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Email

Password

Sign in
Cannot access your account?

To submit bids for procurement process, providers are 
required to login to their accounts using their username 
and passport and navigate to the [Bid Notices]  Tab.

Bidding Process
Providers are able to participate in their respec -
tive procurement processes of interest once they 
have been published or when they have been 
exclusively invited.

Click Here 

When a bid is published, 
all suppliers registered in 
the category of the bid i.e., 
Supply, Works or Services 
receive a notification on 
their emails inviting them 
to participate in the bid.
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All Public 
Bids Shortlisted Bids 

Click to View 
Bid Details 

All bids that are open to general public are available 
under BID NOTICES  and for bids where the supplier has 
been shortlisted these bids are available under SHORT -
LISTED.  To find any bid, the supplier can scroll through 
the list of available bids or utilise the Search option. If 
you are interested in a particular bid, proceed to click on 
[VIEW DETAILS]  to view more information about the bid 
and prepare to submit your bid.
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For tenders/bids that require payment 
before participate, the supplier will be 
required to pay the Bid participation 
fees before they can access the 
full bid details. Provider will 
view the notice and click on 
[Pay Fees]. 

You will then be presented with an interface to generate 
the payment reference number for the bid. Select your 
preferred Payment Mode, Accept the terms and 
Conditions and click on [Generate PRN]. A notice will 
appear on the screen showing that the Payment 
Reference Number was Successfully registered. Proceed 
to Print the payment slip and present it to any Bank or 
Financial supporting agency and pay the bid 
participation fee. 
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Accept the terms 

Fee to pay 

Once you have successfully completed the payment, click 
on [Track PRN]. The system will verify that the payment 
was successful and grant you access to the bid document. 
To verify that you have full access to the bid document, 
the notice will be the buttons available to the supplier.
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To request for information about 
the Bid, Click on [Request for 
More Information] 
To get a copy of the Standard 
bidding document, click on 
[SBD-DOC-:] 
To begin your response to the bid, click on [Respond To]  
To decline the bid and return to the e-GP home page,  
click on [Decline]

 Request For Bid 
Clarification 

In case something is not clear 
on the bid notice, the supplier 
can send a request for 
clarification to the entity. To 
do send a request, click on 
[Request for Clarification].
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The clarification dialog box will appear on your screen. 
Proceed to type the Title of your clarification and the 
full details of the clarification. In case of need to attach 
any supporting document with detailed information 
on the clarification sought, proceed to click on 

[Choose File]  option to locate the file from 
your computer. Once you have completed 
the sections of the clarification,   
click on [Submit]  to send the   
request to the entity.      
A confirmation message will     
be displayed, showing that     
the request was successfully     
submitted. 
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All bid clarification requests and responses are 
available to all bidders. To access the responses to bid 
clarifications, click on [Request for Clarification].  
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All clarifications from other suppliers will be available 
here. 

Click to View 
informa�on 

Click on the title of any clarification request to view the 
responses from the entity.
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Once you are ready to respond to the bid. Click on 
[Respond To] option to submit your bid. 

Bid  Submission

Review the specification and compliance sheet of the 
bid and download and download any bid attachments 
as they may have more information about the bid.

10



After reviewing the specifications of the bid on the bid 
attachment, proceed to complete the Preliminary  and 
Detailed sections of the bid where applicable.
Sections marked with Response  or Responses * 
requires the supplier to input their responses.

File a�ac hed successfully  

Add More informa�on Here 

To give more clarity to your 
response on any criteria, you 
can use the Justification  
and Attachment  sections 
below the response to add 
all the relevant supporting 
response to the criteria.
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NOTE: Documents attached once uploaded from your 
computer, will appear in blue to indicate that they have 
been successfully uploaded onto the system.

At the financial section of the bid, identify your Unit Price 
and VAT value and enter them in the section.

The Total Price before VAT, VAT Amount and Total 
order price are calculated atomically based on the 
specified quantity.

The supplier can enter Other Additional costs and offer 
any discounts where necessary to the bid.

In case additional Costs are added, the supplier will be 
required to enter the description of the additional cost 
and attach any supporting file for the additional costs.
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Supplier can proceed to attach the Standard Bidding 
Documents (SBD) where applicable and accept the Terms 
and Conditions.

If the provider clicks on [Save As Draft],  the capture 
information and attachments are saved for further edits.

If the provider clicks on [SUBMIT],  the bid will be sent to 
the entity for further action.

The system will display message indicating that the bid 
has been successfully submitted.
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The supplier will have a copy of their bid response. To 
view all the information submitted to the entity, click on 
[View Response] on any bid you have previously 
submitted.
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Withdrawal and
Replacement 

of  Bid

Withdrawal and
Replacement 

of  Bid
Bids can be withdrawn and replaced as long as the bid 
submission deadline has not yet expired.

To Withdraw and replace a bid, click on [Withdrawal & 
replace]. You will be presented with the all the bid details 
as you had submitted them on the different sections of 
Preliminary, Detailed and Financial.

UNDO
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If you wish to replace your bid, make any changes to the 
various sections of the bid and click on [Withdrawal 
and Replace].  Your previously submitted bid will be 
replaced by the new bid.

If you wish to completely withdraw your bid, click on 
[Withdrawal Response].  You will be required to enter a 
reason for withdrawing your bid, provide any supporting 
document, accept the terms and condition and click on 
[Withdraw Bid].

Type withdrawal 
Reasons Here 
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