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Abbreviations

 ARV Antiretroviral

 BM Bid Manager

 e-Procurement Electronic Procurement

 ED Executive Director

 FM Finance Manager

 HOD Head of Department

 MAUL Medical Access Uganda Limited

 PA Procurement Agency

 PO Purchase Order

 RFQ Request For Quotation

 SBD Standard Bidding Document

 ToR Terms of Reference

 URL Uniform Resource Locator
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1.0 INTRODUCTION
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1.1 What is e-Procurement?

Electronic Procurement (e-Procurement) is the use of internet/ web-based technology to acquire goods and services 
from suppliers.

1.2 Objectives

This user manual is intended to give assistance to MAUL end users to help them adapt, gain familiarity, and understand 
how to work with the MAUL e-Procurement system.
End users will be able to raise requisitions, prepare and send out SBDs, receive bids, evaluate bids, and award contracts.



Convention/ Icon Description

Important information that must be read carefully

Tip to advice and help you use the system easily

Sequential steps and instructions to follow when 
performing tasks in the system

Additional information that explains a specific system 
function or process

Viewing the system outputs after certain transaction have 
been executed

How to Use the Guide

Step 
1.1 (a)
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The guide has been divided into various sections to help you use the E-Procurement system optimally. Each section comprises of alpha-numeric steps 
that are sequential. We would recommend you follow the guide in sequential order as indicated in each section. 
Below are some of the frequently used conventions/ icons across this user manual 



2.0 SYSTEM ACCESS
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User.name

******

This section covers basic access to the e-Procurement system. 

Before users actively participate and interact with the system, 
they will be provided with the following via E-mail:

A web link/ URL pointing to the e-Procurement portal 
interface
Username – This is the user’s email prefix

A user will then be required to click on the web link that will 
direct them to the portal. The ‘forgot your password’ 
functionality together with the users’ username will be used to 
generate a password



2.1 System URL & Login

Step 2.1 (b) – Click here to 

Log in to the system

Step 2.1 (a) - This is the 

URL/ Web Address that 
points to the location of the 
e-Procurement system. 
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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.

• The System Administrator is 
responsible for creating new e-
Procurement users. Your username 
is your Email prefix. For example … 
user.name@medicalaccess.co.ug. 
The username will be user.name

• Users will create their own 
passwords according to password 
policies.

• If you cannot remember your 
password, use the ‘Forgot your 
password functionality’ … you will 
be notified to change your password 
via E-mail.
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Step 2.1 (c)
Enter your login credentials on the interface 
provided.

mailto:user.name@medicalaccess.co.ug
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IMPORTANT

Depending on a user’s rights, the main navigation menu will 

differ from one user to another.

After successful login, a user will be able to see the ‘Main 

Navigation Menu’. 

This Graphical User Interface (GUI) is intended to assist 

users to access the various procurement functionalities 

present in the system in an organized way



3.0 REQUISITIONS

The three-step approval process
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This section covers basic navigation of the item master, creation of requisitions, and approval of 
requisitions. 

All users from various departments will have the authorization to generate requisitions in the 
system for the major Item categories. 

After a requisition is created, it will go through the three-Step approval process.



3.1 Item Master Navigation

Step 3.1 (a) – Click on the catalogue 

drop down menu and select ‘Item 
Groups’ 
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Basic Navigation - The four (4) major product categories have been configured in the system. Users are able to view and drill down to the sub-groups and further drill 

down to the individual items that belong the sub groups. 



New Item Groups can be created 
here.

TIP
Only users with proper rights and 
authorizations are able to create 
new Item groups.

Step 3.1 (b) - Click the 

‘View’ button to view details 
of the Medical Supplies Item 
Group .
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Step 3.1 (c) - Click the 

‘View’ to view individual 
items in the ARVs sub-
category.

Item groups can be edited here.

TIP

Only users with proper rights and 
authorizations can edit details of an Item 
Group.
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Step 3.1 (d) - Click the 

‘View’ button to view 
individual items details

Item sub-groups can be edited 
here.

TIP

Only users with proper rights and 
authorizations can edit Item sub-
group details.

15



3.2 Generating Requisitions

Step 3.2 (a) – Click on the 

‘Catalogue’ drop down menu and select 
‘Items’. The Item master data will appear.

Step 3.2 (b) – Click ‘Add to Cart’ to 

place the item into the shopping cart.

You can also search for a 
specific item here.

16



Step 3.2 (c) – Enter the quantities required for this 

particular item (Abacavir 60mg). 

Prices for items are already defined in the system and 
therefore appear automatically. Totals are calculated 
automatically as well.

Step 3.2 (e) – Click on the close 

button

Step 3.2 (d) – Once quantities are entered, 

save the item into the shopping cart by clicking on 
the ‘Add’ button.

17



Viewing the Shopping Cart

Step 3.2 (f) – To view the 

contents of the Shopping Cart, 
click the ‘Shopping Cart’ 
button

The ‘Add to Cart’ and ‘Shopping Cart’ functionalities help users 
select, and assemble items in an orderly manner before they can be 
placed as line items in a requisition. Open Shopping Carts are those 
that have not been converted to requisitions. 

IMPORTANT
Any Open shopping cart that has not been  converted to a requisition will 
be visible here. You cannot add an item into a new shopping cart if this 
item exists in another open shopping cart.
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There are various ways to access open shopping carts:

1. On the main navigation Menu, Go to Catalogue  Items Top-

Right hand side ‘Shopping Cart ’ button (See image below)

2. Immediately a user has logged in to the system, at the bottom part 

of the user’s dashboard, click ‘Shopping Cart/ My Requisitions’

3. On the main navigation Menu, Go to Requisitions  Shopping 

Cart



Contents of the Shopping Cart

• Click on the ‘Update’ button to update price 
and quantity details for a specific item.

• Click the ‘Remove’ button to delete a 
specific item in the cart.

• Click the ’Add To Cart’ button to add another item to shopping cart 
• Click the ‘Add Requisition’ button to save the contents of this shopping cart to a requisition.
• Click the ‘Empty Cart’ button to delete ALL line items of this Shopping Cart.
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The shopping cart below contains the item that was added in Steps 3.2 (b) to 3.2 (e)



Add more items to the shopping cart

TIP

The contents of your shopping cart should 
belong to the same Item group.
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You can add more items to a shopping cart by using:
1. The ‘Add To Cart’ button located in the shopping cart. (See             arrow below) 
2. The main navigation menu, go to Catalogue  Items
These two (2) methods will take you back to the Item Master data form where you will be able to search for an Item and add it to the shopping cart. Follow Steps 3.2 (b) to 3.2(e) 
to add more items to the shopping cart. Follow Step 3.2 (f) to view your shopping cart



Converting a Shopping Cart into a Requisition

Step 3.2 (g): Once ALL necessary items 

have been added to the shopping cart, Click ‘Add 
Requisition’ button to create a requisition for the 
items.
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Step 3.2 (h) – Requisition Header Details
• Select the relevant Financing partner/ Donor in the ‘Funds Source’ field
• Select project attached to the donor in ‘Funding Agency Project’ 
• Click the drop down arrow and select the COP (Country Operational Plan) year.
• Based on the Funding Agency selected, the Current Plan, Project Year, and 

Financial Year will be displayed automatically by the system.
• Select the Period Quarter in this preferred format … 01,02, and so on.,
• Currency used is US Dollars
• Requisition Totals appear automatically 
• Select Requisition Status as ‘Published’. If additional editing of the requisition is 

required, then select ‘Draft’. 
• Enter the date that the items are required 
• Type Terms of Reference (TOR) and attach relevant TOR documentation 

(optional)

Step 3.2 (i) – Click the  ‘Add 

Requisition’ button to save the 
requisition and forward for approval. 22



Once you execute step 3.2 (i), the system will take you back to the main requisitions window. Your requisition will be placed at the top of the list (in the 
case where other requisitions exist). If it is the only requisition created, then it will appear as a single line item under ‘My Requisitions’.

Step 3.2 (j) – Click 

the ‘View’ button to see 
the requisition details

23

Requisition Reference numbers are automatically assigned by the system when bid managers, evaluation committee, and pre-qualified suppliers have 
been assigned to the requisition.

Requisitions that have not been acted upon by approvers will read ‘Pending’.



The ‘activity log’ shows the current 
status of a requisition and actions 
that have been taken on it. It can 
help users notice delays especially 
when it comes to approvals.

Viewing Requisition Details

24



Assigned Requisitions
If you have been successfully assigned the 
role of Bid Manager to specific requisitions, 
they will appear here in the ‘Assigned 
Requisitions’ listing.

Shopping Cart/ My Requisitions
Shopping Carts that have not been 
converted to requisitions appear here. You 
are able to add additional items to the cart, 
remove items from the cart, and create a 
requisition from the cart.

25



3.3 Approving/ Rejecting Requisitions

Requisition
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Newly created requisitions will go through the three-step approval process which
follows a clear workflow with respect to the approval hierarchy. 

The system provides a drop down menu for selecting either approved or rejected, 
and a description area for supporting the drop down selection. 

The system is able to send E-mail notifications to the HOD, Finance Manager and 
the Executive Director (ED) to take necessary action; requisitions can either be 
approved or rejected. Approved requisitions go to the next step while those that are 
rejected are returned to the originator to apply requested amendments. 

The originator of requisitions also receives email notifications when approvals or 
rejections are made along the approval hierarchy.



3.3.1 Head of Department (HOD) - Requisition Approval

Step 3.3.1 (a) – After logging 

in, the HOD will be required to 
view his/her system notifications. 
Click on the  System Notification 
icon.Note: System Notifications 

can also be accessed here.
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The HOD will be required to log in to the system. Follow Steps 2.1 (a) – 2.1 (c) to log in.



If you apply ‘Mark as Read’ on a specific 
notification, it is removed from this view 
and will be taken to ‘View Read 
Notifications’. 
Note: The number of notifications in the 
list reduces when you apply this action.

Most recent system 
notifications are located at the 
top most level.  

If you apply ‘Mark as Read’/ ‘Mark 
all as Read’, the notifications will 
be available here. 

If you apply ‘Mark all as 
Read’, all notifications are 
removed from this view. 
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A user is able to search for 
specific requisitions using this 
Search functionality.

Use the Show Entries 
functionality to minimize the 
number of notifications to be 
displayed on the screen.



Step 3.3.1 (b) – Click the 

‘View’ button to view details of 
the requisition for approval.
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Step 3.3.1 (c) – Click 

View Requisition to view 
details of requisition.

30



Step 3.3.1 (d) – The HOD will 

view the contents of the requisition 
and then click the ‘Approval’ button  
to approve the requisition
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Step 3.3.1 (e) – Click on the 

drop down arrow and select 
‘Approved’

Also give a brief explanation for 
your choice in the remarks field.

Step 3.3.1 (f) – Click 

‘Submit’ to complete the 
HOD’s approval process

32

1. An E-mail and system notifications will be sent to the originator of the requisition stating that the document has been ‘approved’. 

2. The Finance Manager will also receive E-mail and System notifications and will be required to take necessary action.



33

Head of Department (HOD)  - Requisition Rejection

Step 3.3.1 (g) – Click on the 

drop down arrow and select 
‘Rejected’

Also, give a brief explanation for 
your choice in the remarks field 
as shown.

Step 3.3.1 (h) – Click on the 

‘Submit’ button.

The HOD will be required to perform the following tasks (Steps 3.3.1 (a) – Steps 3.3.1 (d))
• Log in to the system.
• Access System notifications
• View the requisition
• Access the Approval Window below
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Step 3.3.1 (i) – Click on the 

‘View’ button.

Locate the rejected requisition.

If the HOD rejects the requisition, the originator will be notified via E-mail and System notifications.

The Originator of the requisition will be required to perform the following actions:

• Log in to the system. 

• Access system notifications (See Image Below).
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Step 3.3.1 (j) – Click on the 

‘View’ button.
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The originator of the requisition will 
be able to view feedback from the 
HOD with the required 
adjustments.

Step 3.3.1 (k) – Click on the 

‘Edit’ button.
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Step 3.3.1 (l) – Click on the 

‘Edit’ button to open the ‘Edit 
Line Item’ window. In this 
window, you will be able to  edit 
the quantity details.

The requisition will open in edit 
mode and the user will be able to 
edit header and Line Item details

Step 3.3.1 (m) – After making 

the required adjustments, click on 
the ‘Update Requisition’ button to 
save the changes.
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Step 3.3.1 (n) – After making 

the required adjustments, click on 
the ‘Yes, Send Notifications’ button 
to re-submit the requisition to the 
HOD.

The HOD will be notified via E-mail and System notifications and will be required to take necessary action. If the requisition is in 
order, the HOD will follow the approval process as described in Steps 3.3.1 (a) – 3.3.1 (f)



3.3.2 Finance Manager – Requisition Approval

Step 3.3.2 (a) - After logging in, 

the Finance Manager will be 
required to view his/her system 
notifications. Click on the System 
Notification icon.

Note: System Notifications 

can also be accessed here.
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The Finance Manager will be required to log in to the system. Follow Steps 2.1 (a) – 2.1 (c) to log in. 



Step 3.3.2 (b) – Click the 

‘View’ button to view details of 
the requisition for approval.

Most recent system 
notifications are located at the 
top most level.  

40



Step 3.3.2 (c) – Click ‘View 

Requisition’ to view details of 
the requisition.
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Step 3.3.2 (d) – Click the 

‘Approval’ button to approve the 
requisition

The activity log shows the current 
status of a requisition and actions that 
have been taken on it.
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Step 3.3.2 (e) – Click the ‘View 

Procurement Plan’ button to view 
the planned budget for the item sub-
group listed in the requisition

Step 3.3.2 (f) – Input the budget 

amount. In our case we will use the 
requisition value.

Click on the drop down arrow and 
select ‘Approved’

Also give a brief explanation (with 
respect to the planned budget) in the 
‘Budget Justification’ field.

Step 3.3.2 (g) – Click Submit to 

complete the Finance Manager’s 
approval process

Once you click ‘View Procurement Plan’ button, this window opens and you’ll be able 
to see the budget recommendations for the particular item group (in this case ARVs) 
and whether the requisition has gone beyond this budget. The Procurement Specialist 
will be responsible for configuring and defining the Procurement Plan in the system.

1. An E-mail notification will be sent to the originator of the requisition 
stating it is ‘approved’ by the Finance Manager

2. The originator will also get a notification in the system and will be able to 
view the status of the requisition.
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Finance Manager – Requisition Rejection

The Finance Manager will be required to perform the following actions (Steps 3.3.2 (a) – 3.3.2 (d) + (Steps 3.3.2 (h) – 3.3.2 (i)):

• Log into the system

• Access system notifications

• Locate the requisition that requires budget action and click on the ‘View’ button to view contents of the requisition.

• Access the ‘Budget Allocation’ using the ‘Approval’ button.

• Select ‘Rejected’ on the drop down arrow provided by the system. 

• Provide justification for the drop down selection above. 

• Send the requisition back to the originator by using the ‘Submit’ button. 

An E-mail notification will be sent to the originator and HOD. The originator of the requisition will be required to make necessary adjustments. 

The originator of the requisition will be required to perform the following actions (Steps 3.3.1 (i) – 3.3.1 (n)):

• Log into the system

• Access system notifications

• Locate the rejected requisition and click on the ‘View’ button to open the document on edit mode.

• Click the ‘Edit’ button provided to begin making adjustments. The originator of the requisition is only able to edit the header and details of the document.

• Update the changes made by clicking the ‘Update requisition’ button.

• Re-submit the requisition to the HOD to review the changes  by clicking ‘Yes, Send Notifications’ button.
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Step 3.3.2 (h) – After the FM has clicked the ‘Approval’ 

button. This window appears. The FM will click on the ‘View 
Procurement Plan’ button and check whether the requisition 
is within the budget. If adjustments are required with regards 
to the budget, then the Finance Manager will ‘Reject’ the 
requisition and send back to the originator.

Step 3.3.2 (i) – Click 

on the ‘Submit’ button to 
send the document back 
to the originator.
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Finance Manager – Requisition Rejection (Cont)

After the originator of the requisition has implemented recommendations as advised by the Finance Manager, he/ she will submit the 

document to the HOD for review (Steps 3.3.1 (i) – 3.3.1 (n))

The HOD will be required to perform the following actions (Steps 3.3.1 (a) – Steps 3.3.1 (f)) :

• Log in to the system

• Access system notifications.

• Locate the amended requisition and click on the ‘View’ button to view contents of the requisition.

• Access the ‘Approval Window’ using the ‘Approval’ button.

• Select ‘Approved’ on the drop down arrow provided by the system. 

• Give brief explanation for the selection above.

• Submit the approved requisition to the Finance Manager by clicking the ‘Submit’ button

The Finance manager will be notified through E-mail and system notifications, and will be required to take necessary actions.

The originator of the requisition will also receive notifications on the HOD’s decision.

If the Finance manager is comfortable with the updates made, then he/ she can approve the requisition as described in the Finance Manager 
approval process (Steps 3.3.2 (a) – 3.3.2 (g) )



3.3.3 Executive Director (ED) – Requisition Approval

Step 3.3.3 (a) - After logging in, 

the ED will be required to view 
system notifications. Click on the  
System Notification icon.

Note: System Notifications 

can also be accessed here.
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The ED will be required to log in to the system. Follow Steps 2.1 (a) – 2.1 (c) to log in.



Step 3.3.3 (b) – Click the 

‘View’ button to view details of 
the requisition.

Most recent system 
notifications are located at the 
top most level.  
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Step 3.3.3 (c) – Click ‘View 

Requisition’ to view details of 
the requisition

49



Step 3.3.3 (d) – Click the 

‘Approval’ button to approve the 
requisition

The activity log shows the 
current status of a requisition 
and actions that have been 
taken on it.
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Step 3.3.3 (e) – Click on the drop 

down arrow and select ‘Approved’

Also give a brief explanation (with 
respect to the planned budget) in the 
‘Remarks’ field.

Step 3.3.3 (f) – Click ‘Submit’ to 

complete the Executive Director’s 
approval process

1. An E-mail notification will be sent to the Originator, HOD, PA HOD, and PA specialist of the requisition stating that it is ‘approved’ by the ED

2. The originator will also get a notification in the system and will be able to view the status of the requisition.
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Executive Director (ED) – Requisition Rejection

The ED will be required to perform the following actions via the system:

• Log into the system

• Access system notifications

• Locate the requisition that requires approval and click on the ‘View’ button to view contents of the requisition.

• Access the ‘Approval Window’ using the ‘Approval’ button (See next page).

• Select ‘Rejected’ on the drop down arrow provided by the system (Steps 3.3.3 (g) – 3.3.3 (h)). 

• Give brief explanation for the selection above.

• Submit the rejected requisition to the originator and the HOD by clicking the ‘Submit’ button

The Originator and HOD will receive E-mail and system notifications on the ED’s decision.

Note: The ED’s rejection is final and the originator of the requisition is not able to edit the document; no more approvals/ rejections can be 

executed on the document. The department that initiated the requisition will take the ED’s recommendations into consideration and create a 

new requisition with proper amendments.
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Step 3.3.3 (g) – After the ED 

clicked the ‘Approval’ button. This 
window appears. If adjustments are 
required, then Click on the drop down 
arrow and select either ‘Rejected’

Also give a brief explanation for the 
selection in the ‘Remarks’ field.

Step 3.3.3 (h) – Click ‘Submit’ to 

complete the ED’s rejection process.



4.0 PREPARING SOLICITATION DOCUMENTS
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Solicitation is the process of seeking information, proposals, or quotations from suppliers. 

This section deals with the following tasks:

• Assigning a Bid Manager (BM) to a requisition

• Creating Solicitation documents categories and attaching Solicitation Documents to these categories

• Assigning an appropriate procurement method

• Proposing Evaluation Team

• Proposing a list of pre-qualified suppliers

• Generating Statement of Requirements

• Generating Price Schedule

• Review of Solicitation Documents by PA HOD or PA Specialist

• Approval of SBD by PAC Members



4.1 Assigning A Bid Manager
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The Procurement Agency (PA) HOD or the Procurement Specialist is responsible for assigning a Bid Manager to a 

requisition after it is fully approved.

The PA HOD and the PA Specialist will receive an email notification after ED approval; either of them will be required to 

take necessary action. Once a bid manager is assigned to a requisition, he/she will be notified via email.

A Bid Manager is responsible for:

• Assigning a procurement method

• Proposing Evaluation Team

• Proposing a list of pre-qualified suppliers

• Preparing Standard Bidding Documents (SBD)/ Solicitation Documents

• Sending solicitation documents to the Procurement HOD for approval



Bid Manager Assignment

Step 4.1 (a) – After 

logging in, the PA Specialist/ 
PA HOD will click on this arrow 
to view requisitions that have 
not been assigned a  Bid 
Manager.

Most recent requisitions 
are located at the top 
most level.  

Step 4.1 (b) – Click 

the ‘View’ button to 
view details of the 
requisition 
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The Procurement HOD or the Procurement Specialist will be required to log in to the system. 



Step 4.1 (c) – Click 

‘Assign Bid Manager’ 
button to begin the 
assignment process
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Step 4.1 (d) – From 

the list provided, choose 
the relevant Bid 
Manager.
Also, give remarks 
justifying your selection

Step 4.1 (e) – Click the 

‘Assign’ button to save the 
selection.

Once the bid manager is 
assigned, they will appear here. 
Click the ‘Notify’ button to send 
E-mail notifications.

You can delete a bid 
manager by clicking on 
the ‘Remove’ button
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4.2 Solicitation Documents - Header

59

After a BM has been assigned to a requisition, he/ she will be required to initiate the solicitation 
process.

This section will show how to input data that will be visible in the Header Section of the 

solicitation document. Some of the fields that will be visible include:

• Procurement Title

• RFx Type (Request For Information/ Quotation/ Proposal)

• Bid Validity Period

• Solicitation Description



Assigned Requisitions
If you have been successfully assigned the 
role of Bid Manager to specific requisitions, 
they will appear on the dashboard.
Click on the arrow to view the listing.

Step 4.2 (a) – Click here to  

view requisitions that are 
assigned to you as BM.

Step 4.2 (b) – Click the ‘View’ 

button to view the requisition and 
begin the solicitation processThe list of assigned 

requisitions can also 
be accessed here 
(Requisitions Assigned)
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The Bid Manager will be required to log in to the system. Follow Steps 2.1 (a) – 2.1 (c) to log in.



Step 4.2 (c) – Click the ‘Add 

Solicitation Document’ button to 
begin populating information for 
the solicitation document.
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Step 4.2 (d) 
• Enter Procurement Title
• Choose RFx Type (Quotations, 

Information, Proposal)
• Enter Bid Validity period
• Enter solicitation description/ 

background with regards to 
the bid.  

Step 4.2 (e) – Click the 

Submit button to continue with 
preparation of the solicitation 
document
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The attachments button will provide an area for the bid manager to upload any documents that will be sent out to Bidders.

The settings button will provide an area where the bid manager can assign procurement method, propose evaluation team, propose suppliers, and enable 
other settings

The preview button allows the bid manager to view all the solicitation document components (Attachments, statement of requirements, price      
schedule, shortlisted suppliers, and evaluation team). The bid manager will then make necessary changes if need arises.
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These functionalities will be 
explained in detail in sections 4.3 
and 4.4

Step 4.2 (f) – Click 

the Next button to 
access other 
preparation 
functionalities.



4.3 Solicitation Documents - Attachments

Solicitation 
Attachments

Bidding & 
Contractual 
Information 
(Category 1)

Instructions To 
Bidders (ITB)

Bid Data Sheet
Evaluation 

Methodology & 
Criteria

General 
Conditions of 

Contract
Eligible Countries

Returnable Forms 
(Category 2)

Bid Submission 
Sheet

Bid Securing 
Declaration

Code of Ethical 
Conduct

Specification 
Compliance 

Sheet
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This section deals with:
• Creation of Solicitation Document Categories
• Uploading attachments relevant to the categories

The solicitation document categories will provide a simple way for bidders to identify the documents they will be required to fill and upload back to the E-Procurement 
system.   



Step 4.3 (a) 
• Enter the name for 

‘Attachments Category’
• Enter Category Order in 1,2,3, 

… Format
• Input a relevant brief 

description for the 
attachments

Step 4.3 (b) 
Click the ‘Add Category’ 
button to add & save the 
new category.

Creating Solicitation Documents Categories
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In this section, attachments will be added to the Document Category (Bidding & Contractual Information) 

• Select Attachment: This button is used to 
attach frequently used solicitation 
documents. The Procurement Specialist is 
responsible for saving these documents in the 
system. (The Administration Module will 
cover the process of saving frequently used 
solicitation documents)

• New Attachment: This button is used to 
attach documents that are not readily 
available in the system.
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Adding Attachments using the Select Attachment Button. 

Step 4.3 (c) 
Click the Select 
Attachment button to add 
a frequently used document 
that is already saved in the 
system
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Step 4.3 (d) 
• Select the required 

document from the list of 
Mandatory documents 
saved in the system.

• Select the category to 
which the document 
belong

Step 4.3 (e) 
Click the Add 
Attachment button



Step 4.3 (f) 
Click the New 
Attachment button to 
add a document.

Step 4.3 (g) 
• Select the relevant document 

category from the drop down arrow
• Enter the file order in 1,2,3 … 

Format
• Enter relevant file name
• Click Choose File to browse the 

location of your file.

IMPORTANT
Make sure your file is in PDF format

Step 4.3 (h) 
Click ‘Add 
Attachment’ 
button

69

Adding Attachments using the New Attachment Button. 



Solicitation Documents Categories and attachments View
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Follow Steps 4.3 (a) – 4.3 (b) to add more categories.
Follow Steps 4.3 (c) – 4.3 (e) to attach solicitation documents that have been saved in the system
Follow Steps 4.3 (f) – 4.3 (h) to attach new solicitation documents

Step 4.3 (i) 
Click the Next
button to configure 
other solicitation 
document settings.

Once all the categories have 
been created and linked to 
various document 
attachments, they will appear 
as shown.



Solicitation Documents Editing

Click on the ‘Document 
Menu’ drop down and 
select ‘Edit Solicitation’
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In case you may want to edit your solicitation document, or continue from where you left off, the system has provided a document menu from where you can edit 
solicitation information. See image below 

Navigation: On the Main Navigation Menu Go to (Requisitions Assigned  Locate the relevant requisition in the list Click View button View Solicitation 
Document Menu  Edit Solicitation )



Procurement Method

Short list of pre-qualified 
suppliers

Evaluation Team

Bid Manager

A
ssig

n

ICB

RFQ

DIRECT

NCB

LIB

CASH

4.4 Solicitation Documents - Settings
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This section deals with the assignment of evaluation team, procurement method, pre-qualified suppliers, and other relevant settings



4.4.1 Evaluators Selection
Step 4.4.1 (a) 
After completing Step 4.3 
(i), click on the Select 
Evaluators section to begin 
the evaluator selection 
process.

Step 4.4.1 (b) 
Select evaluators from the 
list of MAUL PA staff 
provided.

Step 4.4.1 (c) 
Save Evaluators.
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Step 4.4.1 (e) 
Click the ‘Edit’ button to add 
justification details for your 
evaluator choice/ selection.
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To add more evaluators, follow Steps 4.4.1 (a) to 4.4.1 (d)

Note: You can also select more than one evaluator by Holding the control key and selecting the required evaluators. 



Step 4.4.1 (f) 
Enter a brief reason as to why 
the specific evaluator has been 
selected.

Step 4.4.1 (g) 
Click the ‘Update’ button to 
save justification details.

IMPORTANT 
1. Evaluators are notified of their roles via Email and System Notifications in the E-Procurement system
2. The bid manager is an automatic evaluator and therefore does not need to be selected in the list of MAUL PA Staff.
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4.4.2 Procurement Method Selection

Step 4.4.2 (a) 
Click the Next button to select a 
Procurement Method Relevant 
to this procurement process.



Step 4.4.2 (b) 
• Click the drop down to Select Procurement 

Method
• Enter the justification details for your 

procurement method selection

Step 4.4.2 (c) 
Click the ‘Save’ button.
Click on the Next
button to Select Pre-
Qualifies Suppliers.
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4.4.3 Pre-Qualified Suppliers/ Bidders Selection

Step 4.4.3 (b) 
Click Save Bidders button
Click the Next button

Step 4.4.3 (a) 
Select preferred suppliers.

Note: 

To select multiple suppliers, 
press Ctrl + Select the 
suppliers. Bidders who have 
not been pre-qualified will 
not appear in the list below.
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4.4.4 Solicitation Settings

1. Public Bids Opening – Bid opening is done at the time and place as advertised by MAUL. Information about bidders is read out to those in 
attendance. This information includes: name of bidders, presence/ absence of bid security, total price of bid, and currency.

2. Approval Before Financial Opening – This is approval from PAC members to open the financial bids after the other stages (Preliminary, 
Commercial, and technical evaluations) have been completed.

3. 3rd Party Pre-Award Approval – This setting will allow the procurement funding partner to approve awards before they get shared with the 
suppliers.

4. Require Price Benchmarking – The MAUL procurement team benchmarks the bidders’ prices with other market rates and checks for variances.
5. Nominate PAC Member to Authorize Bids Opening – Select a PAC (Procurement Adjudication Committee) member to be present and authorize 

bids opening. 
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Step 4.4.4 (a) 
Click Save Settings button
Click the Next button



4.4.5 Generate Statement of Requirements
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You can decide to reverse the 
generation of a statement of 
requirements and create a new 
one. Click on the Reset 
Requirements button to apply this 
function.

You can decide to divide this 
procurement into smaller lots to 
make it more favorable to bidders.
This is optional



Step 4.4.5 (a) 
The Edit button allows you to enter 
the desired quantities. In case of a 
change in quantities.

Note:
The quantities in the original 
requisition will remain the same.
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Step 4.4.5 (b) 
The Edit Specifications
button allows you to enter 
additional information 
about an item.
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Step 4.4.5 (c) 
Click the Add New
button to enter 
additional information 
about a specific item.
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Step 4.4.5 (d) 
Enter the Label in the 
field provided.
Enter the Specification
details

Step 4.4.5 (e) 
Click the Submit button 
to complete the process Repeat to edit the details of the other 

Steps 4.4.5 (a) – 4.4.5 (e) to edit details 
of the items in the statement of 
supplies.



85

Step 4.4.5 (f) 
• Click the Next Generate Price 

Schedule button.
• After that, click the Go to 

Solicitation after Generating 
Price Schedule button.
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Step 4.4.6 (a) 
Click Price Schedule 
Management to configure the 
fields that will appear in the 
price schedule

4.4.6 Generate Price Schedule
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The Price Schedule Details 
section shows the price 
schedule before more columns 
have been added.
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Step 4.4.6 (b) 
Click Define Price Schedule 
Attributes section to view and 
add price schedule columns that 
will be used by bidders

Note
1. The Bid Manager is able to add new columns to the price schedule that are relevant to this solicitation document by using the ‘New Attribute’ 

functionality.
2. You cannot delete columns that have been used in other transactions. You can only edit the Description details of these columns
3. To change the Name of an attribute say from ‘FOB Price’ to ‘Unit Price FOB’, use the Configure Price Schedule feature.

Step 4.4.6 (c) 
Click New Attribute to add a 
new column to the price 
schedule.
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Step 4.4.6 (d) 
• Enter the Column Name
• Enter the Description
• Enter the input type

Note
Integer types are for whole 
numbers, text types allow as many 
characters as possible, decimal 
types are for decimal numbers, 
and string types allow a limited 
number of characters.

Step 4.4.6 (e) 
Click ‘Add’ to add the attribute.
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The new attribute will appear 
here.

Step 4.4.6 (f) 
Click Define Price Schedule 
Attributes to refresh the page 
and view the new attribute.
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Step 4.4.6 (g) 
Click Configure Price Schedule 
to select columns that will 
appear in the price schedule and 
also change the naming 
conventions of some of the 
columns.

Step 4.4.6 (h) 
Select the fields that will appear 
in the price schedule from the 
list provided. To select multiple 
fields, long press CTRL button 
and select the various fields you 
want.

Note
These fields have been created 
using the New Attribute
functionality described earlier.

Step 4.4.6 (i) 
Click the Submit button 
to add the selected fields
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Step 4.4.6 (j) 
Click the Configure Price 
Schedule section to refresh 
the page and view the fields 
that have been selected.

Selected fields will appear here.
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You can use the Price Schedule Configuration area to perform the following activities:
1. Configure the numerical order in which selected fields will appear in the price schedule
2. Change the naming conventions of the fields using the Edit functionality. For Example from ‘FOB Price’ to ‘Unit Price FOB’
3. Delete fields that are not needed

Step 4.4.6 (k) 
Click the Edit button to edit the 
details of the fields that will 
appear in the Price Schedule.
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Step 4.4.6 (l) 
• You cannot change the current field name
• Enter an Alias name to change the current 

field name. The Alias name will be visible in 
this particular Price Schedule instead of 
the current field name

• Enter the order position the field will 
appear

• Tick the check box to enable Visible to 
suppliers. When this is enabled, the 
suppliers will be able to view the field 
when they are populating the Price 
Schedule.

• Tick the check box to enable Suppliers Can 
Edit. This will allow suppliers to enter their 
prices during the bidding stage.

Step 4.4.6 (m) 
Click the Update button to 
complete the editing 
process.

Step 4.4.6 (n) 
Click on the ‘Price 
Schedule Configuration’ 
area to refresh the page 
and see edited changes. 
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The Require Total Field is an 
inbuilt function that 
multiplies the selected Price 
(In this case DDP Price) with 
the quantity of the items 
being procured. The system 
will create a new column in 
the price schedule to show 
the calculated product.
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The Arithmetic Function is 
an inbuilt function.
There are two (2) types of 
functions: Sum and 
Multiplication.
The Arithmetic section 
allows a user to select the 
columns that will be summed 
or multiplied
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Once you have edited the fields. The Selected Price Schedule Template Fields area should look like the 
image shown below.



98

Step 4.4.6 (o) 
Click the Price Schedule 
Output area to refresh the page 
and view the fields that have 
been edited.

Step 4.4.6 (p) 
Click the Back To Solicitation 
button to view the solicitation 
document.



99

Step 4.4.6 (q) 
Click the Preview Solicitation 
to view the solicitation 
document.

The Bid Manager is able to edit 
the Bidding Period, Bid 
Validity, Title, and Description 
at this point.
Click the Update button to save 
any changes made.



4.4.7 Solicitation Documents View

After completing input of data and settings as defined in the steps under section 4.0 (Preparing Solicitation Documents), your 

Solicitation Document will contain the details below
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• Header – Some of the information contain in the header section include: Creation Date, Request type, Bid validity period, bidding 

period, and procurement method

• Description – This is a brief description about the bid to help bidders gain understanding.

• Evaluation team

• Shortlisted Suppliers

• Solicitation Attachments

• Statement of Requirements

• Price Schedule

• Solicitation Document Review and Approval Details – When the Bid Manager is confident that the Solicitation Document has the 

relevant and required information, he/she can send it to the PA HOD or PA Specialist for review before submission to the PAC Team 

for approval. The review and approval feedback will appear here



Solicitation Document 
Description Details.

Solicitation Document 
Header Details

Solicitation Document 
Evaluation Team Details.
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Solicitation Document 
Shortlisted Supplier 
Details

Solicitation Document 
Categories & 
Attachments Details

102



Solicitation Document 
Statement of 
Requirement Details

Solicitation Document 
Price Schedule Details

Solicitation Document 
Approval Details
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Step 4.4.7 (a)
Click Submit to Procurement 
Agency.

This solicitation document will 
be sent to PA HOD and the PA 
Specialist for review
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Step 4.4.7 (b)
Enter brief remarks in the area 
provided.

Step 4.4.7 (c)
Click the ‘Submit’ button to 
submit the SBD to the PA HOD 
and PA Specialist.



4.5 Solicitation Documents – Review & Approval

After the Bid Manager has entered all the required and 
relevant information contained in the solicitation 
document, he/ she can submit it to the PA HOD/ PA 
Specialist for review.

(4) Solicitation Document/ RFQ ready for 
submission to bidders

(3) PAC 
Team 

Approves

(2) 
Reviewed 

SBD sent to 
PAC Team

(1) 

SBD sent to  
PA Team 

for review
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SBD Reviews can be done by the PA HOD or the PA 
Specialist; both will be notified via email and also via the 
system notification functionality in the E-Procurement 
system.

Reviewers will be able to view the contents of the 
solicitation document and give feedback to the Bid 
Manager in case of adjustments. If the solicitation 
document is in order, it is forwarded to the 
(Procurement Adjudication Committee) PAC members 
for approval before being sent out to pre-qualified 
bidders by the PA Team.



4.5.1 Solicitation Document Review By PA HOD or PA Specialist

The PA HOD or PA Specialist will be required to log in to the E-Procurement system

Step 4.5.1 (a)
Click the drop down arrow to see 
the list of solicitation documents 
that are pending approval.

Step 4.5.1 (b)
Click the ‘View’ button to view 
the contents of the solicitation 
document.

User logged in as Procurement 
Specialist.

You can also access solicitation 
documents that are pending 
approval via system 
notifications.

Solicitation documents that are 
pending approval will appear 
automatically on the Procurement 
Specialist’s Dashboard.

107



108

Step 4.5.1 (c)
Click ‘Solicitation 
Document Review’ to open 
the review window.



Rejecting a Solicitation Document During Review by PA Team

The PA HOD or PA Specialist can recommend adjustments for a solicitation document before submission to the PAC members. Below is an 
example of a rejected SBD.

Step 4.5.1 (d)
• Solicitation Review - Click the drop down arrow and 

select ‘Send to Bid Manager’ 
• Comments – Enter relevant remarks explaining your 

selection/ choice above
• Attach files that have the amendments or 

recommendations for the Bid Manager to incorporate. 

IMPORTANT

Make sure your file is in PDF format

Step 4.5.1 (e)
Click the ‘Submit’ button to 
return the SBD back to the bid 
manager
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The Bid Manager will be notified via E-mail and also through the E-Procurement system notifications on the review status of the SBD/ RFQ.
If there are adjustments to be made, the Bid Manager will be required to do the following:

1. Log into the system

2. Access system notifications (Step 4.5.1 (f))

3. View the rejected solicitation document (Step 4.5.1 (f) – (g))

4. Edit Solicitation Document (Step 4.5.1 (h))

5. Re-submit the solicitation document to the PA Team (Step 4.5.1 (i))

Step 4.5.1 (f)
Bid Manager will access 
system notifications

Step 4.5.1 (g)
View the rejected SBD
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Step 4.5.1 (h)
View the Document

Note: Once the SBD 

opens, scroll down and see 
the recommendations 
given by PA HOD/ PA 
Specialist

Step 4.5.1 (i)
Click Document Menu  Edit 
Solicitation document

Amend the solicitation document 
as requested before re-submitting 
to PA HOD/ PA Specialist

Step 4.5.1 (j)
Re-submit the amended 
SBD to the PA Team



Approving an amended Solicitation Document During Review by PA Team

After the Bid Manager applies the required 
changes, he/ she will submit the SBD back to 
the PA Team for another review. If the PA 
HOD or PA Specialist is satisfied with all the 
contents of the document, it is then sent to 
the PAC Members. 
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The Bid Manager will be notified via E-mail 
and through the E-Procurement system 
notifications functionality on the review status 
of the SBD/ RFQ . The Bid manager will make 
necessary changes as advised by PA team.

The PA Specialist/ PA HOD will follow Steps 
4.5.1 (a) to 4.5.1 (b) to view the SBD
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Step 4.5.1 (k)
Click ‘Solicitation 
Document Review’
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Step 4.5.1 (l)
• Solicitation Review - Click the drop down arrow and 

select ‘Submit to PAC’ 
• Comments – Enter relevant remarks explaining your 

selection/ choice above
• If you have any relevant attachments that may be 

helpful to PAC, you can attach them in the field 
provided

IMPORTANT
Make sure your file to be attached is in PDF format

Step 4.5.1 (m)
Click the ‘Submit’ button to 
send the SBD to PAC members
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4.5.2 Solicitation Document Approval/ Rejection By Procurement Adjudication Committee (PAC) Members

Once the PA HOD or the PA Specialist has reviewed and submitted the SBD, all PAC members will receive notifications via E-mail and also 
via system notifications in the E-Procurement.

PAC team members will schedule a meeting to carefully review the following components of the SBD:

• List of Short-listed suppliers
• Evaluation Team
• Procurement Method
• SBD Attachments and
• Any other information that is key concerning the SBD

PAC can either Approve or Reject the SBD. 

In case of rejection, E-mail and System notifications are sent to the PA HOD, PA Specialist, and the Bid Manager. The PA HOD/ PA 
Specialist will submit the rejected document back to the Bid Manager who will incorporate amendments as requested by PAC members, 
and re-submit the SBD to the PA HOD who will then re-submit the document to the PAC Team. 

In case of an approval, E-mail and System notifications are sent to the PA HOD, PA Specialist, Evaluation Team, and the Bid Manager. The 
PA HOD will then be responsible for sending the SBD to shortlisted bidders. PAC Approval in the system will be effected by the PAC 
Chairman/ a PAC Member who has been given this mandate by the PAC Team
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Rejecting a Solicitation Document By Procurement Adjudication Committee (PAC) Members

Step 4.5.2 (a)
After logging in, the PAC member 
will be required to view his/her 
system notifications. 

Note: System Notifications 

can also be accessed here.
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Step 4.5.2 (b)
Click the ‘View’ button
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Step 4.5.2 (c)
Click ‘View Procurement’ to 
view the solicitation document
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Step 4.5.2 (d)
After the scheduled meeting , a 
PAC member will be given the 
mandate to post PAC decision in 
the system
Click ‘Approve Solicitation 
Document’ to ‘Reject’ the SBD 
if amendments are required



120

Step 4.5.2 (e)
• To reject the Solicitation document, select ‘Rejected’ 

under the drop down arrow. 
• Enter PAC Decision as discussed in the meeting in the 

‘PAC Decision’ field
• Attach files (Minutes or PAC Decision) that have 

recommendations for the Bid Manager to incorporate. 

IMPORTANT

Make sure your file is in PDF format

Step 4.5.2 (f)
Click ‘Submit’ 
button
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Review and Approval 
details from the PA 
Team and PAC 
members are located 
here

1. The PA Specialist or PA HOD will receive notifications (Email & E-Procurement system messages) on the rejection of SBD. PA HOD or PA Specialist will log into 
the system and follow Steps 4.5.2 (g) – 4.5.1 (k) to access, review, and re-submit the SBD back to the Bid Manager.

2. The  Bid Manager will receive notifications (Email & E-Procurement system messages) from the PA team on the rejection of SBD by PAC. He/ she will log in to 
the system and follow Steps 4.5.2 (l) - 4.5.2 (p) to access, view, and make adjustments to the solicitation document as advised by the PAC members. 
Recommendations from PAC Team will be found at the bottom of the Solicitation Document under the ‘Solicitation Review and Approval’ Section (See image 
below). Once necessary adjustments are made, the bid manager will re-submit the SBD to the PA Team who will then forward the it to the all PAC members.

3. All PAC members will receive notifications (Email & E-Procurement system messages) from the PA team on the SBD adjustments. They will schedule another 
meeting to review the SBD with incorporated amendments and then designate a member to post their approval on the E-Procurement system. 
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Step 4.5.2 (g)
The Procurement 
Specialist/ PA HOD will 
access system 
notifications.System notifications 

can also be accessed 
here.

Step 4.5.2 (h)
Click the ‘View’ 
button.
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Step 4.5.2 (i)
Click the ‘Solicitation 
Document Review’ 
button.
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Step 4.5.2 (j)
• Solicitation Review - Select ‘Send to Bid Manager’ 

under the drop down arrow. 
• Enter any relevant comments to inform the Bid 

Manager of the required adjustments.
• Attach files that are relevant (Attachments are 

optional). 

IMPORTANT

Make sure your file attachment is in PDF format

Step 4.5.2 (k)
Click ‘Submit’ 
button
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Most recent system 
notifications appear 
at the top of the 
notifications list

Step 4.5.2 (m)
Click ‘View’ button

Step 4.5.2 (l)
The Bid Manager 
will be required to 
log in to the system 
and access system 
notifications
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Step 4.5.2 (n)
Click ‘View 
Procurement’ 
button
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Procurement Specialist 
remarks to the Bid 
Manager after PAC has 
rejected a Solicitation 
Document.

After executing Step 4.5.2 (n), the BM will scroll down the solicitation document and view the Review and Approval details from PA 
Team and PAC members. Relevant attachments can be found at the bottom of the page

PAC Decision sent to 
Procurement Specialist 
after rejecting a 
Solicitation Document.

Procurement Specialist 
remarks to the Bid 
Manager after approving 
a Solicitation Document.

Attachments as provided 
by PA Specialist and PAC  
Team.
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Step 4.5.2 (o)
Click ‘Edit Solicitation’ 
button to make 
adjustments in the SBD

PA Approval status 
changes from ‘Approved’ 
to ‘Changes Requested’

The BM will then scroll up and select Document Menu  Edit Solicitation. After clicking ‘Edit Solicitation’, the bid manager can 
edit solicitation attachments and solicitation settings.
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After making recommended adjustments, the bid manager can then submit the solicitation document back to the PA HOD and PA 
Specialist for review and submission to the PAC members.

Step 4.5.2 (p)
Click ‘Submit to 
Procurement Agency’



130

Re-submitting an Amended Solicitation Document to (PAC) Members

The PA HOD and PA Specialist will be notified via E-mail and system notifications 

The PA HOD or PA Specialist will log into the system and review the amended 

solicitation document as described earlier. After PA HOD/ PA Specialist approval, the 

amended SBD will be re-submitted to PAC members. (Steps 4.5.1 (a) – (b)) and (Steps 

4.5.1 (k) – (m))

• BM and PAC members will be notified via E-mail and system notifications on the PA 

HOD/ Specialist decision

• PAC members will follow the approval process as described in the next section.
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Approving an amended Solicitation Document By Procurement Adjudication Committee (PAC) Members

PAC members will be notified via E-mail and also through 

the e-Procurement system notifications functionality to 

take action on the amended SBD/ RFQ.

PAC team will schedule a meeting to review the amended 

SBD before assigning a member to post the decision in 

the e-Procurement System

The PAC members will be required to do the following:

1. Log into the system

2. Access system notifications from the dashboard (See 4.5.2 (a))

3. View the amended solicitation document (See Step 4.5.2 (b) – 4.5.2 (c)) 

4. If satisfied with adjustments, a PAC member will approve the SBD, give remarks based on what was discussed at the meeting, 

and submit the approved SBD (See next page).

The Bid Manager, Evaluation Team, PA HOD and PA specialist will receive email and system notifications.  This will give the PA HOD 

the go-ahead to send the RFQ to pre-qualified bidders.
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Step 4.5.2 (q)

• Select ‘Approved’ under the drop down arrow. 

• Enter any relevant comments to inform the PA HOD/ 

PA Specialist of PAC’s decision

• Attach PAC minutes. (Attachments are optional). 

IMPORTANT
Make sure your file attachment is in PDF format

Step 4.5.2 (r)
Click ‘Submit’ 
button
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After PA Team and PAC 
Members’  Approval, the 
status of the SBD reads 
‘Approved’ 
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4.6 Invite Bidders.

After PAC members have approved a solicitation document, they will submit it to the Procurement Agency HOD and PA Specialist. The PA HOD or 
the Specialist will then invite bidders by submitting the SBD.

Step 4.6 (a)
After the PA HOD has logged in to the 
system, accessed system notifications, and 
located the PAC approved SBD, he/ she will 
Click on the ‘View’ button.

PAC Approved SBD 
Document.



135

Step 4.6 (b)
Click on the ‘View 
Procurement’ button to 
direct you to the SBD.
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Step 4.6 (c)
Click on the ‘Invite Suppliers’ 
button to send the SBD to 
pre-qualified bidders and start 
bidding timer.
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After the PA HOD has 
executed Step 4.6 (c) the 
timer will begin counting 
down as stipulated in the 
bidding period of the SBD.
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Step 4.6 (d)
Click on the ‘System 
Notifications’ icon to retrieve 
the confirmation 

Once the PA HOD has sent bid invitations to bidders, a confirmation will be sent to the HOD’s email and system notification in the e-Procurement 
portal.  
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5.0 BIDDING

This section will deal with the following areas:

1. Receiving procurement confirmations from bidders

2. Responding to bidders’ clarification requests by the Bid Manager

3. Review and approvals of clarification response by the PA HOD/ Specialist and the PAC Team respectively

4. Sending fully approved clarification responses to suppliers by PA HOD/ Specialist 



5.1 Confirmation of Bid Invitation Receipt From Bidders
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After bidders have received their bid invitations via E-mail and e-Procurement system notifications, they will be required to confirm receipt of 

invitation, and state whether they will participate in bidding or not. The MAUL Procurement Team (Bid manager, PA HOD, PA Specialist, and 

Evaluation Team) will receive notifications of the receipt via E-mail and e-Procurement portal

Step 5.1 (a)
Click on the ‘System 
Notifications’ icon to retrieve 
the confirmation of receipt 
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After confirmation of receipt by bidders, the MAUL Procurement Team (PA HOD, Bid Manager, PA Specialist, and evaluation team) will be 

able to view the status of confirmation in the ‘Shortlisted Suppliers’ section of the SBD. 

Step 5.1 (b)
Click on the ‘Solicitations 
Management’ feature and 
select the ‘All Bid 
Solicitations’ option. 

Step 5.1 (c)
Click on the ‘View’ button to 
access the SBD and navigate to 
the shortlisted suppliers section.

Note
Keep the bid Reference number 
in mind so that you view the 
correct SBD.
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In the Shortlisted Suppliers 
section of the SBD, the MAUL 
PA Team will be able to view 
which suppliers have 
confirmed receipt and 
participation.

Before bidders confirm 
receipt of bid invitation and 
confirm participation, the 
SBD will read ‘No’ and 
‘Pending’ respectively.
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143

Bidders may require to seek clarifications on specific bid as they attempt to meet requirements set out by MAUL. Bidder/ supplier 

clarification notifications will be received via E-mail and e-Procurement portal by the 

• Bid Manager 

• PA HOD

• PA Specialist

The Bid Manager will be responsible for responding to the bidder clarification requests. The PA HOD/ Specialist will review the bid 

manager’s response and then forward the same to PAC members for final approval. The PA HOD/ Specialist will send the approved 

response to bidders.
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The Bid manager will be required to log in to the e-Procurement portal to view bidders’ clarification request 

notifications.

Step 5.2.1 (a)
Click on the ‘Notifications’ 
icon and the ‘See Alerts’ 
option to view system 
notifications.

The supplier clarification 
notification will appear in the list of 
notifications. 

Note
Keep the bid Reference number in 
mind so that you view the correct 
SBD notification.

5.2.1 Response to Bidders’ Clarifications by Bid Manager
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Step 5.2.1 (b)
Click on the ‘Solicitations 
Management’ feature and 
select the ‘All Bid 
Solicitations’ option. 

Step 5.2.1 (c)
Click on the ‘View’ button 
to access the SBD and edit 
the clarification 

The Bid Manager will be required to access the solicitation document from the main navigation menu. See image 
below
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The ‘Clarifications From 
Suppliers’ section will show 
clarifications sent  by bidders.

Once the SBD has been accessed,  the Bid Manager will be required to scroll down to the bottom section of the document where the 

clarifications feature is located.
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Step 5.2.1 (d)
Click on the ‘Clarifications 
To Suppliers’ tab to 
commence the Bid 
Manager’s response to 
bidders.

Step 5.2.1 (e)
Click on the ‘New 
Clarifications’ button to 
begin the response 
process.
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Step 5.2.1 (f)
• Enter a relevant subject for your response. 
• Enter your response in the ‘description’ field provided. 

This field can take as many characters as possible.
• Attach a file relevant to the bid response. 

IMPORTANT
Make sure your file attachment is in PDF format

Step 5.2.1 (g)
Click on the ‘Add 
Clarification’ button to 
send the clarification to 
the PA HOD for Review.
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5.2.2 PA HOD/ Specialist Review of Bid Manager’s Response to Bidders

Request Change

The PA HOD/ Specialist will receive an E-mail notification and system notification when the bid manager responds to bidders. The PA HOD/ 
Specialist will be required to log in to the system and access system notifications. 

Step 5.2.2 (a)
Click on the 
‘Notifications’ icon 
and the ‘See Alerts’ 
option to view system 
notifications.

The PA HOD/ Specialist will 
receive a notification on 
the bid manager’s 
response.
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To view the clarification response from the Bid Manager and act accordingly, the PA HOD/ Specialist will access the ‘Other 

Approvals’ functionality in the portal’s main navigation menu and select ‘Clarifications To Suppliers’. 

Step 5.2.2 (b)
Click on the ‘Other Approvals’ 
feature in the navigation menu. 
Select the ‘Clarifications to 
Suppliers’ option to view the 
clarifications that require 
reviews.
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Step 5.2.2 (c)
Click on the ‘View’ button to 
access the response in question.

Note
Keep the bid Reference number 
in mind so that you view the 
correct clarification response.
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Step 5.2.2 (d)
Click on the ‘Approval’ button to 
access the approval window.

If the PA HOD/ Specialist is comfortable 
with the Bid Manager’s response, they 
have an option of sending the clarification 
response directly to bidders without 
having to go through PAC Team members. 
The ‘Approve and Send to Suppliers’
button can be used in this case.
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Step 5.2.2 (e)
• Select ‘Request Change’ 

option on the drop down 
arrow. 

• Enter your response in 
the ‘Remarks’ field 
provided. This field can 
take as many characters 
as possible.

The e-Procurement portal provides a drop down with various selection options where the PA HOD/ Specialist can select the ‘Request 

Change’ option.

Step 5.2.2 (f)
Click on the ‘Submit’ button 
to re-send the clarification 
back to the Bid Manager for 
editing.
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The Bid Manager will receive E-mail and system notifications on the PA HOD/ Specialist review. The Bid Manager be required to log in to the 

portal and access the solicitation document to make adjustments as requested by the PA HOD/ Specialist with regards to the clarification 

response.

System notification on the 
Bid Manager’s dashboard. 
This notification will also be 
received via E-mail.
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The Bid Manager will be required to access the solicitation document from the main navigation menu. See image 

below

Step 5.2.2 (g)
Click on the ‘Solicitations 
Management’ feature and 
select the ‘All Bid 
Solicitations’ option. 

Step 5.2.2 (h)
Click on the ‘View’ button 
to access the SBD and edit 
the clarification 
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Once the SBD has been accessed,  the Bid Manager will be required to scroll down to the bottom section of the document where the 

clarifications feature is located.

Step 5.2.2 (i)
Click on the ‘Clarifications 
To Suppliers’ Tab 

Step 5.2.2 (j)
Click on the ‘Edit’ button to 
begin the editing process.
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Step 5.2.2 (k)
Edit the section as recommended by PA HOD/ Specialist.
Check the box provided to notify Procurement HOD/ 
Specialist on the amendment.

IMPORTANT
Make sure your file attachment is in PDF format

Step 5.2.2 (l)
Click on the ‘Save’ button 
to re-send the amended 
response back to the PA 
HOD/ Specialist.
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Approvals

Once the Bid Manager has re-submitted the clarification response to the PA HOD/ Specialist, the latter will be required to log in to the portal 

approve the adjusted response.

System notification on the PA 
HOD/ Specialist’s dashboard. 
This notification will also be 
received via E-mail.

5.2.2 PA HOD/ Specialist Review of Bid Manager’s Response to Bidders
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The PA HOD/ Specialist will follow Steps 5.2.2 (b) – 5.2.2 (d), and perform the following actions:

1. Click the ‘Other Approvals’ feature in the main navigation menu.

2. Select ‘Clarification to Suppliers’ option

3. Click the ‘View’ button to access the amended response.

4. Click the ‘Approval’ button to access the approval window shown in the image below.

Step 5.2.2 (m)
• Select ‘Approved’ option 

on the drop down arrow. 
• Enter your response in 

the ‘Remarks’ field 
provided. This field can 
take as many characters 
as possible.

Step 5.2.2 (n)
Click on the ‘Submit’ button 
to re-send the clarification 
back to the Bid Manager for 
editing.
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5.2.3 PAC Team Approval of Bid Manager’s Response to Bidders

The PAC Team members will receive an E-mail notification and system notifications after the PA HOD/ Specialist reviews and gives a go 

ahead for the response to be submitted to bidders. The PAC Team members after a scheduled meeting will assign a member/ PAC Chair to 

log in to and post their final approval in the e-Procurement system.

System notification on the PAC 
Team members’ dashboard. 
This notification will also be 
received via E-mail.
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Step 5.2.3 (a)
Click on the ‘Other Approvals’ 
feature in the navigation menu. 
Select the ‘Suppliers 
Clarifications’ option to view 
the clarifications that require 
approval.

Step 5.2.3 (b)
Click on the ‘View’ button 
to access the clarification 
response



164

Step 5.2.3 (c)
Click on the ‘Approval’ 
button to access the 
approval window
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Step 5.2.3 (d)
• Select ‘Approved’ option in the drop down menu.
• Enter PAC decision as discussed in the meeting in 

the ‘Remarks’ field provided 
• Attach PAC minutes if available.

IMPORTANT
Make sure your file attachment is in PDF format

Step 5.2.3 (e)
Click on the ‘Submit’ button 
to complete the approval 
process.
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System notification on the PA 
HOD/ Specialist’s dashboard. 
This notification will also be 
received via E-mail.

Once the PAC Team members have approved the Bid Manager’s response, the MAUL PA team (Bid manager, PA HOD, and PA Specialist)

will receive both E-mail and system notifications on the decision. PA HOD/ PA Specialist will be responsible for sending the approved 

response to bidders.
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Step 5.2.3 (f)
Click on the ‘Other Approvals’ 
feature in the navigation menu. 
Select the ‘Clarifications to 
Suppliers’ option to view the 
clarifications that require 
submission to bidders
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Step 5.2.3 (g)
Click on the ‘View’ button to 
access the response and send to 
bidders.

Note
Keep the bid Reference number 
in mind so that you view the 
correct clarification response.
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Step 5.2.3 (h)
Click on the ‘Send to 
Suppliers’ button to 
complete the clarification 
response process.
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5.3 Changing Bidding Period

The bidding period is the time given to bidders to submit 

their bids to MAUL procurement team after which, the bid is 

closed. The bidding period is automatically displayed during 

preparation of the solicitation document. During configuration 

of the various Procurement Methods, the bidding period is 

defined. 

The Bid Manager can request change of bidding period 

if an extension or time reduction  is needed. The 

request will go through proper authorization channels. 

The bidding period can only be changed if the initial 

time stipulated has not elapsed. The PAC team will be 

required to approve this request.

The Bid Manager will be required to log into the system and follow the following path: On the Main Menu click Solicitations 

Management All Bid Solicitations. The system will display ALL solicitation documents that have been prepared and sent out by 

the Procurement Team. Click the View button next to the Solicitation Document you want to amend the bidding period. The specific 

solicitation document will be displayed (See Next Page). The BM can extend  the bidding period even after the bidding period has 

elapsed.
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Step 5.3 (a)
Click on the ‘Document 
Menu’  drop down arrow 
and select the Change 
Bidding Period option.
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Step 5.3 (b)
• Enter the new bidding period 

value in the New Bidding Period 
field.

• Enter a brief explanation on the 
change being requested.

• Click on the Request Change 
button to complete the process.
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The MAUL PA Team will not be able retrieve suppliers’ bids until the countdown timer has elapsed. Once the bidding period is complete, the 
Bid Manager will submit a request for bid opening to PAC for authorization. A designated PAC Team member will authorize bid opening in 
the system. This is stipulated during preparation of the solicitation document (See Section 4.4.4).

Bidding Period timer will read 
zero to show the submission 
period has elapsed.

Note
This timer functionality will 
disappear when the bidding 
period is over.

6.0 BID/ QUOTATION OPENING
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The Bid Manager, PA HOD, PA 
Specialist, Evaluation Team, and PAC 
Team members will be able to view 
ALL solicitation documents that have 
been prepared and sent out by the 
Procurement Team.

ALL solicitation documents 
whose Bidding period has 
elapsed, will have procurement 
status ‘Closed’. If the timer is still 
counting down, the status will 
read ‘Current’.
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Step 6.1 (a)
The Bid Manager will log into the 
system and access the main menu. On 
the Main Menu, click on the 
‘Solicitations Management’ drop 
down menu and select ‘All Bid 
Solicitations’

Step 6.1 (b)
Click on the ‘View’ 
button.

6.1 Bid Opening Approval Request
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Step 6.1 (c)
Click on the ‘Document 
Menu’ drop down menu 
and select ‘View Bids’.
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Step 6.1 (d)
Click on the ‘Bids 
Opening Approval 
Request’ button.
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6.2 Bid Opening Approval

After the Bid Manager has sent the Bid Approval Opening Request to the designated PAC member, the latter will be required to 

log into the system to approve the request. The Bid Opening Request can be approved in two ways:

1. By accessing System Notifications on the Main Menu

2. By Accessing Other Approvals on the Main Menu

IMPORTANT

The designated PAC member is assigned this task during preparation of the Solicitation document. See section 4.4.4 -

‘Nominate PAC Member to Authorize Bids Opening ’
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Step 6.2.1 (a)
The designated PAC Team member 
authorized to approve bid opening, 
will log in to the portal and access the 
main navigation menu. Click on the 
‘Other Approvals’ drop down and 
select ‘Bids opening Approval’

Step 6.2.1 (b)
Click on the ‘Approve’ button 
to allow the Bid Manager to 
access supplier bids for 
evaluation.

6.2.1 Bid Opening Approval – Other Approvals
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6.2.2 Bid Opening Approval – System Notifications

Step 6.2.2 (a)
Click on the 
‘Notifications’ drop 
down and select 
‘System Notifications’

Step 6.2.2 (b)
Click on the ‘View’ 
button
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Step 6.2.2 (c)
Click on the ‘Bids 
Opening Approval’ 
button
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Step 6.2.2 (d)
Click on the ‘Approve’
button.Note

Once a PAC member 
approves the Bid Opening 
Request, the Bid Solicitation 
document will no longer be 
visible in the listing.
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7.0 EVALUATION OF BIDS

Bid evaluation is the process that takes place after the bid submission deadline has elapsed. It involves the opening and 

examination of the bids to identify if the preferred supplier(s) for the goods and services have complied with the terms 

stipulated in the procurement.

Once the designated PAC team member has authorized bid opening, the Bid Manager will be able to commence the 

evaluation process. The Bid Manager will be responsible for completing the evaluation within the system. 

This section will deal with the following areas of the Evaluation stages:

1. Preliminary Evaluation

2. Commercial Evaluation

3. Technical Evaluation

4. Financial Evaluation
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The preliminary evaluation stage ascertains whether the pre-qualified suppliers/ vendors have complied with the 

requirements as stipulated in the various solicitation documents submitted to them by MAUL Procurement Agency 

Team.

The Bid Manager will be responsible for completing the preliminary evaluation within the system. This will be done on 

screen/projector during evaluation team meeting. The Bid Manager will therefore be required to log into the system 

and post relevant preliminary evaluation transactions.

Some of the criteria used during the preliminary evaluation stage may include:

• Completeness of bidding documents
• Eligibility of bidders
• Furnishing of required securities
• Proper signatories in bidding documents

7.1 Preliminary Evaluation
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Step 7.1 (a)
The Bid Manager will log in to the 
portal and access the main navigation 
menu. 
Click on the ‘Solicitation 
Management’ drop down and select 
‘All Bid Solicitations’

Step 7.1 (b)
Click on the ‘View’ 
button to view the 
solicitation document

Viewing Pre-qualified Suppliers’ Bids
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Step 7.1 (c)
Click on the ‘Document 
Menu’ drop down 
menu. Select the ‘View 
Bids’ option.
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Step 7.1 (d)
Click on the ‘View Bid’ 
button to view the 
specific supplier’s bid.
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Step 7.1 (e)
When viewing supplier bids, the evaluation 
team and Bid Manager are able to download 
the bidding documents submitted by the 
supplier. To accomplish this, click on the 
‘Attachments’ tab.

Step 7.1 (f)
Click on the ‘Download’ button to save the 
suppliers’ bidding documents for further 
analysis. 
Click on the ‘View’ button to view the 
documents on a browser window.
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Step 7.1 (g)
Click on the 
‘Preliminary 
Evaluation Settings’ 
button to define the 
criteria to be used 
during preliminary 
evaluation.

Defining Preliminary Evaluation Settings 

Some of the criteria used during the preliminary evaluation stage include:
• Completeness of bidding documents
• Eligibility of bidders
• Furnishing of required securities
• Proper signatories in bidding documents
These evaluation criteria need to be defined in the portal. Once you setup preliminary evaluation settings, they will apply to all suppliers. 
The settings need to be defined only once for the specific bids being evaluated.
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Step 7.1 (h)
• Enter the criteria name in the 

‘Requirement Name’ field provided.
• Tick on the check box provided if you 

will require remarks for the criteria 
created. This is optional.

• Click on the ‘Add’ button to add the 
criteria.

Step 7.1 (i)
Click on the ‘OK’ button 
to complete the 
creation of the 
evaluation criteria
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Step 7.1 (j)
After defining the 
preliminary evaluation 
criteria, click on the ‘Close’ 
button to exit the setup 
window.

Repeat steps 7.1 (h) –
7.1 (i) to define more 

criteria. Your preliminary 
evaluation setup window will 
look as shown in the image.
The system allows editing
and deleting of the criteria 
parameters.
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Step 7.1.1 (a)
Once you have defined the 
preliminary evaluation settings, click 
on the ‘View’ button to begin the 
preliminary evaluation process for 
each supplier.

7.1.1 Preliminary Evaluation - Comply 

This section will deal with evaluating a supplier bid with respect to the preliminary evaluation settings defined in Steps
7.1 (a) – 7.1 (h). This supplier will comply with stipulated guidelines.
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Step 7.1.1 (b)
Click on the ‘Preliminary Bid 
Evaluation’ button to open the 
preliminary evaluation window
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Step 7.1.1 (c)
Click on the 
‘Evaluate’ button
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Step 7.1.1 (d)
• Click on the drop down arrow 

and select the ‘Comply’ option 
provided.

• Enter remarks for the option 
selected above. This remarks 
field is defined during 
configuration of the criteria. If 
the remarks check box is ticked, 
this field will be available.

Step 7.1.1 (e)
After completing evaluation, Click 
on the ‘Evaluate’ button. Click the 
‘OK’ button to finish the 
evaluation of the first criteria.
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Step 7.1.1 (f)
Click the ‘Overall Preliminary 
Evaluation’ button to give an 
overall evaluation result.

Repeat steps 7.1 (l) – 7.1 
(n) to evaluate more criteria. 

Once all the criteria has been 
evaluated, they will be 
represented on the Right side 
of the window. 
Use the ‘Amend’ button to 
edit the criteria results.
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Step 7.1.1 (g)
• Click on the drop down arrow 

and select the ‘Comply’ option 
provided.

• Enter Evaluation remarks for 
the option selected above.

• Click the ‘Evaluate’ button 
below to complete the process.
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Step 7.1.1 (h)
Click the ‘OK’ button to close 
the window
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Step 7.1.1 (i)
Click the ‘Back’ button to 
return to the bids.
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Once you have completed the 
preliminary evaluations for a 
supplier, the status changes 
from ‘Not Done’ to ‘Passed’.
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7.1.2 Preliminary Evaluation – Not Comply

This section will deal with evaluating a supplier bid with respect to the preliminary evaluation settings defined in Steps

7.1 (a) – 7.1 (h). This supplier will Not comply with stipulated guidelines.

The BM will be required to log into the system and follow Steps 7.1 (a) – 7.1 (f) in order to view a supplier’s bid 

contents. The BM will then follow Steps 7.1.1 (a) – 7.1.1 (c) to access the ‘Evaluation’ window where he/ she will select 

‘Not Comply’ to the specific preliminary evaluation criteria that the supplier has failed to comply.

TIP

The BM will not be required to redefine the preliminary evaluation criteria as they have already been configured 

as described earlier.
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Step 7.1.2 (a)
• Click on the drop down arrow 

and select the ‘Not Comply’ 
option provided.

• Enter remarks for the option 
selected above. This remarks 
field is defined during 
configuration of the criteria. If 
the remarks check box is ticked, 
this field will be available.

Step 7.1.2 (b)
After completing evaluation, Click 
on the ‘Evaluate’ button. Click the 
‘OK’ button to finish the 
evaluation of the first criteria.
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Once all the criteria has been 
evaluated, they will be 
represented on the Right side 
of the window. 
Use the ‘Amend’ button to 
edit the criteria results.

Step 7.1.2 (c)
Click the ‘Overall Preliminary 
Evaluation’ button to give an 
overall evaluation result.
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Step 7.1.2 (d)
• Click on the drop down arrow 

and select the ‘ Not Comply’ 
option provided.

• Enter Evaluation remarks for 
the option selected above.

• Click the ‘Evaluate’ button 
below to complete the process.
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Once you have completed the 
preliminary evaluations for a 
supplier, the status changes 
from ‘Not Done’ to ‘Failed’ in 
the case of non-compliance

IMPORTANT

If a supplier’s overall preliminary evaluation result is ‘Not Complied’, they will be disqualified and will 

not be able to progress to the next  evaluation stages
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7.1.3 Preliminary Evaluation – Waiver

This section will deal with evaluating a supplier bid with respect to the preliminary evaluation settings 

defined in Steps 7.1 (a) – 7.1 (h). This supplier’s bid will be Waivered. 

The BM will be required to log into the system and follow Steps 7.1 (a) – 7.1 (f) in order to view a 

supplier’s bid contents. The BM will then follow Steps 7.1.1 (a) – 7.1.1 (c) to access the ‘Evaluation’ 

window where he/ she will select ‘Waiver’ to the specific preliminary evaluation criteria that the 

supplier has been waivered.

TIP

The BM will not be required to redefine the preliminary evaluation criteria; they have already 

been configured as described earlier.
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Step 7.1.3 (a)
• Click on the drop down arrow 

and select the ‘Waiver’ option 
provided.

• Enter remarks for the option 
selected above. This remarks 
field is defined during 
configuration of the criteria. If 
the remarks check box is ticked, 
this field will be available.

Step 7.1.3 (b)
After completing evaluation, Click 
on the ‘Evaluate’ button. Click the 
‘OK’ button to finish the 
evaluation of the first criteria.
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Once all the criteria has been 
evaluated, they will be 
represented on the Right side 
of the window. 
Use the ‘Amend’ button to 
edit the criteria results.

Step 7.1.3 (c)
Click the ‘Overall Preliminary 
Evaluation’ button to give an 
overall evaluation result.
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Step 7.1.3 (d)
• Click on the drop down arrow 

and select the ‘ Waivered’ 
option provided.

• Enter Evaluation remarks for 
the option selected above.

• Click the ‘Evaluate’ button 
below to complete the process.
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Once you have completed the 
preliminary evaluations for a 
supplier, the status changes 
from ‘Not Done’ to ‘Ongoing’ 
in the case of a waiver.

IMPORTANT

If a supplier’s overall preliminary evaluation result is ‘Waivered’, they will still be able to progress to the next  evaluation stages after proper approvals 

have been made in the system. This will be explained in the next sections.

The PA HOD and PA Specialist will receive E-mail and E-Procurement portal notifications informing them of the evaluation team’s waiver of a 

supplier’s bid.
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Preliminary Evaluation – PA HOD/ PA Specialist Review of Waiver

Step 7.1.3 (e)
The PA HOD/ PA Specialist will log 
in to the system and access the 
main navigation menu. Click on 
the ‘Other Approvals’ drop down 
arrow and select the ‘Preliminary 
Evaluations’ option provided.

Step 7.1.3 (f)
Click on the ‘View Details’ 
link to start the review 
process
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Step 7.1.3 (g)
Click on the ‘Review 
and Send to PAC’ 
button.

View the details of the waiver 
as explained by the 
evaluation team before 
approval/ rejection of waiver.



213

Step 7.1.3 (h)
• Click on the drop down arrow and select 

the options provided.
• Enter remarks in the remarks field 

relating to the option selected above.
• Click on the ‘Submit’ button to complete 

the review process.

Once the PA HOD/ PA Specialist has completed the review process and submitted to the PAC team, the Bid Manager will receive both E-mail and 

system notifications on the review results. 

PAC team members will also receive E-mail and system notifications on the Preliminary Evaluation Request.
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Preliminary Evaluation – PAC Approval of Waiver

Step 7.1.3 (i)
The PAC team member will log in 
to the system and access the main 
navigation menu. Click on the 
‘Other Approvals’ drop down 
arrow and select the ‘Preliminary 
Evaluations’ option provided.

Step 7.1.3 (j)
Click on the ‘View Details’ 
link to start the approval 
process
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Step 7.1.3 (k)
Click on the ‘Review 
and Approval’ button.

View the details of the waiver 
as explained by the 
evaluation team before 
approval/ rejection of waiver.

Note: If PAC rejects the waiver done by the evaluation team, the supplier’s bid will not be able to move on to the 

next evaluation stages i.e. commercial, technical, and financial.
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Step 7.1.3 (l)
• Click on the drop down arrow and select 

the options provided.
• Enter the PAC decision as discussed in 

the scheduled PAC meeting. The remarks 
should explain the selection above.

• Attach PAC minutes in the attachment 
field provided.

• Click on the ‘Submit’ button to complete 
the approval process.

IMPORTANT
Make sure your attachment file is in PDF 
format
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Viewing Preliminary Evaluation Results

Once the preliminary 
evaluations are fully 
completed, the status will 
change accordingly 
depending on the overall 
decision made by the 
evaluation team.
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Step 7.1.3 (m)
Click on the 
‘Preliminary Results’ 
button to open the 
results window
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7.2 Request For Clarification During Evaluation

This section will deal with sending a request for clarification to a supplier. During the various stages of evaluation (Preliminary, 

Commercial, Technical, and Financial), the evaluation team may have inquiries that need clarifications from bidders. 

The evaluation team can be able to send clarification requests via the e-Procurement portal. Responses from bidders will also 

be received in the portal. The BM will be responsible for initiating the process.

TIP

The request for clarification process is the same for all evaluation stages. The system provides drop down options for users to

select the stages that are applicable for the request
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Step 7.2 (a)
The Bid Manager will follow Steps 
7.1 (a) – 7.1 (c) 

Once these steps are done, click on 
the ‘View’ button to access the 
Request for Clarification 
functionality.
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Step 7.2 (b)
Click on the ‘Request New 
Clarification’ button to access the 
Request for Clarification window.



223

Step 7.2 (c)
• Click on the drop down arrow and 

select the evaluation stages provided 
(Preliminary, Technical, or Financial).

• Enter the subject matter
• Attach any relevant document to 

send to the supplier
• Enter the message to the supplier you 

wish to request fro clarification.
• Enter a brief memo to the PA team to 

describe the reasons for sending the 
request.

• If you want the supplier to attach 
documents while responding, tick the 
check box provided

• Indicate the maximum number of 
attachments allowed when bidders 
are responding to the request.

Step 7.2 (d)
Click on the ‘Add Document’ button 
to get necessary approvals.
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PA HOD/ PA Specialist Review of Request For Clarification

The PA HOD or PA Specialist will be required to review the preliminary request for clarification that was generated by the Bid

Manager. The PA HOD or the PA Specialist will be required to log into the e-Procurement portal to perform the required tasks.

Step 7.2 (e)
On the main navigation menu, click 
on the ‘Other Approvals’ drop down 
menu. Select the ‘Evaluations 
Clarifications’ option.

Step 7.2 (f)
Click on the ‘View’ button to 
access the request for 
clarification.
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Step 7.2 (g)
Click on the ‘Edit’ button to 
add additional information 
to the request such as 
‘Memo to PAC’

The PA HOD/ PA Specialist 
can review the contents of 
the request for clarification 
before making updates.
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Step 7.2 (h)
Add a Memo to PAC in the 
field provided. The Memo 
should give a brief 
explanation of the request 
for clarification to aid PAC in 
making a well informed 
decision.

Step 7.2 (i)
Click on the ‘Update 
Document’ button to 
complete the update.
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Step 7.2 (j)
Click on the ‘Approval’ 
button to access the 
clarification request 
approval window.

The PA HOD/ PA Specialist 
can review the contents of 
the request for clarification 
before sending to supplier of 
PAC members.
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Step 7.2 (k)
• Click on the drop down arrow and 

select the approval options provided. 
In this case ‘Approve and Send to 
PAC’

• Enter remarks to give an explanation 
on the option selected above.

• Click on the ‘Submit’ button below to 
complete the review process by PA 
HOD/ PA Specialist

IMPORTANT

The PA HOD/ PA Specialist is at liberty to send the request for clarification directly to the suppliers 

instead of submitting to the PAC team.
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Once the PA HOD or PA Specialist has reviewed the preliminary evaluation request for clarification, he/ she can forward the request to 

PAC for further review and approval. A designated PAC Team member will be required to log in to the system and perform necessary 

approval tasks.

PAC Approval of Request For Clarifications

Step 7.2 (l)
On the main navigation menu, the 
PAC Team member will click on the 
‘Other Approvals’ drop down menu. 
Select the ‘Evaluations 
Clarifications’ option.

Step 7.2 (m)
Click on the ‘View’ button to 
access the request for 
clarification.
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Step 7.2 (n)
Click on the ‘View’ button to 
access the request for 
clarification.

The PAC Team members can 
review the contents of the 
request for clarification 
before approval.
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Step 7.2 (o)
• Click on the drop down arrow and 

select the approval options provided. 
In this case ‘Approve’

• Enter PAC Decision as discussed in 
the scheduled PAC meeting to give an 
explanation on the option selected 
above.

• Attach PAC minutes in the 
attachment field provided. This is 
optional

• Click on the ‘Submit’ button below to 
complete the approval process by 
PAC

IMPORTANT
Make sure your attachment file is in 
PDF format
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Once the PAC Team has approved the request for clarification, the PA HOD/ PA Specialist will send the clarification to the supplier. The PA HOD/ 
PA Specialist will:
• Log in to the e-Procurement portal
• Follow steps 7.2 (e)  7.2 (f)  7.2(j) to access the ‘Clarification Request Approval’ window below.

PA HOD/ PA Specialist submission of Request For Clarifications to Suppliers

Step 7.2 (p)
• Click on the drop down arrow and 

select the ‘Send to Supplier’ option 
provided.

• Enter remarks to give an explanation 
on the option selected above.

• Click on the ‘Submit’ button below to 
complete the submission process
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Receiving Clarification Responses from Bidders

Once bidders respond to evaluation clarifications, the evaluation team and bid manager will be able to view the 
response. The PA Bid Manager  will:
• Log in to the e-Procurement portal
• Follow steps 7.1 (a) – 7.1 (d) to access the specific supplier’s bid.
• Click the ‘Clarification Requests’ tab to view the response. See image below

Step 7.2 (q)
Click on the ‘Clarification 
Requests’ tab to view the 
supplier’s response.

Step 7.2 (r)
Click on the ‘View Details’ 
button to view response 
details and attachments 
sent by suppliers.
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Once you execute Step 7.2 (r), 
the request for clarification 
window will be displayed. 
Scroll down to see the 
supplier response as shown in 
the image.
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The commercial evaluation stage involves comparison of cost related items and conditions among the various bidders.

The Bid Manager will be responsible for completing this evaluation within the system. This will be done on 

screen/projector during evaluation team meeting. The Bid Manager will therefore be required to log into the system 

and post relevant commercial evaluation transactions.

Some of the criteria used during commercial evaluation stage may include:

• Conditions of Contract
• Payment Terms
• Acceptable Delivery Schedule
• Proposed currency
• Bond and Insurance
• Guarantee and Liability

7.3 Commercial Evaluation
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The Bid Manager will follow Steps 7.1 (a) – 7.1 (d) to view a particular supplier’s bid and access the commercial 

evaluation functionality.

Step 7.3 (a)
Click on the ‘Commercial 
Evaluation’ button to 
open the results 
valuation window
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Commercial Evaluation - Settings

Commercial evaluation is executed against various criteria. These evaluation criteria need to be defined in the portal as 

was the case during preliminary evaluation. Once these parameters have been setup, they will apply to all suppliers. The 

settings need to be defined only once for the specific bids being evaluated.

Step 7.3 (b)
Click on the ‘New 
Parameter’ button to 
begin defining the 
criteria to be used during 
commercial evaluation.
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Step 7.3 (c)
• Enter the parameter name in 

the field provided.
• Enter a brief description 

about the new parameter. 
This is optional.

• Click on the ‘Add’ button 
below to complete the 
process.

Note
Repeat Steps 7.2 (b) and 7.2 (c) 
to add more commercial 
evaluation parameters.
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Once the commercial evaluation criteria is defined, the evaluation team can begin to compare bidders against the 

various parameters.

Step 7.3 (d)
Click on the 
parameter drop down 
arrow and select the 
options provided. Step 7.3 (e)

Click on the Assessment drop 
down arrow and select the 
options provided 
(Responsive, Not 
Responsive, or Waivered).

Step 7.3 (f)
Enter remarks 
in the field 
provided. This is 
optional.Step 7.3 (g)

Click on the ‘Evaluate’ 
button to complete 
evaluation of the first 
parameter.
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Repeat Steps 7.3 (d) – (g) to complete analysis for other commercial evaluation criteria. Once this is done, the commercial results for 

the particular bidder will appear at the bottom part of the commercial evaluation window as shown in the image below. Repeat the 

same evaluation process for other bidders.
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Completing Commercial Evaluation

Step 7.3 (h)
Click on the ‘Complete 
Commercial Evaluation’ button to 
complete the process.

Note
Use this functionality after you 
have completed the Commercial 
Evaluation tasks  for ALL Bidders
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Viewing Commercial Evaluation Results

Step 7.3 (i)
Click on the ‘Commercial 
Evaluation Results’ 
button to view overall 
commercial evaluation 
results.

Once you have 
completed Commercial 
evaluations for the 
bidders, the status 
changes from ‘Ongoing’ 
to ‘Done’.
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The technical evaluation stage involves evaluating bids by studying and testing bidder samples to determine technical 

suitability of goods and services specified in the bid. 

The Bid Manager will be responsible for completing this evaluation within the system. This will be done on 

screen/projector during evaluation team meeting. The Bid Manager will therefore be required to log into the system 

and post relevant technical evaluation transactions.

In the case of MAUL, the Specification Compliance Sheet will be used for this process. Each bidder is required to upload 

a fully filled Specification compliance sheet  while submitting a bid. The technical evaluation will involve personnel who 

are have relevant expertise in evaluating the technical requirements.

7.4 Technical Evaluation
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The Bid Manager will follow Steps 7.1 (a) – 7.1 (c) to access the technical evaluation functionality (Generate Technicals).

Step 7.4 (a)
After clicking on Generate 
Technicals button, click on 
the ‘Evaluate Technicals’ 
button.
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Step 7.4 (b)
Click on the drop 
down arrow and 
select a bidder.

Step 7.4 (c)
Click on the ‘Load 
Technical Evaluation 
Data’ button
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Step 7.4 (d)
Click on the 
‘Evaluate’ button.
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Step 7.4 (e)
• Click on the ‘Verification’ drop 

down arrow and select the options 
provided

• Upload a relevant attachment file 
in the Attachment area

• Provide Evaluation Remarks for 
the evaluation decision made for 
the specific item.

IMPORTANT
Make sure your attachment file is in 
PDF format

Step 7.4 (f)
Click on the 
‘Submit 
Evaluation’ 
button.
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To evaluate the technical requirements 
for other items in the list, repeat 
Steps 7.4 (d) – (g) as described.

Step 7.4 (g)
Click on the 
‘Close’ button.
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Once the technical evaluation 
is complete, the results will be 
posted as shown in the image.

Note:
Repeat Step 7.4 (b) – 7.4 
(g) to complete Technical 
Evaluation for other 
bidders. Step 7.4 (h)

Click on the ‘Back’ 
button to view the 
Technical Results.
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Viewing Technical Evaluation Results

Step 7.4 (i)
Click on the ‘Technical 
Results’ button to view 
overall technical 
evaluation results.

Once you have completed the 
technical evaluations for a 
supplier, the status changes 
from ‘Not Complete’ to 
‘Complete’.
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7.5 Financial Evaluation

The Financial evaluation stage involves evaluating bids to confirm that the prices of goods and services submitted by 

bidders go through the appropriate checks and balances, and ensure that bids are properly ranked in terms of price. 

Financial Evaluation will be performed when Technical Evaluation is completed.

The Bid Manager will be responsible for completing this evaluation within the system. This will be done on 

screen/projector during evaluation team meeting. The Bid Manager will therefore be required to log into the system 

and post relevant Financial evaluation transactions.

Financial Bid Opening approval may be required if this setting (Approval Before Financial Opening) was applied during 

preparation of the solicitation document (See Section 4.4.4). The Bid Manager will submit a request for approval to 

PAC. A PAC member will be required to log in to the e-Procurement Portal to approve the request. 

Price Benchmarking will also be executed if the setting is enabled during preparation of the solicitation document.
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The Bid Manager will follow Steps 7.1 (a) – 7.1 (c) to access the ‘Request Financial Opening Approval’ functionality. The 

PAC Team members will receive a system notification on the approval.

Step 7.5 (a)
Click on the ‘Request 
Financial Opening 
Approval’ button
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Step 7.5 (b)
Enter relevant remarks in 
the ‘Request Message’ 
field provide.

Step 7.5 (c)
Click on the ‘Request 
Approval’ button.
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Financial Evaluation – PAC Approval of Financial Opening Request

A PAC member will be required to log in to the portal and approve the Financial Opening request sent by the Bid Manager. The 
approval window can be accessed by the PAC member in two (2) ways:

1. System Notifications

• Access the system notification icon located at the top right hand-side and retrieve the Financial Opening Request 
Notification

• Access system notification on the main menu and retrieve the Financial Opening Request Notification

2. Main Menu (Other Approvals  Financial opening Requests)

Step 7.5 (d)
After accessing the system 
notifications, the PAC member 
will locate the Financial opening 
request and click on the ‘View’ 
button.

1) Accessing the Bid Financial Opening Request via System Notifications Functionality 
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Step 7.5 (e)
Click on the ‘View 
Details’ button.



258

Step 7.5 (f)
Click on the 
‘Approval’ button.

Request from the 
Bid Manager.
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Step 7.5 (g)
• Click on the Approval drop 

down arrow and select the 
‘Approved’ option.

• Enter relevant remarks 
based on the selection 
made above. 

Step 7.5 (h)
Click on the ‘Submit’ 
button.
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2) Accessing the Bid Financial Opening Request via the Main Menu

The PAC member can also 
access the request via the 
main menu. Click on the 
‘Other Approvals’ drop down 
arrow and select ‘Financial 
Opening Requests’ button.

Locate the request and 
click on the ‘View’ 
button to access the 
approval window.
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• Click on the Approval drop 
down arrow and select the 
‘Approved’ option.

• Enter relevant remarks 
based on the selection 
made above. 

Click on the ‘Submit’ 
button.
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Once the PAC members approve the Financial opening request, the Bid Manager will receive a system notification about the PAC 

members decision. The evaluation team will be able to progress with the Financial Bid Evaluation process.

Locate the notification 
in the list of system 
notifications
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Financial Evaluation 
Recommendations

Award Negotiate

Award Cancel

Due Diligence

Award Cancel

Cancel Procure Later

The Financial Evaluation process has the following recommendations/ outcomes from the evaluation team: Awarding, Negotiation, 

Conduct Due Diligence, Procure Later and Cancel Bid. The negotiation and due diligence recommendations will go through proper 

procurement channels to produce final outcomes (Award or Cancel)
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The Bid Manager will follow Steps 7.1 (a) – 7.1 (c) to access the ‘Financial Evaluation’ functionality.

Step 7.5 (i)
Click the ‘Open 
Financial Bid’ button 
to begin the process.
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Step 7.5 (j)
Click the ‘Financial 
Evaluation’ button
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7.5.1 Financial Evaluation Recommendation – To Award

Step 7.5.1 (a)
Click the ‘Item 
Evaluation’ button to 
begin the process.
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Click the ‘How to 
Evaluate Financials’ 
button to access the 
step by step guide.
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Note: Step No. 3 will be 

performed outside of the 
system to allow MAUL 
evaluation team to 
thoroughly execute the 
process according to the 
organization’s evaluation 
policies and guidelines.
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Step 7.5.1 (b)
Click the ‘Add/ Change 
Recommended 
Quantity’ button to 
specify the quantity 
amounts to be  ordered.

Step 7.5.1 (c)
• Enter required quantities in 

the ‘Recommended 
Quantity’ field provided.

• Click on the ‘Save’ button.
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Step 7.5.1 (d)
Click on the ‘Add 
Benchmark’ button to 
add benchmark pricing.

Financial Evaluation – Benchmarking
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Step 7.5.1 (e)
• Click the drop down arrow and 

select the prices for which the 
benchmark will apply.

• Enter the source name from where 
the benchmark price will be 
obtained from.

• Enter the benchmark price
• Enter the source website URL from 

where the benchmark is obtained.
• Click on the ‘Add’ button.

Note
Benchmarking is done per product.
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The benchmark prices 
will be added to the price 
schedule and a Variance
will be calculated based 
on the DDP Price for 
which the benchmark is 
based on.
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Step 7.5.1 (f)
Click the ‘Rank’ 
button to begin the 
process.

Financial Evaluation – Overall Ranking
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Step 7.5.1 (g)
• Enter the numerical rank in the 

‘Rank’ field provided in the format 
1,2,3, … and so on

• Click the ‘Change Rank’ button to 
save the rank.

Note
Repeat Steps 7.5.1 (f) and 7.5.1 (g) to 
rank other suppliers
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After completing Steps 
7.5.1 (f) and 7.5.1 (g), the 
ranking will be visible as 
shown in the image.

Step 7.5.1 (h)
Click the ‘Evaluate’ 
button to choose the 
‘Award’ Financial 
Evaluation 
recommendation.
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Step 7.5.1 (i)
• Click the ‘Evaluation Decision’ 

drop down arrow and select the 
options provided based on your 
evaluation outcomes.

• Enter a relevant reason for the 
outcome selected above.

• Click the ‘Submit’ button to 
complete this process.
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Step 7.5.1 (j)
Click the ‘Upload Files’ 
button to upload Financial 
Evaluation documentation 
done outside the system 
regarding the particular 
item being evaluated.

Once you have 
completed Step 7.4.1 (i), 
the evaluation status 
changes from ‘Not 
Evaluated’ to ‘To Award’.
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7.5.2 Financial Evaluation Recommendation – To Cancel

The Bid Manager will perform the following tasks will regards to Financial Evaluation:

1. Begin the item evaluation process ( Step 7.5.1 (a) )

2. Add/ Change recommended quantity ( Step 7.5.1 (b) – Step 7.5.1 (c) )

3. Perform benchmarking ( Step 7.5.1 (d) – 7.5.1 (e) )

4. Perform additional evaluation tasks outside of the e-Procurement portal

5. Rank the suppliers based on the evaluation  ( Step 7.5.1 (f) – 7.5.1 (g) )

6. Use the ‘Evaluate’ button to open the evaluation window. (See next page)

7. Upload financial evaluation documentation done outside of the e-Procurement portal. ( Step 7.5.1 (i) )

8. Select relevant financial evaluation recommendation based on evaluation results. In this case To Cancel. This is a final decision, and 

no further evaluation tasks will be performed for the specific item.
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Step 7.5.2 (a)
Click the ‘Evaluate’ 
button to choose the 
‘Cancel’ Financial 
Evaluation 
recommendation.
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Step 7.5.2 (b)
• Click the ‘Evaluation Decision’ 

drop down arrow and select the 
options provided based on your 
evaluation outcomes.

• Enter a relevant reason for the 
outcome selected above.

• Click the ‘Submit’ button to 
complete this process.
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Once you have 
completed Step 7.5.2 (b), 
the evaluation status 
changes from ‘Not 
Evaluated’ to ‘Cancelled’.
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7.5.3 Financial Evaluation Recommendation – To Procure Later

The Bid Manager will perform the following tasks will regards to Financial Evaluation:

1. Begin the item evaluation process ( Step 7.5.1 (a) )

2. Add/ Change recommended quantity ( Step 7.5.1 (b) – Step 7.5.1 (c) )

3. Perform benchmarking ( Step 7.5.1 (d) – 7.5.1 (e) )

4. Perform additional evaluation tasks outside of the e-Procurement portal

5. Rank the suppliers based on the evaluation  ( Step 7.5.1 (f) – 7.5.1 (g) )

6. Use the ‘Evaluate’ button to open the evaluation window. (See next page)

7. Upload financial evaluation documentation done outside of the e-Procurement portal. ( Step 7.5.1 (i) )

8. Select relevant financial evaluation recommendation based on evaluation results. In this case To Procure Later. 
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Step 7.5.3 (a)
Click the ‘Evaluate’ 
button to choose the ‘To 
Procure Later’ Financial 
Evaluation 
recommendation.
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Step 7.5.3 (b)
• Click the ‘Evaluation Decision’ 

drop down arrow and select the 
options provided based on your 
evaluation outcomes.

• Enter a relevant reason for the 
outcome selected above.

• Click the ‘Submit’ button to 
complete this process.
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Once you have 
completed Step 7.5.3 (b), 
the evaluation status 
changes from ‘Not 
Evaluated’ to ‘To 
Procure Later’.
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The Bid Manager will perform the following tasks will regards to Financial Evaluation:

1. Begin the item evaluation process ( Step 7.5.1 (a) )

2. Add/ Change recommended quantity ( Step 7.5.1 (b) – Step 7.5.1 (c) )

3. Perform benchmarking ( Step 7.5.1 (d) – 7.5.1 (e) )

4. Perform additional evaluation tasks outside of the e-Procurement portal

5. Rank the suppliers based on the evaluation  ( Step 7.5.1 (f) – 7.5.1 (g) )

6. Use the ‘Evaluate’ button to open the evaluation window. (See next page)

7. Upload financial evaluation documentation done outside of the e-Procurement portal. ( Step 7.5.1 (i) )

8. Select relevant financial evaluation recommendation based on evaluation results. In this case To Due Diligence.

7.5.4 Financial Evaluation Recommendation – To Due Diligence
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Step 7.5.4 (a)
Click the ‘Evaluate’ 
button to choose the 
‘Negotiate’ Financial 
Evaluation 
recommendation.
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Step 7.5.4 (b)
• Click the ‘Evaluation Decision’ 

drop down arrow and select the 
options provided based on your 
evaluation outcomes.

• Enter a relevant reason for the 
outcome selected above.

• Click the ‘Submit’ button to 
complete this process.
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Once you have completed Step 
7.5.5 (b), the evaluation status 
changes from ‘Not Evaluated’ 
to ‘To Due Diligence’.

Note
Other processes will be 
executed so that this status 
changes to either Cancel or 
Award
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7.5.5 Financial Evaluation Recommendation – To Negotiate

Request for Negotiation by Evaluation 
Team

PA HOD/ PA Specialist Review of 
Evaluation Report

PAC Approval of Evaluation Report.

PA HOD/ PA Specialist Initiate 
Negotiation Process

Negotiation Team and Bidders

• Meeting/ Call

• System Response

• System Comparison

PA HOD/ PA Specialist Review of 
Negotiation Details

PAC Approval of Negotiation Details.

Evaluation Team

• Award

• Cancel
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The Bid Manager will perform the following tasks will regards to Financial Evaluation:

1. Begin the item evaluation process ( Step 7.5.1 (a) )

2. Add/ Change recommended quantity ( Step 7.5.1 (b) – Step 7.5.1 (c) )

3. Perform benchmarking ( Step 7.5.1 (d) – 7.5.1 (e) )

4. Perform additional evaluation tasks outside of the e-Procurement portal

5. Rank the suppliers based on the evaluation  ( Step 7.5.1 (f) – 7.5.1 (g) )

6. Use the ‘Evaluate’ button to open the evaluation window. (See next page)

7. Upload financial evaluation documentation done outside of the e-Procurement portal. ( Step 7.5.1 (i) )

8. Select relevant financial evaluation recommendation based on evaluation results. In this case To Negotiate. 
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Step 7.5.5 (a)
Click the ‘Evaluate’ 
button to choose the 
‘Negotiate’ Financial 
Evaluation 
recommendation.
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Step 7.5.5 (b)
• Click the ‘Evaluation Decision’ 

drop down arrow and select the 
options provided based on your 
evaluation outcomes.

• Enter a relevant reason for the 
outcome selected above.

• Click the ‘Submit’ button to 
complete this process.
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Once you have completed 
Step 7.5.5 (b), the evaluation 
status changes from ‘Not 
Evaluated’ to ‘To Negotiate’.

Note
Other processes will be 
executed so that this status 
changes to either Cancel or 
Award

Use the ‘Back’ button to access the 
evaluation report.

Note 
The evaluation Report 
functionality is visible when ALL 
items have been evaluated. 
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Viewing Evaluation Report

Step 7.5.5 (c)
Click the ‘View Evaluation Report’ 
button to view the report before 
submitting to PA HOD/ PA 
Specialist.
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The evaluation report contains all the 
results of the evaluation stages 
(Preliminary, Commercial, Technical, 
and Financial).
The report also contains Post 
Evaluation Activities which must be 
done for Negotiation and Due 
Diligence evaluation status.
These activities will be explained in 
detail in the next sections.
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If the financial evaluation status of a particular item has been set to Negotiate, additional settings must be configured so 

that they can be used in the negotiation process. The negotiation process enables MAUL’s Procurement Agency in getting 

favorable terms and prices from bidders. This section will deal will the following configurations:

• Propose Contract Manager

• Price Negotiation Settings

The additional negotiation settings will be done as part of post evaluation activities. The evaluation report contains 

functionalities that will enable creation of these configurations. The negotiation settings must be completed before the 

evaluation report is sent for review and approval.

7.6 Financial Evaluation – Negotiation Settings
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7.6.1 Propose Contract Manager

Step 7.6.1 (a)
Click the ‘Click Here’ 
button.
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Step 7.6.1 (b)
• Click on the drop down arrow 

and select a Contract Manager
• Enter relevant remarks on the 

Description field provided.
• Click on the Propose button to 

complete the process.
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7.6.2 Price Negotiation Settings

Step 7.6.2 (a)
Click the 
Negotiation 
Settings button.
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Step 7.6.2 (b)
Click the Select 
Fields Tab.
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Step 7.6.2 (c)
Click the Select
button.

Step 7.6.2 (d)
Click the OK button.
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Step 7.6.2 (e)
Repeat Step 7.6.2 (b) – (d)
to select additional fields.
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Step 7.6.2 (f)
Click on the Select 
Negotiation Items Tab.

Step 7.6.2 (g)
Click on the Add Target 
Prices button.
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Step 7.6.2 (h)
• Enter the details in the fields 

provided. 

Note
These fields appear as defined in 
Step 7.6.2 (c) – (e)
• Click the Add button to 

complete the process.
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Step 7.6.2 (i)
Click on the Select 
Negotiation Team Tab.

Step 7.6.2 (j)
Click on the Select button.
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Step 7.6.2 (l)
Enter the relevant 
information in the Subject, 
Message, and 
Attachment fields 
provided.

Step 7.6.2 (k)
Click on the Add/ Update 
Tab.

Step 7.6.2 (m)
Click on the Add button.
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If the financial evaluation status of a particular item has been set to Due Diligence, additional settings must be 

configured so that they can be used in the due diligence process. Due diligence in procurement pertains 

verification of a supplier’s capability to deliver goods or services in order to mitigate procurement risks . 

The additional due diligence settings will be done as part of post evaluation activities. The evaluation report 

contains functionalities that will enable creation of these configurations. The due diligence settings must be 

completed before the evaluation report is sent for review and approval.

Due diligence configurations will include: Proposal of Contract Manager (explained in section 7.6.1 (a) – (b)) 

and Due diligence settings.

7.7 Financial Evaluation – Due Diligence Settings
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Step 7.7 (a)
Click the Due 
Diligence Settings 
button.

Due Diligence Settings
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Step 7.7 (b)
Click on the Due Diligence 
Details Tab. Step 7.7 (c)

• Enter the Criteria information 
in the field provided.

• Enter a brief Description of the 
criteria.

• Click on the Add button to 
complete the process.



311

Step 7.7 (d)
Click on the Team/ Panel 
Tab.

Step 7.7 (e)
Click on the Select button.
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Step 7.7 (f)
Click on the Questions 
Tab.

Step 7.7 (g)
• Enter the due diligence 

question on the field 
provided.

• Click on the Add button.
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Step 7.7 (h)
Repeat Step 7.7 (f) – (g) to 
define additional 
questions.
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Sending Evaluation Report for Review

Step 7.7 (i)
Once ALL the relevant post 
evaluation settings have been 
defined, the Bid Manager will be 
able to send the evaluation report to 
the Procurement Specialist/ HOD for 
review. After review the report will 
be submitted to PAC for approval.
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Step 7.7 (j)
• Enter the Subject
• Enter the Message to PA 

HOD/ Specialist
• Upload relevant 

Attachment to accompany 
the evaluation report.

• Click on Submit button.
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After performing all relevant evaluation tasks as described 

in sections 7.1 – 7.7, the Bid Manager will submit the 

Overall Evaluation Report to the Procurement Agency 

HOD and PA Specialist for review. When an item’s Financial 

evaluation status is set to  ‘To Negotiate’ or ‘To Conduct 

Due Diligence’, a sequence of tasks must be undertaken to 

make sure the final outcome is either ‘Award or Cancel ’. 

The PA HOD/ Specialist will be required to review the 

reasons for negotiation/ Due Diligence before submitting 

the evaluation report to PAC team.

EVALUATION REPORT

1. Contract Manager

2. Negotiation Settings

3. List of requirements

4. Procurement Process

5. Quotations Opening

6. Evaluation Team

7. Preliminary Evaluation

8. Technical Compliance Evaluation

9. Commercial Evaluation

10. Financial Evaluation 

11. Price Benchmarking

The PA HOD and PA Specialist will be notified on the 

evaluation report submission via E-mail and the e-

Procurement system notifications.

7.8 Review & Approval of Evaluation Report
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The Evaluation 
report submission 
notification will be 
displayed in the list 
of notifications.

Step 7.8 (b)
Click the ‘View’ 
button.

You can also access the evaluation report by following this path: Solicitations Management (Main Menu) All Bid Solicitations 

Evaluation Report

PA HOD/ PA Specialist Review of Evaluation Report

Step 7.8 (a)
The PA HOD/ PA Specialist will be 
required to log in to the portal and 
access system notifications 
functionality. Click ‘See All Alerts’
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Step 7.8 (c)
Click the ‘View 
Evaluation Report’ 
button.
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Contents of the Evaluation 
Report.
Use the ‘Click Here’ button 
to expand the fields to 
view additional details.
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Click the Details
button to view 
Negotiation 
settings.
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Click the Details
button to view Due 
Diligence settings.
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The Approval details 
window shows the 
status of the 
evaluation report 
review and approval.

Click the 
‘Remarks’ 
button to view 
bid Evaluation 
team’s remarks.
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Step 7.8 (d)
Once the PA HOD/ PA 
Specialist has reviewed the 
contents of the Evaluation 
report, the review can be 
completed by clicking on 
the ‘Review Evaluation 
Report’ button.
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Step 7.8 (e)
• Click the drop down arrow and 

select review options provided 
(Submit to PAC or Request 
Changes from Bid Manager)

• Enter the subject matter in the 
Subject field provided.

• Enter relevant Remarks based on 
your review action.

• Click the ‘Submit’ button to 
complete the process.
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PAC Approval/ Rejection of Evaluation Report

Step 7.8 (f)
A PAC member will be required 
to log in to the portal and access 
system notifications 
functionality. Click ‘See All 
Alerts’

Step 7.8 (g)
Click the ‘View’ 
button.

You can also access the evaluation report by following this path: Solicitations Management (main Menu) All Bid Solicitations 

Evaluation Report
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Step 7.8 (h)
Click the ‘View 
Evaluation Report’ 
button.
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Contents of the Evaluation 
Report.
Use the ‘Click Here’ button 
to expand the fields to 
view additional details.
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The Approval details 
window shows the 
status of the 
evaluation report 
review and approval.

Click the 
‘Remarks’ button 
to view Evaluation 
Team and PA 
HOD’s remarks.
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Step 7.8 (i)
Once the PAC Team has 
reviewed the contents of 
the Evaluation report, the 
review can be completed 
by clicking on the 
‘Evaluation Review 
Approval’ button.
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PAC Approval/ Rejection of Evaluation Report - Contract Manager

Step 7.8 (k)
Click on the ‘Contract 
Manager Approval’ 
button.

Step 7.8 (j)
Click on the ‘Contract 
Manager Approval’ tab.
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Step 7.8 (l)
• Click on the select action drop 

down arrow and select the options 
provided. (Approve Contract 
Manager or Request Contract 
Manager Change)

• Give a brief explanation for the 
selection above.

• Click the ‘Submit’ button to 
complete the process.



334

PAC Approval/ Rejection of Evaluation Report – Negotiations Approval

Step 7.8(m)
Repeat Step 7.8 (i) 
and click on the 
‘Negotiations 
Approval’ tab.

Step 7.8 (n)
Click on the ‘Details 
and Approval’ button.
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Step 7.8 (o)
Click on the ‘Negotiation 
Details Approval’ button.
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Step 7.8 (p)
• Click on the approval action drop 

down arrow and select the options 
provided. (Approve or Reject)

• Give a brief explanation for the 
selection above on the remarks
field.

• Click the ‘Submit’ button to 
complete the process.
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PAC Approval/ Rejection of Evaluation Report – Due Diligence Approval

Step 7.8(q)
Click on the ‘Due 
Diligence Approval’ 
tab.

Step 7.8 (r)
Click on the ‘Details 
and Approval’ button.
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Step 7.8 (s)
Click on the ‘Due Diligence 
Approval’ button.



340

Step 7.8 (t)
• Click on the approval action drop 

down arrow and select the options 
provided. (Approve or Reject)

• Give a brief explanation for the 
selection above on the remarks
field.

• Click the ‘Submit’ button to 
complete the process.
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Step 7.8 (u)
Click on the 
‘Evaluation Report 
Approval’ tab.

Step 7.8 (v)
• Click on the ‘Approval Action’ drop 

down arrow and select the options 
provided (Approve Evaluation Report 
OR Reject Evaluation Report).

• Give a brief explanation for the selection 
made above in the Recommendations 
and remarks field.

• Attach the PAC Minutes in the field 
provided.

• Click on the ‘Submit’ button to complete 
the process.

IMPORTANT
Make sure your attachment file is 
in PDF format

PAC Overall Approval/ Rejection of Evaluation Report
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7.9 Financial Evaluation – Negotiation Process

This section will deal with the processes undertaken during the negotiation process between the bidders/ 

suppliers and MAUL negotiation team. This process will only take place if the PAC members approve the 

evaluation team’s recommendation to conduct negotiation for a product (s)

The PA HOD/ PA Specialist will initiate the negotiation process using the e-Procurement’s negotiation 

management feature. The following tasks will be performed in the system with regards to negotiation.

• The PA HOD/ PA Specialist and negotiation team will be able to send messages to bidders.

• The negotiation team will be able to view messages from both bidders and the PA HOD/ PA Specialist

• The negotiation team will be able to compare prices submitted by the bidders and perform price acceptance 

• The negotiation team will be able to close the negotiation.
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Step 7.9 (a)
The PA HOD/ PA Specialist 
will log in to the system and 
click on the ‘Solicitation 
Management’ drop down 
arrow and select ‘All Bid 
Solicitations’.

Step 7.9 (b)
Locate the relevant 
procurement 
document and click on 
the View button.

Negotiation Process – Sending Messages and Initiating Negotiation
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Step 7.9 (c)
Click on the Document 
Menu drop down arrow 
and select Negotiation 
Management.



346

Step 7.9 (d)
Click on the Messages 
button for each supplier to 
send them messages 
concerning the negotiation 
process.
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Step 7.9 (e)
Enter the relevant 
details of your 
message to the 
specific bidder.
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Step 7.9 (f)
Click on the Initiate 
Negotiation button to 
begin the negotiation 
process.

Click on the Get 
Details button to view 
initial quoted prices 
submitted by each 
bidder.
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Step 7.9 (g)
Click on the Send to 
Suppliers button to 
inform bidders of the 
item being 
negotiated.
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Repeat Step 7.9 (a) - (c) to 
access the messages 
functionality.
Click on the Messages button 
next to each bidder as 
explained in Step 7.9 (d)

Negotiation Process – Receiving Messages

Enter the 
relevant details 
of you message 
as indicated in 
Step 7.9 (e)

The right hand side of the 
window shows correspondence 
between MAUL Procurement 
Team and the specific bidder.
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Step 7.9 (h)
Click on the ‘Solicitation 
Management’ drop down 
arrow and select ‘All Bid 
Solicitations’.

Step 7.9 (i)
Locate the relevant 
procurement 
document and click on 
the View button.

Negotiation Process – Price Acceptance

After bidders have submitted their negotiated prices, a member of the negotiation team will log in to the system and perform price 

acceptance while comparing with the targeted prices preferred by MAUL. The negotiation team will receive system and email 

notifications after bidders’ submission of negotiated prices.
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Step 7.9 (j)
Click on the Document 
Menu drop down arrow 
and select Negotiation 
Management.
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Step 7.9 (k)
Click on the Get 
Details button for each 
bidder in order to 
compare the new 
prices.
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Step 7.9 (l)
Click on the Price Acceptance 
button if the bidders’ negotiated 
price is acceptable.

Note:
If the negotiated price is not 
acceptable, DO NOT click on 
this button.

Note:
The initial quoted 
prices submitted by 
the bidders are 
displayed here.

Note:
The new negotiated 
prices submitted by 
the bidders are 
displayed here.

If price is accepted, the 
negotiation price 
status will change from 
Not Accepted to 
Accepted.
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Step 7.9 (m)
Click on the Close Negotiation 
button if the negotiation process is 
complete.

Note:
If the process is not complete and 
bidders are still submitting 
revised prices, DO NOT click on 
this button.
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After the negotiation team has completed the price acceptance, the bid manager will log in to the system and finalize on the financial 

evaluation of the item that required negotiation. The Bid Manager will perform the following tasks:

1. Log in to the system

2. Access the main menu, click on the Solicitation Management drop down arrow.

3. Select the All Bids Solicitation option.

4. Locate the relevant procurement document in the All Procurements section.

5. Click the View button 

6. Click on the Document Menu Drop down arrow.

7. Select the View Bids option.

8. Click on the Financial Evaluation button to complete the financial evaluation of the item that was undergoing the negotiation process.
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Step 7.9 (n)
Click on the Item 
Evaluation button for 
the item that is in the 
negotiation phase.
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The system will display 
the new negotiated 
prices (left) alongside 
the previous quoted 
prices (Right).

Step 7.9 (o)
Click on the Rank button 
to rank the bidders with 
regards to the new 
negotiated prices.
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Step 7.9 (p)
• Enter the rank position 

in the Rank field 
provided.

• Click on the Change 
Rank button to 
complete the process.
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Step 7.9 (q)
Click on the Evaluate 
button to re-evaluate the 
item.
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Step 7.9 (r)
• Click on the Evaluate Decision 

drop down arrow and select 
the Award option.

• You can also enter Reasons for 
the above selection on the 
field provided.

• Click the Submit button to 
complete the process.
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7.10 Financial Evaluation – Due Diligence Process

This section will deal with the processes undertaken during the due diligence process between the bidders/ 

suppliers and MAUL negotiation team. This process will only take place if the PAC members approve the 

evaluation team’s recommendation to conduct due diligence.

Due diligence will be initiated by the team selected to conduct the process using the e-Procurement’s due 

diligence management feature. The following tasks will be performed in the system with regards to due diligence.

• The due diligence team will be able to verify whether bidders have relevant qualifications with regards to the due 

diligence criteria

• The due diligence team will be able to answer the due diligence questionnaire using affirmative Yes/ No answers.

• The due diligence team will be able to close the due diligence process after verification of all bidders is complete.
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Step 7.10 (a)
The PA HOD/ PA Specialist 
will log in to the system and 
click on the ‘Solicitation 
Management’ drop down 
arrow and select ‘All Bid 
Solicitations’.

Step 7.10 (b)
Locate the relevant 
procurement 
document and click on 
the View button.

Due Diligence Process
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Step 7.10 (c)
Click on the Document 
Menu drop down arrow 
and select Due 
Diligence 
Management.
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Step 7.10 (d)
Click on the 
Questionnaire button.
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Step 7.10 (e)
Click on the Yes/ No 
button depending on 
bidder’s response.
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After filling out the 
questionnaire responses, 
the results will be displayed 
at the bottom of the due 
diligence window.
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After the due diligence team has completed the verification process, the bid manager will log in to the system and finalize on the financial 

evaluation of the item that required due diligence. The Bid Manager will perform the following tasks:

1. Log in to the system

2. Access the main menu, click on the Solicitation Management drop down arrow.

3. Select the All Bids Solicitation option.

4. Locate the relevant procurement document in the All Procurements section.

5. Click the View button 

6. Click on the Document Menu Drop down arrow.

7. Select the View Bids option.

8. Click on the Financial Evaluation button to complete the financial evaluation of the item that was undergoing the due diligence 

process.
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Step 7.10 (f)
Click on the Item 
Evaluation button for 
the item that is in the 
due diligence phase.
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Step 7.10 (g)
Click on the Rank button 
to rank the bidders with 
regards to the new due 
diligence results

Step 7.10 (h)
Click on the Evaluate 
button to re-evaluate the 
item.
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Step 7.10 (i)
• Click on the Evaluate Decision 

drop down arrow and select 
the Award option.

• You can also enter Reasons for 
the above selection on the 
field provided.

• Click the Submit button to 
complete the process.
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8.0 AWARDS

To award contracts to bidders, the evaluation process should be complete and at least one of the product’s recommendation status reads  
‘To Award’. These conditions will make the ‘Create Award (s) Contract’ functionality available. 

After the evaluation team has completed all necessary evaluation tasks, and the evaluation report has been reviewed and approved by PA 

HOD/ PA Specialist and the PAC team members respectively. The Bid Manager will perform the following tasks:

1. Log in to the system

2. Access the main menu, click on the Solicitation Management drop down arrow.
3. Select the All Bid Solicitations option.
4. Locate the relevant procurement document in the All Procurements section.
5. Click the View button 
6. Click on the Document Menu Drop down arrow.
7. Select the View Bids option.
8. Click on the Financial Evaluation button.
9. Click on the Item Evaluation button for products that have the ‘To Award’ status only.
10. Click on the Create Award (s) Contract button to begin the awards process (See Next Page).
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8.1 Awarding Contracts to Bidders

Step 8.1 (a)
Click on the ‘Create Award (s) 
Contracts’ button.

Note:
This button will disappear 
after awarding a contract to 
a bidder.  
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Step 8.1 (b)
• Click on the Select Award Method 

drop down arrow and select the options 
provided (Method 100%, Method 
60%-40%, or Method 50%-30%-20%) 

• Once you select the award method, the 
Select Supplier to Award field will 
appear based on the award options 
selected above. Click on the drop down 
arrow and select the relevant supplier.

• Click on the Award button to complete 
the process.
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After completing Step 
8.1 (b), the ‘Evaluation 
Complete’ status will 
appear to show that a 
bidder has been awarded 
the specific contract. 

Once a bidder is 
awarded a contract, 
the system will 
display the award 
status as ‘Yes’.
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After awarding contracts, 
the system will display 
the status Financial 
Evaluation Complete.

Click on the View Awards 
button to see how bidders 
have been awarded 
contracts based on a 
predefined Award Method.

Click on the Financial 
Evaluation Summary 
button to view the final 
results of the financial 
evaluation.



378

8.2 Generate Purchase Orders

Step 8.2 (a)
Click on the ‘View Awards’ 
button.
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Step 8.2 (b)
Click on the ‘Award 
Settings’ button to begin 
selecting columns that will 
appear in the Purchase 
Orders.

The system will display ALL
awards related to the 
specific procurement 
document and their 
respective award details.



380

Step 8.2 (c)
Select the columns that 
will be visible in the 
Purchase Orders. 

Note:
Press on the Ctrl Key to 
select multiple fields.

Step 8.2 (d)
Click on the ‘Add’ button 
to complete the process.
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Once you complete Step 
8.2 (d), the selected 
columns/ fields will be 
visible on the right-hand 
side of the windows as 
displayed on the image.
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Step 8.2 (e)
Click on the ‘Create 
Purchase Orders’ button 
to begin the process of 
creating POs.
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Step 8.2 (f)
Click on the drop down 
arrow and select the 
bidder whose Purchase 
Order you want to create.
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Step 8.2 (g)
Enter the delivery 
date for the Purchase 
Order

Step 8.2 (h)
Enter the Order Quantity for the 
Purchase Order.

Note:
You can enter smaller portions 
quantity wise to enable you to 
generate multiple Purchase 
Orders for a specific bidder. 

Step 8.2 (i)
Click o the Add 
button to complete 
the process.
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• Award Quantity – This is the recommended 
quantity indicated by the evaluation team 
during the evaluation process.

• Allocated – This is the Order Quantity 
defined for a PO

• Unallocated – This is the difference 
between the Award and Allocated 
Quantities.
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Step 8.2 (j)
Click the View Purchase 
Orders to display a list of 
procurement references 
for which POs have been 
generated.
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Step 8.2 (k)
Click the View Purchase 
Order button to display 
details of the purchase Order.

After executing Step 
8.2 (k), the system 
will display the 
Purchase Order 
details. 
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Step 8.2 (l)
Click the View Award 
button to display the 
Award details for the 
specific bidder.
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