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Improving the quality of life of our 
community by ensuring continuous 
availability and accessibility of high 
quality drugs at affordable prices.



Medical Access Uganda Limited (MAUL)
e-Procurement Portal User Manual for Prequalification –

For Bidders



1. 0 Access to the System

Click the link below to access the MAUL e-Procurement 
Platform

MAUL e-Procurement System (medicalaccess.co.ug)

https://epro.medicalaccess.co.ug/


2.0 Creating a Supplier Account

If your organization does not  have a 
MePs account, click on “supplier sign 
up” button.



2.0 Creating a Supplier Account

Step 2.0 (a)
Creating an Account
• Enter Company Name in the ‘Vendor Name’ field.
• Enter E-mail address in the ‘Email address’ field. The email 

address should be valid and active to enable you to receive 
procurement opportunities from MAUL.

• Use the drop down arrow and select your Country
• Enter your city in the ‘City’ field
• Enter a username that will be used by your company to log in to 

the portal
• Enter a strong password. 
• Click the ‘Sign Up’ button to complete this process.
• You will receive an E-mail notification on your registration

Note
1. Minimum password length is Eight (8) characters. A strong 

password contains a combination of upper and lower case 
letters (AbCd), numbers (123), and symbols (@#$).

2. Creating an account does not mean you are pre-qualified. You 
will receive an E-mail notification concerning pre-qualification 
from MAUL.

3. The vendor name, E-mail address, and username need to be 
unique

            IMPORTANT 

After fifteen (15) minutes of inactivity, you will be logged 
out of the system and will be required to log in again.

When not working with the system, please LOG OUT.



2.0 Creating a Supplier Account

E-mail notification for new 
e-Procurement registration.

Once you have created an account/ profile, you will receive an email notification confirming registration. The E-mail contains the following  

details:

• The username you created and will use to log in to the e-Procurement portal

• The email address that MAUL will use to send you procurement opportunities and other relevant information

• A link to reset your e-Procurement password (optional).

 You can return to the MAUL Home-page and log in using the credentials you have created.



2.1 Logging in to your Supplier Account

Step 2.1 (a)
Organizations with an account can 
just click on the log in button to 
proceed.



2.1 E-Procurement Portal Access/ Login

Step 2.1 (b)
Use the username and password 
created during Supplier account 
creation. Click the ‘Log in’ button 
to direct you to your supplier web 
page.

Note
If you cannot remember your 
password, use the ‘Forgot your 
password’ functionality… you will 
be notified to change your 
password via E-mail. 



System Navigation & Configurations

After successful login, the supplier/ bidder’s dashboard will be visible. This section will cover the following areas:

• The main Navigation menu

• The various sections of the bidder’s dashboard

• Supplier data configurations (company details, address, and contact persons)



3.0 Submit Vendor Details
Step 3.0 (a)
Under Settings, Click on Vendor Details and key in 
the required information and submit. 



3.1 Submit Contact Person Details

Step 3.1 (a)
Under Contact Person, Click on Add Contact Person 
and key in the required information and submit. 



4.0 View Procurement Notices

Step 4.0 (a)
Click on the e-Procurement button to return to the 
home page and dashboard. 
Click on View Public Procurement List  to view the 
prequalification notices in the supplier dashboard. 



4.1 View Procurement Notices: Details

Step 4.1 (a)
Choose the notice of interest and click on view 
details to proceed. 



5.0 Open a Bid Document

Step 5.0 (a)
Click Add response to open a new bid document

Take note of the timer; it points to the days, hours 
and minutes left until the stipulated deadline



5.0 Open a Bid Document

Step 5.0 (b)
Confirm details of the bid document and click Add 
to complete step. 



5.1 Populate the Bid document

Step 5.1 (a)
Click Edit to make changes to the new bid 
document and for your company specific details/ 
information to be entered. 



5. 1 Populate the Bid document

Step 5.1 (b)
Enter contact person details 
(pertinent to the bid); 

Step 5.1 (c)
Scroll down to reveal the RFA document . 



5.2 Populate the Bid document : Attach Documents

Step 5.2 (b)
Click View or Download to view the 
RFA document

Step 5.2 (a)
Required responses can be scanned, 
saved as pdf and attached by clicking 
on this button. 



5.3 Populate the Bid document : Fill Questionnaire

Step 5.3 (a)
Click Fill Questionnaire to respond to and 
attach organization specific requirements 
including documentation



5.3 Populate the Bid document : Fill Questionnaire

Step 5.3 (a)
Fill in the Company Contact 
Information and Click submit to 
reveal the next section of the 
form.

Step 5.3 (b)
Scroll to reveal the next section



5.3 Populate the Bid document: Fill Questionnaire

Step 5.3 (c)
Tick the product/ service 
categories of interest. 

Step 5.3 (d)
Scroll to reveal the next section



5.3 Populate the Bid document : Fill Questionnaire
Step 5.3 (e)
Click Add/Edit to reveal respond 
to the Questions/ requirements 
on the right. Please note that the 
requirements from Question 10 
and afterwards shall require 
attachments in addition to text.   



5.3 Populate the Bid document : Fill Questionnaire

Step 5.3 (f)
Click Submit to complete entry of 
information



5.4 Populate the Bid document : Experience & Past 
Performance

Step 5.4 (a)
Click Experience and Past Performance to 
enter information on past execution of 
contracts



5.4 Populate the Bid document : Experience & Past 
Performance

Step 5.4 (b)
Click Add to enter information on 
previously executed contracts with 
reference to the threshold values 
stipulated. 



5.4 Populate the Bid document : Experience & Past 
Performance

Step 5.4 (c)
Click submit to complete entry of 
information on previous execution of 
contracts. The reference contract should 
be attached as part of the response



6.0 Requesting for clarifications 

Step 6.0 (a)
Under the document menu; click request/ 
view clarifications to 1) request for 
clarifications to the Request for 
Prequalification Application (RFA) 
Document  or 2) View the clarifications 
provided by the procurement team. 



6.0 Requesting for clarifications 

Step 6.0 (b)
Click here and enter the details of your 
request for clarification under the 
description.  Confirm submission of the 
same by clicking the “request 
clarification” button.



6.0 Requesting for clarifications 

Step 6.0 (c)
Click here to view the clarifications 
availed by the procurement team. 



7.0 Requesting for clarifications 

Step 7.0 (a)
Upon entering  and attaching all the 
required information including 
documents, and you deem your bid 
document complete, click submit.

Step 7.0 (b)
Your interface must show a 
notification of successful 
submission of the bid 
document. 
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