a user
upon creation a system account and remains static. Careful thought must be
given to the defining of a user’s Contracting Authority role as it broadly defines
the level of system access or privileges. The roles are as follows:

a. CA Procurement Coordinator (CAPC) - Officer of the PE that can create
tender competitions, establish competition coordination committees,
manage users, and obtain full access to all organizational related data.

b. CA Procurement Coordinator Assistant (CAPCA) - Assistant to the
CAPC. Users with this role have access to similar features with the
CAPC except they cannot approve the system generated evaluation
report.

c. CA Procurement Officer (CAPO) - An officer with limited access rights
and who will normally serve in capacity as a Tender Opening Officer or
as member of the Evaluation Committee.

2. Competition Roles:
The role a user may have within the context of a Tender Competition / Call for
Tender (CfT) / Tender Management. A competition role is specific to a CfT and
may differ across competitions. For example, a user may be assigned the role
of Evaluator for Competition A and the role of Opening Staff for competition B.
The roles are as follows:
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_ Procurement Officer / Tender Coordinator (PO/TC) — Users having this

role for a tender competition are responsible for its definition, schedule,
and completion, along with any communication with suppliers. There
must be at least one PO/TC for each competition.

. Procurement Officer / Opening Staff (PO/OS) — Users having this role

for a tender competition are responsible for updating the system about
offline tenders and authorizing the unlocking of all tenders. In keeping
with the ‘four eyes’ principle, there must be two PO/OS users for each
competition, and they must be registered within the same entity.

_ Procurement Officer / Evaluation Staff (PO/ES) — Users having this role

for a tender competition form the Evaluation Committee, responsible for
evaluating all received tenders and concluding an award recommendation.
There can be zero to infinite number of PO/ES for each com- petition.

~ Procurement Officer / Evaluation Staff Responsible (PO/ESR) - The

user having this role for a tender competition is responsible for
proceeding with the evaluation process until an award recommendation
is made. There must be one PO/ESR for each competition.

~ Procurement Officer Auditor - Users having this role for a competition

form the Auditing committee whose access to the competition is limited
to its basic details and a zip file containing the documentation of the com-
petition (e.g., contract documents).

For security purposes, a user who has been granted the PO/OS or Auditor role within a
CfT cannot simultaneously be granted the role of PO/TC, PO/ES or PO/ESR. In
contrast, a user can be granted both the PO/TC and PO/ES or PO/TC and PO/ESR

roles.
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3.1.2 Procuring Entity User roles:

Procuring Entity officers for an organisation, are defined using one of three levels of
privileges known as "Roles". This Role is assigned at user account creation and can
only be modified by the System Administrator or the Procuring Officer defined with the
highest role / privilege within the organization.

The system refers to these Roles as Contracting Authority (CA) roles and are as
follows:

1. Contracting Authority Procurement Coordinator Assistant (CAPCA):
Users assigned this role will have privilege to conduct the following tasks.

* Modify personal user detail

* Create CAPC / CAPCA/ CAPO user account within the organization.
» Search for Supplier organization and user account details.

» Search for procuring entity organization and user details.

* Filter CfT search for published competitions.

» Create customized group of Evaluators.

* Send manual notifications to Suppliers registered within the system.
» Send manual notifications to users registered within the system.

» Send manual notifications to all CAPC of Procuring Entities registered
within the system.

 Introduce manually the data of a Call for Tender competition managed
offline.

* Create a Prior Information Notice

» Create a Call for Tender competition Workspace.
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» Assign Procuring Entity / Contracting Authority users as Tender
Coordinators.

* Access the list of finalized CfTs that the CAPC has been associated with.
* Access the list of archived CfTs that the CAPC has been associated with.

» Deactivate CAPC /CAPCA/ CAPO user accounts within his / her
organisation

» Access to the system logs is available through the Audit Logs tool.

* Download locally logged reports as Microsoft Excel file for all actions per-
formed within his organization

» Approve the final version of the Tender Evaluation Report which the CfT
is associated with

* Request a re-evaluation of the CfT for which the CAPC is associated with
by rejecting the Evaluation Report.

2 Contracting Authority Procurement Coordinator Assistant (CAPCA):

Users assigned this role will have access to the same privileges as a CAPC role user
except the ability to Approve the final version of the Tender Evaluation Report for the
Procuring Entity associated with.

3. Contracting Authority Procurement Officer (CAPO):
The users with this role can perform the following tasks.

* Modify user's own personal details.

» Create customized Evaluator groups

» Search for Supplier user account details

» Search for Supplier organization details

» Search for Procuring Entity user account details

» Search for Procuring Entity organization details
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* Filter CfT search for published CfTs

* Access the list of finalized CfTs which the CAPO has been associated with

* Access the list of archived CfTs which the CAPO has been associated with.
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3.1.3 Password Rules

All authorized users of the system, are required to have their own username and cor-
responding password. Passwords should follow a specific configuration originally
defined by the ePPS System Administrator. Users will be required to provide / enter a
password to be used along with their username at the time of user account creation
and during the use of the "Recover Password" on page 30 task.

To view the password rules, the user should click on the link "Password rules", dis-
played in the "Add user" and "reset password" pages.

The password configuration rules consist of:
» Letters (Uppercase / lowercase) 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
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The Process section of this chapter provides instructions on how to execute the fol-
lowing tasks or procedures:

3.2.1 Edit Procuring Entity details:

3.2.1
3.2.1
3.21
3.2.1
3.21
3.2.1
3.21
3.21
3.2.1
3.21

Create user for a Procuring Entity:

View users for a Procuring Entity

Edit user details

Create Procuring Entity Notices

View Contracts

Create Evaluators Group

Create Auditing Reports
Send Manual Notification

Create Tender Management Report

51
53
55
56
58
59
62
63
64
65
66
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3.2.1 Edit Procuring Entity details:

CAPC role users are able to edit the details initially defined for a Procuring Entity by y
completing the following steps.

1. Select "PE management" link from the "PE administration" section of the
Homepage:

2 Select the "Edit Organisation” button at the top of the "View organization”
page

View organisation

 Eatorpssmaten J Vww ers [ 2 doee lf Torite o |

Cegarsaation cana —— —

Entty ©
Organsation sbtreviation -

Address. -

Fosta) Code:

cxy -

Country —_—

ot R
Fhane Nemoer:

Fax

Vierste

Staus

Varage he APP. -

Enity Level

_Chmgren Organisatns.

«" « 8 B

2 2" ol Bl

Daplaying af 2 mstches. Paged st

FIGURE 3-1: View organization page

3. Make changes (edit) the displayed organization details; Name, address etc. if
so desired. Menu buttons to "Add User" and "View users" are also accessible
on this page.
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Edit org

*Organisation Mame: Procurement and Asset Policy Unit
*Organisation abbreviation: PAPU

*Address: MNational Heroes Circle

Postal Code:

*City: Kingston

*Country- Jamaica v
*Email: srhmthomoio st

Phone Number:
Fax:
Website:

Shared Services can create competitions on ]
behalf of the PE:

Manage the APP: No
Entity Level: 2
Parent entity: Ministry of Finance

[Sove I ese J Gorce|

“Fields with asterisk are mandatory

FIGURE 3-2: Edit organization page

4. Select the "Save" button to save changes.
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3.2.1 Create user for a Procuring Entity:

A new user can be created by a CAPC officer by completing the following steps.

1. Select the "Add user" button as shown in the "View users for a Procuring
Entity " on page 55page which opens the "Add user" page:

Add User

Entiy:

Account role CAPO E]
* First Name

* Last Name:

" Usemamea:

* Password | Passviord Rules
* Re.enter Password. ‘

*Department

* Emat

Address

Postal Code

cay I

* Country: - E
Phone Number.

Mobdlle phone

Fax

* Secrat question: Select [::_]

*Secret answer:

Felds with astersk are mandatory

FIGURE 3-1: Add User page

2 Provide the requested details (Fields marked with an asterisk are mandatory):

» Account role -The role of the employee within the organization as out-
lined in "Procuring Entity User roles:" on page 46

* First Name - User’s First name

e Last Name - User’s Last name
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» Username - Username to be assigned. User names must be unique for
each user of the system and in the event a name entered is already in
use, choose and enter a new username.

* Password - User password. The CAPC officer can assign a temporary
password initially to the user account, advising the user to change the
password upon login.The password rules of the system "Password
Rules" on page 49 must be complied with.

* Re-enter Password -Re-entry of password to ensure exact match.
» Department -The Department of the organization where the user works.
+ Email - A valid email address must be entered for the user as an account

activation code and other notifications will be sent to this email address.

» Address - Address if relevant and all other details including a contact
number.

» Secret question - Select one of the displayed ‘Secret questions’, which
will be used to facilitate a password request if required.

» Secret answer -Answer to the secret question.

3. Select the "Save" button at the bottom of the page.

The new user will receive an email notification containing a "Registration Transaction
number" to be entered at initial login for his or her account to be activated. Users can
also Click on the second link in the email body (System will automatically insert the
Transaction Number) and select Submit. The "Add User" page will now open, with the
option to set a new password.
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3.2.1 View users for a Procuring Entity

To view the users of a Procuring Entity:

1. Select the "User management” link from the "PE Administration” section of
the Homepage or Select the "View users" button at the top of the "View organ-
ization" page. The "View users" page opens and list the users assigned to the
entity.

View users

y 1 CAPC Jamaica st

sl — CAPC Jamaica il

m 3 CAPD Jamaica &

Adsser | ot soooumi |

3resuls ntotal  Dsplayng 1-3 Page 10f1

et Athe | g Inadtive | (<) De-adtivated

FIGURE 3-1: View users page

This page provides menu option / buttons to Add users and to Edit user
account details.

The "Status" column provides an indication of the account status of a user:

» Active (Smiley face icon) - The user's account is active having logged in
an activated account after creation.

* Inactive (Sad face icon) - The user's account is inactive as the user has
not yet logged in and had account activated after initial creation. User
with an "Inactive" account status will not be able to be assigned to tender
competition roles.

2 To Add new users to the Procuring Entity organization, Select the "Add user"
button.
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3.2.1 Edit user details

User account can be edited by a CAPC role officer only. To edit user details, complete
the following steps.

1. Navigate to the "PE User Management” link and Select the "View users" but-
ton then Select the "Edit account link" under the Actions column for user in
guestion. The "Edit account” page will be displayed.

Edit account

Username:
* Account role: caPO =]

* First Name: ‘ot

* Last Name:

Password: essnscnes Password Rues
Re-enter Password:

*Department:

"Emai o Py G —

Address

Postat Code:

Ciy:

Country: -- B

Phone Number:

Hlobie Phone Number.

Fax:

Status: Active E]

Vakd from
Vakd to:

8o

* Faeids with asterisk aze mandatory

FIGURE 3-1: Edit account page

2 Make the required changes to the user account details.

If the users password is changed as a part of the account edit activity, the fol-
lowing will ensue
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* The users "Account Status” will be made "Inactive" by the system.

* An email will be sent to the user informing the user of the modification of
the account details. The Subject of the email is "ePPS Account Modi-
fication". The email will also contain a new "Transaction number" in the
body of the mail, which will have to be provided on the next occasion the
user attempts to login.

* The user will be required to login to reactivate the account and effect the
new password by either

® Clicking on the link in the body of the email which will open the
"Transaction number" form with the transaction number inserted,
then click the "Submit" button, or:

® Login from the home page, providing username and the new pass-
word then in the "Transaction number" form which appears, enter
the "Transaction number" sent in the account modification email,
then click the "submit" button.

3. Select the "Save" button at the bottom of the "Edit account” page.
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3.2.1 Deactivate user account:

In the event a user needs to be denied access to the system (e.g. due to resignation
from the organization), the users account can be deactivated by completing the fol-
lowing steps.

1. Select the "Edit account" page (Select the "View users" button from the "View
organization” page, then Select the "Edit account link" under the Actions
column for user in question. The "Edit account” page will be displayed.)

Edit account

Usemame:

* Account role: CAPO E
* First Name:

* Last Name:

Password  lesessssss Password Auies
Re-enter Password

“Department:

*Emai — P— .

Address

Postal Code:

cay:

Country: - =l
Phone Number.

Woble Phone Number.

Fax:

Statos: Active =l

Vaikd from

a8

Vaid to:
e

* Frekds wih ssterisk are mandatory

FIGURE 3-1: Edit account page

2. Enter a Date in the "Valid from" and "Valid to" date field at the bottom of the
page. The same date can be entered in both fields and can be a date in the
past.

3. Select the "Save" button.

It must be noted that the system does not allow for deletion of a user account, so as to
maintain a track of all user related transactions which would have taken place over
time. A deactivated user will not be able to login to the system and will receive a mes-
sage indicating the account has been locked if attempting to do so.
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3.2.1 Create Procuring Entity Notices
To create a "Prior Information Notice":

1. Select the "PE Notices" link from the "PE administration” section of the
Homepage.

2 Select the "Create notice"” button which opens the "Available Notice form"

Prior Information Motices

Click to create [pr—
new Advertisment

(9] Advertisement for new competition 230412015 13;24;28 Published

1 results intotal.  Displaying: 1-1 Pagetoft || | |:| 0

Edit Create notice || Publish notice

FIGURE 3-1: Prior Information Notices page

The system will pop-up a new window with one available option that the user

needs to select and click to enter the respective form by clicking the “Forms
module” button.

Available notices forms

& Advertizement for new competition

Select Language

@ Englishien)

Forms module Cancel

FIGURE 3-2: Available notices forms
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3. Select the Radio Button beside the "Advertisement for new competition” line
and then Select the "Forms module” button. The "Advertisement for new com-
petition” page will be opened.

Creade nofica

Advertisament for new compatition

The S0 as procurcment agest for the Himistry of Finonce of Jomaica,

fav the supsly of 0oods, services or warks,

emmsne Campatean 3
P estmn Oate o

Davarcee compmteon o
=ammsan

mu.eulmm--«

tothe Vilbe prseble o
Sepphors. It yaur .
ot 0G0yt

competitions, you are kindly Mmvited to!

< regwIer Ak a4 Supplier Ory sesiatios sitan the e &7 system.

~ foltem the tor

amalification process.
< contact the 0-GP ol

ficd befor the

st alecady
Deta 1m srder e be mble
Nota : hmcdo_
WCC qualineanion b net exandatory,

Tiaids maciet Wit * ave cmoubsory

FIGURE 3-3: Advertisement for new competition page
4. Fill in the mandatory information and click the "Next" button.

5. In the final screen / page, save the form as "final" and the system will generate
the advertisement that will be ready to be published.

Prior Information Notices

Click to publish
advertisment

"" Iy '.-ll-u_, Not _.- 5
Advertisement for new competition 2042015 13,2428 i
1 results intotal.  Displaying: 1-1 Pagetoft | | |

FIGURE 3-4: Prior Information Notices page
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6. Select the "Publish notice" button in order to make the Notice available to all
Suppliers.
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3.2.1 View Contracts

The user can view Procuring Entity Contract details by completing the following steps:

1. Select the “PE Contracts” or “My Contracts” link from the "PE administration”
section of the Homepage.

2. In the "PE Contracts" page, Select the "View Contract" link under the "Action"
column for the contract of interest.

PE Contracts

View Contract

- . - — View Contract
- . - View Contract
e — - e View Contract
- - — View Contract
[ — - —— View Contract
- " - - View Contract
- - e w8 . — View Contract
- - - - View Contract
- e . - View Contract
17 resuts in total. Displaying: 1-10 Page 1 0f2 j i -

FIGURE 3-1: PE Contracts page

3. Review the contract details shown in the "Contracts" page.
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3.2.1 Create Evaluators Group

1. Select the "Evaluators Group Management" link from the "PE
administration” section of the users Homepage.

2. In the "Evaluators Group Management" page, populate the "Group Name"
field with the name of the Group.

Evaluators Group Management

“:f Mo groups found!

I Add Group I

* Group Name | |
I First Name Last Mame

p——— |
Add User @
msoniil |

FIGURE 3-1: Evaluator Group Management page

3. Select the "Add User" button to add the group members. A "Search for Users"
page will be initiated, allowing for the search of users from registered Pro-
curing Entities.

4. Select the "Submit" button on completing the addition of users, for the group to
be saved.
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3.2.1 Create Auditing Reports

To view tender competition Audit Reports:

1. Select the "Audit reports” link from the Competition Menu or from the
"PE administration” section of the Homepage.

2. In the "Auditing Reports" page provide the tender competition search criteria
details and Select the "View" button.

Auditing Reports My role for this competition is: PO/TC+PO/ES|

Show Menu

From Date: (DDMMYYYY): \' | &
Time: hh: [-00 _El mm: ‘ 00 E
Until Date: (DDMMMAYYYY): 1 | &
Time: e [o0  [z] mm (o0 [7]
Username: 4 = - g A \
2]
Type Of Activity: ' - . - |
- - D‘

FIGURE 3-1: Auditing Reports page

3. Select the "Export results as CSV" button to export the data to your computer.
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3.2.1 Send Manual Notification

To send a Manual Notification:

1. Select the "Manual Notification" link from the "PE administration” section of
the Homepage.

2. In the "Manual notifications" page, populate the required information sec-

tions.
Manual notifications My user role in this organisation is: CAPC
* Subjeck:
* Body: Procuring Entity: Procurement and Asset Policy Unit
~
Maximum characters: 2000.
Attachment: | Mo file chosen |
Users: - | EE
-

Group of users

[J All users within this
organisation

D All PO/TC= in all organisaticns

D All Supplier admin users associated with a specific CPV

Send nofification I

* Fields marked with an asterisk are mandatory

FIGURE 3-1: Manual notifications page

3. Select the "Send notification" button to send the message.
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3.2.1 Create Tender Management Report

. To generate a report:

1. Select the "Tender Management Report" link from the "PE administration”
section of the Homepage.

2. Provide the search criteria parameters in the "Tender Management Report"
page.

Tender Management Report

Procedure | -Select procedure- V|
Procurement Type | -Select procurement type- v

Competition status | -Select Workspace Status- v|
Funding Entity: |

POITC Coordinator |

“Bid Opening Date Start: |

*Bid Opening Date End- I

Awardec Yes O no O

Export Format | PDF v

Search Report |l Export Report I

* Fields marked with an asterisk are mandatory

FIGURE 3-1: Tender Management Report page
3. Select the "Search Report" button to generate results.

4. Select the "Export" button to report in the specified export format.
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4 Tender Creation and Publishing

This section of the chapter provides background information on the tasks, roles and
relevant notices and documents included in the tender management process and
covers the following topics:

4.1.1 Tender Competition Creation Task List 69
4.1.2 Tender Management user roles 71
4.1.3 Workflow definition OVervieW. 75
4.1.4 Competition Notices and Documents. 76
4.1.5 Prepare Computer for Bid Submission - Download and Install Java Soft-
B 78
4.1.6 Send Invitation OVerVIeW 80
4.1.7 Two Stage Bidding OVerVIeW 81

4.1.8 Recording of Manual Procurement Transactions 83
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4.1.1 Tender Competition Creation Task List

There are a series of tasks to be completed in defining a tender competition. These are
presented to the Tender Coordinator (PO/TC) user in the following order:

Workspace Creation of competition workspace is the "Create new

Creation first task and defines the rules and con- competition" on
ditions (core information) governing the man-  page 85
agement of the competition.

2 Finalization of Review of the competition workspace rules  "Finalise com-
core inform- and update of competition information. petition core
ation information" on

page 87

3 Association of Nomination of users with specific respons- "Associate

Officers ibilities users" on
page 88
4 Workflow defin-  Specify evaluation configuration type "Workflow
ition (Online / Offline) and notification pro-  definition over-
cedures. view" e
page 75
5 Evaluation cri- To define Online evaluation criteria in the

teria definition event of the competition's Evaluation Work-
flow definition criteria set as "Online"

6 Contract doc- Upload of relevant competition documents. "Add Contract
uments addi- (Solicitation)
tion Documents"” on

page 95
7 Notice creation  Creation and publication of the electronic  "Create and

& publishing competition notice. Publish Con-
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8

Issue of invit-
ation to Bid.

Utilized for Restricted or Single Source bid-
ding procedures, in lieu of publishing of a
Notice.

tract Notice" on
page 97

"Send Invit-
ations" on
page 100
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4.1.2 Tender Management user roles

Procurement Officers are assigned a static system role within the organization at the
time of user account creation. However, users can also be associated with specific
competition roles during the creation and management of a tender competition (CfT).

The competition roles are associated to a specific CfT and the rights granted only to
serve that particular procurement process. The tender management user roles and
associated privileges are as follows.

Procurement Officer / Tender Coordinator (PO/TC):

The users assigned this role as part of a tender competition management (CfT) can per-
form the following tasks:

Associate the Tender Opening Officers

Associate the Tender Evaluation Staff and Staff Responsible (ES/ESR)
Define parts of the competition work flow to be managed online or offline
Define the tender questionnaire structure

Create the Competition Notice using the Form filling tool.

Save Draft or Final copies of the Competition Notice.

Publish the final version of the Notice.

Upload a document into the CfT workspace.

Link the Contract Notice with a Prior Information Notice, if required.
Create and publish a request for clarification.

Create and publish clarifications without request.

Save and publish the final answer to a supplier request for clarification.

Reject and request tender re-evaluation.



MOFPS

MINIETEY OF FIUANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY
Approve Tender Evaluation Report.

Conclude and Announce competition results.
Issue Standstill notice.

Manage supplier feedback / complaints.

End the standstill period.

Manage post standstill activities.

Award contact.

Publish Contract Award Notice.

Create a mini competition within a Framework Agreement

Send invitations to Suppliers for Single Source or Restricted Bidding procurement pro-

cedures.

Copy the structure of an already published CfT into a new CfT workspace.
Export competition, that is all CfT related data and documents into a zipped file.
Download competition data.

Archive the competition CfT).
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Procurement Officer Opening Staff (PO/OS):

The users assigned this role as part of a tender competition management (CfT) can per-
form the following tasks:

Unlock list of submitted tender returns

Upload offline tenders received prior to the submission deadline.
Disregard incorrect tender return submissions.

Approve the list of tenders received.

Reject the list of tenders approved by the first PO/OS.

Procurement Officer Evaluator Staff (PO/ES):

The users assigned this role as part of a tender competition management (CfT) can per-
form the following tasks:

Download the responses / proposal documents submitted by Bidders.
Input an evaluation score and or price for Bidders.

Input a justification to clarify the response for a particular score or price.
Reject the Evaluation Report.

Upload a new version of the Evaluation Report.

Approve Tender Evaluation Report (1st level).

Finalize Tender evaluation.
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Auditor Role:

The users assigned this role as part of a tender competition management (CfT) can per-
form the following tasks

» Access the competition (CfT) details.

» Download the data file containing he documentation of the competition.

At a minimum, three CfT User roles must be defined for each tender competition:
* Procurement Officer / Tender Coordinator (PO/TC) - 1 Officer.
* Procurement Officer / Opening Staff (PO/OS) - Two Officers.

» Procuring Officer / Evaluating Staff (PO/ES) - Minimum of one (1) person who
can also play the role of PO/TC and PO/ESR.
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4.1.3 Workflow definition overview

Tenders are defined with a workflow structure that in effect specifies the templates on
which Supplier bids are to be received, the evaluation mechanism (manual or auto-
mated) and of most importance, the evaluation procedure.

The template is saved as an 'XML' file structure in the "Contracts Document" section
of the competition. The structure is defined by completion of the "Define Workflow"
task using the "Define Workflow" page:

The system provides for two modes of Bid evaluation:

» Offline evaluation - This configuration allows for use of the system largely by
uploading Bids from bidders, followed by their download and then manual eval-
uation by the assigned evaluation committee. The final evaluation scores are
then entered in the system by the Tender Coordinator (PO/TC) or Lead Evalu-
ator (PO/ESR) user.

* Online evaluation - The System supports the online evaluation or scoring of
tenders, based on pre- established criteria and makes a recommendation of
award where the criteria can be scored by the system. Details on configuration
for Online evaluation are provided in the ‘Configure for Online Evaluation” sec-
tion.

Note: For Two Stage Tender Competitions, the workflow must be defined
using the Online evaluation option.

Instructions on configuration for Online Evaluation are provided in the Online Evalu-
ation Configuration chapter.
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4.1.4 Competition Notices and Documents

In keeping with the GOJ's procurement regulations, the system supports the creation
and publishing of various notices based on events or milestones in the tender com-
petition life cycle.

All Notices (Advertisements) are published within the system and can be viewed and or
downloaded by the Public in PDF format. A Notice can be created in the context of a
specific tender competition or out of context, mainly to advertise the intention to pro-
ceed in a procurement competition in the future (Prior Information Notice).

The categories of notices are as follows:
» Prior Information Notice - Advertisement of an impending procurement

» Contract / Procurement Notices - Announcing the commencement of a tender
competition

» Contract Award Notice - A nnouncing the results of a tender competition.

 Manual Notices - N otice for addenda etc.

Notices contain information related to the Procuring Entity and key data regarding the
competition rules and dates etc.

Where a tender competition is done using "Restricted Bidding" or" Sole Source" pro-
cedures, an "Invitation to Bid" message or notification is sent to the designated Sup-
pliers, in lieu of the publishing of a Notice.

NOTICE ADDENDA

In the event of an amendment to a published tender competition (e.g. deadline exten-
sion or upload of amended RFP etc.), an addendum to the previously published notice
is required.

The system allows for the creation and publishing of an "Addendum Notice" asso-
ciated with the original published Notice.
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PRIOR INFORMATION NOTICES

The system provides functionality for the creation and publishing of an advertisement
for an impending tender competition by what is called "Prior Information Notice".

A created but not yet published notice / advertisement can be edited by the user prior to
publication. The user can select the advertisement that should be edited and click on
the Edit button. The system will present to the user the respective form, pre-filled with
the original data. The user may perform any changes before saving the advertisement
as draft/ final.

A created and published advertisement cannot be edited. Instead, a new advert-
isement must be published, which corrects the content of the initial advertisement.

MANUAL NOTIFICATION

The System provides functionality for a CAPC role user to send or broadcast mes-
sages, via e-mail to selected system users. Document attachments can also be sent as
part of the message. These Notices may be independent of any existing or impending
tender competition.

Messages can be sent to the following system user groups:
 All users within the Procuring Entity
* All Procurement Officer / tender Coordinator (PO/TC) in all organizations.

» All Supplier admin users associated with / subscribing to specific CPV codes.

Contract Documents

Contract Documents are any necessary competition documents that Bidders will need
to read to garner the details of the competition. These can be Request For Proposal,
Bid Submission Instructions, Formal documented Clarification responses or any other
relevant documentation. Contract documents can be added as part of the "Publish
Contract Notice" set of tasks or can be added at anytime (even after publishing of the
Contract Notice.) by selecting the "Competitions Document" link from the competition
menu.
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4.1.5 Prepare Computer for Bid Submission - Download and Install
Java Soft-ware

To run the Tender Preparation Tool (TPT) or Tender Notice Form software on your
computer, Java software must be installed, and activated on the computer being used
for submission. This can be done using the following steps:

1.

In a Web browser (preferably Chrome), navigate to the Java download page
at: windows manual.jsp

Under the Windows area, download the appropriate Windows offline file for
32- or 64- bit operating system. The download will be initiated and a progress
indicator will be displayed at the top right of the browser

Double-click the EXE file. The Open File Security warning dialog appears.

In the dialog, click Run. In a few moments, the Java Setup - Welcome dialog
opens.

At the Welcome to Java message, click Install.
At the installation complete message, click OK.

If the verify Java page opens click the Verify Java version button. If your web
browser needs permission to run the verification process, click the Run this
time button. In a few moments, a Java detection message appears.

To Activate the Java software in your browser:
a. Google Chrome :
i Open Google Chrome browser

i. Click on the three dot icon in the upper right corner of the screen to
access the menu tab, then Select Settings.

i. Select the Privacy and security menu option.
iv. Select Site settings

v. Select the JavaScript item


https://java.com/en/download/windows_manual.jsp
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vi. Select the Sites can use JavaScript radio menu option so that it is
enabled (blue dot).

vii. Restart your browser to apply settings.

b. Microsoft Edge:
i Open your Microsoft Edge browser

i. Click on the three dot icon in the upper right corner of the screen to
access the menu tab.

ii. Select the Settings icon from the drop down menu.
iv. Find the section labeled Cookies and Site permissions.
v. Under Site permissions, Select the JavaScript item.

vi. On the JavaScript menu, Toggle on the button next to "Allow"
(recommended) so that it turns blue.

vii. Restart your browser to apply settings.

9. Java software should now be downloaded, installed and activated in the
browser.
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4.1.6 Send Invitation overview

For Restricted Bidding (RB) and Single Source (SS) Procurement Method com-
petitions, the Procurement Officer will be tasked to send an invitation to pre-determined
Suppliers instead of the publishing of a Contract Notice as required for Open pro-
curement procedures. All the designated Suppliers must first be registered and activ-
ated in the system.

As a part of the "Send Invitation" task, the Tender Coordinator is also required to add
any procurement related documents (Contract document) using the Contract document

functionality.
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4.1.7 Two Stage Bidding overview

The system allows for the management of a tender competition in two stages. In the
first (also referred to as the Eligibility stage) Bidders submit proposals in response to
either an "Expression of Interest" solicitation or (b) a Technical bid solicitation.

The Procuring Entity may choose to define a minimum technical / threshold score that
must be achieved by Bidders in stage one (1) in order to qualify for participation in the
second stage of the competition. As such, Stage two (2) of the competition is equi-
valent to a Restricted Bidding competition as only eligible bidders from the first stage
will be able to submit bids. Two stage Tender Competitions may be configured using
(a) Qualtity Cost Based Selection (QCBS) or (b) Qualtity Based Selection (QBS) Evalu-
ation mechanism only.

In the first stage, Bids are submitted in 'One envelope' only, while for the second stage
the Tender Coordinator may request that the Technical and Price components of the
Bids be submitted in one envelope or in separate envelopes. Where bids are submitted
in separate envelopes, the system will only allow for opening of the price / financial
envelope for bidders who have met the minimum technical score defined for stage two
of the competition.

Bidders are typically only required to provide a 'Technical' response in stage one. Price
proposal response is usually provided along with an updated technical proposal
response in stage two (2) of the competition and as mentioned above, may be 'pack-
aged' as part of the Technical envelope or as a separate 'Price' envelope.

The creation and management of a two stage bidding competition, requires making
specific configurations during a tender competition creation and completion of a num-
ber of 'management' tasks as follows:

1. Create Stage 1 competition of the Two Stage Bidding process - See "Create
Stage 1 of the Two-Stage Tender Competition” on page 102

2 Unlock Bids for Stage 1 of the competition - Following the Bid unlocking steps
outlined in this document.
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~ Complete Stage 1 competition evaluation - Following the competition eval-
uation procedures outlined in this document.

~ Create Stage 2 of the Two Stage Bidding process - See "Create Stage 2 of the
Two-Stage Tender Competition” on page 105

~ Unlock Bids for Stage 2 of the competition - Following the Bid unlocking steps
outlined in this document.

~ Complete Stage 2 competition evaluation - Following the competition eval-
uation procedures outlined in this document.

~ Complete Contract award tasks. - Following the Contract award procedures
outlined in this document.
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4.1.8 Recording of Manual Procurement Transactions

The system provides for the recording or input of procurements that were performed
outside of the context of the system. This is done through the "Manual data entry" func-
tionality, which is accessed via the "CfT Creation" section of the Homepage.

Recording of these transactions is critical for achieving accurate reporting on the pro-
curement volume across the Procurement Entities.

Information recorded includes:
* Title of the procurement
» Description
» Type of procurement (Goods, Services or Works)
* Evaluation Mechanism (LCS, QCBS or QBS)
» Contract Value of the procurement
» Above or Below the defined threshold indicators
* CPV and NCC Classification of the procurement
» Dates of publication and awarding
* Lots options
* Participating Suppliers

» Awarded Supplier(S).
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This section of the chapter provides instructions on how to execute the main tasks
and activities required for the creation and publishing of a tender. It covers the fol-
lowing topics:

4.2.1 Create new competition

421
421
4.2.2
421
421
421
421

Create Competition Workspace page

Finalise competition core information

Associate users

Add Contract (Solicitation) Documents

Create and Publish Contract Notice

85
86
87
88
91
94
95
97
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4.2.1 Create new competition

1. Select the "Create new competition” link from the "CfT Creation" section of
the Homepage.

CfT Creation -

=
[+ Create new competition

=+ Manual data entry

= Download Preparation tool

FIGURE 4-1: Create new competition

Only users defined with a CAPC or CAPCA organizational role will be able to
create tender competitions.

2 Populate the necessary information in the "Create Competition Workspace
page" on the next pageDefinition for each field in Workspace page is detailed
in the Appendix section : "Competition Workspace information” on page 241

3. Once the required information has been populated, Select the "Create com-
petition workspace" button to save.

4. Select the Homepage link to be redirected to your Homepage to action the
next task in the process, see "Finalise competition core information” on
page 87.
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4.2.1 Create Competition Workspace page

Create competition workspace My user role in this organisation is: CAPC

Wmuﬁ information

APP reference number: | | E

“Title: [ |

“Description:

#~
{Maximum characters: 50000]).

“Re-Tender flag: (@ Originz| Tender () Re-Tender
*Procurement Type: | Waorks A |
*Procurement Method: | Open - ICB il |
*Grade of Works: | 1 ~
“PPCNCC Categories: L B @&

b
“Common Procurement Veeabulary (CPY) : ~ ﬁ ﬁ

-
*Frocurement Technigue: | RFP L |
“MNumber of stages: | 1 e |
*Framework Agreement Establishment: O Yes @ Ne
*Funding Source: | Government of Jamaica hdl |
Special and Differantial Treatment (SOT): [ No Special & Differential Treatment v |

Project refersnce number: | |

“Estimated total contract value: | | | JMD
Estimated fotal contract value public: O

*Country of contract performance: @ -Jamaica 7y Outside of Jamaica

*Non-petroleum indicator: @ Non-petroleum 0 Petrolsum relatsd procuremsnt

*Deadline for bid submission: l:l hh: | [+1] ~ | mm: | oo w | UTC-3
*Deadline for clarification: l:l hh: | []+] " | i | oo w | UTC-5
Zite Wfisit - Bidders Conference Dats: l:l hh: | oo ~ | mm: | oo - | UTC-3

“Allow suppliers to upload attachments to @ es O Mo
clarification quastions:

Bids cpening date: l:l hh: | o0 L | mm: | oo - | UTC-5

*Evaluation Mechanism: | LCS vy |
*“Contract awarded in Lots: () Yes o Ne
PE sudit of competition correspondence: O

Planned Evaluation End date: l:l hh: | []+] " | i | oo w | UTC-5
Plann=d Contract Award date: l:l hh: | [+1] - | mm: | oo - | UTC-3

Create competition workspace m

FIGURE 4-1: Create competition workspace page
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4.2.1 Finalise competition core information

On definition of the competition’s core information in the "Competition Workspace"
page , a task to "Finalise competition core information" will be initiated for the user.

1. Select the "Finalise competition's core information” task from the Homepage
Task list.
2. In the "Edit competition details" page:
a. Change or Update response provided to any of the field prompts.

b. In the event the Tender workspace includes the use of Lots, the user will
be required to define the name of each Lot in this form by completing the
responses(S) to the ‘Lot Name(n)’ field prompts at the bottom section of
the form

3. On completing the review of the details or making of changes, select one of
the buttons as follows:

a. Select the "Save changes" button to save changes or

b. Select the "Delete competition” to end the creation of the tender com-
petition and to remove the workspace record or

c. Select the "Cancel" button to not make any changes. In this event, the
"Finalise competition's core information” task will still be outstanding
for the user.

If any of the above-mentioned tasks are not auctioned, the "Finalise com-
petition's core information" task will remain outstanding for the user.

4. Select the Homepage link to be redirected to your Homepage to action the
next task in the process.
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4.2.2 Associate users

User roles are associated to a specific tender competition and the rights granted only to
serve that particular procurement process. To associate users:

1. Select the “Associate PO/TC" task from the Homepage task list. Alternatively,
Select the "Associated Officers” link from the competition menu.

Hide Menu

View competition

Aszsociated officers

Competition documents

Restricted area

Scheduled jobs

Manual notification

Auditing reports

FIGURE 4-1: Associate officers link

2. Associate (Add) the following users using the "Associated officers" form

Associated officers My role for this competition is: PO/TC
Modify role
= - fpOSTIC. I
PO/TC
C + POJ/ES
- > o
1resuls nfotal Displaying: 1-1 Page 1 of1

Add PO/TC Add POIOS Add POES Add Evalustor group Add Audtor users

FIGURE 4-2: Associated officers page
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a. Opening Staff - Select the "Add PO/OS" button to add the required two
opening staff officers.

The system offers a feature to search for users that are eligible to be
associated with a specific role.

Search for users

First Name:
Last Name:
Country: Al [~]
Search results
ESamaiociy

O N P g e

PO/ES « PO/TC + POESR  CAPC S e Jamaica

[ - - - CAPC S Smses  Jamaica
- - CAPO A e Jamaica
3 results in total.  Displaying: 1-3 Page 1011

FIGURE 4-3. Search for users page

Evaluating Staff - Select the "AddPO/ES" button to add the members of
the Evaluating staff. The system will offer a feature to search for users
that are eligible to be associated with this specific role. There must be a
minimum of one designated user for this role.

The officer serving in the role as tender coordinator can also serve as a
member of the Evaluating staff by changing his / her role designation in
"Associated officers" form. To modify the tender coordinator role to serve
in both capacities, Select the drop down link under the role column and
select the role of "PO/TC + PO/ES"option.

Evaluating staff users can also be associated from a previously defined
"Evaluator group". To do so, Select the "Evaluator group" button in the
"Associated officers" form and select the group to be added.
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c. Evaluator Responsible - Designate one of the associated Evaluating
staff users as the Lead Evaluator (Evaluator Responsible), by modi-
fying or changing his / her role from PO/ES to PO/ESR . The officer
serving in the tender coordinator role can also serve the "Evaluator
Responsible" role by modifying his/her role. To do so, Select the drop
down link under the role column and select the role of "PO/TC +
PO/ESR".

d. Auditor - To add and Auditor (this is optional) , Select the "Add Auditor
users" button and then select on or more auditors from the list displayed.

The assigned users and their roles can be modified at any time during the act-
ive phases of he competition life cycle. Furthermore, a user can be dis-
associated from a competition if required; refer to "Disassociate or Change
Associated Users" on page 158 instructions.

~ Select the Homepage link to be redirected to your Homepage to action he next
task in the process.
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4.2.1 Define Workflow

1. Select the "Define Workflow" task from the Homepage Task List.

2 Select the appropriate response (Offline or Online) in the "Define competition
workflow" page, broken down in phases as follows:

Define competition workflow My role for this competition is: POTC+PO/ESR

Notification Define evaluation crteria (and awarding crieria} Offline v 7]
Bidding Questions and Answers oﬁline E 0
Submt and Open Bids Oﬁline E) 0
Evaliation Assign scofes Offline ‘-“; 0
Complaints and Respanses o.ﬁline [E} O

FIGURE 4-1: Define competition workflow page

a. Notification phase:

o Offline - Select this option, if the criteria to be used to evaluate Bids
will NOT be configured in the system. The system will automatically

de- activate the option to perform the Evaluation of the bids
received offline.

° Online - With this selection, the Tender Coordinator will be con-
figuring the tender structure to allow for full or partial evaluation by
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the system and thus will have to complete the "Define Evaluation
criteria" task in the tender competition setup.

p. Bidding phase:
Step 1 - Questions and Answers:

o Offline - With this selection, the Clarification section will be dis-
abled for the competition and Bidders will not be able to use the sys-
tem for submission of clarification requests.

° Online - With this selection, Bidders will be able to submit Clari-
fication requests through the system and see all published cla-
rification responses. The recommendation is for "Online" selection
so that all of the competition correspondences and artifacts are
stored in the system.

Step 2 - Submit and Open Bids:

o Offline - Bidders will not be able to use the system to create and
submit their bid. This response may be fitting where the system is
used for ‘'advertising’' of competition details and to make contract
documents available for download from prospective bidders with
the expectation that Bids (if any) will be dropped in a physical Bid /
Tender box at the procuring entity location.

° Online - Suppliers will be able to create and submit their bids elec-
tronically from the convenience of their computer at home and
office. The default modality for receipt of bids is for "Online".

c. Evaluation phase:
Step 1 - Assign Scores:

° Offline - Where the "Define Evaluation Criteria” was selected as
"Offline" in the workflow, this response will automatically default to
“Offline” This is because tender evaluation will not be performed in
the system and the tender coordinator will be required to submit the
results (or scores) of the offline evaluation procedure, when this is
finalized, to the system.
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° Online - Evaluation (scoring) of the bids will be performed auto-
matically by the system where possible, based on the tender con-
figuration criteria defined in "Define Evaluation criteria" task.

Step 2 - Complaints and Responses:

o Offline - Feedback concerning the procurement process (e.g. dur-
ing the Standstill period) will not be permitted via the system if this
option is selected.

° Online - At the end of the competition, Bidders will be able to sub-
mit their feedback via the system. This is the recommended
response option.

d. ° Online -At the end of the competition, Suppliers will be able to sub-
mit their feedback through the system. This is the recommended
response option.

3. Select the "Define competition workflow" button.

Note: Once the Workflow has been defined and saved, it can no longer be
edited or changed. If .an error was made, the only option is to delete and
re-create the competition
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4.2.1 Publish Contract Notice

A respective task (Publish notice) will appear in the users task list which upon selection
navigates to the "Notices and Contracts Documents" page. This page has two sec-
tions:

i. Notices
i. Contract Documents

Notice & Contract Documents My role for this competition is: PO/TC+PO/ESR

@ Compettion Notice EN Final
1resuls ntotal  Displaying: 1-1 Page 1011

FIGURE 4-1: Notice and Contracts Documents page

There are two tasks to be completed. It is strongly recommended that users add the
contract document followed by the creation of the notice.

1. "Add Contract (Solicitation) Documents" on the next page

2. "Create and Publish Contract Notice" on page 97

Suppliers who have subscribed to CPV codes used in the tender definition, will be noti-
fied of the opportunity by e-mail and will be able to download the tender documents.

Once the Contract documents have been attached and the Notice created and pub-
lished, the procurement opportunity can now be viewed by the public.

The tender creation and publishing activities are now completed.
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4.2.1 Add Contract (Solicitation) Documents

In the context of the Work flow process, take the following steps:

1. Select the "Contract Documents " tab, then Select the " Add contract doc-
ument” button.

Notice & Contract Documents My role for this competition is: POTTC+PO/ESR

et ionssns et ik
Nobces

g NA - - . Final
NeA e TR R A ———— - - Final
A . - Oraft
A - — T A - Oraft
NA Fioo!
Sresults in fotal  Displaying. 1-5 Page1of1
Add entire folder contents =
3 2 View Eae Delote
for the Tempiate Library | Vew | e | Oee |

FIGURE 4-1: Add Contracts Document link

2 Inthe " Add / Edit Contract Document " form which appears in the figure
below.



MOFPS

MINIETEY OF FIUANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

AddEdit contract document

Ttle: [P
* Language: VEVnglishr B
1985 iemeinng chatacters
NS , _‘H Attach document
[ Load from template brary :
* Status ] @ Draft @ Final

[ Add document from template library

FIGURE 4-2: Edit Contracts Document link

Provide the following information:

a. Provide the title of the document (e.g., RFP Document For Pro-
curement...)

b. Provide a Description (Non-mandatory).

c. Select the File (document) to upload in the system - Only one file can be
uploaded at a time.

d. Select the Status of the uploaded file (Draft or Final).
e. Select "Save changes".

Alternatively, the Procurement Officer may select to upload all documents
from a sub folder in the Template library by selecting the 'Load from template
library" button. The system will process the request and update the com-
petition's documentation accordingly.

All documentation is created in a draft status. In order for documents to be
available to the Bidders, the Status must be set as "Final"
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4.2.1 Create and Publish Contract Notice

Contract Notices are composed using the system Forms Filling Module (FFM), using
the following steps.

1. Select the "'Create Notice" button in the "Notice and Contract documents”
form. This will open the Forms Filling Module tool.

Create notice My role for this competition is: PO/TC+POESR

Competition Notice

Complating the form ... PRELIMINARY QUESTIONS

@ Praliminary Questions
@ SECTIONT
rga‘rlrz-n/ Al”'\rnu
Works Services
SECTION 111 Oblest of ) Supphies
the cantracy
EECTIQN 11k
Prossdurs
(& Open - ICB Single Source (SS)
EESTIQM.IN
e f.s.":nim':nuu Open - NCB Emergency Procedure
inlrmatian g
Restricted Bidding (RB) Speaific Contract
(<) Malidusing foem

*Fields marked with * are compulsory

FIGURE 4-1: Create Notice page

2. Populate the required information as requested in the forms module. After all the
details are populated, the user may save the Notice as "Draft" or "Final". Notices
saved in "Final" status are available for publication. Notices that are saved in '‘Draft"

status can be modified at anytime before publication.

3. Once the user is satisfied the Notice is ready for publication, Select the "Publish

Notice" button in the "Notice and Contracts document".



M@FPS

MINIETEY OF FIUANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

Notice & Contract Documents My role for this competition is: PO/TC+PO/ESR

s Jooe S e
@ Compettion Notice EN Final

1results ntotal Displaying: 1-1 Page 1011

Create notice olc Link PN to Competition

FIGURE 4-2: Notice & Contract Documents page
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This section of the chapter covers the following attentional topics:

4.3.1 Send Invitations

4.3.1
4.3.1
4.3.1
4.3.1

Create Stage 1 of the Two-Stage Tender Competition

Create Stage 2 of the Two-Stage Tender Competition

Upload and View Restricted Documents

Enter Manual Procurement Information

100
102
105
106
108
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4.3.1 Send Invitations

1. Select the "Send Invitations" task as appears on the Homepage in the users
Task List.

2. In the "Notices and Contracts Documents" page, Select the "Create new
invitation" button.

Notice & Contract Documents My role for this competition is: POTC+PO/ESR

@ No nviation has been previously dspatched for the current cycle

Show Menu

Notices § Contract documents

FIGURE 4-1: Notice & Contract Documents page

3. Populate the required fields as shown in the figure below:
a. Body - Enter a brief narrative of the Tender competition

p. Attachment - Attach a file / document if required

c. Organizations - Select the Suppliers to whom the Invitation is being
extended.
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Notice & Contract Documents My role for this competition is: POTC

Competition:Procurement of Graphics Design Services - Framework Agreement (Status: Show Menu

Draft)

Invitations

Motices § Contract documents § [nvitations

Create New Invitation

*Subject: Invitation to tender for: Procurement of Graphics Design Services - Frame

*Body:

(Maximum characters: 50000)

Attachment: Choose File | No file chosen

Attention: File attachments of above SMEB may be blocked within recipient networks. It is suggested you upload such documentation in the
Confract Documents seclion instead.

[ ]
*Organisations: A @

-
Deadline for bid submigsion
*Dafe: 17/08/2022 hh: 14 | mm: oo e
Deadline for clarification
*To: 10/08/2022 hh: 14 | mm: oo b

| Send invitation

*Fields with asterisk are mandatory

FIGURE 4-2: Send invitations page

4. Select "Send invitations" button to complete the process.

Once the Contract documents have been attached and the Invitation sent, Bidders will
be notified of the opportunity by e-mail and will be able to login to the system and down-
load the Contract documents.
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4.3.1 Create Stage 1 of the Two-Stage Tender Competition

Complete the following setup tasks in order to manage a tender competition in two
stages;

1. Create the Tender Competition keeping with the steps outlined in the "Tender
Competition Creation Task List" on page 69 section.

2 In the "Create Competition workspace" page, Select option ™'2" in response
to the "Number of stages" prompt as follows:

*Procurement Technique: RFP v
*Number of stages: 2 v
*Framework Agreement Establishment: @) Yes @ No

FIGURE 4-1. Number of stages selection

3. In the "Define Workflow" step, Select "Online" response for all the prompts so
as to configure the competition to use the Online Evaluation procedure. Refer
to the "Define Workflow" on page 91 section.

4. Select the "Define evaluation criteria" task as appears on the Homepage task
menu which will open the "Evaluation criteria” page:

Evaluation criteria My role for this competition is: POITC

Competiion:Procurement of Graphics Design Services - Framework Agreement (Status: Show Menu

Draft}

Import template ML) () Mo (@ Yes
Eid will be packed in: @ One envelope O Two envelopes
Please upload a valid final evaluation criteria XML file: Choose File | No file chosen Upload file

FIGURE 4-2: Evaluation criteria page
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The system will automatically select the "One envelope" option for packing of
bid responses. This selection cannot be changed by the Tender Coordinator
user as Bid submission is only allowed in "One envelope" for the first stage of
the competition.

Select the "Next" button in the "Evaluation criteria” page to navigate to the
page presenting the "Eligibility criteria”. User will be required to define criteria
for Stage One (1) of the competition.

Evaluation criteria My role for this competition is: POITC

M Competition Consultancy for Organization Structure Review - September 2022 (Status: Show Menu

Draft)

Eligibility criteria

Definition y Management

FIGURE 4-3: Evaluation criteria page

To define the "Eligibility criteria” refer to details in the "Define Eligibility Envel-
ope sections" on page 127 A completed setup may be as shown in the below
image. This is dependent on how granular the user intends the configuration
setup to be.
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Evaluation criteria My role for this competition is: PO/TC

Compelition:Organization Restructure and Process Improvement Consultancy (Status Show Menu

Draft)

Eligibility criteria

Defin Menogement |

. Two Stage - Technical Response Document [1664219507988] ..

i Max file size: 99MB

FIGURE 4-4: Eligibility criteria defined

Following the definition of the Evaluation criteria, Select the "Publish contract
notice" task as appears on the Homepage task menu to complete the pub-
lication and upload of competition documents as detailed in the "Publish Con-
tract Notice " on page 94section.
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4.3.1 Create Stage 2 of the Two-Stage Tender Competition

After the completion of Stage 1 Evaluation exercise, the Tender Coordinator user will
be tasked with the creation of Stage 2 of the competition by completing the following
steps.

1. Select the "Start New Cycle" task from the Homepage Task menu or Select
the "Start new evaluation cycle" button which is displayed on the "View Com-
petition details" page as follows:

View Competition details My role for this competition is: POITC

Show Menu

Bid submission deadline in (days/hours): 3118

FIGURE 4-1: Start new evaluation cycle button
2. Select the "Define evaluation criteria" task from the Homepage Task Menu.

3. Define the Evaluation criteria for Stage 2 of the Competition by completing the
following:

a. Select the "Next" button on the Evaluation criteria page.

p. Define the Technical and Financial sections of the Bid by following the
steps outlined in the "Define Technical Envelope sections" on page 129
and "Define Financial Envelope" on page 132 sections.

4. Select the "Send invitations" task from the Homepage Task Menu. User will
now be prompted to create and send invitation to shortlisted bidders who met
the minimum evaluation threshold during Stage One (1) of the assessment pro-
cess. Instructions on how to Send invitation is detailed in the "Send Invitations"
on page 100 section of this document.
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4.3.1 Upload and View Restricted Documents

~ Select the Tender Competition using the "View Tender Competition details" on
page 38feature.

_ Select the "Competition Menu (Show Menu) ", then Select the "Restricted
area" menu option.

~ The "Restricted area" page opens and displays uploaded "Restricted" doc-
uments, if any.

Restricted area My role for this competition is: POITC+PO/ESR

'@iy Mo documents found

Close

¥ Compeliiondntrusion Detection Consultancy (Stalus: Evaluation)

| Uploaded Documents

e L o3

[ View | et |f peicte [ Upioos document ]

FIGURE 4-1. Restricted area page

4. To Add document(s), Select the "Upload document" Button which expands

the page providing functionality for adding documents.
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Restricted area My role for this competition is: POTC+PO/ESR

q, Mo decuments found

¥ Competition:Intrusion Detection Consultancy (Status: Evaluation) Show Menu

Uploaded Documents

L o3

[View I i | Dcicte [ Upoad document

Add/Edit Document

“Title: | |
* Language: | Enalish hd |
Description:
~
{Maximum characters: 50000
* Attachment: [Choose Fite | o file chosen
* Status: (") Draft

FIGURE 4-2: Upload Restricted Documents page

Populate the relevant fields and Select the "Choose File" Button to attach the
document.

Select the "Final" Radio button option then

Select the "Create" Button to add and save the document.
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4.3.1 Enter Manual Procurement Information
1. Select the "Manual data entry" link from the "CfT Creation" section of the
Homepage:

2> Populate the tender competition data in the "Workspace information page":

¢ Manual creation of competition workspace By waer ot in This orgenisaticn s CAPC

|E
£
IMasmum characters: S0004)

"Fracurement Type- -
*Pracurement Kathoa:
“Camman Prociement Vacabufery (CEY) ~|EE
“Funéing Source: Governmert of Jemaice v
Special snd Differential Tresiment (507 No Specal & Dvfferential Trestment v
Praiject reirence number:
“Esfimater total eontract value ™MD v
Eslimsted talal coniract value public. l
*Cauntry of cantract perormance: @y Jamaica [y Ousside of Jamaica
*Hon-pelolewn indicor @y o-patrofeum (— Petigisum 1ekzled procursment
“Bate of Pubieanoninvitation: | a;;_' v mm [ | uTES
"Dte ot dvting fir[ob. [weetl[on wlurcs
*Cantract awarded in Lals: (Ve [y Ha
Planned Evabialion End daté: B [or v mm [gg o~ |uSs
Plannai Gomrast Ayaid vata: Bm [oo v]mm [ w|ucs
Site viat - Biadera Canfarence Date: B (st v|em [ w|uTcs
“Suppier Organtsatians: - Ed

FIGURE 4-1: Manual competition creation page

3. Select the "Create competition workspace" button to save the record.



MOFPS

MINIETRY OF FIUANOE AND THE PUBLIC SENVIEE

OFFICE OF PUBLIC PROCUREMENT POLICY



M@FPS

OFFICE OF PUBLIC PROCUREMENT POLICY

5 Online Evaluation configuration

This section of this chapter provides overview of the available functionalities for
configuration of a tender competition for online evaluation an covers the following
topics:

5.1.10nline Evaluation OVeIrVIeW 111
5.1.1 Online Evaluation Tender Structure_ 113
5.1.1 Envelope and Criteria Weight 114
5.1.1 Online Evaluation Criterion types 115
5.1.1 Text Field Type Evaluation Criteria 116
5.1.1 Text Area Type Evaluation Criterion 117
5.1.1 Number Type Evaluation Criterion____ 118
5.1.1 File Type Evaluation Criterion. 120
5.1.1 List Type Evaluation Criterion.____ 121
5.1.1 Date Type Evaluation Criterion. 122

5.1.1 Online Evaluation configuration tools 123
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5.1.1 Online Evaluation overview

The System supports automated bid evaluation based on defined evaluation criteria.
This is possible through features that allows for the creation of complex tender eval-
uation structures, and offers an unlimited humber of possibilities, where the Pro-
curement Officer has the flexibility to define a granular content for the "Eligibility",
"Technical" and "Financial" envelopes. In particular, the system provides mech-
anisms for defining sections, nested sub-sections with their respective weights and
thresholds for evaluation. Each section may also include an unlimited number of cri-
teria and associated weights. Finally, the system supports different types of criteria
such as text, text area, file, number, lists, dates, etc. Where tender competitions
include multiple lots, the Procurement Officer may also decide which criteria are com-
mon to all lots or specific to a particular lot. To configure a tender competition for Online
Evaluation, the Workflow configuration must be defined for full "Online Evaluation".

The tender structure may be created from scratch, or the user may select an existing
template structure as provided for in the initial Evaluation criteria setup page.

Evaluation criteria My role for this competition is: POITC

Competiion.Procurement of Graphics Design Services - Framework Agreement (Status: Show Menu

Draft)

Import template (XML} () Mo (@ Yes
Eid will be packed in: @ One envelope O Two envelopes
Please uplead a valid final evaluation criteria XML file: | Choose File | No file chosen | Upload file

FIGURE 5-1: Evaluation criteria page 1

In the latter case, the user is allowed to edit the previously defined structure template to
satisfy the specific requirements of the entity.

The tender evaluation structure is stored in an XML file format template. These XML
templates can be imported or exported for all supported types of tendering methods
and hence may be reused through different competitions thus providing for re-
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utilization and thus efficiency gains are fully achieved. The system provides a ded-
icated Tender Structure library available to all PEs and all past XML structures are
stored in this area.

Once a tender structure has been finalized by the Procurement Officer, it is saved in
the tender structure repository and is added along with all other finalized tender struc-
tures. It will be available for the procuring entity users to re-use this structure along with
all other past tender structures in the setup of a competition. At any time during the
tender structure definition process, the user can preview the current tender structure.

Configuration of tender competitions for Online evaluation requires the setup of a num-
ber of elements, including the structure segments and Evaluation criteria to be used.

Indicative sequence of steps for Online Evaluation configuration are detailed in the Pro-
cess section of this chapter.
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5.1.1 Online Evaluation Tender Structure

Creation of the tender structure requires the definition of questions that Bidders are
required to provide answers to in order to submit a Bid. Some of these "questions" must
constitute evaluation criteria. The criteria are defined in a structured way, separating
into three categories (Eligibility, Technical and Financial) which can be grouped into
one (1) or two (2) envelopes.

Evaluation criteria My role for this competition is: PO/TC+PO/ESR

Technicai Financial

FIGURE 5-1: Online Evaluation criteria definition page
The Eligibility and Technical parts of a Tender Structure are organized into Sections
and Sub-Sections which may contain numerous criteria.
For reach Section or Sub-Section, the following information is required:
» Label of the section

» Weight of the section - Required if the Evaluation Mechanism is Quality-Price,
(The sum of the section weights should be equal to 100).

Within each section or sub-section, particular evaluation criteria must be defined. Refer
to "Online Evaluation Criterion types" on page 115
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5.1.1 Envelope and Criteria Weight

Where the tender competition employs the Quantity, Cost Based Select (QCBS) eval-
uation mechanism, the score weighting between the Technical and Financial Envel-
opes must be defined. Also weighting must be defined amongst the various criteria
used within the Eligibility and Technical Envelope segments.

1. Envelope Weighting:

So——

FIGURE 5-1: Evaluation Weighting section

a. The sum of the weights of the Technical and Financial envelopes must
equal 100.

b. The user needs to define the weight in only one (Technical or Financial)
envelope. The second envelope will be automatically assigned the
remaining weight (e.g 70/30, 80/20 etc).

2 Section Weighting:

a. Criterion Weight - The sum of all criterion weights within a specific sec-
tion must be equal to 100, so as to define their relative weights This
weighting mechanism is used in the case of Quality-Price, or when the
procedures foresees the short-listing of Suppliers.

b. Criterion Threshold - The required scored threshold for a Supplier to
pass the specific criterion.
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5.1.1 Online Evaluation Criterion types

The system supports the definition of Evaluation Criteria for the Eligibility, Technical
and Financial Sections of the competition. The evaluation criteria can also include

weightings in case "Quality - Price" is selected as the Evaluation Mechanism for a com-
petition.

Within each section or subsection, the system supports the use of the following eval-
uation criteria namely, Text Field , Text area, Number, Date, File and List.

Define criteria.

Type | Please select ~ |

Text field

Text area

Number m
Date

File

List

FIGURE 5-1: Define criteria section

The following properties are common for all criteria

The label of the criterion

If the criterion is mandatory or not.

If criteria is Supplier Read only

Textual Evaluation - This choice is enabled if textual evaluation will be used for
the specific criterion

The system allows for each criterion to be defined as "Read only" , for which the Sup-
plier will view the existence of the criterion but the scoring will be provided directly by
the evaluators (e.g. scoring based on a Software product demonstration). In this

respect, such criteria are "Read only" for Suppliers and Read / Write access is provided
only to the Evaluators.

Information requirements per criterion type are listed in the following pages / sections.
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5.1.1 Text Field Type Evaluation Criteria

The Text Field criteria allows for the provision of a 'Text' responses by the Bidde, as
well as to attach and upload supporting document.

The fields to be defined for this criteria are as displayed in this figure:

Define criteria:
Type Text fieid il
Labal Industry Partners
Mandatory
Anzwer provided outeide of syetem g Presentation O

Textual evaluation® (only the Lead Evauator wil provide score) m)
Bize 70
Cnterion included in evauation [~}

Define evaluation parameters
(Manual evaluaon)
Wesight 10 |

Thiesfiold 0 |

FIGURE 5-1: Define criteria - Text Field type page

If the criterion is included in the Evaluation Criteria, a Weight and Threshold has to be
defined.
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5.1.1 Text Area Type Evaluation Criterion

The Text Area criteria allows for the provision of a Narrative responses by the Bidder,
as well as to attach and upload supporting document. This narrative could be the
description of Work Plan or Instructions etc.

The fields to be defined for this criterion is as displayed in this figure:

Define criteria:

Type | Text area v
Label | Description of Tmpl ation
Mandatory

Anawer provided sutside of aystem eg Presentation O

Textual evahumation™ (only the Lead Evaluator will provide score) [

Size [s000 |
Nurber of rows |§ |
Mumber of columns |_56 |
Criterion inchuded in evaluation

Define evaluation parameters

{Manual evaluation)

Weight == ]
Threshold | 50 |

FIGURE 5-1: Define criteria - Text Area type section

If the criterion is included in the Evaluation Criteria, a Weight and Threshold has to be
defined.
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5.1.1 Number Type Evaluation Criterion
The following parameters must be defined:

¢ Minimum and Maximum range

* Measurement units

» Steps

The system can support the automated scoring of any quantifiable criteria, and the cri-
teria must be defined to use one of two formulas:

1. Linear Formula - The criterion is defined with lower and upper limits with their
respective scores

Define cnteria:
Type Number w
Label Consultancy Steff C
Mandatory
Arawer providad oufside of ayesiem eg Presantation O
Teuchual evaualion® {onhy the Lead Evaluator wil provide scone) O
Max E
Min s |
Measure Lk A
s ]
Crterion nchided In evaliabon

Defing evaluation peraimeters

Weight 5 |
Thresheld =0 ]

Cefine evaluation formula

- T 1
Selec! evaluation formula Linear formula ~
Lowss fiil 50 | Scor |51
Upper limit 500 | Scare | 100

FIGURE 5-1: Define criteria - Number type page - 1



MOFPS

MINIETEY OF FIUANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

2. Step Formula - The criterion is defined with value ranges and their associated
scores. Selecting the "Add" and "Delete" buttons inserts and deletes scoring

Define criteria

Tipe Number il
i Labe! C Staff C
| Mandatery
I Answer provided outside of sy=tem eg Presenfafion O
| Tewdual evaluation® (only the Lead Evaluator will provide scora) O
I vm ) |
I Measure Uit Staff |
| ‘Siep i

Crterion inciuded in evaluation

Defing evaluation Darameters

_ I .

Thrashoid o ]

Define evaluation formula

Selecl 2valualion formula _Sner_- f_orrnula V_|

From 0 | Toleo Sco 55

Fre It S o N

Fiom 151 | Te (500 | seos [100

FIGURE 5-2: Define criteria - Number type page 2
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5.1.1 File Type Evaluation Criterion

This criterion allows for the Bidder to attach and upload a single document (file) con-
taining the response to the requirements of the solicitation document. The content of
the document will be evaluated by the evaluation committee.

For this criterion, it is important that the maximum allowed files size be defined. The
standard system file is 99 Mega-byte (MB). It is recommended that this be default for
procurement activities.

Define critena:

Tune | File ~ |
Label iPkease attach File containing Specifications response |

Mandatory

Answer provided outsice of system eg Presentation ]

Textual evaluation® [only the Lead Evaluator will provice score) X

Max e size “D MB

Criterion nchuded in evaluation

Define evaluation parameters
{Manual evaluation)

Weight 30 |
e

Threshold |50 |

Submit

FIGURE 5-1: Define criteria - File type page

If the criterion is included in the Evaluation Criteria ,a Weight and Threshold has to be
defined.
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5.1.1 List Type Evaluation Criterion
In order to create, a list, the following options should be defined:
» Type of List; a choice between Radio button, Check box and Common box.

* Number of options: The user provides the number of options that should be cre-
ated.

* Label - The label for each option created.

* Score - The automated evaluation score for each option.

Define criteria:

Tipe | List ¥
Labe! !Are Consultants based locally 7

Mandatery

Anawer provided oulside of systermn eg Presentation O

Textual evaluation® {only the Lead Evaluator will rovide score} [}

Define options type

Vihen using combo boxes please make sure to enter short labels to ensurs proper presentation
(@ Radio buttons () Check baxes () Combo bax

Dafine number of eptions |2— [l crecte options

Labe! |fes | Evaluation Score _160_|
Label [no | Evaluation Seare 50|
Criterion incuded in evaluation

Define evaluation parameters
Wisight |50 |

Threshoid E

Submit

FIGURE 5-1: Define criteria - List type page

If the criterion is included in the Evaluation Criteria ,a Weight and Threshold has to be
defined.
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5.1.1 Date Type Evaluation Criterion

To create the Date type criterion, the following key information must be provided:

e The minimum and maximum allowed values for the date criterion.

* The Evaluation formula (Line formula and step formula) similar to the Number

criteria.

Define criteria:

Type

Labal

Mandatory

Answer provided outside of systen eg Presentation

Textual evaluation* (only the Lead Evaluztor will provids score)
Datle min

Criterion included in evauation
Define evaluation parametsrs
VWeight

Threshold

Define evaluation formula

Select evaluaton formula
Lower limit

Upper fimit

| Proposed enc dat
O
A

5 l
]

| Linear formula v

[§U05£2022 E seom 51
[31/05/2022 | B scom [100

FIGURE 5-1: Define criteria - Date type page

If the criterion is included in the Evaluation Criteria, a Weight and Threshold has to be

defined.
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5.1.1 Online Evaluation configuration tools

The system presents a set of utilities or tools to allow for the configuration of the eval-
uation criteria.

These tools are accessed through one of the two Menu option used in the configuration
for each Envelope as follows:

Evaluation criteria My role for this competition is: POITC+PO/ESR

Show Menu

e i

e

ABG Size: 50

FIGURE 5-1: Online Evaluation Criteria definition tools list

1. Tender Structure Definition Menu:
a. Add Section - To Add / create a Section

b. Add Sub-Section - To Add a Sub section to a main section.
c. Add Criteria - For defining the criteria for a Section or Sub-section

d. Copy Section / Criteria - To Copy a Section / Subsection so as to use for
defining another section.
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e. Paste Section / Criteria - To paste a section / subsection that was
‘copied’

f. Section Evaluators - To define Evaluators with specific responsibility for
evaluation of a section of the competition.

g. Edit - To edit a section/ subsection or criteria which was previously
defined.

h. Delete - To remove a Section, Sub-section or criteria from the structure.

2. Tender Structure Management Menu:

a. Export as XML - To export the Tender structure as an XML format file so
that it can be reused in another tender competition.

b. Import from XML - To import a previously created tender competition.
Once done, the structure may be modified to fit the evaluation require-
ments of the competition imported into.

c. Upload Evaluation Guidance - To Upload Guidance / Instructions for
Suppliers to assist in responding to the Bid.

d. Save Draft - To save the tender structure in draft format.
e. Save Final - To save as Final.

f. Validate - To have the system validate the structure for setup and com-
pleteness.
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The Process section of this chapter provides instructions on how to execute tasks
and procedures for Online Evaluation configuration and covers the following topics

5.2.1 Define Envelope Packaging

5.21
5.21
5.2.1
521
5.2.1

Define Eligibility Envelope sections

Define Technical Envelope sections

Define Evaluation Criteria

Define Financial Envelope

Validate and Save Tender Structure

126
127
129
131
132
135
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5.2.1 Define Envelope Packaging

The first step in the setup of a tender competition for Online evaluation is to define the
packaging for evaluation.

1. Select the "Define evaluation criteria" task as appears on the Homepage task
menu.

2 In the Evaluation criteria page, make one of the following selections for pack-
aging:

Evaluation criteria My role for this competition is: POTC

Competiion:Procurement of Graphics Design Services - Framework Agreement (Status: Show Menu

Draft}

Import template (XML): () Mo (@ Yes
Eid will be packed in: @ One envelope O Two envelopes
Please upload a valid final evaluation criteria XML file: | Choose File | No file chosen | Upload file

FIGURE 5-1: Evaluation criteria - page 1

a. Select the "One envelope"” radio button if access to the Technical and
Financial envelopes is required at the first unlocking phase.

b. Select the "Two envelope" radio button if the Technical evaluation scor-
ing must be completed and finalized prior to the system allowing unlock-
ing of the Financial proposals envelope. In such a case, the system will
only allow opening of Financial envelopes for Bids that have met the min-
imum / threshold for the technical proposal.

3. Select the "Next" button to move to the definition of the envelope segments
and evaluation criteria for each.



MOFPS

MINIETEY OF FIUANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

5.2.1 Define Eligibility Envelope sections

To define the Eligibility envelope sections (criteria):

1. Select the "Eligibility criteria” tab in the "Evaluation criteria” page as shown
below:

Evaluation criteria My role for this competition is: POTC+PO/ESR
w Competition Show Menu

[ Eligibility criteria

Technical Financial

Section

Size: 50

o EONGE -
T

FIGURE 5-1: Evaluation criteria main page

2 Select the "Definition" button followed by the "Add section” menu option.

3. Provide an appropriate name for the Section element "Label"

Define section element

Label |Eligibility and 8id Submissien Forms

FIGURE 5-2: Define section element
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~ Select the "Submit" button to complete addition.

_ If required, repeat to add additional section element(s).

~ To add Sub-section to a Section Element, Select the Element , then Select the
"Definition” button followed by the "Add sub-section" menu option. Provide an
appropriate name for the Sub-Section element "Label".

. Once the Sections / Sub- section have been defined, the user will need to
define the Evaluation criteria for each element.

_ Select the "Management" button followed by the "Save Draft" button to save
the definitions.
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5.2.1 Define Technical Envelope sections
To define the Technical envelope sections (criteria):

1. Select the "Technical" tab in the Evaluation criteria" page as shown below:

Evaluation criteria My role for this competition is: PO/TC+PO/ESR

w Competition E”VEIUPES show Menu

Technical

[ Eligibility criteria Financial

Section

Cf R — Creon | N T T -

FIGURE 5-1: Evaluation criteria main page

2 Select the "Definition" button followed by the "Add section” menu option

3. Provide an appropriate name for the section " Label".

Define section element

b [Secten1
Defire evaluation parameters

Weeght |35
Thezshokd |50
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FIGURE 5-2: Evaluation criteria section label

_ If the section element is included in the evaluation criteria:
a. Specify the weight of this element relative to all the elements for the tech-
nical envelope.

b. Specify the minimum (threshold) score that must be achieved by the Bid-
der for this element.

~ Select the "Submit" button to progress to add more Elements by repeating the
above steps.

~ To add Sub-section to a Section Element, Select the Element, then Select the
"Definition” button followed by the "Add sub-section” menu option. Provide an
appropriate name for the Sub-Section element "Label".

. Once the Sections / Sub- section have been defined, the user will need to
define the Evaluation criteria for each element.

_ If using the QCBS Evaluation mechanism, define the Envelope Weight if not
already done.

~ Select the "Management” button followed by the "Save Draft" button to save
the definitions.
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5.2.1 Define Evaluation Criteria

Evaluation criterion must be defined for each of the elements that have been defined
for an Envelope Section / Sub-section of the Eligibility and Technical envelopes.

1.

Select the Element of interest , then Select the "Definition" button, followed by
the "Add criteria” menu option.

Select the type of criteria to be used from the Criteria drop down list in the
"Define criteria" page.

Define critena.

Type | Please select ~ |

Please select

Text field

Text area

Mumber ]
Date

File

List

FIGURE 5-1: Evaluation criteria list page
Populate the required information in the "Define criteria” page.
Select the "Submit" button to insert criteria.

Repeat the above steps for all the created elements in the Eligibility and Tech-
nical envelopes.

Select the "Management" button followed by the "Save Draft" button to save
the definitions.
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5.2.1 Define Financial Envelope

Definition of the Financial Envelope requires the setup of the Financial Element fol-
lowed by the Financial criteria.

1. Define the Financial element first::

Evaluation criteria My role for this competition is: POITC

w Compefition:Organization Restructure Consulfancy (Staius: Draft)

-

Mumber of years: Mot defined
Discount constant: Not defined
Further Discount Rate {FDR) Allowed: Mot defined

Define financial

Definition Management

Definiion | Management

FIGURE 5-1: Define Financial envelope page
a.Select the "Financial" tab in the Evaluation criteria page
b. Select the "Define financial" button (highlighted in red).

c. In the next page, leave the values unchanged and then Select the "Submit"
button

Define financial elemant

Present value caloulation 0

Mumber of vears for calculating Fresert Value (ex. inifal payment | 0w '|
of Year 0) i

Discount constant (e g. 0 005)

Furthier Discount Rate (FDR) Alowed i

FIGURE 5-2: Define Financial element criteria page
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2 Define the Financial criteria

a. Select the "Definition" button then Select the "Insert financial criteria"
menu option.

b. In the "Define financial criterion" page,

Define financial criterion

Label ‘Select Currency, Enter Tetal Proposal Price and attach Pricing |
Mardetory
Atachiment mandatory

FIGURE 5-3: Define Financial criterion page
i Provide a Label for the criteria
i. Select the "Mandatory" check box.
ii. Select the 'Attachment mandatory" check box.

3. Define the Envelope Weight if not already done, for tender competitions using
QCBS Evaluation mechanism.

4. Select the "Management” (As shown below) button followed by the "Save
Draft" button to save the definitions
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Evaluation criteria My role for this competition is: PO/TC+PO/ESR

ARSI SRR

Save Final

AEC Sizex 50

FIGURE 5-4: Evaluation criteria Management list
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5.2.1 Validate and Save Tender Structure

On completion of the configuration of the Envelopes and their sections and evaluation
criteria, the user is required to verify that the structure conforms to the system eval-
uation rules. The validation rules relate only to the soundness and completeness of the
tender structure and not to its "business logic". The rules will check whether the
weights of criteria in a section sum to 100 and will check whether there is a list of cri-
teria for which possible answers are not defined.

1. Select the "Management" button, then Select the "Validate” menu option.

a. If the Tender structure is valid, a message "Tender Structure validated
successfully" will be displayed.

b. If the structure is invalid, the displayed message will indicate the nature
of the violation. The user will be required to correct the issues identified
before rerunning the validation.

2. Once the tender has been validated, the user may save the tender structure as
"draft" or "final" Draft tender structures can be modified at anytime. By saving
as Final, the user finalizes the structure and no further modifications can be
faciltated. To Save as Final, Select the "Management" button, then Select the
"Save Final" menu option.
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6 Tender Clarifications, Changes and Alerts

This section of the chapter covers the following topic:

6.1.1 Clarifications handling overview
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6.1.1 Clarifications handling overview

The system provides functionalities for the handling of clarifications during the Bid Sub-
mission and Evaluation phases of the tender competition.

Clarifications handling during Bid Submission phase:
The Tender Coordinator user will be able to:

* Respond to clarifications raised by Bidders. This will be appear in the task list.
» Upload clarification requests raised offline by Bidders and

* Provide information (clarification) not associated with any particular request.

These functionalities are provided in the three separate tab sections of the "Clari-
fication" page:

Clarifications My role for this competition is: PO/TC+POESR

Clarification ID Title of request Supplier name Date and Time mﬂ
NiA - — » - e

Select request to answer ]

1 resuls intotal  Displaying: 1-1 Page 101

Publsh clarificaton Edt’Answer request

“The clarification was received offine

W Pubished i Answered B Unanswered

FIGURE 6-1: Clarifications page
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Once a request has been raised by a Bidder, a task will be created for the Tender
Coordinator user to "Answer clarification request". Upon selection, the above screen

will appear. The Clarifications page can also be accessed by selecting the "Clari-
fications" Competition Show menu option.

Suppliers can only submit clarification requests, before the stipulated clarification dead-

line, however the Tender Coordinator can respond after the clarification deadline has
passed.

Clarifications request will have one of three statuses:

1. ™ The clarification request has not been answered (i.e. unanswered).
2. ™. The clarification request has been answered but not published.

3. I=. The clarification request has been answered and published.
Clarifications handling during Evaluation phase:

During the evaluation phase, the evaluation team of a competition may contact a Sup-
plier that has submitted a bid in order to request additional information and / or obtain
clarifications for the bid. The Clarifications page will now include a tab section for
"Evaluation clarifications".

Clarifications My role for this competition is: POITC+PO/ESR

* Language: | English =

“Description for the request:

FIGURE 6-2: Clarifications page with Evaluation section
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Clarifications raised during the evaluation phase are sent directly to the Supplier of
interest without having to go through the publishing workflow.
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6.2.1 Respond to Clarification Requests

To respond to a clarification request raised by a Supplier:

1.

Select the " Answer clarification request” task from the Homepage which
opens the "Clarifications" page.

From the list of requests:

a. Select the clarification request (radio button on the left) for which a
response is being made, then:

b. Select the "Edit / Answer request' button.

Clarifications My role for this competition is: POITC+PO/ESR

' Enter offine requests for clarification I Creote Clarification without a request

Clarification ID | Title of request Supplier name Answer attachment Date and Time mﬂ

NA

Select request to answer

1 resuls intolal  Displaying: 1-1 Page10!1

View clarification Publsh clarification Edt/Ansvrer request

“The clarification was received offine

P Pubished i Answered @ Unanswered

FIGURE 6-1: Clarifications page

3. Provide response to the following:
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Clarifications My role tor this competition is: PO/TC+POESR

v Compeltion. Procurement for Agricultural Works (Status: Bid submission

I Enter offing requests for clarification I Create Clarification without a request

- A —— - - —— q

1resuts miotal Displaying: 1-1 Page 1 01 1

Edt/Answer request

“The clanfication was received offine

& Published) il Answered| @ Unanswered
EdivAnswer request for clarification

Suppler name: - P
Requestor name:
*Recipiants of the clarification response: Please select E
* Title: - FeF
* Description of the clarification: e e B e &
* Clarifications:
Aftachment for the ciarification Browse.. | No file selected.

FIGURE 6-2: Provide response to Clarifications page

a. Recipients of the clarification response - Select the Suppliers who must

receive the response. The recommended selection is "All supplier users
associated with the Competition".

b. Clarifications - Type in a response narrative.
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c. Attachment for the clarification - Attach a file / document containing
formal response or details in support of the response. This is optional.

4. Select the "Save" button. The status of the request will now be changed to

"Answered" with a Blue colored flag indicator. The response will not be avail-
able to the Suppliers, until the response is published.

5. To publish the Clarification answer, Select the clarification to publish from the
list of clarifications and Select the "Publish clarification” button.

Clarifications My role for this competition is: PO/TC+PO/ESR

I Enter offine requests for clanfication I Create Clarification wehout a request

Clarification 1D | Title of request mm Dste and Time | Status m

Select

1 results in tofal. ying: 1-1 Page 1 of1

[ Select clariﬁca'ﬁon to publish I

‘The clarification wos received offine

S Pubishea il Answereq @ Unanswerad
FIGURE 6-3: Publish Clarifications page

Once the clarification has been published, it will now be made available to Suppliers

and the status of the clarification request will be updated to "Published" (Green flag
icon).
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Clarifications My rale for this competition is: POITC+PO/ESR

w Competitior 5 3id submi nk

fications I Enter offline requests for clarification I Create Clarification without a request

- tarification ID Title of request Supplier name Answer attachment Date and Time .
> 1

Updated status

1 results in total.  Displaying: 11 Page 1 0f1

View clarification Publish clarification EdittAnswer request

load all publis clarifications

FIGURE 6-4: Publish Clarifications page - updated
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6.2.1 Enter Offline Request for Clarification

To Register a request made outside of the system ( "Offline Request for Clarification") :

1. Select the Tender Competition using the "View Tender Competition details” on
page 38feature.

2 Select the "Clarifications” Competition Menu option.
Hide Menu

View competition

Asszociated officers
Competition documents
Interested Suppliers
Clarifications

View offline evaluation resulis
Workflow

Restricted area

Scheduled jobs

Specify Alerts

Manual notification

Auditing reports

FIGURE 6-1: Competition Menu Clarification link

3. Select the tab “Enter Offline Requests for Clarification” in the "Clarifications"
page and then populate the required information in the presented "Clari-
fications" page.
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Clarifications My role for this competition is: PO/TC+POESR

Show Menu
Clarifications Create Clarification without a request
*Tile:
* Language: English B

*Descripbion for the request:

(Maximum characters. S0000)
*Suppler name.

"Requestor name:
" Cay

* Street:

* Post code:

* Phone number:

Fax

Send reques!t
FIGURE 6-2: Clarifications page

4. Select the "Send request" button

The request will then be displayed in the list of the tender competition clarifications with
a Status of " Unanswered" and a reply will need to be done by the Procuring Officer.
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6.2.1 Create a Clarification without Request

To create a clarification which was not initially sent by a Supplier:

1. Select the Tender Competition using the "View Tender Competition details” on

page 38feature.

2 Select the "Clarifications” Competition Menu option.

3. Select the tab "Create clarification without a request” on the "Clarifications"

page.

4. Provide the following information in the page:

Clarifications

My role for this competition is: POITC+PO/ESR

w Competition

(Status. Bid submission) Show Menu

Clarifications | Enter offline requesis for clarification

* Title:

* | anguage;

* Recipients of the clarification response:

*Description for the reguest:

*Clarifications:

Attachment for the clarification:

Enaglish E[
| Please select E[
':I'hls .c-:la;if_icati;m was pDStEI;I-EFV tHé PE v\;i-{:.ﬁout a reguest -IZ-IV any [
| Supplier

(Maximum characters: 50000)

i No file selected.

Send request

FIGURE 6-1: Clarifications without Request page
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Title - Subject or Title of the clarification

Language - English language is default response.

Recipients of the clarification response - Select one or more Suppliers to
send the clarification to. The recommended response is "All Supplier
users associated with the Competition".

Description for the request -
Clarifications -

Attachment for the clarification -

5. Select the button "Send request” to send the request to the designated sup-
pliers and will automatically publish the Clarification. The Clarification will also
be listed in the Clarification page.

The Tender Coordinator can publish a clarification without request even after the cla-
rification period deadline and until the bid submission deadline.
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6.2.1 Download Clarification responses

To generate and download a PDF copy of published tender competition clarification

responses.

Select the Tender Competition using the "View Tender Competition details" on
page 38feature.

2. Select the "Clarifications” Competition Menu option.

1.

Select the "Download all published clarification” button at the bottom of the
Clarifications page.

Clarifications My role for this competition is: POITC+PO/ESR

w Competitior Statusz; Bid submission) Show Menu

fications I Enter offline requests for clarification I Create Clarification without a reguest

Clarification I | Title of request Supplier name Answer attachment Date and Time m
1

Updated status

1 results in total.  Displaving: 1-1 Page 1.0f1

Wiew clarification Publish clarification EdittAnswer reguest

Downlead all published clarifications

FIGURE 6-1: Download Clarifications page
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6.2.1 Extend Clarification Period

The system allows for the extension of the deadline for clarification submission, provid-
ing the deadline has not expired. To extend the clarification period:

1. Select the Tender Competition using the "View Tender Competition details" on
page 38feature.

2 Select the "Edit competition details” button at the bottom of the "View com-
petition details page" on page 1

3. Enter the new date in the "Deadline for clarification" field prompt.

4. Select the "Save changes" button.

The system will send an email notification to "Interested Suppliers" indicating that modi-
fications have been made to the tender competition.

The email notification does not state the exact nature of the details that were modified,
so it is recommended that the Tender Coordinator should create and publish an
Addendum Notice.
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6.2.2 Request Evaluation Clarification

To request an evaluation clarification from a Bidder:

1. The Lead Evaluator (PO/ESR) shall, Select the Tender Competition using the
"View Tender Competition details” on page 38feature.

2 Select the "Clarifications” menu option under the" Competition Menu":

Hide Menu

Wiew competition

Aszociated officers
Competition documents
Interested Suppliers
Clarifications

“Wiew offline evaluation results
Workflow

Restricted area

Scheduled jobs
Specify Alerts
Manual netification

Auditing reports

FIGURE 6-1: Competition Menu - Clarifications link

3. Select the tab "Evaluation clarification” tab and populate the details in the
"Clarifications" page.



Clarifications My role for this competition is: POTC+PO/ESR

w Competition

Show Menu

Clarifications

= Title: |

*Language; | English B

*Description for the request:

(Maximum characters: S0000)

*Supplier name:

[

Send reguest

FIGURE 6-2: Evaluation Clarifications page
a. Title - Enter Title or Subject of clarification request.
b. Language - English language is the default response
c. Description for the request - Enter clarification narrative

d. Supplier name - Select the Supplier or Suppliers to whom the request
should be sent.

4. Select the "Send request” button to send the request.

Once a response is provided by the supplier, a new task "View Answer for Evaluation
Clarification" will appear in the Homepage of the Tender Coordinator user.



MOFPS

MINIETRY OF FIUANCE AND THE PUBLIC SENVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

6.2.1 Issue Addendum Notice

1. Select the Tender Competition using the "View Tender Competition details" on
page 38feature.

2 Select the "Competition Documents” Competition Menu option.

3. Inthe "Notice & Contracts Document" page: Select the
"Edit" button in the "Notices" page.

Notice & Contract Documents My role for this compatition is: PO/TC

Cran pL.tltl)I’l Procurement of Medical Suppliers - Framework Agreement Contract Show Menu

: | Conlract documents

m—mmm—l

Caompetition Moilce 17052022 15:39°48 Funiizned 7052022 1540019

1 resultsin tetal.  Displaying: 1-1 Page 1 of1

FIGURE 6-1: Notice & Contract Documents page

4. Select the "OK" button in response to the query: "Do you want to issue an
Addendum Notice"

5. Provide responses in the "Addendum Notice" page as follows:



MOFPS

MINIETEY OF FIUANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

Addendum Notice

FIGURE 6-2: Addendum Notice page
a. Title - Title or Subject of the Addendum.

b. This Notice involves:

i Correction - Select the "Correction” radio button option to make an
addendum to the original published Notice without canceling the
competition.

i. Incomplete Procedure - Select the "Incomplete procedure" radio
button option when an addendum is being published as part of the
intent to cancel the tender competition.

c. Text Box - Narrative of the addendum.

6. Select the "next" button.

7. Select the "Save Final" button. The Addendum Notice will now have a Status”
of "Final"

8. In the Notices page, Select the Addendum Notice to be published, and then
Select the "Publish notice" button.

Interested Suppliers will receive an email notification of the Addendum Notice.
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6.2.1 Extension of Bid Submission Deadline

The system allows for the extension of the deadline for bid submission, providing the
deadline has not expired. To extend the bid submission deadline:

1.

4.

5.

Select the Tender Competition using the "View Tender Competition details" on
page 38feature.

Select the "Edit competition details” button in the "View competition details
page" on page 1

Enter the new date in response to the "Deadline for bid submission" question.
Enter the new date in response to the "Bid opening date" question.

Select the "Save changes" button.

The system will send an email notification to "Interested Suppliers" indicating that modi-
fications have been made to the tender competition.

The email notification does not state the exact nature of the details that were modified,
so it is recommended that the Tender Coordinator user (PO/TC) should create and pub-
lish a competition addendum notice providing all relevant details on the extension /
modification to the bid.
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6.2.2 Extend Clarification Period

The system allows for the extension of the deadline for clarification submission, provid-
ing the deadline has not expired. To extend the clarification period:

1. Select the Tender Competition using the "View Tender Competition details" on
page 38feature.

2 Select the "Edit competition details” button at the bottom of the "View com-
petition details page" on page 1

3. Enter the new date in the "Deadline for clarification" field prompt.

4. Select the "Save changes" button.

The system will send an email notification to "Interested Suppliers" indicating that modi-
fications have been made to the tender competition.

The email notification does not state the exact nature of the details that were modified,
so it is recommended that the Tender Coordinator should create and publish an
Addendum Notice.
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6.2.3 Disassociate or Change Associated Users

Users assigned to roles in the management of a tender competition, can be dis-
associated (removed) at any time as necessary. To disassociate a user:

1. Select the Tender Competition using the "View Tender Competition details" on
page 38feature.

2. Select the "Associated officers” menu option from the Competition Menu.

3. In the "Associated officers" page, Select the "Disassociate” link next to the
officer to be removed from the competition.

Associated officers My role for this competition Is: POITC+POESR

on Procurement for Agricultural Works (Status: Draft

rttome ——itime oo s ]
Disassocate

PO/OS i~
- -~ PO/TC + PO/ESR [x] R vastor
PO/0S ] Disassocite
Jresults intotal  Displayng: 1-3 Page 1 of1

Add Evalyator group

FIGURE 6-1: Associated Officers page

In the event one of two associated PO/OS officers has been removed, the system will
issues a message "Currently 1 PO/OS are associated. Please associate 2 users as
PO/OS". An "Associate PO/OS" and P/ES" task will also be shown in the Homepage
task list section of the tender coordinator.
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6.2.1 Cancel Tender Competition

Tender competitions can only be canceled by the associated Tender Coordinator
(PO/TC) user. To cancel a tender competition:

1. Select the Tender Competition using the "View Tender Competition details" on
page 38feature.

2 In the "View competition details page" on page 1 page, Click the drop-down
from the "Cancellation Reason" prompt at the bottom of the page and select
the appropriate justification from the listed options.

*Cancelation Reason [ v

Modifications to bid decuments
_ Procuct-Service no longer required
Budgstary - Financial considerations
Board - Commities recommendations
| Tender incorrectly configured in system

FIGURE 6-1: Cancellation Reason prompt list
3. Select the "Cancel Competition" button.

4. Interested suppliers will be notified of the cancellation by e-mail.
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6.2.1 View Interested Suppliers

The system provides an indication of Suppliers who have expressed an interest in the
tender competition, either by means of having downloaded the competition contract
documents or submission of a Clarification request. Suppliers who have been sent an
invitation for participation in a Restricted or Single Source Bid, are also denoted as
Interested Suppliers. by the system,

To view the list of Interested Suppliers:

1. Select the Tender Competition using the "View Tender Competition details" on
page 38feature.

2 Select the "Show Menu" Competition Menu button, then select the "Interested
Suppliers" option.

Hide Menu

View competition
Associated officers
Competition documents
Interested Suppliers

Clarifications

Workflow
Restricted area

Scheduled jobs

Specify Alerts

Manual notification

Auditing reports

FIGURE 6-1: Competition Menu - Interested Suppliers link

3. The "List of suppliers" page will open highlighting the Suppliers as listed the
"Interested Suppliers" as listed above.
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6.2.1 Update Tender Competition Alerts

The system provides functionality for the Tender Coordinator (PO/TC) to receive Alerts
(Reminder notifications) for specific events during the tender competition's bid sub-
mission, tender opening and evaluation phases. Default alert settings are set at tender
creation, however the tender coordinator can make changes to these settings. To
change the Alerts settings:

1. Select the Tender Competition using the "View Tender Competition details” on
page 38feature.

2 Select the "Show Menu" Competition Menu button, then Select the "Specify
Alerts" option.

Hide Menu

View competition
Associated officers
Competition documents
Interested Suppliers

Clarifications

Workflow
Restricted area

Scheduled jobs

Specify Alerts

Manual notification

Auditing reports

FIGURE 6-1: Competition Menu - Specify Alerts link

3. In the "Specify Alerts" page make changes to the system defined alerts as
necessary: Alerts are defined for the following pending events or events.
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a. Time limit for receipt of bids or request to participate

b. Request for clarification from Suppliers
c. Requests for clarification to Suppliers
d. Evaluation has been approved

e. Evaluation has been finished

. Bids opening has been approved

4. Click the "Save" button to effect the changes.

It should be noted that similar functionality is also available for Suppliers to define
Alerts in respect of tender competitions they have subscribed to.
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7 Bid Opening

This chapter covers the following topics:

7.1 General Information 165
7.1.1 Electronic Tender opening overview 166
T2 PrOCESS 168
7.2.1 Unlock Bids - 1st Officer 169
7.2.1 Unlock Bids - 2nd Officer 171

7.2.1 Download Tender Opening Record 174
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This section of the chapter covers the following topic:

7.1.1 Electronic Tender opening overview
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7.1.1 Electronic Tender opening overview

The system provides functionality for Suppliers to submit their bid proposal in the sys-
tem. This is done by through functionalities that allows suppliers to create, encrypt and
submit or upload their bids. All electronic bid submissions are stored in an encrypted
file format until the official tender opening ceremony. The encryption mechanism gen-
erates public-private keys for the encryption and decryption of the bids. All bids must
be submitted before the defined tender submission deadline.

For tender submission performed offline (i.e. submitted outside of the context of the sys-
tem either as an email to the Procuring Officer or on paper), the system provides func-
tionality for such bids to be uploaded as part of the tender opening process.

The opening of bids is done in accordance with the four-eyes principle and requires the
involvement of two staff members who have been associated as Opening Staff
(PO/OS) to the specific competition.

The actions which can be performed by the Opening staff are as follows:
* Unlock list of submitted bids
» Add offline received bids

» Disregard / reject incorrect bids

Approve the list of received bids.

Generate Tender / Bid opening Report / record.

For each tender competition, the Tender Coordinator identifies the Opening Committee
consisting of two (2) Opening Staff (PO/OS) members. These roles are defined during
the tender creation process, however the staff can be changed at any time prior to the
tender opening. Associated PO/OS are sent opening tasks reminder notifications
twenty four (24) hours and one (1) hour prior to the tender opening date and time.
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After expiry of the specified tender opening date and time, the system automatically
grants appropriate access rights to the opening staff, in order to unlock the elec-
tronically submitted tenders. The Status of the tender competition will now be "Await-
ing bid opening”. An "Unlock bid" task will also be displayed in the task list of the
associated opening staff.

Once the 1st PO/OS officer has confirmed the bids received, the process moves to the
2nd PO/OS officer who will either accept or reject the list of confirmed bids. In the latter
case (rejection), the flow will revert to the first officer to conduct a review of the sub-

mitted bids.

The duty performed by the 2nd Officer in the tender opening process, is primarily one
of providing confirmation of duties carried out by the first opening officer, in keeping
with the four-eyes principle.

Upload of Offline Bids:

The system allows for the upload of bids which may not have been received elec-
tronically within the system using the bid submission tool. Where bids have been
received in electronic format by other means (email etc.) prior to the stipulated sub-
mission deadline and where consultation was done with the Ministry of Finance the
Tender Coordinator may choose to upload the received bids using the system provided
functionality.

This upload has to be done as part of the tender opening process and must be carried
out by the first tender opening officer. It is important to note that any Bidder for which
an offline bid is being uploaded, must exist as a registered and active supplier in the
system.

Tender Opening Record / Report:

The system generates a Tender Opening Record (Report) on completion of the Bid
unlocking exercise. On completion of the system opening job, a "Download" link
appears on the "Bid opening space" of the second opening officer and clicking on this
"Download" link will allow this officer to open the Tender opening record". The Tender
Opening record can be downloaded by either the Tender Coordinator (PO/TC) or asso-
ciated opening officers (PO/OS).
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This section of the chapter provides instruction on the steps to execute Bide Open-
ing tasks.

7.2.1 Unlock Bids - 1st Officer 169
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7.2.1 Unlock Bids - 1st Officer

When the unlocking date and time has been reached, one of the associated Tender
Opening Staff (PO/OS users) will need to login and execute the bid unlocking task
using the following steps:

1. Select the "Unlock bid" task (for tender competition of interest) from the "Task
list" page

Task list

- - Unlock bids
- . Unlock bids
LS - Unlock bids
L Unlock bids

FIGURE 7-1: Homepage Task List

2 Review the information shown in the "Bid opening space" page:

Bl opening spacs W e B s competion i PR

Clich 1 sl bikls recslisd [ cmirmsen s |
offing

@) Femm 122 cormiens 4, Mot pamn | TEE Samoct vaséaim [ Tresstarses trict @S ror-compld

FIGURE 7-2: Bid opening space page
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3. Take necessary action which may be to:

» Update of Foreign Currency Rate of Exchange - If required, enter
updated or current exchange rate for the listed foreign currency tender
types. This may be required only if bids are expected to be submitted in
foreign currency amounts and there needs to be an equivalent Jamaican
dollar amount defined at opening time.

* Update list with Bids received offline - In the event of any Bids being
received offline, select the "Update list with Bids received offline" but-
ton to access the functionality for adding such bids as detailed in Add Off-
line Bids section.

» Confirm Bids opening - Select the list of Bids to be opened by selecting
the "Check box" next to the name of the Supplier. To select all Suppliers,
select the "Check box" in the header row. Once the Bids have been selec-
ted, Select the " Confirm Bids opening" button to confirm the selected
bids to be opened.

Once the first opening officer duties have been completed, the flow will move to the
second officer to complete the unlocking process. Refer to "Unlock Bids - 2nd Officer"
on the next page.
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7.2.1 Unlock Bids - 2nd Officer

To confirm Bid opening, the second officer will need to login and execute the bids
unlocking task as follows:

1. Select the "Unlock bid" task (for tender competition of interest) from the
Homepage "Task list".

Task list

- — Unlock bids
- - Unlock bids
- - Unlock bids
L Uniock bids

FIGURE 7-1: Homepage Task list

2 Review the information shown in the "Bid opening space" page:

Bal opesning space T e

Chick s adi ks rocshd
ot

Gt T sommiart ek ammn /1T Cavart bt ermmtaee Friect @ TCE ser- carmant

FIGURE 7-2: Bid opening space page

3. Take necessary action which may be to:
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a. Reject list of bids - Select the "Reject list of bids" button, to reject one,

more or all of the bids previously approved by the first opening officer.

. View offline tenders - Select the "View offline tenders" button to view
details of any Bids which may have been received offline and uploaded
by the first opening officer.

~ Confirm Bids opening - Select the "Confirm Bids opening " button to
authorize bids which were previously authorized by the first opening

officer.

d. Download Tender opening record - Described below.

Once the opening is approved, the system (after a few seconds pass) will display the
list of opened bids along with the report of the opening ceremony.

Bid opening space My role for this competition is: POIOS

(Status: Evaluation)

Details

Bid opening time:

- s
Tender opening record: Downlead

Open/download tender
1IMD = =n opening record
=

1JMD =

1JMD =
1JMD =

1JMD =

List of opened bids
Supplier name Tender receipt ID TIP submission time TCC compliance
= B --— " e 0

- — = T e nw [}

List of not opened bids

°Pass| /i Not pass] m‘ﬁmestamuing failed.

FIGURE 7-3: Bid opening space page - updated

Select the "Download" link to generate and open the "Tender opening record".
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Associated Tender Evaluation committee members will be notified by email of the com-
pletion of the opening exercise so as to proceed with the evaluation of Bids. The
Tender competition status will now be updated to "Evaluation”.
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7.2.1 Download Tender Opening Record

1. Select the Tender Competition using the "View Tender Competition details" on
page 38feature.

2 Select the "Bids" Menu option from the Competition Menu which opens the
"Bids opening space" window.

Bid opening space My role for this competition is: POIOS

w Competition:? (Status: Evaluation) Show Menu

Envelope 1
Details
Bid opening time: = 'R
Tender opening record: | Download |
\ Open/download tender
1JMD = LB ] opening record
1JMD = ']
1IMD = L= B
1JMD = = =
1JMD =
List of opened bids
B - = m mm e
" g oge— - nmw = m (]

List of not opened bids
ePassl /1, Not pass| mTimestamping failed.
FIGURE 7-1: Bid opening space with Download link

3. Select the "Download" link which will generate the Tender Opening record"
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8 Tender Evaluation Management

This section of the chapter provides and overview of the Evaluation procedures and
covers the following topics:

8.1.1 Evaluation Procedures overview 176

8.1.1 Evaluation Tasks 180
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8.1.1 Evaluation Procedures overview

Bids evaluation is performed by the assigned Evaluation Committee members. The
Evaluation phase commences on completion of the tender opening procedure, with a
set of tasks to be performed by the Evaluation Committee and Tender Coordinator.

The flow of activities from tender opening through to contract award is as follows:

iy

POYOS - Teeder msam

Emr«m

‘ Evaluate

FIGURE 8-1: Evaluation procedure workflow

Evaluation Tasks:
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The tasks to be completed by members of the Evaluation Committee and Procurement
Coordinator are dependent on the tender procedure in use.

Tenders configured for Offline Evaluation procedure, in large part calls for the Down-
load of Supplier bids, Input of the Evaluation Results and the Conclusion of the pro-
ceedings. In this case a task “Enter offline results” is initiated for the Tender
Coordinator only.

On the other hand, tenders configured to use Online Evaluation procedures, calls for
additional tasks to be performed in the system including the approval of system gen-
erated evaluation reports and so on. In this case, an "Evaluate bids" task is initiated for
the assigned evaluator which allows them to:

a. Review the automated scoring performed by the system for each defined eval-
uation criteria.

b. Download bid documents.

c. Open each envelope (Eligibility, Technical and Financial) and populate the
respective scores for each criterion.

d. The Evaluator Responsible user can track the status of the evaluation scoring
for each associated evaluator user.

e. Compare Supplier responses.
f. Add general evaluation comments.
Evaluation Status:

A tender competition will have one of the following "Evaluation status" at a point in
time:

* Not evaluated- At commencement of the Evaluation phase.

e Draft - The tender has been evaluated and saved as a draft. Further modi-
fications are allowed.
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e Final - The tender has been evaluated and saved as final. Further modi-
fications are not allowed.

* Finalized - The tender has been evaluated and saved as final. The Lead Evalu-
ator (PO/ESR) has approved all evaluations of the associated PO/ES users.

Evaluation Clarifications:

During the evaluation phase, the evaluation team of a competition may contact a sup-
plier that has submitted a bid in order to request additional information and / or obtain
clarifications for the bid. Refer to "Request Evaluation Clarification" on page 152 for
details on the handling of evaluation clarifications.

Approval of Evaluation Report

For Online Evaluation procedures, once the evaluation results are populated in the sys-
tem by committee users, the system will generate an Evaluation report. All committee
users will need to approve the report in order for the system to proceed in concluding
the evaluation process. An “Approve Evaluation report” task will be initiated for the
users. Any Evaluator (PO/ES user) may upload an amended Evaluation Report, if
deemed appropriate, instead of approving the one available. The new file will also need
to be approved by the rest of the PO/ES and the PO/ESR users of the competition.

Evaluation conclusion

On completion of the entry of the evaluation results (for offline procedures) or the
approval of the evaluation report (for online procedures), the head of the Procuring
Entity (CAPC user role), will be required to authorize the evaluation process by provid-
ing the final approval. The user will have the ability to add comments per submitted
bids and take into account the previous comments submitted by the evaluation com-
mittee

If deemed appropriate this user may reject the whole evaluation process and revert the
flow back to the opening ceremony. A “Conclude evaluation” task will be initiated for
the CAPC user.
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Announcement of Evaluation Results

In keeping with the GOJ's procurement regulation, on conclusion of the evaluation pro-
ceedings, the evaluation results must be published and circulated to suppliers who par-

ticipated in the competition. An “Announce evaluation results” task will be initiated for

the tender coordinator (PO/TC) user.

Standstill Period

On completion of the "Announce evaluation results" task, the procurement pro-
ceedings will be halted, for a period of one (1) week, providing an opportunity for Sup-
pliers who participated in the tender competition, to provide feedback regarding the
management of the competition or to seek clarifications on the evaluation results. Dur-
ing this time any such Supplier will be able to provide feedback using the system's
"Feedback" feature. The Tender Coordinator may also abort the "Standstill period" at
anytime by using the " End standstill period" feature.

Post Standstill ranking

Feedback provided during the standstill period may result in the procuring entity having
to revise the evaluation results (scores and or prices) which may result in a change in
the original bid rankings. In such events, revised evaluation results and supplier rank-
ing will have to be published.

In keeping with the procurement regulation, a post standstill ranking notice has to be cir-
culated. On completion or termination of the standstill period the system will initiate the
next task in the flow "Post standstill ranking".
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8.1.1 Evaluation Tasks

Offline Procedure Online Procedure

Download or
Review Bids

Input Results
& Finalize

Finalize eval-
uation

Generate
Evaluation
Report

Approve
Evaluation
Report

Conclude
Evaluation

Announce
Results
Standstill

Period

Answer

IIHHIHHHII

PO/TC or
PO/ESR

PO/ESR

N/A

N/A

N/A

CAPC

PO/TC

System

PO/TC

System Task System Task

"Enter offline
results"

"Enter offline
results"

N/A

N/A

N/A

"Conclude
evaluation

"Announce
evaluation
"results"

Standstill
Period

Respond to

PO/TC,
PO/ES
PO/ESR

PO/ES and
PO/ESR

PO/ESR

PO/ESR

PO/ES

CAPC

PO/TC

System

PO/TC

"Evaluate
bids"

"Evaluate
bids"

"Finalize eval-
uation"

"Generate
evaluation
report

"Approve eval-
uation report"

"Manage eval-
uation report"

"Announce
evaluation"

results"

Standstill
Period

Respond to
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Offline Procedure Online Procedure
Task/ Step

Standstill Standstill Standstill
Feedback Feedback Feedback
10 Post Stand- PO/TC "Post stand- PO/TC "Post stand-

still Ranking still ranking" still ranking"
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This section of the chapter provides instructions on how to evaluate bids for tender
competitions configured for Offline Evaluation.

8.2.1 Download Bids - Offline Evaluation procedure 183

8.2.1 Input Results - Offline Evaluation procedures 184

8.2.1 View offline evaluation results 185
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8.2.1 Download Bids - Offline Evaluation procedure

Only the Tender Coordinator will have access to download Bid documents for Offline
evaluation configured tenders.

1. Select the "Enter offline results" task from the Homepage Task List.

2 In the "Offline evaluation results" page, Select the download icon ™ under
the "Uploaded file" column to download the Bid document for each Supplier.

Offline evaluation results My role for this competition is: PO/ESR

Compedition: Mol

tatus: Evaluation)

All prices must be provided in JMD. If the prices you wish to submit are in ancther currency please convert them in JMD first.

b e

~]

Supplier “|Tender | Uploaded | Printer- | TCC PPC
name receipt ID | file friendly | compliance | Registration
tender
e o | |

000008067 n

0.00 IMD
0000060

= ] -] | I
7 looowmo

sre oouuuaosﬁ‘E (-] (-] [ | [

4

2]

(]

0.00 JMD

»

Upload additicnal material: || Choose File | Mo file chosen

Sove 2 12t

FIGURE 8-1: Offline evaluation results page

3. Save the downloaded file with an appropriate name to your computer or server
and send to members of the evaluation committee.
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8.2.1 Input Results - Offline Evaluation procedures

1. Select "Enter offline results" task from the Homepage task list.

2 In the "Offline evaluation results" page, input the "Score” and "Price" inform-
ation:

¢ Offline evaluation results My role for this competition is: PO/ESR

C e e ———
4 Compefition:

(Status: Evahuation)

Allprices must be provided in JMD. If the prices you wish o submit are in another currency pizase convert them in JMD first,
| e, Tl v
| IMD (Jamaican Dollar) v | Apprmre hd |
D 00 IMD
B | | ‘ | D (Jamaicag__pollar} ~ | E.:&ppmve V|
.00 3D |
-] | | | ET) fja_rrsa-ican Dollar). A | |Approve w |
logomo |
Reject
Mot included in evaluation
4 3

Upload additional material: || Choose File | Mo file chosen

Save as Drafl Save as Final I

FIGURE 8-1: Offline evaluation results page

3. Select the appropriate option from the "Approve / Reject" column.

4. Select the "Save as Final" button to save results.
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8.2.1 View offline evaluation results

Evaluation results for a tender competition configured using the Offline evaluation pro-
cedure can be view at anytime by the Tender Coordinator (PO/TC) or Evaluator
Responsible user (PO/ESR). To view the results:

1. Select the Tender Competition using the "View Tender Competition details” on
page 38feature.

2. Select the "Show Menu" button then Select "View offline evaluation results"
menu option.

The results will be displayed in the "Offline evaluation results" page.

Offline evaluation results My role for this competition is: PO/ESR

- Competition: Desasssmaniabilodiontt il siaalel e nnisnni. Show Menu

(Status: Evaluation)

All prices must be provided in JMD. If the prices you wish to submit are in her currency pl convert them in JMD first.

| ::___u-.-\‘, Pradirtg L |

Supplier “ | Tender Uploaded | Printer- | TCC PPC Currency

name receipt ID | file friendly | compliance Reglstmuon Approve/Reject

tender

T 000006067 | 88.00 47,500,000.00 JMD Approve

put 000006066 | 1 ° ° 87.00 46,850,000.00 JMD Approve

Tananltinn

e 000006065 |# i (-] (-] 92.00 44,468,000.00 JMD Approve

M anctrcting

Upload additional material:

FIGURE 8-1: Offline evaluation results page
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This section of the chapter provides instructions on how to evaluate bids for tender

competitions configured for Online Evaluation.

8.3.1 Download Bids - Online Evaluation procedure

8.3.1 Input, Update Results - Online Evaluation procedure

8.3.1 Finalise Evaluation Results - Online Evaluation procedure

8.3.1 Generate Evaluation Report - Online Evaluation procedure

8.3.1 Update, Approve Evaluation Report - Online evaluation

187
189
191
193
195
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8.3.1 Download Bids - Online Evaluation procedure

Each member of the system defined Evaluation committee has access to download the
Bid documents as follows:

1. Select the "Evaluate Bids" task from the Homepage Task List. The opened
"View bids" page displays the Eligibility, Technical and Financial envelopes
supplier submissions.

View bids My role for this competition is: PO/TC+PO/ESR

w Competition (Status: Evaluation) Show Menu

Eligibility criteria Finalize I' -
evaluation link Evaluate link
List of opened bids 3 3
Supplier “ | Tender TIP time Conformance Overall
Organisations receipt ID Checks evaluation status
(V) e Not evaluated Not Not
. evaluated | evaluated
- —— —— - 0 O Not evaluated Not Not
. evaluated evaluated
0 0 Not evaluated Not Not

evaluated evaluated

FIGURE 8-1: View bids page

2 Select the "Not evaluated” link which opens the "Bid evaluation page" con-
taining the uploaded bid document
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Bid evaluation page My rale for this competition is: PO/ES

v Competition:Skyway Design and Construction - Black A (Status: Evauation)

Supplier Drganisations:

Tendes receipt ID:

Supplier value R |Evaluator vakse ASc|5c Thr.| P [AH
Eligibifity and Bid Submiszion Forme
Please attach Bid ENgIDIITY [
I 165436144941 3 docx [ I A = E
o rall e
(o=

& Pass | @ Mot pass| & Atlention Fiag

FIGURE 8-2: Bid evaluation page
3. Select the Document to download it.

4. Repeat these steps for each Supplier Bids for each envelope.
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8.3.1 Input, Update Results - Online Evaluation procedure

The System will where possible, automatically generate scores for Suppliers response
to define evaluation criteria. The evaluation committee may however wish to input or
override system generated scores based on their assessment of the suppliers bid
response or supporting documents. To input or update the scores:

1. Select he "Evaluate Bids" task from the Homepage Task List. The opened
"View bids" page displays the Eligibility, Technical and Financial envelopes
supplier submissions.

View bids My role for this competition is: PO/TC+PO/ESR

v Competition (Status: Evaluation) Show Menu

Eligibility criteria Finalize |
evaluation link Evaluate link
List of opened bids k 3
Supplier “ | Tender TIP time Conformance Overall
Organisations receipt ID Checks evaluation status
e o "

e — - (V] (V] Not evaluated HNot Not
. evaluated

o o Not evaluated Not Not
evaluated evaluated

FIGURE 8-1: View bids page

2 Select the "Not evaluated" link which opens the "Bid evaluation page" which
displays the derived score and or allows for input of the score for the eval-
uation criteria.

a. Input the results (scores) in the field section provided. If the score is
greater than or equal to the defined criteria threshold, the "Pass" icon will
be enabled.

b. Select the "J" icon to input a justification narrative if required.
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Bid evaluation page My role for this competition is: PO/ES

w Compefition: Skyway Design and Construction - Black A (Status: Evaluation)

Supplier Organisations:

Tender receipt ID:

Design Services hd
Technical
| Swpliervaie R |Bvaatorvae | aAsqs | meje |

Technical Response Documents

Please attach Spreadsheet with Response to Technical Specifications

1654861508372 docx [ A 5x=xQF
Overall (]

] Propagate values for common criteria

=3

a Pass| ° Mot pass & Affention Flag

FIGURE 8-2: Bid evaluation page

Select the "Save as draft" or "Save as Final" button to save results. Results
saved as Final cannot be changed, except the entire evaluation procedure is
redone.

Select the "Back" button to return to the "View bids" page.

Repeat for each envelope defined criteria for all Supplier bids until the scores
are in a "Finalized" status.
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8.3.1 Finalise Evaluation Results - Online Evaluation procedure

Once all the Evaluation results have been populated for Lots (if applicable), Envelopes
and defined criteria by the evaluation committee, the Lead Evaluator user (PO/ESR) is
required to "Finalize" the results. For each criteria, the Lead Evaluator shall:

1. Select the "Not evaluated” link under the "Overall evaluation status" column
of each criteria.

View bids My role for this competition is: PO/TC+PO/ESR
v Competition {Status: Evaluation) Show Menu
Eligibility criteria Finalize i -

evaluation link Evaluate link

List of opened bids
Supplier “ | Tender TIP time Conformance Overall
Organisations receipt ID Checks evaluation status
& (-] Not evaluated Not Not
. evaluated | evaluated
- — — - Q 0 Not evaluated Not Not
. evaluated evaluated
o 0 Not evaluated Mot Not

evaluated  evaluated

FIGURE 8-1: View Bids page

2. In the "Finalise eligibility criteria evaluation" page, make one of the following
selections:
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Finalise eligibility criteria evaluation My role for this competition iz: PO/ESR

w Compefition: Skyway Design and Construction - Black A (Status: Evaluation)

Supplier Organisations:

Tender receipt ID:

Eligibility criteria

m ToriPolo m DivaPolo Csc| ASc| Th|P
Final Final

Eligibility and Bid Submigzion Forms

Please attach file containing Bid Submission and Eligibility Documents

100.00% 100.00% 100,003 100% @

Overall (]
1 3
m Discard evaluation [l Re-evaluate Bid | Finalize the Evaluation

© Pass | @ Mot pass | JE Attention Flag

FIGURE 8-2: Finalise eligibility criteria evaluation page

a. Discard evaluation - To discard the results of one or more assigned eval-
uators. If discarded, the result will not be taken in the overall score of the
tender.

b. Re-evaluate Bid - To instruct the re-evaluation of the tender by the selec-
ted member of the Evaluating staff.

c. Finalise Evaluation - To accept the results and save as Final.

3. Select the "Back" button to return to the 'View bids" page and repeat the pro-
cedure for all defined evaluation criteria.

On completion of the Finalization tasks, the system will generate an Evaluation report.
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8.3.1 Generate Evaluation Report - Online Evaluation procedure

1. Select the "Generate Evaluation Report" task from the Homepage task list or
by selecting the "Generate evaluation report” button in the 'Ranking” page.

Ranking My role for this competition is: POITC+PO/ESR

¢ Ewvaluation has been Finalised

Show Menu

FIGURE 8-1: Evaluation Ranking page
2 The "Manage evaluation reports" page will open and displays two version of
system generated evaluation report

. A 'Read only" version which cannot be modified by the user and main-
tained for audit purposes.

b. A "User managed' version, which can be replaced with a formal eval-
uation report prepared by the Tender Coordinator or Evaluation staff.

a.

A task "Approve evaluation report" will be initiated for each member of the
Evaluation staff to approve the "User managed" version of the Report
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Manage evaluation reports My role for this competition is: PO/TC+PO/ESR

m Endorsement committee comments

ES Draft

3

1 - - System

2 results i i ing: 1-2

Read-anly file

Page 1 of 4

rove report I Approve Upload new version
p poi i App p

FIGURE 8-2: Manage evaluation reports page

The Lead Evaluator may download the Report by clicking on the Report title or may
choose to upload a new version of the "user managed' file.

The Evaluation reports are available for view in the "Manage evaluation report" page
and will need to be approved by all Evaluators (PO/ES) as well as the Lead Evaluator
(PO/ESR) users associated with the competition.
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8.3.1 Update, Approve Evaluation Report - Online evaluation
1. Select the "Approve Evaluation report" task from the Homepage task list or
Select the "Evaluation report” menu option.

2 In the "Manage evaluate reports" page, take one of the following actions:

Manage evaluation reports My role for this competition is: POITC+PO/ESR

w Competition Status: Evaluation) Show Menu

User managed file

T |EvaluationReport user 1.xis 1 ES Draft
valuationReport system 1.xls 1 - - System
2 results in total z_mvina: 1.2 Page 1 0f 1

Read-only file
Approve report H Approve Upload new version

FIGURE 8-1: Manage evaluation reports page

a. Select the "User managed' version of the system generated Evaluation
Report to download it for review.

p. Select the "Upload new version" button to replace the system generated
report with a formal copy of the Evaluation report prepared by the Pro-
curing Entity.

c. Select the "Approve report" button to approve the Evaluation Report.
This action must be done by each of the associated Evaluation com-
mittee user.
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This section of the chapter provides instructions on tasks to be executed for the
finalization of the evaluation procedure for both Offline and Online evaluation.

8.4.1 Conclude Evaluation

8.4.1
8.4.1
8.4.1
8.4.1

197
198
199
200
202
203
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8.4.1 Conclude Evaluation

To conclude the evaluation process, the head of the Procuring Entity (CAPC user role)
shall:

1. Select the "Conclude evaluation” task from the Homepage task list.

2 In the "Manage evaluation reports" page, take one of the following actions:

Manage evaluation reports My role for this competition is: POTC+PO/ESR

J Evaluation report approved.

@ EvaluationReport user 1.xls 1 PO/TC submitted | [
EvaluationReport svstem 1.xis ;! System

Reject evaluation
and revert to opening
2 results in total.  Displaying: 1-2 Page Fowy m—r y——

‘ Conclude evaluation *—Wj Reject and request re-evaluation ||

FIGURE 8-1: Manage evaluation reports page

a. Select the "Approve as Final" button to approve and Conclude the eval-
uation process or

b. Select the "Reject and request re- evaluation” button in the event of a
need for the evaluation to be redone.
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8.4.1 Announce Evaluation Results

To announce the results:

1. Select the "Announce results" task from the Homepage task list.

2 In the "Announce evaluation results" page, provide the relevant information

Announce evaluation results My role for this competition is: POITC+PO/ESR

Hotification message for the Suppliers that qualified the evaluation phase.
= it

* Meszsage :

(Maximum characters: 50000}

Supplier Organization 1 Attachment: I I, -

Common attachment ! No file selected.

Proceed without sending notifications

FIGURE 8-1: Announce evaluation results page

a. Message - Provide a brief narrative of the results.

b. Supplier Organization attachment - Attach a file containing a summary
narrative of the results with content specific to the listed supplier.

c. Common attachment -Attach a file containing summary narrative of the
results which is sent to all the participating suppliers.

3. Select the "Send" button to have the message sent to suppliers participating in
the competition in keeping with the GOJ procurement regulations.

Completion of the "Announce Evaluation Results" task, triggers to commencement of
the Standstill period.
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8.4.1 View Suppliers Evaluator Ranking

The Evaluation results can be viewed by either the Tender Coordinator (PO/TC) user
or the Lead Evaluator (PO/ESR) user and is displayed in the "Ranking" page.

1. Select the Tender Competition using the "View Tender Competition details" on
page 38feature.
2 Select the "Supplier Ranking"” menu option from the Competition Menu.

3. The "Ranking" page displays the evaluation results sorted by Evaluation
Score for each Lot (If applicable).

Ranking My role for this competition is: POITC

w Competition:Dualization of Emory Boulevard (Status: Evaluation)

Supplier Tender ScorelPrice Comment Pass/Fail
Organisations receipt 1D

1 oS
o e

000006073  780,000,000.00

......

Maximum characters: 255.

2 #ra Canctructinn 000006072 915,000,000.00

Maximum characters: 255.

Cancel Competition Proceed with announcement of resulis

Reject and request re-evaluation

FIGURE 8-1: Ranking page

4. The "Ranking" page also provides options to
a. Reject and request re-evaluation of the competition

p. Proceed with announcement of results

c. Cancel the tender competition.
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8.4.1 Respond to Standstill Feedback

In the event Feedback or queries are raised by Bidders during the Standstill period, a
"Respond to Supplier comment" task will be initiated for the Tender Coordinator. To

Respond:
1. Select the "Respond to Supplier comment" Task from the Homepage Task
List.
2 Select the feedback to be viewed or responded to in the "Feedback section”
page:
Feedback section My role for this competition is: POITC
w Compefition:Dualization of Emory Boulevard (Siatus: Evaluation}
Feedback
T T ] N
O e LTI TR Tt e ]
1 resuliz in total.  Displaying: 1-1 Page 1 of 1
—
[®Final| ] Draft
FIGURE 8-1: Feedback section page
3. In the "View / Edit answer" section of the page, provide response to the feed-

back query. Select the "Final" radio button option and then Select the "Send
request” button. The status flag will be changed to a green colour.
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[ Answered| ] Unanswered

View/Edit answer

*Title: Eaariﬁcation required on publsihed Eifvialil.:

*Language: [_English vl

Description: Mot clear as to why Evaluation committee adjusted Bid price.
\ 4
(Maximum characters: 50000)

Attachment: No attachment

Status: Draft

*Answer: ;Adjustments were made for variance caused by Foreign exchange rate . 1
‘ 4
(Maximum characters: 50000)

Attachment for the answer: \ No file chosen

* Fields marked with an asterisk are mandatory

FIGURE 8-2: Feedback View / Edit answer page

4. The Standstill Period can also be terminated by selecting the "End standstill
period" button in the "Feedback section” of the page.
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8.4.1 End Standstill Period

1. Select the Tender Competition using the "View Tender Competition details" on
page 38feature.

2 Select the "End standstill period" button at the bottom of the "View com-
petition details" page.

Edit competifion details

*Cancelation Reason: hd

Cevs vt pros |
FIGURE 8-1: End Standstill period section

3. Once done, the system will initiate the "Post standstill Ranking" task.
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8.4.1 Post Standstill Ranking

On completion of the Standstill period, the system will initiate a "Post standstill
ranking" task for the Tender Coordinator to update the evaluation results if so required.
This is provided in the event of any change in the evaluation results or ranking based
on feedback provided during the standstill period.

1. Select the "Post-standstill ranking" task from the Homepage task list which
opens the updated "Ranking" page.

Ranking Wy rote Tor this competition is: POTC+POIESR

1 I ————— - -

7

Endorsement commitize comment

Reject and raguest re-svauation Cance! Competition Proceed With announcement of resuns

FIGURE 8-1. Ranking page

2 The "Ranking page" provides the Tender Coordinator with options for the fol-
lowing actions:

a. Select the "Save" button to accept the results / ranking as displayed.

b. Select the "Check box" under the "Pass/Fail" column to "Enable/Disable"
a Suppliers Bid if required.

c. Select the "Save" button to accept the results and conclude the post
standstill activity.

d. Select the "Reject and request re-evaluation” button to have the eval-
uation procedure redone.
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9 Contract Awarding and Contract Management

This section of this chapter covers the following topic:

9.1.1 Contract Awarding

9.1.1 Contract Award and Management Task List
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9.1.1 Contract Awarding

The tender competition proceedings culminate with the awarding of a contract to the
preferred bidder/ s.

Once the Evaluation report is approved, the result is announced and the standstill
period ends, the Tender Coordinator (PO/TC) will proceed to the Awarding phase. The
"Award contract" task will be initiated for the tender coordinator.

An "Award" button will also be activated on the "View Competition details" page.

View Competition details My role for this competition is: PO/TC+PO/ESR

Show Menu

Bid submission deadline in (days/hours):
Name of procuring entity:

Status:

Number of bids submitted:

Title:

Competition unique ID:

Evaluation Mechanism:

Description:

FIGURE 9-1: View Competition details page

Once the awarding of contracts is finalized the user may proceed in the creation and
publication of the Contract Award Notice. A respective task will be available in the
user’s task list.

On completion of the contract awarding and publishing activities, the Tender Coordin-
ator (PO/TC) user is by default assigned contract management duties. The Tender
Coordinator has the option to add a user to take over the responsibilities of contract
administration, with primary duties to update the contract performance details as
required throughout the life of the contract.

The sequence of Contract Awarding and Contract Management tasks are as follows:



9.1.1 Contract Award and Management Task List

Task System Ini-  Responsible User
tiated Task

2 Award Contract "Award Con- Tender Coordinator
tract" (PO/TC)

4 Create and Publish Contract "Publish Con- Tender Coordinator
tract Notice' (PO/TC)

6 Update Contract Performance Inform-  None Assigned  Contract
ation Manager
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This section of this chapter provides instructions on tasks related to
Contract Awarding and Contract Management and covers the following topics:

9. 2.1 AWard CONtIaC 208
9.2.1 View, Reply to Supplier Award Response o 209
9.2.1 Create and Publish Contract Award Notice_______ . 210
0.2, VieW CONtaCS 212
9.2.1 Assign or Replace Contract Manager__ 213

9.2.1 Update Contract Performance Information 214
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9.2.1 Award Contract

To award contract, the Tender Coordinator (PO/TC) shall:

1. Select the "Award contract" task from the Homepage task list or Select the
"Award" button on the "View Competition details" page.

2. In the "Awarding" page, the user shall define the contract(s) value to be awar-
ded to the successful supplier(s) by Lots (if applicable).

Awardlng My rale for this competition is: POITC+POIESR

w Competition (Status: Evaluation) Show Menu

Contract | Supplier Lots CPV Code Contract Value TCC
No. Or;anlsatlcns compliance
25?371 H BE B 0 BEeE BEeE .
Mo
287872 !I_ I-I B |I-Il- gr:l | Bl | |°
Select bidder for __ - / o v
awarding
Contract value and
currency Add multiple
contracts for
< - awarding
Contract per lot selection
(if applicable) _
Save as Draft

FIGURE 9-1: Awarding page
* The user shall Input or select information for Supplier, Lots, CPV code
and the contract value.

3. In the event of award to multiple Suppliers, Select the "+" button to add mul-
tiple contracts.

4. On completion, select the "Save" button.
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9.2.1 View, Reply to Supplier Award Response

To review the response made by a Supplier in response to a contract offer:

1. Select the "Respond to Supplier Award Response"” task from the Homepage
Task List section.

The "Feedback section" page will be displayed:

Feedback section My role for this competition is: POITC

w Competition:Dualization of Emory Boulevard (Status: Evaluation)

Feedback

I e L N [
O —— e e q

1 results in tofal.  Displaying: 1-1 Page 1 of 1

End standstill period I View/Edit answer I

[EFinal| =] Draft

FIGURE 9-1: Feedback section

2 Select the Supplier response of interest and then Select the "View/Edit
answer" button to provide response.

3. The Standstill period may also be terminated by Selecting the "End Standstill
period" button.
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9.2.1 Create and Publish Contract Award Notice

1. Select the "Publish Contract Award Notice" task from the Homepage task list.

2 In the "Notice & Contracts Award Notice" page, Select the "Create notice"
button.

Notice & Contract Documents My role for this competition is: PO/TC+PO/ESR

w Competition: {Status: Evaluation)

. D EM

Competition Motice Published

Create Contract
Award Notice

1 results intotal.  Displaying: 1-1 Page 1

Ea Create notice il Publish notice

FIGURE 9-1: Notice & Contract Documents page

3. Populate the necessary details in the "Contract Award Notice" form.

Create notice My role for this competition is: POTC+POIESR

Contract Award Notice

Exit Save Draft

Completing the form ... SECTION I: CONTRACTING AUTHORITY

@ SECTION I: Cortracting
Autharity Name, Aporesses AND ConTact PomnT(s)

SECTION II: Obsact of
tha contract

*Official name: |
*Address:

Save Draft

*Fizlds marked with * are compulsory
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FIGURE 9-2: Create Notice page

After all the details are populated, the user may save the notice as draft, by
selecting the "Save Draft" button or save as final by selecting the "Save as
Final" button. Any notice saved in final status is available for publication.

Publish the Notice by selecting the notice of interest from the "Notice & Con-
tract Documents (Notices tab)" page and then select the "Publish Notice" but-
ton.

Notice & Contract Documents My role for this competition is: POTC+PDIESR

{ Status: Evaluation)

- Contract Sward Motice EM Final
= Competition Motice - EN Published
2 results intotal.  Displaying: 1-2 Page 10of 1

E3 Pusin e

FIGURE 9-3: Notice & Contract Documents page
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9.2.1 View Contracts

1. Select the "PE Contracts" or "My Contracts" link from the "PE admin-
istration” section of the Homepage.

2 The "PE Contracts" page lists the PE or User associated contracts.
PE Contracts

View Contract

- . - -—— View Contract
- . - View Contract
- - - e View Contract
- . e - — View Contract
- e -—— - View Contract

- . - - View Contract

- m e w8 . —— View Contract
-—— - View Contract
- . - - View Contract
17 results in total. Displaying: 1-10 Page 1 of 2 L [ | |

FIGURE 9-1: PE Contracts page

3. To view the details of a specific Contract, Select the "View Contract" link
which will open the "Contract” details page.
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9.2.1 Assign or Replace Contract Manager

To Assign or Replace a Contract Manager:

1. Select the contract as detailed in the "View Contracts" on the previous page process.

2. Select the Competition Menu button, then select the "Associated Contract

Managers" menu option. The "Associate / Disassociate Contract Managers"
page will be opened.

Associate/Disassociate Contract Managers

Show Menu

S a— -

Contract Manager Replace Contract Manager
— — Contract Manager Cizas=sociate
Dizplaying all Z matches. Page 1 of1

Add Contract Manager

FIGURE 9-1: Associate / Dissociate Contract Managers page

3. Select the "Add Contract Manager" button to add an additional Contract Man-
ager.

4. Select the "Disassociate" button to remove an associated Contract Manager.
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9.2.1 Update Contract Performance Information

During the execution of contract activities, the assigned Contract manager is expected
to populate the contract tool with contract execution details, like payments, issues, com-
plaints, variances etc. and attachment of relevant documents.

To update contract performance details, the associated and designated" Contract Man-
ager", shall:

1. Select the contract of interest, Refer to: "View Contracts" on page 62.
2 Select the "Edit Contract" button.
3. Input the necessary details or information.

4. Select the "Save contract” button.
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10 Framework Agreements

This section of this chapter provides an overview of Framework Agreements.

10.1.1 Framework Agreement overview
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10.1.1 Framework Agreement overview

The system provides functionality for management of Framework Agreement pro-
curements. A Framework Agreement (FA) is an agreement between a Procuring Entity
and one or more suppliers that recognizes that the parties have not come to a final
agreement on all matters, but will agree on final details in the future.

To establish a Framework Agreement, It is the norm for a pre-qualification procurement
to be initiated by means of a tender competition and the Tender Coordinator is required
to make a few additional configuration steps or tasks to allow for this. These con-
figuration / tasks include

1. Enabling the option for "Framework Agreement Establishment” in the tender
competition workspace definition page and to:

2 Conclude the Framework Agreement as part of the contract award procedures.

The Procuring Entity performs the evaluation of the received bids, to determine which
suppliers are qualified to take part in the FA. The qualified Suppliers then constitute a
pool of Suppliers from which the Procuring Entity may purchase, without having to go
through an all-encompassing procurement routine.

During the completion of the contract awarding procedure the Procuring Entity will be
able to define special contractual terms like:

1. Procuring entities which may purchase against the FA.

2. FA Contract Beginning and End dates:

NOTE: The current version of the system only supports "Closed Framework Agree-
ment" which means that once the terms (FA End date and participating PEs) are
defined at establishment, these cannot be changed during the tenure of the agree-
ment
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For tender competitions which were configured to create a Framework Agreement, a
task to "Conclude Framework Agreement" will be initiated for action by the Tender
Coordinator, at the end of the Standstill period and just prior to the Contract award pro-
cess.

After the establishment of the FA, the Procuring Officer can create at anytime a "Mini-
competition" for a specific purchase and invite the Suppliers from the pool Suppliers
party to the FA, to submit a quote for a particular purchase. Alternatively, a participating
Procuring Entity may place a direct order to one of the pre-qualified Suppliers.

Suppliers are also allowed to execute purchase for e-Catalogue items as part of a
Framework Agreement setup.
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This section of this chapter provides instruction on the execution of tasks related to
the management of Framework Agreements.
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10.2.1 Establish Framework Agreement

The Tender Coordinator shall:

1. Select "Conclude Framework Agreement" task from the Homepage Task List.

2. Inthe "Establish Framework Agreement" page, populate the following
details:

Establish Framework Agreement My role for this competition is: POITC

Competfition:Procurement of Medical Suppliers - Framework Agreement Contract Show Menu

(Status: Evaluation)

* Framework Agreement End Date - 31/05/2023

* PE Organisation Procurement and Asset Policy Unit - e

Conclude Framework Agreement

* Fields marked with an asterizk are mandatory

FIGURE 10-1: Establish Framework Agreement page
a. Framework Agreement End Date - The FA contractual end date.

b. PE Organization - Select the Search icon to add Procuring Entities that
will be allowed to participate (run Mini-competitions) for this FA.

3. Select the "Conclude Framework Agreement" button, to establish the FA.
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10.2.1 View List of Framework Agreements

1. Select the "List of Framework Agreements" link from the "Competition man-
agement” section of the Homepage.

2 The "List of Framework Agreement” page opens and presents a list of FAs to
which the Procuring Entity is associated with based on the established Frame-
work Agreement.

List of Frameworks

List of competitions-FA

Hl
—mm oot oEttadicnl Mo mEoe Fcmnmuinrk 8 oo ool Mot - Soods

2 T AR oo Akl Ty Goods

3 P e el Do TV @PTUIRES Services

4 Ff - M Conddion Benairg Services

Displaying all 4 matches. Page 1 of 1

FIGURE 10-1: List of Framework Agreements page

3. Select the "Title" of the FA of interest to seethe detail of the tender competition
which established the FA.
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10.2.1 Run Framework Agreement Mini-Competition
1. Select the Framework Agreement of interest using the"View List of Framework
Agreements" on the previous page process.

2 In the "View Competition details" page, Select the Competition Menu, then
Select the "Mini-competitions" menu option which opens the "List of all Mini-
competitions" page.

List of all Mini-competitions

‘i} There are currently no competitions

Competition-Procurement of Medical Suppliers - Framework Agreement Contract Show Menu

(Status: Evaluation)

Sanitary Products

e T—— CER—

|| Create Mini-competition || Create Manual Mini-competition |

FIGURE 10-1: List of all Mini-competitions page

3. Select the "Create Mini-competition” button to execute a "Mini" Tender com-
petition (equivalent to a Restricted Bid Tender competition) between the
parties to the FA.

4. Select the "Create Manual Mini- competition” button to record procurement
which would have been done against a Framework Agreement.
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11 Tender Competition Archival

This section of this chapter covers the following topic:

11.1.1 Archiving overview
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11.1.1 Archiving overview

On completion of the Creation and Publishing of Contract for a tender competition, the
system will initiate a task for the Tender Coordinator to create an Archive of the doc-
uments / artifacts of the proceedings.

This allows for the creation of compressed copies of the documents which can then be
downloaded and stored electronically outside of the e- GP System. This activity
reduces the storage disk space used by the system and accordingly, Tender Coordin-
ators are charged with carrying out this task, to ensure efficient and sustainable sys-
tems operations.

Once a tender competition has been archived, the details can only be accessed in the
system through the "List of archived Competitions" link on the Homepage and then
the artifacts can be download as a compressed file.
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This section of this chapter provides instructions on the execution of tasks for
archival of tender competitions.

11.2.1 Archive Tender Competition

11.2.1 List, Download Archived Tender Competitions
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11.2.1 Archive Tender Competition

The Tender Coordinator shall:

1. Select the "Archive Competition” task from the Homepage Task List.
2. In the "Archive Competition" page, Select the "Confirm" button.

Archive Competition

w Competition: System planning and review of Government Payroll {Status: For archival)

Are you sure you want fo archive this competition? All details of call for tender excluding core info will be archived.

FIGURE 11-1: Archive Competition page
The System will begin a process of compressing the competition artifacts / doc-
uments so that they can be exported as a single compressed / zip file

The User may need to periodically Select the "Refresh" button to see if the
archival job is still in-progress as it may take a few minutes depending on the
number and size of documents.

3. On completion of the archival process, a "Download Competition" button will
be enabled on the "View Competition details" page.

Crownload Competition

FIGURE 11-2: Download Competition link

4. Select the "Download Competition" button to download the compressed file or
files containing all of the competition's documents.

Once the tender competition has been archived, the details can only be accessed
(downloaded) via the "List of archived Competitions" option.
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11.2.1 List, Download Archived Tender Competitions
1. Select the "List of archived Competitions" link from the "Competition man-
agement” section of the Homepage.

Competition —
management

= List of my CfTs

= List of PE CfTs

- List of Framewaork Agreements

=+ [List of archived
Competitions

FIGURE 11-1: List of archived Competitions link

2 The List of archived competitions is displayed in the "My archived com-
petitions” page:

My archived competitions

List of my archived Competitions

I EEEEEEEEEEEEEEEEEEEE— I
L TerE—————

System planning_and review of Government Payroll Sernvices

Displaying the 1 match. Page 1 of 1

FIGURE 11-2: My archived Competitions page

3. To Download, Select the tender competition of interest from the List which
opens the "Download parts of CfT" page.

4. Select the "CfTDetalls..." link to initiate the download of the compressed file to
your computer.
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Download parts for Cft

\j:l() Download parts for Cft

¥ Compefition: System planning and review of Government Payroll (Status: Archived) Show Menu

CiTDetails Part 1

i Note: in case of large CfT archive to be downloaded, the system may split it to several parts to be downloaded separately, following
the file names suggested by the system. Upon downloading them, they can be merged on the user's PC using any ool that
supporis merging of the files (e.g. 7-Zip, HJ-3plit, etc.) or by the operating system native tools.

FIGURE 11-3: Download parts for CfT page

Save the file to your device of choice.
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12 Reporting, Manuals etc

This section of the chapter covers the following topics:

12.1.1
12.11
12.1.1
12.11

Open Bid Details

Contract Award Notices

Supplier Listing

PPC Supplier Registration Report

232
233
234
235
236
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12.1.1 Current Competition List

To obtain a list of tender competitions:

1. Select the "Current competitions” link from the "Information” section of the
Homepage.

2 List of tender competitions will be displayed in the "Simple search” page.

Simple search

‘giv Bids are invited from appropriately qualified suppliers registered with the National Confracts Commission (NCC) for the provision of
Goods. Services and Works. For the provision of Insurance Services, in addition to the foregoing requirements, Brokers/Insurers
must also be registered and pre-qualified by the Financial Services Commission (FSC). Upon the submission of bids, Suppliers
MUST submit vaiid Tax Compliance Certificates (TCCs) and National Contracts Commission (NCC) Certificates. Procurement
opportunities offered by way of International Competitive Bidding are not subject to the above eligibility requirements, However,
NCC and TCC Certificates are required prior to the award of contract(s).

Search results.

Titie Bids Procurement | Procedure Pubfication (g5
submission Type Date
deadline

FIGURE 12-1: Competition simple search page

3. Select the "Title" of the competition of interest to see further which will be
shown in the "View Competition details" page.
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12.1.1 Open Bid Details

To view a Tender Opening Record / Report:

1. Select the "Opened bid details” link from the "Information” section of the
Homepage.

2. The "Competition of opened bids" page displays list of tender opening
records.

Competitions of opened bids

Reference Procurement |Opened |Award date | Statusz
number submmslun Method bids
deadline

re- e 1820M65 Test Department  27/05/2022 Open - NCB Established
ard DY L Ly sl 15:00:00 gp&ned
bids
L | —n— - Cmneme 1429793 Procurement and 31/05/2022 Restricted View Evaluation
e | Asset Policy Unit  14:00:00 Bidding (RB) opensd
bids
3 Coorrmemant ad o Macio-l 1420/92 Procurement and 1%05/2022 Open - NCB View Evaluation
ot - Frmmnnnmnel Asset Policy Unit - 14:00:00 opened
Smrmmmeee P bt bids

FIGURE 12-1: Competitions of opened bids page

3. Select the " View opened bids" link of the competition of interest which will
open the "Opened Bid details" page.

4. Select the "Download" link to Download the "Tender Opening Record" report.
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12.1.1 Contract Award Notices

To see the details of contract award Notices:

1. Select the "Contract Award Notices" link from the "Information” section of the
Homepage.

2 The "Contract Award Notices" page lists all Contract Notices for all Procuring
Entities.

Contract Award Notices

Search results

O
waem e oo - E
B
|
|
B
|
=
B
=
|

4 Drnrnreen == af mhoboae-

5 et === -2 Micac far Rallinme 1 =1

& Mnet Daral Hanlt oo oies

g Dahofie ] =7 | pwpie Do, 7 Eavinmant farbie -

10 Toerokasa of Secured Mad 0o

455 results in fotal. Displaying: 1-10 Page 1 of 48 [ > ] > |

Results per page: Goto page:

FIGURE 12-1: Contract Award Notices page

3. To see the details of a specific Notice, Select the "PDF" icon under the "Notice
PDF" column for the competition of interest.
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12.1.1 Supplier Listing

To generate a list or report of Suppliers registered on the e-GP System:

1. Select "Supplier Listing" link from the "Information” section of the Homepage:

2 In the "Supplier Listing" page:
Supplier Listing

Parameters for report:

Export Format | POF v

l Search Repori Export Report I

FIGURE 12-1: Supplier Listing page
3. Select the "Search Report" Button to generate the Report On-screen or

4. Select the "Export Report" Button to generate and download a copy of the
Report.
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12.1.1 PPC Supplier Registration Report

To generate a Report of Suppliers registered with the Public Procurement Com-
mission:

1. Select the "PPC Supplier Registration Report" link from the Information” sec-
tion of the Homepage.

2. In the "Reporting” page:
Reporting

Registration Type: - ﬂ @

Apply Fitler [l Reset [l Export as PDF

PPC Supplier Registration Report

i i —

FIGURE 12-1: Reporting page

3. Enter the Search Criteria and Select the "Apply Filter" to generate report for
criteria and / or

4. Select the "Export as PDF" button to download a copy of the report.
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12.2.1 News item
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12.2.1 News item

For information on news published by the Office of Public Procurement Policy (OPPP):

1. Select the "News" link from the "Information” section of the Homepage.

2 In the "Information area" page:

¢ Information Area

Title Description Date Attachment
uploaded

Mews test doc oo
1713

31/07/2020 Kardhoyog_ Mpoidvtwy  I.N. kol YmwsdBuvol
Nemoupyoi 28 02 20 xlsx

Procuring Enfites Procuring Enfities Trained on the Functionalities of 11/08/2017

Procuring Enfities Trained . pdf
Trained the E-Procurement Platform:

Suppliers Trained Supplier Indusiries/Sectors Trained in the e- 11082017

suppliers Trained. pdf
Procurement Platform:

3 resulis in tofal.  Displaying: 1-3 Page 1 of 1

FIGURE 12-1: Information Area page

3. Select the link for the new item of interest to generate and download a copy of
the report.
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12.2.1 User Manual

To access and download user manuals:

1. Select the "USER MANUAL" link from the "Information” section of the
Homepage:

Information Area

USER MANUAL

Title Description Attachment
uploaded

GOJEP Java Installation This GOJEP User Guide provides technical instructions 20/06/2022  GOJEP-Java Installation Quick
Quick Guide related to the functionalities of the Java Software and its Guide for Suppliers.pdf
application to the GOJEP portal.

Supplier Quick Guide- Supplier Quick Guide 24/03/2022 MOFP _e-GP_ System Quick
July 2021 Guide July 2017 rtf

Offline and Online Offline and Online Instruction for Bid Submission by Bidders.  26/09/2019  Offline _and Online Instruction
Instruction for Bid for Bid submission by
Submission Suppliers pdf

Instructions  for  Bid Supplier Bid Upload Instructions 22/10/2017  Summary Instructions for Bid
Submission - Upload Submission Oct 2017 pdf

4 results in total.  Displaying: 1-4 Page 1 of 1

FIGURE 12-1: Information area page

2 Select the link under the "Attachment" column for the manual of interest.
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12.2.1 Procurement Legislation

To access and download a copy of the Government of Jamaica Procurement Regu-
lation:

1. Select the "Procurement Regulation” link from the "Information” section of
the Homepage.

Information Area

Procurement legislation
Description Date Aftachment
uploaded
2008 Public Procurement 2003 Public Procurement 20/10/2016 Public Sector Procurement Regulations 2005 pdf
Regulations Regulations
1 resulis in total.  Displaying: 1-1 Page 1 of 1

FIGURE 12-1: Procurement Legislation

2 Select the link under the Attachment column to generate and download a copy.
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Select or enter responses to the following fields (mandatory fields are tagged with an

asterisk.

Title

Description

Re-Tender Flag

Procurement Type

Services sub-type

Procurement Method

Title or name of the procurement.

Brief narration describing the
nature of the procurement.

The option for "Original tender is
selected by default. Select "Re-
tender" in the event this is a
repeat of a tender which was pre-
viously published then canceled.

Select value of "Goods", "Ser-
vices" or "Works" depending on
the procurement procedure.

For "Services " procurement type
procedures, Select "Consulting"
or "Non-Consulting"

Select a value of "Open-ICB",
"Open-NCB", "Restricted Bidding
(RB) or "Single Source (SS)"
depending on the procurement
procedure.

Serves for Reporting
and Analysis pur-
poses to gauge how
many tenders are
Re-tendered.

This field will only be
displayed in the
event "Procurement
Type" is "Services"
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Procurement Method Jus- Select appropriate justification This field will only be

tification response. The options are in con- displayed in the
formity with the Public Pro- event of a "Pro-
curement Act, 2014. curement Method"

procedure of "RB" or
"SS".

Grade of Works For "Works" procurement This field t will only
method procedures, Select the be displayed in the
value of the Grade of works. event of "Pro-

Grade values are either of value, curement Type" pro-
1,2,3,40rb. cedure of "Works".

PPC-NCC Registration Select the PPC-NCC Regis- Refer to instructions
tration code or codes relevant to on how to Select a
this procurement. PPc-NCC.

Common Procurement Select the Common Pro- Refer to Instructions

Vocabulary curement Vocabulary (CPV) on how to Select a
code or codes relevant to this pro-  CPV.
curement.

Procurement Technique Select  the  appropriate Refer to "GOJ Pro-

response based on the "Pro- curement Method"
curement method" selected as  guidelines.

follows: o
In general, it is

1. For Open ICB or OPEN  advisable to select

NCB methods: the 'RFP", Request
® Select RFP or ITB  for Procurement
Technique option.

2 For RB or SS methods

® RFP or ITB Tech-
nique
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Number of Stages

Framework Agreement
Establishment

Include e-Catalouge

Funding Source

Special and Differential Treat-
ment (SDT)

Project Reference Number

Select the number of Stages
through which the procurement
will be conducted, either One (1)
or Two (2).

In the event the Procurement is
being executed to establish a
Framework Agreement contract,
Select the option "Yes". Other-
wise the system default value of
"No" shall remain.

In the event the response to
"Framework Agreement
(FA) Establishment" is 'Yes",
Select "Yes" if the FA can be
managed through the e-
Catalouge module.

Select one of the listed source of
funding for the procurement.

SDT regime allows for applic-
ation of special pricing evaluation
procedures for ‘Local" Bidders so
as to protect or provide incent-
ives for some industries. System
will default to "No Special and Dif-
ferential Treatment" option

State any Project identifier or
Reference Number being used
for this procurement.

In the event of use of
Procurement Method
of RB or SS, the num-
ber of Stages can
only be one (1).

Refer to " Framework
Agreement Over-
view" for additional
details.

This field will only be
displayed in the
event the response
to "Framework Agree-
ment Estab-
lishment"is 'Yes"

Used mainly for
Reporting Analysis
purposes.

A "Margin of Prefer-
ence Special SDT"
option is available in
the event of Pro-
curement Method
being "Open-ICB"
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Estimated total contract The budget / estimate for the pro- Estimates are printed

value curement on Tender Opening
Report and allows for
comparison Bidders
Cost versus estim-

ate.
Estimated total contract Select the check box, only if you If selected, the estim-
value public would like to disclose (make pub-  ate will be shown in
lic) the estimated value of the pro-  the 'View competition
curement. details' form as well

as in the published"
Contract Notice"

Country of contract per- Value of 'Jamaica’ is selected by  This response is
formance default. If the contract is to be necessary so as to
executed outside of Jamaica, the enforce rules regard-
user shall select the "Outside of ing tax compliance
Jamaica" option. and Special and Dif-
ferential Treatment
regime etc.
Non-Petroleum indicator Value of 'Non-Petroleum is selec-  This allows for the
ted by default. For Petroleum exclusion of pro-
products / Oil imports etc., curement for pet-

roleum products from
regular reporting as
given their large dol-
lar value, will distort

reporting.
Deadline for Bid submission State the Bid Submission dead- Time must be stated
line (Date and Time). in Military time

format; for example,
2 pm. is to be defined
as 14:00 hours.
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Deadline for clarification

Site visit - Bidders con-
ference Date

Allow Suppliers to upload
attachments to clarification
guestions

Bid opening date

Contract awarded in lots

Number of lots

Bids for lots

State the Clarification Deadline
(Date and Time). Clarification
deadline must be before Bid Sub-
mission deadline..

State the Date and Time for Bid-
ders Conference or Site Visit if
there is either.

Select "Yes" or "No". System
defaults to value of "Yes"

State the Date and Time for Bid
Opening to be done in the sys-
tem. The Bid opening date and
time shall be after the defined Bid
Submission deadline.

If the procurement is to be done
for lots, Select "Yes", otherwise ,
Select "No".

State the Number of Lots, if the
procurement is to be done for
lots.

If the procurement is to be done
for lots, state the lot bidding
options available to potential bid-
ders. Select either (a) "Only one

Time must be stated
in Military time
format; for example,
2 pm. is to be defined
as 14:00 hours

Time must be stated
in Military time
format; for example,
2 pm. is to be defined
as 14:00 hours

Recommendation is
to Select "Yes" in all
cases.

System will default to
a Bid Opening time
of fifteen minutes
after the Bid Dead-
line time.

This filed will only be
displayed in the
event the response
to "Contract awarded
inlots" is "Yes".

This filed will only be
displayed in the
event the response
to "Contract awarded
inlots"is"Yes".
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lot" - If Suppliers are allowed to
bid on only of the listed lots, (b)
"One or more lots" - If Suppliers
can submit a Bid for one or more
of the listed lots or (c) "All lots" - If
the Suppliers are required to sub-
mit bids for all listed lots.

Lot name (1..n) Specify name for each of the lots This filed will only be
indicated by the response to displayed in the
"Number of Lots" event the response
to "Contract awarded
in lots" is "Yes".

PE audit of competition work-  Select this option in the vent your The e-mail address

space Procuring Entity requires that all to which these noti-
system generated e-mail noti- fication are sent is
fications are copied to a specially the one defined in
designated e-mail address. the PE Organization
details.
Planned Evaluation end date ~~ State a projected date for com- Time must be stated

pletion of the Evaluation process.  in Military time
format; for example,
2 pm. is to be defined
as 14:00 hours.

Planned Contract Award State a projected date for award Time must be stated

date of contract for the procurement. in Military time
format; for example,
2 pm. is to be defined
as 14:00 hours.
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The system makes use of the European based Common Procurement Vocabulary
(CPV) procurement classification system. CPVs are used by Procuring Entities when
creating new tender competitions and by Suppliers when identifying the categories of
procurement they are interested in, so as for the system to automatically notify them
when new opportunities are published. CPVs are also used in Searches and Reports.

Suppliers are required to indicate or register CPVs of interest during the initial creation
of the Supplier organization account. Supplier users will also be able to modify (remove
or add) the CPV codes initially registered for the organization using the "PE admin-
istration" functionality.

The use of CPV codes is supported through a dedicated CPV selector, as below:

Register CPV Codes

@ The Common Procurement Vocabulary (CPV) sstablishas a single classification system for public procurement aimad at
standardising the references usad by procuring entities ta describe the subject of procurament contracts. The main vocabulary is
based on a free structure comprising 8 digit codes associated with wording that describes the type of supplies, works or servicas
forming the subject of the confract The CPV is maintainad by the European Commission of the European Union The CPV codes of
interest ars optional for the registration of a Supplier. When an open public procurement competition Is published, the sysiem wil
automatically notify via email all Suppliers whose CPVs of interest maich the CPV codes of the competition itself

Step 2: Register CPV Codes
CPV Codes of interest. N ! |

FIGURE 12-1: Register CPV Codes section
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NOTE: THE SYSTEM ALSO SUPPORTS THE CLASSIFICATION SYSTEM USED BY THE PUBLIC
PROCUREMENT COMMISSION (PPC) IN THE REGISTRATION CLASSIFICATION FOR SUPPLIERS.
HOWEVER, THIS CLASSIFICATION IS ONLY USED FOR THE DETERMINATION OF ELIGIBILITY AND
CONTRACT AWARD AND NOT FOR NOTIFICATION AS IS DONE BY THE CPV CODE.






