GOJEP USER GUIDE 3/2022
GOJEP-UG-3/22

M@FPS

MINISTRY OF FINANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

ePPS Supplier Manual

This document contains a step-by-step
guide, to government suppliers, on the
use of the Government of Jamaica
Electronic Procurement (GOJEP) portal.



MOFPS

OFFICE OF PUBLIC PROCUREMENT POLICY

Table of Contents

1 Introduction to the Government of Jamaica's Electronic Pro-curement System : ....... 4
2 Key Features and NaVIgatioNn ..........coouuiiiiiiiie e e e 6
2.1.1  The MaAIN PAQE ....ccoeeeiiiiie et e e e e e e e e e e e e e e 7
2.1.1 The Tender Competition CYCIE ........oiiiieiiiiieecce e 9
2.1.2  CommONIY USEA LEIMS: ... i ieieeeeeiie et e e e e e e e e e e 10
2.1.3 System Navigation gUIdeliNeS:........cccooeeeiiiiiiiici e 11
2.1.4  SEArCh FEAUIBS .....ccoe e 13
2.1.1  Supplier User CredentialS.............ciiiiieeiiiieiiiis e 14
2.1.1  Supplier USEr HOMEPAGE ......covvvrriiiiiee et e et e e 16
2.1.2  The Competition MENU ........coooiiiiieeeeeee e 17
2.2 PIOCESS ...ttt e e e et e e eraans 18
2.2.1  LOgIN INThE SYSIEM ... 19
2.2.1 Login to the system for the first time ..., 21
2.2.1  RECOVEN PASSWOIT ....uuuiiiiieieiiiiiiiiie e e e e e ettt s e e e e e e e e eeeeasns e e e e e e e eeeennnnnneeeeees 23
2.2.1  Logout from the SYSEIM ..o 25
2.2.1 Conduct SIMpPle SEAICN........cooiiiieee 26
2.2.1 Conduct AdvanCed SEArCH............uiiiii e 27
2.2.1 Conduct Current Competition SEArCh ..o 29
2.2.1 View List of Tender Competitions (Call for Tenders(CfTS).........ceeeveeeeeeeeennnnn. 30
2.2.1 View Tender Competition detailS ..o 31
3 Supplier Registration and AdMINISratioN................uiiiiieieiiiiicc e 34
3.1.1 Supplier Organization and User Administration OVerview.............cccccceeeeenne... 35
3.1.1 The Common Procurement Vocabulary (CPV) Classification System.............. 38
Bi2  PTOCESS ...t enaans 39
3.2.1 Register Supplier Organization.............cooeeeeiiiiiieeieiiiieee e e 40
3.2.1 Edit Supplier Organization detailS...........ccceeviiiiiiiiiiiii e, 43
3.2.1 Create Supplier USEr aCCOUNL .........cccivuiiiiieiiiiie e eeein e e e e e e e eaaans 44
3.2.1 View, Edit Supplier USErs aCCOUNT ..........coeeiiiiiiiieeiiiiee e e e e enaan 45



MOFPS

OFFICE OF PUBLIC PROCUREMENT POLICY

3.2.1 Update Organisation CPV code regisStrations ...............uuveiiieeeeeeeeesiiininnneeeeen 46
3.2.1 Create AUdItiNg REPOIT ....cciiieeiiiiie e e 48
4  Tender Competition PartiCiPatioN............cceeiiiiiiiiiiiii e e e eeeies e e e e e e e e e e eeeeanes 49
4.1.1 Download Tender Competition DOCUMENLS .........ccevvuviiiiieeeieiiiiiiiie e eeeeeeanns 50
4.1.1 View List of Tender COmMPEtitioNS ............uiiiiieeiiiiiiiiiiiie e eee e eeeeeeanns 52
4.1.1 View Tender competition detailS............uuueiiiiiiiiiiiiiiiii e 53
4.1.2 Create a Clarification REQUEST...........cevviiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeee e 54
4.1.1 View Clarification RESPONSES .......cceviiiiiiiiiiiiiiiiiiiiiieieeeeee ettt 56
4.1.1 Issue Standstill FEedDACK..........ccooiiiiiiiiiiiiii e 57
4.1.1 Respond to Contract Award Offer...........coevvvviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee 58
4.1.1 SetTender Alerts SEtliNGS . ......uuuiiiiiiiiiiiiiiiiiiiee ettt 59
4.1.1 Manage User Competition ASSOCIAtION...........ceviiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee 60
I =110 IR TU ] o] 4] 7] o o 62
5.1.1 Bid SUDMISSION OVEIVIEW ....ccceviiiiiiiiieeeeeieeeiiiiie e e e et e e e e e e e e eeeannn e e e e e 63
5.1.1  SubmMit Bid ONlINE ....uuiiiiiiiieeeeie et e e e e e 67
5.1.1 Submit Bid using Manual Upload Feature ............cccccccvvviiiiiiiiiiiiiiiiiiiiiiieeeee, 72
5.1.1 View Or ReEMOVE Bid ........cooiiiiiiiiiiiiiiiiieeeeeeeeeeee e 76
5.1.1 Download Bid Opening REPOI .......cccceeiiiiiiiiiie e 77
6 Reporting and other fEatUrES.........cooiiiiiiiiii e 78
6.1.1 View Business Intelligence RePOIS............ouuiiiiii e e 79
6.1.1 View Contract AWard NOUCES .......ccoeeeiiiieeeeeeeeeeeeeeee e 80
6.1.1 Download User Manual ............cooooiiiiiiiiii i 81
6.1.1 Access Public Procurement Legislation...........ccccooooiiiiiiiiiiiiieececeeeeeee e 82



MOFPS

OF FINAMGE AND THE PUBLIC BERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

1 Introduction to the Government of Jamaica's

Electronic Pro-curement 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,


http://www.gojep.gov.jm/

MOFPS

MINISTRY OF FINAMGE AND THE PUBLIC BERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

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
Creationand Monitoring and Evaliation and Awarding Contract
Publishing Bid Opening Management
[ — : :
£ | r— : L
w | Provide Clarification ' :
e : Responses : .
28 : — :
E 2 : Open Bids ; :
= v v .
3 v " Download 52 :
« : 5 — :
: 3 Evaluate and Score :
: o—
: Awd [
: © Manage Contract
P == s
§5 * Subamit Clarification Requests :
: b —

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 The Main Page 9
2.1.1 The Tender Competition CyCle 11
2.1.2 Commonly used termMS: 12
2.1.3 System Navigation guidelines: 13
2.01.4 Search FeatUres 15
2.1.1 Supplier User Credentials 16
2.1.1 Supplier User Homepage 18

2.1.2 The Competition Menu 19
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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.

4
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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.

10
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2.1.3 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 Tenders Status Natice | Awarddate |Estimated =]
submission PDF 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:

ﬂ First page
' 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

11
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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.

12
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2.1.4 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.

search: _

Competitions Quick Search

Advanced
Search

Qrganisation

sers

Contract Award Notices

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.

13
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2.1.1 Supplier 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 in the login section of the main page.

Login

Log in =

Username:

Password:

FIGURE 2-1: Main page Log in section

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
Organization.

The password adopted by a user must conform with the Password rules defined by the
System administrator. Some of the rule factors include:

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

e Characters allowed to be used

Allowed login failures

Password lifetime

14
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» Password length (min / max)

» Password history

After creation, the users 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.

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 account 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.

15
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2.1.1 Supplier User Homepage

Upon logging in the system, users are landed at what is referred to as their
"Homepage", which is the gateway to the key system functionalities including the list of

tasks assigned to the user. In keeping with the role based nature of the system, func-
tionalities enabled for a user will be dependent on the role assigned to the user at the

account creation stage.

The Homepage is structured in sections as follows:

1.

o > W

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

Search - Provides access to search functionality.
Log in - Provides access to log in / out functionality.
Task list- Displays the List of tasks pending for the user.

PPC Registration - Provides access to a List of Public Procurement Com-
mission registered suppliers.

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

Supplier administration - Provides access to various Supplier organization
administration functions.

Reporting (Bl) Module - Provides access to he Business Intelligence reporting
module.

Information - Provides access to various reports and information sources.

16
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2.1.2 The Competition Menu

During the participation of a tender competition, the Competition Menu (Also referred to
as CfT Menucontains 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.

ompettion: Procurement of computers (Status: Evalato Show Menu

FIGURE 2-1: Competition Menu (Collapsed)

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

Hide Menu

View competition

Competition documents
| Clarifications

Bid submission

Feedback

Specify Alerts

| Automated nofifications

FIGURE 2-2: Competition Menu (Expanded)

Selecting the "Hide Menu" button will collapse the Menu.

17
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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 M 21
2.2.1 Login to the system for the first time____ 23
2.2, 1 ReCOVer PassWOI 25
2.2.1 Logout from the SYStemM 27
2.2.1 Conduct Simple searCh 28
2.2.1 Conduct Advanced searCh 29
2.2.1 Conduct Current Competition search_ 31
2.2.1 View List of Tender Competitions (Call for Tenders(CfTs) 32
2.2.1 View Tender Competition details 33

18
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2.21 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:

Log in

FIGURE 2-2: Main page Login section

If the user provides incorrect credentials (either username or password) an error mes-
sage will be displayed.

19
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Log in - ¢ eTendenng System

Username

- An error has occurred:
Pasywend A

v Unsuccessil logh, you have a

ceeeemems

+ Foegol your cosaworg? e-FPS 5 8 wedtosed colatorative system 30 facitale the ful N
Mecycie of p Maderng Srocess. for Dol Suyens aNd supplerns. B

+ Regatet as & Seppler Offers & secure, PASrachive, OyNBMC SAVFONme procurements m
0f any natere. complexty or valoe, enforcing (where appropriaie) ang

ENEOW IGNG 1ECOGNBed Sell (ractited

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 section

20
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2.21 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:

Password:
I |

Log in

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 in as:
IR (CAPC) -

Please, enter the fransaction number you
-+ Log out received by e-mail

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".

22



MOFPS

MIMIETRY OF FINANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

221 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?

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

* Username:

Cancel

*Fields with asterizk 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.

23
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Reset password

* Password: | || | Password Rules

* Re-enter Password: . 6

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

* Secret question: !Where were you born? |

*Secret answer: | |

*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.

24
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2.21 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:
—— — T

Last login on :
SO0S201 8 - 171030

- Edit Profile

- Homepage

|--i~ Log cut

FIGURE 2-1: Log out link

25
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2.21 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 Cuick Search

Advanced
Search

Quick Search Options L

Qrganisation

Users

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.

26
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221 Conduct Advanced search

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

search: ____

Competitions Quick Search
Advanced
= Organisation Search ™
Users

Contract Award Notices 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: @ Competition = Organisation = User

Tiie Q| |

Compettion unigue ID 0 | |

Name of procuring entity 6 | |

Competition status @ I -Select Workspace Status- |z[

Procurement Type @ lr-SeIact procurement type- E

Procedure 0 |:S§Iecf procedure- B

Deadline for bid submission e From: |7 To: - 7|

Description 6 |

.Maxlmum characters: 2000

CPV codes (7] | B E

Estimated total contract value (JMD) @ wn: | | max | |

Bid opening dats @ Fom | T8 | ]
search” page.

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.

Simple search

Search:

Competitions E

rent competitions

_ Search results

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

10— -

H-éfH

15l

P
*

—
b
—
-

112 results in total Displaying: 1-10

‘9
me

28/05/2015 00:00:00

30/05/2015 00:00:00

30/05/2015 00:00:00

23/05/2015 00:00:00

28/05/2015 00:00:00

28/05/2015 00:00:00

28/05/2015 00:00:00

28/05/2015 00:00:00

30/05/2015 00:00:00

30/05/2015 00:00:00

FIGURE 2-3: Simple search results page

Open - ICB Awarded

Open - ICB Evaluation

Single Source Cancelled

(S8}

Specific Awarded
Contract

Specific Bid
Contract submission
Specific Bid
Contract submission

Single Source Established
(55)

Open -ICB Bid
submission

Open-ICB Bid
submission

Open - ICB Bid
submission

Pagetoftz| |
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2.21 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.

s&'&: Surrent 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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2.21 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 CfTz
= List of Framework Agreements

= List of archived Competifions

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 e B U
1 Loowten, 1 AFTUP” - ap T80 Frr Ty o, 2 B Works Bid submission

2 Services Awaiting bid ocpening

3 Goods Evaluaticn

4 Goods Evaluation

5 Goods Awaiting bid cpening

6 Moo 7 Meeeeeramment Goods Cancelled

7 Frad @t 7 it Goods Cancelled

- S Goods Cancelled

9 CoomeialManane—--iR-f--— Goods Evaluation

10 T -Smllandine Dons Cheks Risech 040 Services Awaiting bid opening

76 resulls in fotal. Displaying: 1-10 Page 10f8 n ﬂ

Resulis per pags: Coto 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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2.21 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 CfTs
+ 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 S N
1 Lo nilite W AP TURT & O Z500 FRrly - i I B Works Bid submission
2 Services Auwaiting bid opening
3 Goods Evalualion
4 Goods Evaluation
5 Goods Awaiting bid opening
& Goods Cancelled
Goods Cancelled
Goods Cancelled
Goods Evaluation

Services Awaiting bid opening

76 results in fotal. Displaying: 1-10 Page 1 of & | > |

Results per page Goto page:
FIGURE 2-2: List of My Competitions page

3. The "View Competition" details page will be opened.

31



View Competition details

MOFPS

MIMIETRY OF FINANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

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

Competition: Intrusion Detection Consultancy (Status: Evaluation)

Name of procuring entity:
Status:

Number of bids submated:
Title:

Competition unique 1D:
Evaluation Mechanism:
Description:
Procurement Type:
Frocurement Method:
Re-Tender flag:
PPC-NCC Categories:

Commen Procurement Vocsbulary (CPV) :

Frocurement Technigue:
Number of stages:
Fr ¥ Agr Establishment:

Funding Source:

Special and Differentia! Treatment (SDT):
Estimatad total contract value:

Country of contract performance:
Non-petroleum indicator:

Origmal deadline for bid submission:
Deadline for bid submission

End of clarification period:

Bid opening date:

Site Visit - Bidders Conference Date:
Contract awarded in Lots:

PE audz of competition correspondence:

Date of Publication/Invitation:

*Cancelation Reason:

Procurement and Asset Policy Unit
Evaluation

1

Intrusion Detection Consultancy
1420/28

Lcs

Intrusion Detectior Consuitancy
Goods

Open -NCB

Onginal Tender

50120-Consulting Services - General

79000000-Business services: lsw, marketing, consulting
recrusment, printing and security

8

1

No

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

Non-patroleum
10/03/2022 00:00 UTC-5
10/03/2022 00:00 UTC-&
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 Supplier Registration and Administration

This section of this chapter provides overview on Supplier organization admin-
istration in the system and overview of the Common Procurement Vocabulary
(CPV) classification system. The following topics are covered:
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3.1.1 Supplier Organization and User Administration overview

Supplier and user account administration functionalities provides for:

1. Maintenance and update of the Organizations Name, address and related
information.

2 Management of user accounts including the creation of new user accounts.

3. Update / Edit of Common Procurement Vocabulary (CPV) codes registered on
the organization's account.

4. Audit reporting of user system activities.

The administration functionalities are accessed through the "Supplier administration"
section of the Homepage.

Supplier administration (=

= Supplier management
+ User management

-+ Auditing Reports

FIGURE 3-1: Supplier administration page section

Suppliers are required to self register their Organization as the first activity in using the
system. Following the submission of a registration request, all requests have to be
approved by the system administrators at the Ministry of Finance's Office of Public Pro-
curement Policy. Once approved, the Supplier organization becomes active and its
users can participate in public procurement opportunities using the system tendering
services.

In registering a Supplier Organization, the user completing the registration, will be
required to designate an officer as the Administrator for the organization.

The system allows for the creation of multiple user accounts with each user required to
having his or her own login credentials (Username and password).
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User accounts are defined with a system "Role" that determines the system privileges
or functionalities that the user is able to access in the system. The roles and equivalent
functionalities provided are as follows:

1. Supplier Admin -

Modify Suppliers' Organization account details

Modify own personal details as well as details of other organization
account users.

Search for Supplier and User account details.

Create and deactivate user accounts for the organization.
Associate the organization with tender competitions as required.
Request clarification for a tender competition.

Download contract documents of published tenders.

Utilize the tender preparation tool (TPT) to prepare and submit Bids.
Issue complaints during the Standstill period.

Accept or Decline a Contract Award

2 Supplier user -

Modify own user personal details

Search for Supplier and User account details.

Associate users to receive specific tender competition notifications.
Request clarification for a specific tender competition.

Download contract documents for published tenders.
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» Use the tender preparation tool (TPT) to prepare and submit the Bids.

 Issue complaints during the Standstill period.
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3.1.1 The Common Procurement Vocabulary (CPV)
Classification System

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

‘i’ The Common Procurement Vocabulary (CPV) establishes a single classification system for public procurement aimed at
standardising the references used by procuring entities to describe the subject of procurement contracts. The main vocabulary is
based on a tree structure comprising 8 digit codes associated with wording that describes the type of supplies, works or services
forming the subject of the contract. The CPV is maintained by the European Commission of the European Union. The CPV codes of
interest are optional for the registration of a Supplier. When an open public procurement competition is published, the system will
automatically notify via email all Suppliers whose CPVs of interest match the CPV codes of the competition itself.

Step 2: Register CPV Codes
% S
CPV Codes of interest: | & z @

FIGURE 3-1: Register CPV Codes section

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.
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This section provides instructions on steps to administer Supplier organization and
user accounts and covers the following topics:

3.2.1 Register Supplier Organization

3.2.1
3.2.1
3.21
3.2.1
3.21

Edit Supplier Organization details

Create Supplier user account

View, Edit Supplier users account

Update Organisation CPV code registrations

Create Auditing Report

42
45
46
47
48
50
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3.2.1 Register Supplier Organization

Suppliers are required to self-register their organization in the system by completing
the following steps:

1. Select the "Register as a Supplier” link from the Log in section of the website
www.gojep.gov.jm Main page.

Log in -

+ Login

-+ Forgot your password?

L Register as a Supplier

+ e-Catalogues

FIGURE 3-1: Register as a Supplier link

2 Populate the required information (fields tagged with an asterisk are man-
datory) in the "Register Supplier - Organization details" page,

Reglater Supplier

Siip 1 Ovgnisation Datafs

* P parvanzs Marw

* Supeplir Wrw v ein

* On pardandos Type: ~SURCL O Ea Typa- v

¥ pou awncied o Tiader” o Copmmsston Tops sbove then e i vy ikt 1 apssicet e i yuai 0 sssinl s b dentdng
B g e walarted sy e UCERORTER Tip LT 89 8 TR TR [ TR AT o far e o) S fekag te
Imphetes

* Gawry of FRENITIGE. Select -

Lompany Hoguiraasn Hamon:

N B b TR H s 4o »

Tosgeyer Figisirion Nember (TFH]
Tinated C omisamn Faduini (10090

Tamanen L poulanm T an Don

D455 e @
A

Pess Code

ek

* e} Sahact -

* Evall

* Pt Marmes!

Faw

[ p—— B
MNE Comtann Statis

NEVE Law Lpds e

Frm et & bt .e

I D

FIGURE 3-2: Register Supplier page
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a. A response must be provided to each field marked by an asterisk.

p. For the "Supplier Abbreviation" field, please provide an abbreviation
that is similar to your organization's name

c. Suppliers with "Country of Registration” as "Jamaica" must provide a
valid Taxpayer Registration Number (TRN).

d. The user is required to provide a "Tick / Select" for the "I'm not a robot"
prompt.

3. Select the "Validate & Continue" button to proceed to the next page to
register the CPV codes of interst for the organization.

4. In the " Register CPV Codes" page, add the CPV codes of interest or that
relates to your organizations business activity

Register CPV Codes

‘-i; The Common Procurement Vocabulary (CPV) establishes a single classification system for public procurement aimed at
standardising the references used by procuring entities to describe the subject of procurement contracts. The main vocabulary is
based on a tree structure comprising 8 digit codes associated with wording that describes the type of supplies, works or services
forming the subject of the contract. The CPV is maintained by the European Commission of the European Union. The CPV codes of
interest are optional for the registration of a Supplier. When an open public procurement competition is published, the system will
automatically notify via email all Suppliers whose CPVs of interest match the CPV codes of the competition itself.

ESST TS
— ~
CPV Codes of interest: R @

FIGURE 3-3: Register CPV Codes page

5. Select the "Next" button to proceed to the page to register an administrator for
the organization's account.

6. Populate the required information in the "Register Administrator" page.
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Register Administrator

*First Name:

*Last Name:

|

|
“lUsername: | |
*Password: |

|| | Password Rules

*Re-enter Password:

*Email: | |
Address: | |
Postal Code: | |
Chy: | |
*Country: | Jamaica il ‘
Phone Number: | |
Mobile Phone Number: | |
Fax: | |
* Secret question: | Select i ‘

*Becret answer | |

[Firch ] Roso Jf Back § Cancol

“Fields with asterisk are mandatory

FIGURE 3-4: Register Administrator page

7. Select the "Finish" button once all the required information has been pop-
ulated.

g. Login to the system using the credentials provided so as to have the new
account activated

a. Follow the "Login to the system for the first time" on page 23 instructions.

9. After completing the first time login steps, Select the "Homepage" link to be dir-
ected to the starting "Homepage" of the system.

NOTE: THE ORGANIZATION'S REGISTRATION MUST FIRST BE APPROVED BY THE SYSTEM
ADMINISTRATOR OF THE MOFPS'S OFFICE OF PUBLIC PROCUREMENT POLICY (OPPP) BEFORE THE
ORGANIZATIONS ADMIN USER WILL BE ABLE TO CREATE ADDITIONAL USER ACCOUNTS AND TO
PARTICIPATE IN TENDER COMPETITION ACTIVITIES.
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3.2.1 Edit Supplier Organization details

To modify or update the organization details in the system, the Supplier Administrator
is required to complete the following steps.

1. Select the "Supplier management” link from the "Supplier administration "
section of the Homepage.

Supplier administration -

-+ Supplier management
- User management

-+ Awuditing Reports

FIGURE 3-1: Supplier administrator section

2 In the "View organization" page, Select the "Edit organization" button.

View organisation

Crganisstion Nama

Limitad Liabily - Incarporated
ACECON

Jamaica

FIGURE 3-2: View organization page

3. Make the necessary changes to the Organizations details in the presented
"Edit organisation profile" page.

4. Select the "Save" button to make the changes permanent.
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3.2.1 Create Supplier user account

To create a user account for a Supplier Organization, the Supplier Administrator shall:

1. Select the "User management” link from the" Supplier administration” sec-
tion of the Homepage :

Supplier administration |[—

-+ Supplier management

L, User management

- Auditing Reports

FIGURE 3-1: Supplier administration section

2 Select the "Add user" button on the "View users" page:

View users

s

Rico Supplier Admin Jamaica Edit account

2 Lila Rico Supplier User Jamaica [ -;- ] Edit account

Displaying all 2 matches. Page 1 of 1

Add User

FIGURE 3-2: View users page

3. In the "Add user" page, populate the required information.

4. Once the users account has been created, the new user wil be required to com-
plete the account activation steps which is done through the "Login to the sys-
tem for the first time" on page 23 procedure.
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3.21 View, Edit Supplier users account

To view or edit Suppler organization users account details:

1. Select the "User management” link from the "Supplier administration" sec-

2.

3.

tion of the Homepage.

Supplier administration |[—

-+ Supplier management

L, User management

- Auditing Reports

FIGURE 3-1: Supplier administration section

The " View users " page will display list of users registered on the Organ-
ization’s account

View users

—— e e

Rico Supplier Admin Jamaica Edit account
2 Llila Rico Supplier User Jamaica [ ";- ]

Displaying all 2 matches. Page 1 of 1

Add User

FIGURE 3-2: View users page

To Edit the details of a user account, Select the "Edit account” link for the user
of interest and update the necessary information in the "Edit account” page.
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3.2.1 Update Organisation CPV code registrations

In the event the Supplier Organization wishes to modify (Add or remove ) the
CPV codes for which it is currently registered:

1. Select the "Edit CPV Codes" button on the 'View organisation” page:

2 In the "Edit CPV Codes" page, add or remove CPV Codes by :

Edit CPV Codes

Edit CPV Codes

CPV Codes of interest: - F
v

=

FIGURE 3-1: Edit CPV Codes page

a. Select the search icon to open the CPV Code search page:

o are Cry
e e b LR
¥ oesn .

Va0 sy s w e

l B et b ag M B M LN
Sroun | | F 160000 sputes sasee

i +IWOOND Tmere e Azt e e r ey

+ (O (o vt 0 s s e e e

& 220008 P ity vt 1w gt

o smeonn am—
L M0N0 L urt e T e A W S Wty

1 IIBIS ame e Ceary e s s e s v g
1 sawonn
F 0D T Ama T FE S e H AL 13 S e

bl

X D D sum

FIGURE 3-2: CPV Code search page

p. Enter the name of the category in the "Search” box and then Select the
"Search" button to search for a category registration or Navigate / Dirill-
down under the "Main panel CPV" section of the page to find the CPV

code of interest.
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c. Once the CPV code of interest has been found, Double Click on the
Code number or name for it to be selected and placed in the "Selected
items" section of the code search page.

3. Select the "Finish" button to save the changes.

4. To remove registered CPV codes, Highlight the code in the "Edit CPV codes"
page and click the delete icon.
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3.2.1 Create Auditing Report

To generate an audit report which details transactions done on the Organizations sys-
tem account:

1. Select the "Auditing Reports" link from "Supplier administration” section of
the Homepage.

Supplier administration |[—

-+ Supplier management

- User management

* Auditing Reports |

FIGURE 3-1: Supplier administration section

Populate the necessary search criteria in the "Auditing Reports" page, then
Select the "View" button.

Audiing Roports

FIGURE 3-2: Auditing Reports page

3. Select "Export results as CSV" button to export the results for reading in a
spreadsheet tool.
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4 Tender Competition participation

This Chapter provides information on how to participate in a tender competition by
downloading bid documents, making clarification requests and general competition

settings.

4.1.1 Download Tender Competition Documents

41.1
41.1
4.1.2
41.1
41.1
41.1
41.1
41.1

View List of Tender Competitions

View Tender competition details

View Clarification Responses

Issue Standstill Feedback

Respond to Contract Award Offer

Set Tender Alerts Settings

Manage User Competition Association

55
56
57
59
60
61
62
63
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4.1.1 Download Tender Competition Documents

To access to or download the documents or notices for a published tender competition:

1. Search for the Tender competition of interest . Refer to "Conduct Current Com-
petition search" on page 31or Select the tender competition using the "View
List of Tender Competitions” on page 55

2 Select the "Show Menu" button (Top right) then Select the "Competition doc-
uments" menu option from the drop-down list.

Hide Menu

View competition

Competition documents
Clarifications

Bid submission
Feedback

Specify Aleris

Automated notifications

FIGURE 4-1: Competition documents menu option
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3. In the "Notices & Contract Documents " page, Select the " Contract doc-
uments ! tab.

Notice & Contract Documents

w Competition:Procurement of Consulting Services Show Menu

Contract document list

MIA Procurement of Consulting Services
MIA Tender Structure XML - Cycle 1 cdt 229329 1.xml
2 results intotal.  Displaying: 1-2 Page 1 of 1

I Download Zip file

FIGURE 4-2: Notice & Contract Documents page

4. Download the documents through one of the following actions::

a. Select the "Download Zip file" button to download all of the associated
documents or

b. Select on the Title of a specific tender competition of interest to down-
load it.

NOTE: THE FILE SHOWN WITH A NAME EXTENSION 'XML" IS A FILE CONTAINING THE DEFINED
STRUCTURE OF THE TENDER COMPETITION AND WILL ONLY BE USED BY THE SUPPLIER IN THE
EVENT OF A BID SUBMISSION PROCEDURE USING DOWNLOADED TENDER PREPARATION TOOL.

NOTE: ONCE A SUPPLIER USER DOWNLOADS A TENDER COMPETITION DOCUMENT, THE
ORGANIZATION WILL BE AUTOMATICALLY 'ASSOCIATED' WITH THE COMPETITION AND ITS USERS
WILL RECEIVE E- MAIL NOTIFICATIONS IN THE EVENT THE PROCURING ENTITY MAKES ANY
CHANGES TO THE COMPETITION DETAILS OR STATUS.
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4.1.1 View List of Tender Competitions

A Supplier organization will be associated with a tender competition through one of the
following actions:

» Downloading of Bid / Contract documents
» Submission (Upload) of a Bid or

* Receipt of Invitation to Bid for a Restricted Bidding or Single Source procedure
competition.

To View a List of Tender Competitions (List of My CfTS) for which the organization is
associated or interested:

1. Select the "List of my CfTs" link from the "Competition management" section
of the Homepage:

Competition -
management

|‘ List of my CfTs |

FIGURE 4-1: List of my CfTs link

2 The "My competitions" page opens and displays the tender competitions of
interest.

§ revmm QaeaE Comemes G Duaren

7 Prasawres ot sKYC Senas I Sevicm Acetng te sewy
¢ BmSshed QxR Rk Vicka i b2 ey
T S S Dutaey Y O VR Aweting be e

" el Gwan  Cuedsdn

Sty b e Disglayvgg £10 Feptutio o
Faabriwpage 1y v Goepp | v

FIGURE 4-2: My competitions page

3. To see the details of one of the listed tender competitions, Select the Title,
which will open the "View Competition details" page.
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4.1.1 View Tender competition details

To view the details of a published tender competition:

1. Access the tender competition of interest by following two procedures:

a. Search for the Tender competition; Refer to: "Conduct Current Com-
petition search” on page 31 or

b. Select the tender competition using the "View List of Tender Com-
petitions" on the previous pageprocedure.

2 Select the "Title" of the Tender competition of interest, which will open the
"View Competition details" page:
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4.1.2 Create a Clarification Request

Suppliers are able to submit a request for clarification for a tender competition,
provided the defined "End of clarification period" has not been passed. To create and
send a Clarification request:

1. Select the tender competition of interest, followed by the "Show Menu" (top
right) button, then the "Clarifications” menu option from the drop-down.

2 In the "Clarifications" page, select the "Requests for clarification" tab.

Clarifications

\j‘.} There are no Clarifications made

¥ Competition:Procurement of Medical Suppliers - Framework Agreement Contract Show Menu

15 || Requests for clarification

FIGURE 4-1: Request for clarifications tab
3. Populate the necessary information In the "Clarifications" page:

¢ Clarifications

* Compeliton Procurnement of Medical Suppliers - Framework Agreemsent Contract

= Tille:

* Language English w

= Descrption for the request

ML CNANACHTE: 200K

Aachment far he request Cromse File | Ma e chosen

" Fmlds marked with an astensk s mardstorny

FIGURE 4-2: Clarifications page

4. Select the "Send" button to submit the request to the Procuring Entity.
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Once the Procuring Entity has published a response to the clarification request, the
Supplier users will be notified by e-mail and will be able to review the response in the
system.
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4.1.1 View Clarification Responses

To view the Procuring Entities published response to clarifications raised by Suppliers
participating in the Tender competition:

1. Select the Tender competition of interest , then select the "Show Menu" but-
ton, then the "Clarifications” menu option

2 The "Clarifications” page will displayed a list of published responses:

< Clarifications

mpetition: Supply of Paint for Mountain Court Housing Development Show Menu

|+! 3.No Lead Paint

|+] 2.State quantity

|+] 1.Delivery Time

Displaying all 3 matches. Page 1 of 1

Download all clarifications

FIGURE 4-1: Clarifications page

3. Select the + sign next (to the left) to each response to see the details of the cla-
rification request and corresponding response issued by the Procuring Entity.

4. If required, the Supplier user can download the clarification details by select-
ing the "Download all clarifications" button.
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4.1.1 Issue Standstill Feedback

On announcement of the evaluation results for a tender competition, the GOJ's Pro-
curement Act, 2015 provides participating suppliers with the opportunity to provide a
feedback challenge to the announced results. This provision as cited in the Act, is
referred to as the 'Standstill Period" . The maximum number of "Standstill" days alloc-
ated to a procurement competition is ten (10) calendar days. The Procuring Entity will
indicate in the bidding document, the number of days that will be allocated for a specific
activity.

To submit a feedback, the Supplier user shall:

1. Select "Feedback" from the Competition Menu option.

2 Populate the required information in the "Provide your feedback" page

Provide your fasdback

qig There hies been no feadback

" Languags: English i |

Daacriplion

(Miavrim characiers: SO000)

Adiachmend far the reques. | Chocae Fre | He file chosen

 Fleits parked with an astersk are mansas oy

FIGURE 4-1: Provide your feedback page

3. Select the "Send request” button to submit the request to the Procuring Entity.
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4.1.1 Respond to Contract Award Offer

Where a Bidder is selected for contract award | a task "Reply to contract award" will
be initiated by the system and appear in the Bidder's task list.

The Bidder will have the option to accept or decline the award. In the case where the
award is accepted, the Bidder will be requested to provide some acceptance details
and optionally to upload the electronic copy of the contract (signed by the organizations
representative).

To respond to a contract award offer:

1. Select the "Reply to contract award" as appears on the Homepage task list.

2 Populate the required information in the "Contract award" page:

Contract Award My role for this competition is: EOASS0C

v Compefition:Procurement of Medical Suppliers - Framework Agreement Contract Show Menu

AcceptiReject Contract Award

Do you accept the contract award?
() Accept
(") Decling

If the award is declined, please provide a reason...

(=l

FIGURE 4-1. Contract Award page

3. Select the "Submit" button to send response.
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4.1.1 Set Tender Alerts Settings

Supplier users are allowed to update the system defined frequency for system
triggered tender competition notifications or alerts. To update the tender competition
alerts, the supplier user shall:

1. Select the "Specify alerts" Competition Menu option.

2. Update the settings in the "Specify Alerts" page.

Specify Alerts

w Comgpatition: Skyway Deslgn and Construction - Black A

Ue= thess optiens 1o zat yoursslf raminders of key steges of the process

Tirne Emit for racaipt of bids or request to
parficipate

("3 Mo notification

(@ 24 hours peior (o he eveni
() 48 hours prior to the event
) 1 vk prior 1o tha event
() 2 weaks prior to tha evant
Request for clafications from
(73 No notificatien

@) 24 haowrs pefar ta the event
7 48 hours prior b the event
() 1 weak prior to the event
(71 2weesks prior ta the evant
Reguest for clarifications 1o
71 Mo notification

(@ 24 hours prior to the event
{7} 48 hours prior to the event
() 1 vemak prior 1o tha event

() 2 weeks peior b the event

Save Cance]

FIGURE 4-1: Specify Alerts page

3. Select the "Save" button to make changes permanent.
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4.1.1 Manage User Competition Association

When a Supplier user initially downloads the tender competition Bid documents, the
user is presented with an option to associate him / herself only with the tender com-
petition from the Supplier organization or to have all users of the Organization asso-
ciated with the competition and receive notifications accordingly.

This setting is defined by response to the "Type of Association" prompt shown in the
"Association with Competition" page at the time of downloading of the competition
documents:

Association with Competition

The eTendering system supports automated notifications to keep associated users up to date with all Competition advances.
These comprise the publication of new MNotices, Addenda, Corrigenda, Clarifications, while there are also notifications for
informing associated users about approaching important dates of the Competition. Please select a type of association for this
Competition.

You will be able to individually manage the list of users of your organisation with the CfT, through the new "Manage associations”
tab in the CfT workspace.

Type of association

|
O 1. Associate all users of this Supplier with this Competition

O 2 Associate only myself with this Competition

Select

FIGURE 4-1: Association with Competition page

The Supplier user or Administrator has the option to edit / determine how notifications
on respective tenders are managed. This is done through the association or dis-
association of users from a tender competitions . To manage the user competition asso-
ciations:

1. Select the "Automated notifications" from the Competition Menu option which
opens the "Manage automated notifications" page.
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Manage automated notifications

w Compefition: Skyway Design and Construction - Black A
Lo
Theo Ace

=

Dizassociated

2 resulfs in fotal.  Displaying: 1-2 Page 1 of 1

FIGURE 4-2: Manage automated notifications page

2. In the "Manage automated notifications " page: Select the Drop down menu
list under the "Associate / Disassociate" column to manage the organizations

notification by users.

3. Select the "Save changes" button.
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5 Bid Submission

This chapter provides an overview and specific instructions on how to submit bids
using either the Online or Offline (Manual) upload feature.

5.1.1 Bid SubmMIisSSION OVeIVIEW 67
5.1.1 Submit Bid ONNe 71
5.1.1 Submit Bid using Manual Upload Feature 76
5.1.1 View or Remove Bid 80
5.1.1 Download Bid Opening RepOrt 81
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51.1 Bid Submission Overview

Bids are submitted online using a Tender Preparation Tool (TPT) tool which is a stand-
ard utility within the system. The TPT provides functionality for Bidders to respond to
questions and attach documents in conformance with the competition specifications
and to validate responses prior to submission. The TPT is triggered as part of the Bid
submission activity and opens in a separate window.

The TPT requires that the Java software be installed and enabled on the computer
from which the response is to be submitted. In the event the Bidder is not able to have
Java software installed and activated, Bids may be submitted using the 'Manual' upload
tool as detailed in "Submit Bid using Manual Upload Feature" on page 76.

The TPT will display sections in conformance with the Evaluation structure used in the
creation of the tender competition / structure as follows:

a. Competitions configured for Offline Evaluation:

Where competitions are configured for "Offline evaluation" procedure by the
Procuring Entity , the TPT interface presented to the Bidder will allow for
attachment and upload of the bid document as a single file as shown below.

=
=-PPS e-Teraering = [a] x
Fle' Tanls Heln LI Imcredible £ Inoreddhibe Bilden
g |
| L
H Save | Daek sl Subisrst bwcar & e
Offline —
@ Complate Bid ' Eriterion Ty Cemplete Bid
Criterion 1.3} File
@ W o

Competed Crimns; 0

63



MOFPS

MIMIETRY OF FINANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

Offline evaluation bid submission page
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b. Competitions configured for Online Evaluation:

Where competitions are configured for "Online evaluation", the top panel of
the TPT displays the three Envelopes of the competition structure as shown
below:

[ e-PPS e-Tendering — O X

File Tools Help Theo Ace f Ace Construction

—l-l I =
i . 0%
E Save . Pack and Submit tender Complete

0ib e Technical ] Financial ]

I . L
@ Eligibility and Bid Submiss »| gectign I) Eligibility and Bid Submission Forms

Criterion 1.1} Please attach file containing Bid Submission and Eligibility
Documents

@ % [

| Attach file |

Completed Criteria: 0/1

FIGURE 5-1: Online evaluation bid submission page
* Eligibility criteria - Contains criteria which seeks to confirm the eligibility
of the Supplier to participate and or submit a bid for the competition.

e Technical criteria - Contains one or more criterion requiring Bidders to
provide responses to specific questions or to attach response document
for upload.

» Financial criteria - Provides a page for Bidder to enter Bid price amounts
and to attach financial supporting documentation for upload.
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The system ensures that bids received during the tendering period remains in an
encrypted format until the electronic bid opening procedure is complete. Tender com-
petitions are defined with inclusion of the Bid submission deadlines and once the dead-
line has been reached, Bidders will no longer have access to make a submission via
the platform.

Once a tender has been submitted, Bidders will no longer have access to edit its con-
tent as a result of the encryption process. The contents of the submission can only be
accessed by the procuring entity after the tender opening procedures have been com-
pleted. However, it is important to note that the system makes provision for Bidders to
remove an already submitted bid package and replace it as long as the tender sub-
mission deadline has not been reached.

On completion of the submission, the Bidder will receive an acknowledgment via an
automatically generated email notification.

Steps for successful bid submission are as follows;

1. Prepare computer for bid submission.

2. Submit Bid:
a. Submit Bid Online or:

b. Submit Bid using Manual Upload Feature (Optional)
3. View or Remove Bid (Optional)

4. Download Bid Opening Report (Optional)
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5.1.1 Submit Bid Online

To submit a Bid online, follow the below procedures:

1. Navigate to the tender competition of interest, by selecting the "List of my
CfT" link from the Homepage, then selecting the name of the competition on
the "List of my Competitions" page.

2 From the Competition "Show Menu" option (top right), Select "Bid Sub-
mission" from the drop-down list.

3. Inthe "View bids" page, Select the "Accept and confirm all of the above" but-
ton to accept the terms and conditions agreement as shown in the figure
below.

View bids

w Competition: Skyway Design and Construction - Black A Show Menu

1. Accept Agreement for this Competition

View_Supplier_Declaration.doc

2. Confirm the validity of your user details

O L S
Rory Rico rico100

Accept & Confirm all of the above

FIGURE 5-1: View bids page

4. Select the "Launch Tender preparation” button on the "View bids" page.

67



MOFPS

MIMIETRY OF FINANCE AND THE PUBLIC SERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

w Competition: Skyway Design and Construction - Black A Show Menu

\i/ Save your draft tender before you open any other menu or leave the tender preparation tool.

All saved data in your draft tender is stored locally on your PC. No data is transferred to the system until you click on the
"Pack and Submit tender” button, which encrypts and submits your tender.

Launch Tender Preparation | 3

FIGURE 5-2: Launch Tender preparation button

This will initiate the launch of the Java software. If Java is not installed on
your computer, an error message will appear or a pop up asking "How do
you want to open". If this message is received, it is recommended that you
check your Java installation, and if necessary re-install.

Select the 'Open file" Java software prompt which will run the Java software

Select the "Run" button in response to the Tender Preparation Tool prompt as
shown below.

-

Do you want to run this application?

Name: Tender Preparation Tool

‘-:.-E) | Publisher: European Dynamics 5. A.
_—

Location:  https:/fjamaica-demo. eurodyn.com

This application will run with unrestricted access which may put your computer and personal
information at risk. Run this application only if you trust the location and publisher above.

DDomtsHowﬁisagwﬁxappsﬁmﬂﬂenbishamdbG:ﬁonabove

B Mare Information

A "y

Cancel

FIGURE 5-3: TPT Run button

Once the Java runs successfully, Bidders will receive a prompt to enter system
login credentials (Username and Password) in the TPT Log in page which
opens on the users desktop.
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Bl =775 e-Tendering

Fild Thek  Hig

FIGURE 5-4:

a

= =
0%
Sawn [l gl Pactang Skt enge
=] come

Login
Flseze proveds your spps credenbals
LI i i aiies

Passwmed

[ ok Cluse

TPT Log in page

The TPT Tool is now opened and reflects the structure of the tender con-

figuration.

g. For Tender competitions configured for Offline evaluation, Select the 'Attach
file" button in the TPT page to attach the Suppliers file containing the complete
Bid documents.

[ e-PPS e-Tendering

File Tools Help

Offline N

(eiran] .
Lf_} Pack and Submit tender

& Complete Bid

FIGURE 5-5:

-

Criterion I) Complete Bid

Criterion I.1) File

© # i

Attach file |

Attach file button

The system will only accept one attachment and this attachment can have mul-
tiple files compiled in a merged or zip format file.
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9. For Tender competitions configured for Online evaluation, populate the
responses in the Eligibility, Technical and Financial Envelopes section of the
TPT page and attach supporting document files.

7] e-PPS e-Tendering — O %
File Tools Help Rory Rico # Rico Enterprise Ltd
i |- II (==
: . 100% Complete
; E B 7 Pack and Submit tender Please pack and submit your tender.

Eligibility Criteria I  UCEUIGE] Financial I

. . <

jlssianssnuces | Criterion I) Technical Response Documents

& Technical Response Docun

Criterion I.1) Please attach Spreadsheet with Response to Technical Specifications
Q@ #* o

J0B372,1654861508372.docx || Remove file || View file

» Building and Erection

Cormpleted Criteria: 1/1

o T —r—

FIGURE 5-6: TPT page with Eligibility, Technical and Financial envelopes

10. Select the "Pack and Submit tender" button to have the system encrypt the
Bid contents and then proceed to upload to the system Bid 'Vault' where it will
reside until the Bid opening.

11. Once the upload has been completed an automatic confirmation message will
be sent to the respective user who uploaded the bid.
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e-PPS e-Tendering — O X
File Toals Help Rory Rico / Rico Enterprise Ltd

LN}
. 100% Complete
|E| Save @ Pack and Submit tender Please pack and submit your tender

Eligibility Criteria I QUGG Financial [

DesionEendices Criterion I) Technical Response Documents

(2 Technical Response Docun

Buil | Criterion 1.1} Please attach Spreadsheet with Response to Technical Specifications

Tender Submitted X

Your bid was submitted. Please access/refresh the "View bids" page of the related competition.
Your bid is stored under the "List of submitted bids".

Completed Criteria: 1/1

FIGURE 5-7: Tender submitted message

An automatic email notification will also be sent to the user who uploaded the

bid.
The user can proceed to close the Tender Preparation Tool page.

The View bids page will display the list of submitted bids with relevant con-

formance and status information.
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5.1.1 Submit Bid using Manual Upload Feature

In the event the Java Software fails to run on the Supplier users computer, the system
allows for a 'Manual' Bid upload using a downloaded version of the TPT.

1. Select the "Bid Submission" competition menu option.

2. Inthe "View bids" page, Select the "Accept and confirm all of the above" but-
ton to accept the terms and conditions agreement which opens the "View
bids" page.

3. Select the "Prepare this response offline"” button, displayed at the bottom of
the "View bids" page.

° All items submilted/Contents Verified | " Partially pass
e Missing items/UnVerified Content/Late Submission

[+] List of draft bids (created online)

Offline tender preparation and submission:

Prepare this response offline | Manual upload of tender package

FIGURE 5-1: Prepare this response offline button

This action will download the Tender Preparation Tool software along with an
XML file containing the Tender structure.

4. Extract the contents of the 'TenderPreparationTool' zip file to a folder on the
users computer. It is recommended that a folder is first created on the users
computer and the files extracted to this folder so as to be able to easily locate
same. After extraction, a sub-folder 'TenderPreparationTool" will be created

5. Navigate to the 'TenderPreparationTool' sub-folder and Double Click on the
Tender Preparation Tool icon which will initiate / open the TPT.
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TPT > TenderPreparationTool v 0O & Search TenderPrep...
A O Name Date modified Type
lib 6/9/2022 2:29 PM File folder
3 TenderPreparationTool 6/9/2022 2:29 PM Applicatior
|| TenderPreparationTool 6/9/2022 2:29 PM Executable

FIGURE 5-2: Tender Preparation Tool Icon

6. In the TPT tool page, Select the "Open Document" icon and navigate to the
folder where the extracted Tender structure "XML' file is located then select the

file.

Bl e-PPS e-Tendering —

File Tools Help

'. Open document =n| Save " Pack

Open
Look in: | 1z v| & P -
o TenderPreparationTool
= . At 379370 1y
__[ cdt 229329 1xml
Reca?t-fhans ﬁ TenderPreparationTocl.zip
Desktop
4
Documents
B File name: |c4t_229329_Lxml | [ open
Hers Files of type: | Al Fles | | cancel
. Warning!
. @ The files that you wish to attach/open/save should be |located locally in the user's workstatic

Flease make sure that vour files are not located in a shortout folder or a netwark drive,

FIGURE 5-3: Open document page

7. Select the "Open" button, which will open the Tender structure within the TPT.
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g. Select the "Attach File" icon to upload the Bid submission file.

9. Select the "Save" icon to save the file in a directory. Provide an appropriate

name for the file e.g. 'ACME BID' etc.

[ e-PPS e-Tendering (c4t_229329_1.xml) — O X

File Tools Help

H | (= a
H | 100% Complete
‘. Open document |EI Save a Pack Please pack and submit your tender. L

@ complete Bid Section I) Complete Bid

Criterion 1.1) File

Q # o 1

51B455606007Y16518455688001 doce | | Remavefile || Viewfile |

Completed Criteria: 1/1

FIGURE 5-4: Save and Pack icons

10. Select the "Pack" icon to encrypt and compress the aforementioned named
file. The TPT will create a file with the name extension " _TENDER.zip" which

contains the encrypted bid file and a message will be displayed.

@ Packing successful.
A secure compressed file (zip) has been saved on your system named "ACE Bid TENDERzip", located in the directory "CATPT".
Please note that the tender package has NOT been uploaded. Click on button "iManual uplead of tender package" and upload the above file.

oK

Packing successful *

FIGURE 5-5: Packing successful message
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Return to the "View bids" page and Select the "Manual upload of tender pack-
age" button, located at the bottom of the page which will open the "Upload Bid
package" page.

Upload bid package

\i} Please make sure that the file intended to be uploaded is the bid package created by the bid preparation fool, else you risk your bid
to be rejected during the Opening phase. The filename of your bid should be in the form X2X3CX_TENDER.zip.

In case you have not created your bid through the bid preparation fool please consult:
- the User Guide.

‘You may dovnload the bid preparation tool from here: Bid Preparation Tool.
“You may dovmnload the necessary bid structure faor this paricular compedifion from here: Bid Siructure

v Competition: Procurement of Consulting Services

*Locate the Bid package to upload: | Choose File ho file chosen |
Upioad |

FIGURE 5-6: Upload bid package page
Select the "Choose File" icon to locate the aforementioned " _TENDER.zip"
file.

Select the "Upload" button which will upload the compressed encrypted bid
file.

The View bids page willl display the confirmation of the uploaded bid if so
required. To do so:

a. Select the "Bid submission” competition menu option.

b. The " View bids" page will display list of submitted bids with relevant con-
formance and status information.
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51.1 View or Remove Bid

To view the confirmation details of a previously submitted Bid or to remove the Bid, the
Supplier user shall:
1. Select the "Bid submission" competition menu option.

2. The 'View bids" page will display the details for previously submitted bid
including information on conformance and time submitted.

DiP TP Tender
hy recmpt stim'nsmn recemllD mﬂm‘ussmn conformance

ace300 tenderTemplateFile 1655840444406_TENDER. zip 000006091 21/06/2022 6
15:28:13

€ Allitems submited/Contents Verified | (g Partially pass
e Missing ilems/UnVerified Content/Late Submission

[=] List of draft bids (created online)
e :

FIGURE 5-1: View bids - List of submitted bids page

To remove (Withdraw) a submitted bid, Select the Check box next to the bid
and then Select the "Remove" button. Bids can only be removed before the
tender deadline. Once removed, the Bidder must ensure that the re- sub-
mission is complete prior to the submission deadline,
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5.1.1 Download Bid Opening Report

To access and download a copy of Tender Bid opening Reports:
1. Select the "Opened bid details" link from the Information section of the
Homepage.

2. In the "Competition of opened bids " page, search for the tender competition
of interest and select the "View opened bids" link.

3. In the "Opened bid details" page, select the "Download" link, to download a
copy of the report.

Opened bid details

Title: Procurement of Graphics Design Services - Framework Agreement { Status: Evaluation)

Closing date: 10/06/2022 00:00

Bids opening date: 10/06/2022 00:30

Tender opening record: [Dovnlioadl
—

Single ABC Consulfing 23500000.00
Single Ace Construction 60E3 32000000.00
Single Incredible Builders 6052 23500000.00
View competition details

FIGURE 5-1: Opened bid details page
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6 Reporting and other features

This section provides instructions on how to generate reports and download manu-

als.

6.1.1 View Business Intelligence Reports

6.1.1 View Contract Award Notices

6.1.1 Download User Manual

84
85
86
87
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6.1.1 View Business Intelligence Reports

The System provides a set of procurement transaction and analysis reports which can
be accessed through the Business Intelligence reporting module.

1. Select the "View Reports” link from the "Reporting (Bl) Module" section of the
Homepage which opens the "View (Bl) Reports" page

View (Bl) Reports

Confract Award Report
Confract Award to Bid Ratio

Contract Award Analysis by Procurement Type

Supplier Top Ten (10) Contract Award ranking by Value
Supplier Top Ten (10} Contract Award ranking by Contract number

Tender io Confract Cycle Time
CfT Analysis by Procurement Method

CfT analysis by Procurement Type (Goods, VWaorks, Sernvices)

Works Tenders by Grade Analysis
Published Tendars Trend Analysis by Year

Special & Differential Treatment Contract Analysis

FIGURE 6-1: View Bl Reports page

2 Select the title of the report of interest to view details.
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6.1.1 View Contract Award Notices

To view details of published contract award notices:

1. Select the "Contract Award Notices" link from the Information section of the
Homepage. This will open the "Contract Award Notices" page.

Contract Award Notices

Search results
N T
! [ i © o mmmear e =

- — -

3 T i ST it Teo -

4 D E

5 Duerb—m e =2 Dumas far Rellies 12 -t il

E L MR e A s TR -;El

- Drocmrsmant of statine - o UNUIIE s tare smpenoe E

& Mt Dural Homtit 2o —iee ﬁ

9 Dahntie d ~r __ 0. 2o ~rv Fosimmant farbe - E

10 Tremkaea of Seeurad M= T - E

455 resulis in fotal. Displaying: 1-10 Page 1 of 46 - n

Resuliz per page: Gofo page:

FIGURE 6-1: Contract Award Notices page

2 Search for the tender competition of interest and Select the "PDF" icon to
download the related Contract Award Notice.
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6.1.1 Download User Manual

To download a copy of the system User Manual:

1. Select the "USER MANUAL" link from the Information section of the
Homepage. The "Information Area" page will be opened.

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 functionaliies 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 6-1: Information area page

2. Select the title of the manual of interest from the displayed list of documents.



MOFPS

MINISTRY OF FINAMGE AND THE PUBLIC BERVICE

OFFICE OF PUBLIC PROCUREMENT POLICY

6.1.1 Access Public Procurement Legislation

To access and download documents related to GOJ's Public Procurement Regulations
and other Administrative Guidance, follow the below steps:

1. Select the "Procurement Legislation” link from the Information section of the
Homepage. This opens the "Information Area" page.

Information Area

Title Description Date | Amachment

upicaded
The Public Procurement The Public Procurement (Registraton and 02/0612022 The Putic Procureenent
(Registration and Classification of Classification of Suppliers) Regulations. 2019 (Registralion ard Classilication of
Suppliers) Regulations 2019 Syplers) Ragulations 2019 pof
Guidance Note- Crtera far Award This guidance note descnbes princples and 02/062022  Qudance Nole- Criteria for Award of
of Contracts practices relbted fo the establishment and Contracts pdf

application of Contract Award Criteria

The Public Procurement The Public Procutement Act The Pubhe 02/08/2022 The Piubic Procurement
(Reconsideration  and  Review) Pracurement (Reconsideration and Review) [Reconseration _and  Review)

Regulatons, 2018 Reguiations, 2018 Regulations 2018 ndf

GOJ Fublic Procurement GOJ Public Procurement (Amendment) Act, 02/06°2022 Pubic P |

(Amendment) Act, 2018 2018 Act 2018, pdf

The Public Procurement Gowvemment af Jamaica Public Procurement 02/D82022 The Pubc Procurement

Regulatons, 2018 Reguiations, 2018 Regulations 2018 pdf

orculsr #35 (insurance inswrance  Procurement  Procedures for 11082017 if fad n

Procurement Frocedures Generzl Inswance Services  Amendment Now 01 2015 pat

Amendment) publishad November 2016

oreular #1 (mplementation of e-GF Circular with reference 1o the implementation 11082017 Circular 1-  Imgac of e

system) of the Government of Jamaica ¢-GP system G0OJ eGP System 2018-c1 pdf

The Public Procurement Act 2015 GOJ Pubkic Procurement Act 2015 31/07/2017 Ihe Pubbc Procurement  Adl,
2015 paf

8 sults n fotal  Displaying: 1-8 Page 1011

FIGURE 6-1: Information Area page

2 Select the title for the document of interest to be downloaded.






