OECS eTendering

D13 End-user Supplier Manual
Issue 01
Version 2.0

EUROPEAN DYNAMICS S.A.

P Wt

-* -y
% EUfeOPlEAi AgDrvaMICS



7E;'§gPIEAi N DIENAMICS

OECS eTendering
D13 End-user Supplier Manual

Modification History

Date Version Author Comments
18/04/2013 1.0 ED Initial version
05/06/2013 2.0 ED Updated with latest modifications
05/06/2013 D13 End-user Supplier Manual v2.0.doc Page 2 of 51




OECS eTendering

* EvkgpesnDyamcs
w D13 End-user Supplier Manual

Table of Content

1  Minimum and Recommended system requirements ............c.ccccceeuriuriiiiiiiiicicccncccces
2 General FUNCHONALILY ......c.oiuiiiiiiiiiiic
21  General usage gUIdElINeS ...........ccccooiiiiiiiiiiiiii e
2.2 The Pooled procurement Menu functionality ...........cccccoovviiininiininiiiiiiiie
23 MaIN Page....ccooioiiiiiiiii s
231 LoGIN SeCtiON .....oviiiiiiiiiii s
232 5€arch SECHION.......vviieiii s

2.4 Login in the SYSTemM ... ..o
2.5 Login to the system for the first time...........ccoeoiricinnrcc e
2.6 Logout from the SYStem........ccccoiiiiiiiiiii e
2.7 PaSSWOIA TECOVETY ......ccuiuiuiuiiiiiiiiiiicit sttt
2.8  Maintenance of USET’s PIOfile .........ccoooiriiiiiiiiiici e
2.9  XLSfile format SUPPOTT ....c.cuiviviiiiiiiiici e

3 Registration Of SUPPLET ......ccoovvviiiiniriciiecer e e
4 Supplier Managemment....... ..ottt
41 Edit organisation details...........ccccoiiiiiiiiiiiiiiiiii s
42  View the users belonging to the SUPPLier.........ccoeviniiiiiiiniie e
43 Add new user in the Supplier organisation.............cccccceiicciiiiiicic s
44  Edituser’s details ........ccoviiiiiiiiiiiiiiii s
45 Edit CPV COAES ...ttt

5  Searching FUNCHONALILY ..o
5.1 SIMPLE SEATCI.c.cueiiiiiiciietrire ettt ettt
5.2 Advanced SEATCH ..........ccccuiiiiiiiii
5.3 Latest Pooled procurement S€arch...........ccoouvueiinircinininciieeee e
5.4 CEV @XPOIL ..ottt

6  View Pooled procurement WOIKSPACE ..........ccovurueuirniriciiiniciiee e e
7 View Pooled procurement DOCUIMENLS..........c.ccourueuiriririeiiiniieiiniee e
8 ClarifiCatiONS ....ouiiiiiiec e
8.1 Create a clarifiCation TEQUESE .......oueuiriririeuiriiccrc ettt e
8.2 View a clarifiCation IESPOIISE ......c.vueuiririiueuiriiieitrieieititte ettt et
8.3  Evaluation clarifications...........ccooeiiiiiiiiiiiii s

9 Creation of @ teNdeT .........ccovviiiiiiiiiiiiiii s
9.1 The QDS......oi e
9.2 Prepare online teNder ...........coceoiriiieiiriiiricice et
9.2.1 Online tender preparation t00] .......c.c.occcrrrierinrnieccnnirerreeree e
9.2.2 Supplier responses to tender QUESION.......c.coeueueeiririeieceririeererineict sttt
9.23 SV @ tENAET ...
9.24 Package a tender .........ccoiiriiiiiiii e
9.25 UPlLoad @ teNAeT .......ccccueiiiiciiiieecceeeeer e
9.2.6 Management Of @ teNAeT ..........ccccuiuiiiiiiiiiiiic s
9.2.7 Offline tender preparation tOOL.........coocccrrriecinirniecinnieer et

10 Helpdesk contact details ............ceeeerueuiuieinieiiiieecceeccre e

05/06/2013 D13 End-user Supplier Manual v2.0.doc Page 3 of 51



OECS eTendering

* EvkgpesnDyamcs
w D13 End-user Supplier Manual

Table of Figures

Figure 1: Example of a table header ..o 9
Figure 2: The Pooled procurement Menu (collapsed) .........cccoeeueenineicninnecirccceecc e 10
Figure 3: The Pooled procurement Menu (expanded) ..........cccoceeoennreennnecinnecieeeeeeeeenene 10
Figure 4: Main Page........cccocviiiiiiiiiiiiiiiiiiii e 11
Figure 5: Login Panel ..o 12
Figure 6: Search panel ... 12
Figure 7: User IOZIN .......cciiiiiiiiiiiiici s 13
Figure 8: Wrong credentials ... 13
Figure 9: Confirmation email received during registration. ..........c.ccccoevviriinninniiniciiiicccne 14
Figure 10: The transaction NUMDET ...........cccoiiiiiiiiiiiiiiii e 14
Figure 11: Confirmation of the user agreement.............c.ccccoueirininiiinininnnninninireeee e 15
Figure 12: Logout functionality ...........cccooiiiiiiiiiiiiiiiin e 15
Figure 13: Password 1ecovery /Change ..o e 16
Figure 14: email containing a registration transaction and unique access link.............cccccccevueurueunnne 16
Figure 15: Resetting the password ... 17
Figure 16: Edit User’s Profile...........ccciiiiiiiiiiiiniiin e 17
Figure 17: Password Configuration Rules.............c.ccoiiiiiiiiiiniiiiicccncceeeeeas 19
Figure 18: Register as SUPPIET .........ccciiiiiiiiiiiiiii e 21
Figure 19: Registration of organisation...........c.cucieiiiiiiiininiiiinineeses e 22
Figure 20: Registration of CPV codes...........ccccooiiiiiiiiiniiiiiiiiniic e 23
Figure 21: Registration of Supplier admin .........cccccoiiiniiiiiiniiiiies 24
Figure 22: Confirmation of successful registration of the SUPPLET ..........cccoeuvrririiiiiiniiiiiicins 24
Figure 23: Pending validation by the System Administration ............cccocovviiiiiininiiiicin, 25
Figure 24: SUPPLET MENU ... 26
Figure 25: Supplier Management functionality ...........c.cccoovviiniiiiiiniiiias 26
Figure 26: Editing Suppliers details ..o 27
Figure 27: Organisation details were successfully updated ............cccccovnniiniiniiiiiiiiiins 28
Figure 28: Display of users belonging to the Supplier.............cccooviiiiniiiiiiis 29
Figure 29: Insert a new user in the 0rganisation ...........c.cccevriniiiniininnnniiicrc s 30
Figure 30: Editing user details ..o 31
Figure 31: Associate CPV COES........ccciiiiiiiiiiiii st 32
Figure 32: Edited CPV COAES......c.ciiiiiiiiiiiiii et 32
Figure 33: Simple search for Pooled procurement .............ccccoouviiiiiiiiininiininiiicns 33
Figure 34: Advanced search for a Pooled procurement .............c.cocoouvirnininininiinnniinicniceneseeieenns 34
Figure 35: Advanced search for a Contracting AUthority.........ccccccovrivenniiicnniccecece 35
Figure 36: Advanced search for Contracting Authority USeTs..........cccoceviviririiniiiniiicinccecne 35
Figure 37: Advanced search for user of the SUPPLer............cccocoviiniiiniiiiiiiccccccae 35
Figure 38: Latest Pooled procurement search............c.cccooviiiiiiiniiiiiniiinininniicenas 36
Figure 39: Pooled procurement MeNU ... 37
Figure 40: View Pooled procurement WOrkSpace ...........cccocouviviviiiiiiiiinininininiiiinnsennas 37
Figure 41: Contract dOCUMENES ..........c.oiiiiiiiiiiiic e 38
Figure 42: INVItation ..o 39
Figure 43: Pooled procurement Menu, option “Clarifications” ............cccceovviiinnnniiiiiiinns 40
Figure 44: Pooled procurement Clarifications...........c.cccooiiiirirnininininininnnicniccrrcncsce s 40
Figure 45: Response to a clarification request............c.cccooviviiiniiiiiiiniiiiiiias 41
Figure 46: List of evaluation requests .............ccoouiiiiiiiiiiiiiiiii e 42
Figure 47: Evaluation clarification IreSpOnSe............cooiiiiiiiirinininiiinii e 43
Figure 48: Example of QDS file.........c.cooiiiiiiiiiiiiii e 44
Figure 49: Alternative item SUDMISSIONS ..........cccciiioiiiiiiiiinc e 44

05/06/2013 D13 End-user Supplier Manual v2.0.doc Page 4 of 51



7 Evrorea AMICS OECS eTendering
D13 End-user Supplier Manual

Figure 50: Tender submission option of competition MeNU...........cccuvvirieiriririniiiiiiircreeeeeas 45
Figure 51: Online tender creation ... 46
Figure 52: Online tender creation too] ... 47
Figure 53: Expanded “pooledPPS” SECHON .........cccoevurieiririiieiniccerneere e 48
Figure 54: Tender preparation to0l OPHIONS ..o e 49
Figure 55: Contact Us HNK.........ccocciiiiiiiiii e 51
Figure 56: Contact Us fOTIMN ........ccciiiiiiiiiiii s 51

05/06/2013 D13 End-user Supplier Manual v2.0.doc Page 5 of 51



7 Evkorea AMICS OECS eTendering
D13 End-user Supplier Manual

Table of Tables

Table 1: Pagination OPIONS ......c.ccoiiiviiiiriricicereeecee et e 9
Table 2: Additional OPLIONS........cccovvviieiririicireeeer e 9
Table 3: List Of aCCOUNL StATUSES........c.cceririiiiiirecieerece e e 29

05/06/2013 D13 End-user Supplier Manual v2.0.doc Page 6 of 51



F EUR PEA, AMICS OECS eTendering
D13 End-user Supplier Manual

Acronyms / Abbreviations

Acronym / Meaning

Abbreviations

CA Contracting Authority

CAPC Contracting Authority Procurement Coordinator

CAPCA Contracting Authority Procurement Coordinator Assistant

CMS Chief Medical Store

EC$ Eastern Caribbean Dollar

ED European Dynamics SA

EGRIP Electronic Government and Regional Integration Project

e-PPS European Dynamics electronic Public Procurement System

e-PPSS electronic Procurement System for OECS Pharmaceutical Procurement
Services

GRN Goods Receipt Notice

MB Megabyte

MoH Ministry of Health

MS Member State (of the OECS)

OECS Organisation of Eastern Caribbean Countries

PO Purchase Order

PO/ES Procurement Officer / Evaluation Staff (member of the evaluation committee)

PO/ESR Procurement Officer / Evaluation Staff Responsible (leader of the evaluation
committee)

PO/0OS Procurement Officer / Opening Staff (member of the tender opening
committee)

PO/TC Procurement Officer / Tender Coordinator (member of the coordination
committee)

PPS OECS Pharmaceutical Procurement Service

PQQ Pre-Qualification Questionnaire

QDS Quotation Data Sheet

SA System Administrator

USs$ United States Dollar

XLS Microsoft 2003 Excel Spreadsheet
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1 Minimum and Recommended system requirements

@

Minimum requirements:

Relatively recent Operating System (e.g. Windows XP or 7, or equivalent)

Office tools (e.g. MS Office support MS Word, MS Excel, or equivalent)

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

Browser: Internet Explorer (6 or higher), or Firefox (3.5 or higher), or Opera /
Chrome / Safari (latest)

Session Cookies: enabled

Window Resolution: 1024 x 768

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

Access to the Internet through HTTP/HTTPS

A valid e-mail address

Pop-up blockers disabled

Java Runtime Environment (JRE) 1.6 or higher

Recommended requirements:

Windows 7, or above

MS Office 2003, or above

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

Browser: Internet Explorer (8 or higher), or Firefox (5 or higher), or Opera /
Chrome / Safari (latest)

Session Cookies: enabled

Window Resolution: 1024 x 768

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

JavaScript enabled, for full end-user experience

Compression/decompression software (e.g. 7zip, winrar, or equivalent)

Access to the Internet through HTTP/HTTPS

A valid e-mail address

Pop-up blockers disabled

Java Runtime Environment (JRE) 1.6

05/06/2013
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2 General Functionality

The procurement modules provide the following common behaviour/functionality for all its end-
users.

21 General usage guidelines

The ePPSS system provides the following common navigation behaviour/functionality:

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

Title: Tenders submission Procedure:
CA: |Info: |deadline:

Figure 1: Example of a table header

*  The arrows E are used for shorting (in ascending/descending order) the results by the

corresponding field. The button is used to hide/ show a number of fields in the
table.

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

Table 1: Pagination options

« First Page
Last Page

Previous Page

Next Page

The following buttons are also widely used within ePPSS:
Table 2: Additional options

Calendar Button. Selecting this button opens a calendar enabling the user to
& select a date

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

Clear Button. This button clears the selection of the user
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2.2 The Pooled procurement Menu functionality

During the creation and manipulation of a Call for Tender, the Pooled procurement Menu
contains all available choices to the user. The Pooled procurement Menu is collapsed by default:

Competition: 20130327 SP PPS 1 (Status: Evaluation)

Figure 2: The Pooled procurement Menu (collapsed)

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

Hidle: Menu

ompetition
igted officers
Competition documents

Interested Suppliers

Auditing reports

Figure 3: The Pooled procurement Menu (expanded)

Selecting the Pooled procurement Menu, again, will collapse it (Figure 2).
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23 Main Page
; : ELECTRONIC TENDERING
DECSE
& I Ty

Homepage About User guides Help Contact us |

Log in - QOECS - eTendering Systam
Uszetnatms: e-PPEE is a web-based, colshorative svystem to faciitate the full
lifecycle of a tendering process, for both buyers and suppliers.
offers & secure, interactive, dynamic environment for procurements
Pazsward:

T

= Forgot your password?

=+ Register as a Supplier

Information =

=+ Current competitions

=+ Opened tender details

+ Mews

Irteractive walkthroughs

+

+

User guides

+

Electronic public procuremenit

+

QECS procurement legiskstion

Statistics

+

Relevart links

+

Calendar

+

of any nature, size, complexity or walue, enforcing (where
appropriate) and encouraging recognised best practices

e-PPES supports the process of procuring works, services and supplies electronically. Different public procurement procedures are supported far
both ane-off of repetitive purchases through several dedicated sub-maodules providing facilties for user registration, competition notification, tender
preparation and submission, onling tender evaluation, contract awarding, crestion and management of catalogue-based information, placement of
electronic purchase orders, electronic Invoicing and order tracking.

e-PPSS can also support the PPS specific procurement model for the procurement of pharmacedtical products on behalf of all OECS Member
States e-PPS3S supports the effort for achieving efficiency gains, while promotes core principles and regulstions following internstional standards
on public procurement such a3 transparency, security, avallskility, non-dizcriminstion and equality of trestment.

General information

First-wisit guide Why register?

Information menu

Last update: 27 March 2013

Figure 4: Main page

@ Register yourself and your organisation in the system \\ @ Configure your profile for receiving email notificstions for neswly
S Obtain access to the Lser manusls \\ published Calls for Tenders (CfTs) of interest
S View irteractive welkdhroughs  explaining  core sy)ﬁtam @ Cbtain full and unrestricted access to documentstion of published
functionality . Y CiTs
5 Browse through the Frequertly Asked Questions \ [~] Ex;:.nr.ess |rﬁere§‘t for CfTs, th.ltIS receiving  reminders  and
notificetions for important CfT activities
& Wigw the latest Calls for Tenders publications - . . ;
@ Paricipate actively in CfTs. Submit your tenders, reguests for
@ Find a specific Call for Tenders by sgarching the CfT registry clarification and take part in electranic auctions
Latest news Statistics
“iewy all “igrwe all

A

MNews and statistics I 2013 European Dynamics

The main page of the ePPSS system consists of the following elements:
*  Left column, which contains the Login panel, General Information Panel, and Calendar

Panel.

*  Central column, which contains general information regarding the system, the Suppliers
and the users of contracting authority. Furthermore, it lists any uploaded news and also
statistical information about the system usage.

*  Constant functionality at the top of the main page which contains functionalities which
are available within all pages of ePPSS.

* Constant functionality at the bottom of the main page which contains functionalities
which are available within all pages of ePPSS.

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

05/06/2013
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23.1 Login Section

Login

Log in =

Uzername:

Paz=ward:

[ Login |

-+ Forgat your password? <—+ Forgot passwaord
-+ Redister as a Supplier -1—+ Fegister Supplier

Figure 5: Login panel

In this section, functionality is provided to enable all users (Contracting Authority, Suppliers and
Administrators) to login in the system providing that they use the correct credentials (username
and password). Furthermore, functionality to recover user’s password is included. Finally,
functionality for the registration of Suppliers within the system is provided.

2.3.2 Search Section

Cluick search

Advanced search

Figure 6: Search panel

The users can use this section to search for Pooled procurement, Organisations and users.

Advanced searching functionality, (by selecting the button P+ ) is also provided (Figure 6).

24 Login in the system

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

page:
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Login

Log in =

Lzername:

Pazs=ward:

[ Login |

Figure 7: User login

If the user provides incorrect credentials (either user name or password) an error message will be
displayed:

Log in — ¢ OECS-eTendering System

Uzernatme

L =} ﬂ An error has occurred:
Pazaworel

L sdiimam of |
-+ Forgot your passward? e-PPES iz a web-bazed, collaborative system to faciltate the full
lifecycle of a tendering process, for both buyers and suppliers.
- Renister az a Supplier offers & secure, interactive, dymamic environment for procurements

of any nature, size, complexty or walue, enforcing  (where
anerniriEte) and enenuranin rernanized hest arartices

Figure 8: Wrong credentials

If the user provides an incorrect password for a username more than 9 times, the user account
will automatically get de-activated. In this case, the user should contact the system administrator
to re-activate the account:

25 Login to the system for the first time

The following steps are available, when the user login to access the ePPSS services for the first
time.

As a first step, the user will have to provide the transaction number (which is received by email
after his successful registration on the system):

05/06/2013 D13 End-user Supplier Manual v2.0.doc Page 13 of 51



OECS eTendering

EvrQrEANDNAMICS
w D13 End-user Supplier Manual

You have successfully completed the Registration process on the OECS System.
A docwument confirming your registratien details is attached.

Please ensure that you also keep = separate note of your system password.
Once your Registration has been approved, you will receive another emmil telling you that the Registration Frocess has heen successfully completed.
When you receive that email, please log in to the system from the link below to verify your account.

You will require the usernsme and transaction number shown below, along with your password.

Your username is:

Your registration transaction nuwber is: 3392070908

Instructions for using the OECS System can be found by clicking on the 'User Guides' link at the top of the OECS weh pages
Please ensure you read these instructions before downloading any tender documentation or submitting a bid.

If you reguire further assistance at any stage, click on the 'Convact Us' link at the top of the OECS web pages.

DO HOT DELETE THIS

rann
IMPORTANT: A1l actions within the e-Tendering Platform will be recorded for auditing purposes.
This email and any files transwitted with it are confidential and intended soclely for the use

of the individual or entity to whow they are addressed. Tf you have received this ewail in error
please notify the system manager. This message contains confidential information and is intended
only for the individual nawed. If you are not the named addressee you Should not disseminate,
distribute or copy this e-wail. If you have received this e-mail by mistaks delete this

e-mail from your System. If you are not the intemded reeipient you are notified that diselosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prohibited.

Please do not reply to this mail.

Figure 9: Confirmation email received during registration.

After providing his user credentials the user is requested to provide the transaction number
received during the registration:

¢ Transaction Number

Identification Humber

Please, enter the transaction number you
recered by e-mai

Ju—

Figure 10: The transaction number

Finally, the user is prompted to read and accept the following System User Agreement:
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Accept agreement

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

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

QECS TermsOflze w2.0 pof

Accept Reject

Figure 11: Confirmation of the user agreement

2.6 Logout from the system

The user can exit the ePPSS services by selecting the “Logout” functionality:

Lag in =

Logged in as:
{Supplier Admin
}-
Last login an :
2900302013 - 15:15:24

= Edit Profile

=+ Homepage

= Log out

Figure 12: Logout functionality

05/06/2013 D13 End-user Supplier Manual v2.0.doc Page 15 of 51
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2.7 Password recovery

The user can recover his password from the “Forgot your password” functionality (Figure 8)
available from the home page.

Forgot wour password?

Inzert your username and instructions will be zent to vour email provided to the system.

*Lizername:

i

*Fields with asterizk are mandatary
Figure 13: Password recovery/change

If the provided details are valid, the system sends an email to the associated address, containing a
transaction number and a unique generated access link:

Dear A
Go to the following link and insert new password.

Tou can access the new password section through the following link:
httpa: /A user/prepareResetPassvord. do?u=er ID=1006 snum=vjd4kuzcglSkk

Please note that the field Password is case-sensitive.

o o o i e O o e e o e e o i o o

IMPORTANT: Actions within e-FP33 will be recorded for auditing purposes.

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

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

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

iz strictly prohibited.

Please do not reply to this mail.
EaR R o R o i o o o ol ol o ol ol ol o o

Figure 14: email containing a registration transaction and unique access link

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

* Username

e New password

* Password confirmation

*  Secret question response

05/06/2013 D13 End-user Supplier Manual v2.0.doc Page 16 of 51
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Reset password

* Pazsword: Password Rules

* Re-enter Pazsward: 0‘

* Pleaze, erter the transaction number you
received by e-mail;

* Secret guestion:

* Zecret answer:

| Firish [ Reset |

*Fields with asterisk are mandatory

Figure 15: Resetting the password

2.8 Maintenance of user’s profile

After successful authentication the user can edit his profile by selecting the “Edit Profile”
functionality (accessible in the left column menu). The user can update the information fields
and then, select the button “Save” to store the performed modifications. In case any of the
mandatory information is missing the system will prompt the user with an error message.

Log in =l ¢ Edtaccount
Logged in ss:
{Supplier Admin
)- Username:
Last login on : * Account role
T3N3 - 181253 * Firat Matme
-+ Edit Profile flpdits
Pazsweord; Password Rules
-+ Homepage
Re-enter Passwoard:
¥ Losiou *Email:
Address:
Competition - Postal Code:
management City
Courtry: ~

+ List of my CiTs
Phone Mumer:
Mabile Phone Mumber:

Supplier administration —
Fax

* Secret question: ! g L
+ Supplier managemert o What is your favourite team's nam

*Secret answer:

=+ U=zer management
Statuz:

-+ Auditing Reports

Figure 16: Edit User’s Profile
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The password should follow a specific configuration. To view the password rules the user should
click on the link “Password Rules” (Figure 17). The password configuration rules consist of:
- Letters (upper case/lower case) allowed to be used

- Numbers allowed to be used
- Characters allowed to be used
- Allowed login failures

- Password lifetime

- Password length (min/max)

- Password history

05/06/2013 D13 End-user Supplier Manual v2.0.doc Page 18 of 51
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=]

Select All

A a
B b
C =]
D d
E g
F i

e} =]
H h
| i

J 1

K k
L |

Ll m
il n
o] o
F R
=} q
R r

S s
T t

=
=

= =
k3

23
E

B

7

8

g

Other e

1

@

#

3

|

Allowed login faiures
Pazsword lifetime (in manths)
Password Min length I:I
Pagzsweard Ma lencth
Passweord history  Activete Deactivate

Passeord strenogth

Figure 17: Password Configuration Rules
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In case the password does not follow the password configuration the following message appears.

An error has occurred:

= Password can not be less than 6 characters. Check Password Rules
= Password's strength must be at least strong. Check Password Rules

2.9 XLS file format support
All XLS files uploaded to the ePPSS system must abide to the Microsoft Office Excel 2003 format.

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

@ Users that have later versions should save their files in 2003 format (Save as type and
select the option “Excel 97-2003 Workbook”).
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Registration of Supplier

All Suppliers are able to self-register to use the ePPSS system. In order for an Supplier to register
in the system, the user should select the option “Register as Supplier” from the “Login Panel” of
the main page (Figure 18).

Laog in

Log in ; =

Username:
Pazswaord:
-+ Forgot your password? <—+ Forgot password
= Redister az a Supplier -1—+ Fegister Supplier

Figure 18: Register as Supplier

In the first phase of the registration procedure the user registers his organisation by providing the
following mandatory information (Figure 19):

Organisation Name
Company type
At least one of the:
0 Company Registration Number,
0 VAT Number or,
0 Business identification number
Country
Address
Postal Code
City
Email
Phone Number
Fax (optional)
Manufacturer /Distributor option

Captcha code
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Fegister Supplier

Step 1: Organisation Details

* Qrganisation name:
* Supplier Abbrevistion:
* Company bype: -Select Company Type- e

If you zelected "Sole Trader" from Company type sbove then please enter any information if applicable to youto azsist usin idertitying you If
you have selected any other Company Type then az a minimum reguirement you must complete st least one of the following to register:

Company Redistration Mumber:

AT number:

D-U-h-5 number: @
* Address:

* Postal Code:

* ity

ECountey: Select hd

* Ermail:

* Phone Mumber:

Fan:

* Manufacturer Distribitor Distributar and Manufacturer hs

p3zkht

* Please type the code shown below:

*Fields with asterizk are mandsatory

Figure 19: Registration of organisation

In order to proceed to the next phase, the user should have also typed, in the provided text field,
the visual CAPTCHA code displayed by the system on the screen. Selecting the “Refresh” button
updates the code (Figure 19). Finally, the user should select the button “Validate and Continue”
to continue the registration process.

The next step (optional) is the association of CPV codes of interest with the organisation (Figure

20). The user can associate CPV codes by the use of the button. The button Kl is used to
delete a selected CPV code.
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Register CPY Codes

1 The Common Procurement Wocabulary (CFY) establishes a single classification system for public procurement aimed &t standardising
the references used by cortracting authorities and entities to describe the subject of procurement cortracts. The main wocsbulary is
bazed on & tree structure comprising 5 digit codes associated with wording that describes the type of supplies, works or services
forming the subject of the contract. The CPY is maintained by the European Commiszion of the European Union. The CPY codes of
interest are optional for the registration of & Supplier. When an open puklic procurement competition is published, the system wil
automatically notity via email all Suppliers whose CPY's of interest match the CPY codes of the competition tself.

Step 2: Register CPV Codes

CPY Codes of interest:

Figure 20: Registration of CPV codes

In order to continue, the user should select the “Next” button. The button “Back” returns the user
to the previous phase (Figure 19).

At the final phase the user registers the administrator of the Supplier (Supplier Admin). The
following details are mandatory (Figure 21):
*  First Name

* Last Name

* Username

* Password

e Email

* Country

*  Preferred language of GUI
*  Secret question

e Secret answer

Furthermore, the following details are optional (Figure 21):

e Address
¢ Postal Code
+ City

¢ Phone number
¢ Mobile number

e Fax
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Register Administrator

*First Mame:

*Lsernaime:

|
*Last Mame: |
|
|

*Pazzwoard: Passwiord Rules

*Re-enter Password: l:l

*Email:

Postal Code:

| |
Address: | |
| |
| |

City:

HCourtry: L e - o~

Phione Mumber:

fabile Phone Mumber:

* Secret guestion:

|
|
Fa: | |
|
|

*Secret anzwer:

Cancel

*Figlds with asterisk are mandatary

Figure 21: Registration of Supplier admin

In order to finalise the registration process the user selects the button “Finish”. A message
confirming the successful registration of the Supplier will be displayed:

Figure 22: Confirmation of successful registration of the Supplier
The system will send an email to the user containing details of how to access the system. Section
2.5 contains instructions on how to access the system for the first time.

The registration of an Supplier needs to be validated by the System Administrator. Until then, the
following message appears when the Supplier accesses the system:
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if An error has occurred:

= Your application is currently being processed by the competent authority. You will receive an email informing you
when your application has been approved.

Figure 23: Pending validation by the System Administration

If this warning message occurs please contact the System Administrator, in order to activate the
organisation account.
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4 Supplier Management

The Users with a role of Supplier Organisation Administrator can perform the following activities
for the management of their organisation:
+ Edit organisation details

*  View the users registered within the organisation of the Supplier
* Add new users in the organisation of the Economic Operator

¢ Edit user’s details

This management functionality is provided through the “Supplier Management” option of the
“Supplier Administration” menu:

Supplier administration |[—

=+ Supplier management
<+ U=zer management
= Ayditing Reportz
Figure 24: Supplier menu

Wiew arganisation

Edlit organization Edit CP% Codes A User

Organisation name

Company type:
Supplier Ahbrewvistion:
Company Registration kumber:
WaT number:
D-U-M-5 number:
Approval Diate:
Approved By:
Acdress:

Postal Code:

City:

Country:

Email:

Phione Mumber:

Fa:
hanufacturerDistributar Diztributar and Manufacturer
Status: Active

Figure 25: Supplier Management functionality
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4.1 Edit organisation details

Selecting the option “Edit Organisation” allows the user to edit the organisation’s details:

Edit arganisation profile

* Qrganisation name

* Company type: Contractor Firm s
* Supplier Abbrevistion:

If you =selected "Sale Trader" from Company type above then please enter any information it applicable to you to assist usin identifying ywou. If
wou have selected any other Company Type then as a minimum requirement you must complete st least one of the following to register:

Company Registration Mumber:

AT number:

C-LI-M-5 numbxer; @
= Aodress:

* Postal Code:

= City:

*iZountry: v
* Email;

* Phong fumber:

Fanc

* ManufacturerDistributor Di-str-ibutor and Manufacturer ¥

*Fields wvith ssterizk are mandatory

Figure 26: Editing Suppliers details

Selecting the button “Save” will store the performed modifications, while the button “Reset” will
reset the performed modifications.
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Edit organisation profile

* Organisstion name :

* Company type: Contractor Firm b

* Supplier Abbrevistion:

If you zelected "Sole Trader" from Company type shove then please enter any information i applicable to you to assist usin identifying you. If
you have selected any other Company Type then as a minimum reguirement you must complete &t least one of the followwing to register:

Company Registration Mumber:

AT number:

D-LJ-M-5 numbaer; | @
* Address:

* Postal Code:

* City:

* Country: - = - b o
* Email: . -

* Phone Mumber:

Fax!

* ManufacturerDistributor Distributor and Manufacturer v

*Fields with asterizk are mandatory
Figure 27: Organisation details were successfully updated
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4.2 View the users belonging to the Supplier

Selecting the option “View Users” displays all the users registered within the selected Supplier
organisation:

Wiew Users

.H First Hame Last Hame Organisational role m

C 14 Supplier Admin o

1 results intotal.  Displaying: 1-1 Page1of1
2o Active | (=) Inactive | | 2 De-activated

Figure 28: Display of users belonging to the Supplier.

In the above screen, the first name, last name and the role of each user are displayed.
Furthermore, the current status of the each user account is also displayed:
Table 3: List of account statuses

o Active
il Inactive

Ly Deactivated

The following user roles are supported:
*  Supplier Administrator (Supplier Admin). Users with this type of role are authorised to
manage the users and update the details of their organisation.

* Supplier users (Supplier Users). Users with this type of role are not authorised to
manage the details and the users of their organisation.
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4.3 Add new user in the Supplier organisation

In order to insert new users in the organisation, the user needs to select the option “Add user”.
The mandatory information below must be provided:
Add User

Crganisation:

Accourt role: Supplier User hd
* First Mame:

* Last Mame:

* Uzername:

* Pazswvord: Pazsword Rules
* Re-enter Passward:

* Email:

Address:

Postal Code:

City:

* Cauntry: W
Phone Mumber:

hiohile pharne:

Fanc

* Secret gquestion: Select A

*Secret answer:

| sove | resct | Cancel |

*Fields with asterizk are mandatory

Figure 29: Insert a new user in the organisation

Initially, the account of the new user will be Inactive. The system will send an email to the new
user confirming the successful registration. The email will contain the relevant transaction
number. In order to activate his account the user must provide this number during his first login.
Thereafter, the status of the account will be set to active.
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4.4 Edit user’s details

The user can select the option “Edit Account” to edit the details of a specific user. The system will
display all user details allowing their modification (Figure 28):

Log in - ¢ Edtaccount
Logged in as:
{Supplier Admin
b- Lzername:
Last login on * Socount role:

2T 3 - 181253
= Edit Profile
+ Homepage

- Log out

Competition =
manaijement

=+ List of my CiTs

Supplier administration | —

= Supplier management

-+ User management

= Auditing Reparts:

*First Mame

* Last Mame

Pazsword;

Re-enter Password,

*Email:

Address:

Postal Code:

City,

Courtry: b
Phone kumksr,

hobile Phane kumbst:

Fae:

* Secret gquestion: Wwhatis your favourite team's nam »
*Secret ansiver:

Status:

Figure 30: Editing user details

Selecting the button “Save” will update the users details (Figure 30).

Pazsword Rules
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4.5 Edit CPV codes

In order to edit the CPV codes associated with the Supplier the user selects the “Edit CPV codes”
option in Supplier Organisation management page (Figure 25). The system displays the CPV
codes which are currently associated with the Supplier (if any):

Register CPY Codes

(.

The Common Procurement Yocabulary (CPY) establizhes a single classification system for public procurement aimed &t standardizing
the references used by cortracting authorities and entities to describe the subject of procurement cortracts. The main wocsbulary is
bazed on & tree structure comprising 5 digit codes associated with wording that describes the type of supplies, works or services
forming the subject of the contract. The CPY is maintained by the European Commiszion of the European Union. The CPY codes of
interest are optional for the registration of & Supplier. When an open puklic procurement competition is published, the system wil
automatically notity via email all Suppliers whose CPY's of interest match the CPY codes of the competition tself.

Step 2: Register CPV Codes

CPY Codes of interest:

Figure 31: Associate CPV codes

The user can add new CPV codes by the use of the button. The button m is used to
delete a selected CPV code.

After modifying the associated CPV codes (Figure 32), the user can select the button “Finish” to
store his changes.

Edit CFY Codes

Edit CPV Codes

CPY Codes of interest; 33000000-Medical equiprnents, pharmaceuticals and per: |1 |

[ Firicn | Corcel |

Figure 32: Edited CPV codes
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5 Searching Functionality

The ePPSS system provides “Simple” and “Advanced” search mechanisms. Both functionalities
allow searching for Pooled procurement (Pooled procurements), Organisations and Users.

5.1 Simple Search

The simple search functionality covers searching for available Pooled procurement (Pooled
procurement), registered Organisations and registered Users.

Simple search queries are performed by:
1. Selecting the type of searching (Competitions, Organisations, and Users) from the
selection list.

“"grr

2. Providing the full name of the required record or part of it using the “*” wildcard.

3. Selecting the button “Search”.

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

Competitions « *FPs*

Simple search

Search results

Title: Tenders submission Procedure: Estimated total contract
CA: deadline: walue:
1 203057 pes (7]

20130527 PPE PRPE 0&05/20135 00:00:00 FF= pooled  Awarded
L] 1 procurement

2 20130327 SRUPRES @ 050502013 00:00:00 PPS pooled  Evalustion
FES 4 1 procurement

3 20130327 SPPPS G 0505720135 00:00:00 FFS pooled  Evaluation
PP 3 1 procurement

4 20130527 SR PPS @ 05052013 00:00:00 PP pooled  Evaluation
PPS 2 1 procurement

5 20130327 SP PPS @ 08052013 00:00:00 FPS pooled Evalustion
PPS 1 1 procurement

5 20130522 SBERS @ F10ER2013 00:00:00 BRS pooled  Tender
PPE 2 1 procurement submission

Yo 230322 Sp PPs PPS @ 03052013 00:00:00 PP= pooled  Evaluation
iy 1 procurement

8 20130321 SE PPS @ 020502013 000000 FF= pooled  Awvarded
PP= 1 1 procurement

9 20130313 8P PRS @ 2400402013 00:00:00 PP pooled  Tender
PRS- 2 1 procurement submizsion

10 20130314 5P PPS @ 25042013 00:00:00 FPS pooled  Awarded
PPS 5 1 procurement

23resutz intotal.  Displaying 1-19 Page 1ot 3 n n

Figure 33: Simple search for Pooled procurement
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5.2 Advanced search

The advanced search functionality enables searching for Pooled procurement (Pooled

procurements), Organisations and Users. In order to perform an advanced search query, the user
should:
1. Select the type of the search by using the appropriate button

2. Provide information in one or more fields (use of * wildcard is also enabled).
3. Select the button “Search”

The results, if any, will be presented in a tabular form.

Advanced search

Search for: gy Competition ¢y Organisation ™ User
e e e

Title @

Competition reference @.

Mame of contracting authority @

Competition status @' -Select W-:-rks!:au:e Status- v
Procurement type @ -Select procurerment type- M
Procedure @ -Select procedure- b
Deadling for tender submission @ Fram: = 1o \ﬁl
Dezcription @.

Maximum characters: 2.DDD'.

CPY codes @. R
MNUTS codes (7] SR
Estimated total contract value (LSO @ M Mg

Tenders opening date @ Froim: = To ﬁ|

Figure 34: Advanced search for a Pooled procurement

In order to search for an organisation, the user needs to first provide the organisation type
(Contracting Authority). Figure 35 provides an example of a search query for Contracting
Authorities.
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Advanced search

Search far: O Competition @ Organisation O User

Organisation name
Organisation abbrevistion
City

Address

Figure 35: Advanced search for a Contracting Authority

In order to search for a specific user of an organisation, the organisation type (Contracting
Authority and Supplier) must be selected.

Advanced search

Search for: O Comgetition O Organisation ® Uzer

Uszer's type of organisation: O Supplier ® Caortracting authority
First Mame :
Last Mame :
Uzername :

Email :

Figure 36: Advanced search for Contracting Authority users

When searching for user’s of Supplier organisations the returned results will include only users
from the actor’s own organisation. The security applied does not allow for a Supplier user to be
able to search for other Supplier’s or Supplier user’s.

Advanced search

Search far: O Competition O Organisation @ Lser

Uzer's type of organisation: @ Supplier O Contracting authority
Firat Mame :
Lazt Mame :
Lzername :

Email :

Figure 37: Advanced search for user of the Supplier
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5.3 Latest Pooled procurement search

In order to view the latest Pooled procurements published within the service, the user can click
on the “Latest Pooled procurements”, as depicted in . This will present automatically the list of
the latest Pooled procurements that are available to the user (depending on his/her access rights).

Figure 38: Latest Pooled procurement search

54 CSV export

In order to download the search results with the retrieved list of users/organisations, the user

Export results as CSV

can click button Export Results as CSV.

The exported file includes the full details of the organisation or user accounts exported eg. name,
username, department and organisation 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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6 View Pooled procurement Workspace

In order for the user to preview the details of the call for tender (Pooled procurement) he needs to
select the option “View Pooled procurement” from the Pooled procurement Menu (Figure 39).

Hicle: Men.

ompetition

Competition docu

Figure 39: Pooled procurement Menu

The system will display all details (Figure 40) of the particular Pooled procurement (e.g. Title,
information regarding associated deadlines, etc).
View Competition details

0 20130328 SP PPS 3

Tender submission deadline in (dayshours): 40012

Mame of cortracting authority:

Title:

Competition reference: 25-03-3

Dezcription:

Procurement type: Supplies

Procedure: FP= pooled procurement

CPY Codes: 33000000-Medical equipments, pharmaceuticals and personal care
products

Deadine for receist of tenders J PG 09057201 3 00:00

End of clarification period: 15047201 5 00:00

Allow suppliers to upload sttachments to clarification questions: Yes

Tendets opening date: 094057201 3 0100

Caontract From: 332013 00:00

Contract Ta: 2BI0572016 00:00

Funcled by Global Fund: Yes

Figure 40: View Pooled procurement workspace
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7 View Pooled procurement Documents

In order for the user to preview and download all documents associated with the particular
Pooled procurement (i.e. publication notices being published for this call), he needs to select the
option “Competition documents” from the Pooled procurement Menu (Figure 39).

The system displays all contract documents which are associated with the Pooled procurement.
The tab “Contract document” (Figure 41) contains a list of all documentation created by the
buying organisation that relates to the specific pooled procurement. The user may download all
files in a compressed file by clicking the “Download Zip file” button

Motice & Contract Documents

v Competition:

Contract document list

Cortract documents |§ Invitations

QDS xls
L, Tender Structure XML - Cycle 1 cdt 41587 1 .xml
2 resultzs intotal.  Displaying: 1-2 Page 1 of 1

Download all files *—h yoswvnload Zip file

Figure 41: Contract documents

From tab “Invitations” the user may view the details of the invitation dispatched by the buying
organisation.
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Motice & Contract Documents

Invitations

[=) 1.Invitation to tender for: e

Irnvitation subject: Irwitation to tender for:

Irvitation body: The QECZPPE, as procuremert agert for the ministries of health
of nine (91 OECS courtries, invites sealed tenders from your
company for the supply of pharmaceuticalz, medical supplies,
w-ray supplies and cther medical products. Start Date ; 2900372013
End Diate : 10M052013 Clozing Time : 00:00 Hrs Opening Time
100572013 01:00:00 Award Announcement @ Far off-line Tenders
[dizcouraged) your company must return three (3 tems before
the Closing Date of 10/5/2013: a. electronic device with
removable storage b & printed hard copy with the exact data
contained in the electronic device with remowvable storage .
Compliance Letter

Attachment:
Deadline for tender submission

Date: 1000552013

Tirme: 00:00
Request for clarification

Ta 1910452013 00000

Figure 42: Invitation

05/06/2013 D13 End-user Supplier Manual v2.0.doc Page 39 of 51



OECS eTendering
D13 End-user Supplier Manual

8 Clarifications

In order to create a clarification request and to preview a clarification response, the user needs to
select the option “Clarifications” from the “Pooled procurement Menu” (Figure 43). This option
is available in the “Pooled procurement Menu”, during the clarification period.

Hicle: benu

ampetition

Competition documents

Automated notifications

Figure 43: Pooled procurement Menu, option “Clarifications”

8.1 Create a clarification request

In order to create a clarification request, the user selects the tab “Requests for Clarification” from
the main Clarifications page (Figure 44).

Clarifications

w Competition

* Title:

* Language: English b

* Description for the request:

[Mazximum characters: S0000%

Send request Cancel

* Fields marked with an ssterisk are mandstory

Figure 44: Pooled procurement Clarifications

The user completes the request for clarification by providing the following information:
+ Title

* Language

*  Description for the request
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* A file attachment for the request (optional and applies only if this has been allowed by
the Buying organisation)
Selecting the button “Send Request” sends the request to the tender coordinator.

8.2 View a clarification response

The user can visualise a clarification response only after it is published by the Procurement
Officer. A list of all clarification responses is displayed in the “Clarifications” tab of the main
Clarifications page.

In order to preview the content of the response, the user selects the displayed title. Then, the
system expands the details of the response (Figure 45):
*  Description for the request

*  Procurement Officer’s clarification response

*  Attachment (if exists)

Clarifications

w Competition:

Clarifications I Reguests for clarification

[=] 1.Clarification for Section 1a ,; Request

—

Description for the request

Flease let s knowy......

Attachment for the request. RESpDﬂSE

Clarification
Attachment

{optional)

Flease zee response below ..

Attachment for the request: Test Text Document t:d

Dovvnlosd il Cla

Figure 45: Response to a clarification request

Selecting the button “Download all clarifications” enables to download an archive file with the
details of all clarification requests submitted and their associated responses.

8.3 Evaluation clarifications

Evaluation clarifications are requests submitted by the Contracting Authority in the context of
specific Pooled procurement during the evaluation phase. To preview any evaluation clarification
request the user needs to select “Clarifications” option found under the Pooled procurement
menu (Figure 43). By selecting the tab “Evaluation Clarifications”, a list of all the evaluation
clarifications is displayed (Figure 46).
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Clarifications

w Competition: 20130446 5P PPS 1

Clarifications IE'-.-':E: tic

w Clarification 1D Title of request Date and Time W
c s, - -= - - |

Page 1 of1

1 results intotal.  Displaying: 1-1

*The clarification was received offline

FAnsweredl ﬂUnanswered

Figure 46: List of evaluation requests

The user can answer to the clarification request by selecting the “Answer Clarification Request”.
The user completes the clarification by providing his response in the “Clarifications” text area.
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Clarifications

w Competition: 20130446 5P PPS 1

Evaluation Clarifications

Edit/Answer request for clarification
Fequestor name;
Title:

* Dezcription of the clarification: - -

[Maximum characters: 500007

* Clarifications:

1999 remaining characters

#f wou sttach a newy file the previous will be overwritten

Figure 47: Evaluation clarification response
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9 Creation of a tender

The tender is created by the Supplier following a sequence of steps described below that enable
the user to prepare, encrypt and securely upload the tender to the ePPSS system. A Supplier may
submit a tender via online means, or send it offline to the PPS authority. The latter approach
however is discouraged.

9.1 The QDS

As described in section 7, the user may download the QDS template for each pooled procurement
competition through the “Contract documents” section. The user will open the template file and
start populating XLS columns H to Q. Column Q is to be populated only in case of ARV/HIV
medicine.

‘ READ ONLY ‘
(DO NOT MODIFY CONTENT)
Product | Produc |Product Code Product Generic Name Product Additional Infio |Issue Unit |Co ge |CIF Landed [Lead Time [CIF Landed [Lead Time [Brand  |Manufacturer [Counfry of  [Comments | 04 Standard (complete
(Eetizapn [Ji3e dForecest [Size  |AIRUSS  |AirDaps |SEALISS |SEADays |Name Wiz anly for EFV/HIV)

,

2 |P B1[CALI0S CALCIUM GLUCOMATE 10% INJ [20ML WIAL) V1AL 5.180} 1 ZA{ 40| 16

3 [P 62| CaL420T CALCIUM CARBOMATE 420MG TAB TaB 226 Dﬂj 100f 10| 20| 8| |48

4 M 142|MPAPOT PAPER TOWEL. DISPOSABLE. CFOLD ROLL 2 T@I 10] Z,B‘ A0 1.5

5 [® Q‘RDR DEVELOPER/REPLENISHER Gal 284) 5) 1,22 5| B

B[S EEU-W277 NYLON TAPE MM 5 70CM UNIT ﬂ 2] 1 5| B

Figure 48: Example of QDS file

In case a user wishes to submit multiple offers of the same item then the user must copy/paste
the whole row of the item as many times as the alternatives that s/he wishes to offer.

Alternative submissions
,/
/
Fraduct  [Produc | Froduct Lode Product Lienenc MName Lyt étht Addbonal Inta |1ssue Unit | Lonsolidate | Package |LIF Landed Lead [me |LIF Landed [Lead |ime |Brand  |Manutacturer | Launty of Laomments | LA Standard |complete
Category |tHo, / orecast (Size  |AIRUSS  |AiiDays [SEAUSS |SEADaps |Name Manufacurer only for ARY /HIV)
P 61]CaL1ns Catcum GLUCONSTE 0z ). A [z vian) il 5.180] 1
P CALCIUM CARBONATE 420MG TAB T4B 226,040
P 62|caL420T CALCIUM CARBONATE 420MG TAB T4B 226,040
P 62|CAL420T CALCIUM CARBONATE 420MG TAB TAR 226,040
M 142|MPAPOT PAPER TOWEL, DISPOSABLE, C-FOLD ROLL 2700
X G‘RDF( DEVELOPER/REFLENISHER GAL zj
s kﬂiu-wzn NYLON TAPE GMM X 70CM UHIT 36

Figure 49: Alternative item submissions

Aside the possibilities of rejecting a tender as a whole, the system will reject specific products
offered by a supplier for the following reasons:
*  “Package size” is missing or is not a number
* “CIF Landed Air US$” and “CIF Landed Sea US$” information is missing or are not
numbers
* In case a Supplier does not provide a (valid) “Package size” and (valid) price information
for a product, this is considered as if no offer has been submitted for it

* Information in columns A to G is altered in any way (apart from adding rows of
valid/requested products)

* In case the procurement relates to ARV/HIV products, column Q “QA Standard” is not
provided or is not a valid code

* In case the procurement relates to medical products (i.e. not ARV/HIV), column Q “QA
Standard” is provided with a valid code
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System will accept only EXCEL files in the MICROSOFT 2003 XLS format. In case you

@ are using a later MICROSOFT OFFICE version, or similar suite, please make sure that
when saving your file the selected format is “.XLS”. Any other format (e.g. “.XLSX")
shall be automatically rejected by the system.

System will NOT accept any virus infected files for evaluation. Any tender that will be
found to contain a virus will be automatically discarded from the evaluation process.

9.2 Prepare online tender

Once the QDS is populated by the supplier, including all mandatory information for all products
the supplier intends to bid, the user may proceed to create a valid tender for the ePPSS system in
two manners. Either create an online tender or create an offline one. This section describes the
process for creating an online tender, through the following steps:

9.21 Online tender preparation tool

*  Click on the “Tender submission” option of the competition Menu (Figure 50).

Hicle Menu

competition

Competition documents

Avtomated natifications

Figure 50: Tender submission option of competition menu

*  Click on the “Answer questions online” link (Figure 51).

05/06/2013 D13 End-user Supplier Manual v2.0.doc Page 45 of 51




1cS OECS eTendering
D13 End-user Supplier Manual

Yiewy Tenders

\Hij We recommend that you submit vour tender wwell in advance of the deadling. This will give you sufficient time to resolve any technical or
network iszues which may prevent your tender being transmitted. Click here for mare information.
To complete your tender response you will need to have JaWA installed on your computer.
Click here to check it you have Java installed

petition: 20130408 Sp PPS 2

Link far online tender
Answer questions online
Doeevnloadd Evalustion Criteria l Dovenlosd Prepatstion tool

List of draft Tenders (created online)

IE Created by Creation date Last edited

List of submitted Tenders

IH Submitted by TP receipt ID TP submission time Conformance Checks

a Al tems submittediContents “erified | f‘ Additional tems will be needed
/0, Mig=ing temsnterified CortertiLate Submiszion

Figure 51: Online tender creation
The browser downloads the tender preparation tool, which may beforehand download

the Java Runtime Environment (or an update) depending on the end-user PC
configuration. After downloading, the following screen should be displayed (Figure 52).
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Wiew Tenders

w Competition: 20130408 Sp PPS 2

tHBE=® X @0

[ Tender
o= [J& pooledPPS

Back to My Tenders

Figure 52: Online tender creation tool

9.2.2 Supplier responses to tender question

*  After expanding the “pooledPPS” directory and access its “Section: Complete Tender for
PPS pooled procurement” sub-directory, the following screen should be presented

(Figure 53).
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View Tenders

w Competition: 20130408 Sp PPS 2

CHBGX- 00

[ Tender ; Complete Tender for PPS pooled procurement &)
¢ [ pooledPPE :
[ Section: Comple

* Completed Data Quotation Sheet XLS

I . LCICITLT o size: 10 MB

*Vfalidity expiration date of the tender

Relevant ducument:_ Attach file

O] Ty | Completed Criteria: 012

Back to My Tenders

Figure 53: Expanded “pooledPPS” section

¢ The user should click the “attach file” button in the first criterion in order to locate the
completed QDS file, as created following the steps of section 9.1.

* The user should define the date of expiration of the tender’s validity in the second
criterion. If deemed necessary, a supporting document could be uploaded against the
second criterion.

9.2.3 Save a tender

*  Once the above is done, the user should save the tender using the Save or Save As
options (Figure 54). The tender should be saved at a local directory of the user’s PC, since
at this stage the tender is not encrypted (i.e. only encrypted tenders are uploaded onto
ePPSS.
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Save and
Save As
options

Package tender

* Completed Data Quotation Sheet XLS
543155708101 3654315570812 %z Max size: 10 MB +*

expiration date of the tender

= = v

Relevant ducumem:_ Attach file

Cpen a previoushy
saved tender

T¥| Completed Criteria: 212

i T'.'h-: fEI-I :

Figure 54: Tender preparation tool options

9.2.5

Upon a successful saving action, the system will report “Tender saved successfully”.

At this stage the user may validate the tender, or in a future date “open” an already
saved tender for further processing.

Package a tender

Once the user has completed its tender to its totality, the user should click the option to
Package the tender (Figure 54).

Through the above option, the tender will be encrypted and saved under with a new
name post-fixed with the test “. TENDER”. This file cannot be unlocked and/or viewed
by anyone. It will be unlocked only when the PPS staff authorise the unlocking of all
tenders as the end of the tender submission period.

Upon a successful packaging action, the system will report “Packing successful”.

Upload a tender

Once a tender package is created, the user may click on the “Back to My Tenders” link.
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9.2.6

9.2.7

This will direct the user to the tenders page, where if the tender was created in an online
manner a new entry will appear under the “list of draft tenders” menu.

To upload a tender, the user needs to click on the option “Upload tender package”.

Following two successful confirmation of a number of verification screens (user account,
user agreement), the user will need to browser and locate the file to upload (ending with
the post-fix “_TENDER.zip”) and then click on the upload button.

Upon successful uploading, the user will receive a unique Tender Package Receipt ID via
a popup message and an email.

Management of a tender

Until then tender submission deadline is reached, a supplier has the right to remove an
already submitted tender.

If a submitted tender is removed, and until the tender submission deadline, the supplier
retains the right to upload a new tender, by following the steps described above.

Under no circumstances can the supplier download from the system a submitted tender
and then open it in order to see the files uploaded. As aforementioned, a submitted
tender is an encrypted file that the system is not authorised to decrypt until the tender
submission deadline has passed and the PPS staff have instructed the system to proceed
to unlocking.

Offline tender preparation tool

The preparation of an offline tender follows a very similar process to the online one.
Exactly the same tool and steps are required, with the only different being in the initial
steps of section 9.2.1.

In particular, after having accessed the tenders page, the user should not click on the
“ Answer questions online”.

Instead, the user should download the Evaluation Criteria and the Preparation Tool.

The Preparation Tool is a zip file that the user should de-archive at a local directory.
Then, the tool should be started using the “.exe” file.

Once the tool is started, the user should click on the “open” option and open the XML file
forming the Evaluation Criteria of the competition.

All rest of the steps for tender preparation, packaging and upload are identical to the
online part.
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10 Helpdesk contact details
To contact the ePPSS helpdesk you may visit the “Contact Us” link.

ELECTRONIC TENDERING

Homepage Aot Uszer guides Help
i Select vl I Search

Figure 55: Contact us link

The user may either select to fill in an online form and send it through the system, or directly
contact the helpdesk team via phone or email.

Contact us

For technical support on the eTendering system you may contact us through email or phone.

Helpidesk contact details

Email: nfelicieni@ioscs.org, boox@oecs org
Telephone: 7a8-455-6331

758-455-63583
T55-455-6350
T55-452-5595
758-452-5058

Fax: T98-452-0227

Online form

our Mame: *

Your Organisation: *
Uzer email: *

Phone numker:
Subject: *

Guestion: *

Figure 56: Contact us form
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