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Quick Links

FAQs/

How to create a Procurement Plan

How to add procurement of Services in my Procurement Plan

While adding a package I cannot see anything in ‘Indicative Procurement Method’
Dropdown

I am an institution with two COEs (subcomponents) how should I create my
procurement plan

I have created my Procurement Plan what should I do next

I am an SPFU how can I see and approve the plans of my institution

As an NPIU/ SPFU how can I create my own Procurement Plan

As an NPIU user how can I see and approve plans

I want to make changes (Revise) to my Procurement Plan what should I do

I have revised my procurement plan and sent it for approval can I still initiated
procurements?
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Introduction

NPIU was established by Ministry of Human Resource Development, Government of India, in
August 1990 for coordination, facilitation, monitoring and to provide guidance to the States/

Institutions in all aspects of the projects.

Technical Education Quality Improvement Programme (TEQIP) was envisaged in 2003 as a
long-term programme to be implemented in 3 phases for transformation of the technical
education system with World Bank assistance. TEQIP-II is planned as a sequel to TEQIP-I to
continue the development activities initiated by TEQIP-I. Under TEQIP-II, estimate of
around 200 institutions from all over the country will be selected to achieve the following

objectives:

e Strengthening Institutions to produce high quality engineers for better employability
e Scaling up PG education and demand driven Research & Development and
Innovation

e Establishing Centers of Excellence for focused applicable research

e Training of faculty for effective Teaching

e Enhancing Institutional and System Management effectiveness
To achieve the objectives of the programme, the institutions will be funded for various
activities covered under the programme by the World Bank through the Government of
India. Substantial portion of these funds will be used to procure various good, services, and
works (civil works) by the participating institutions. All procurement under the TEQIP-II
programme will be carried out in accordance with the World Bank guidelines, failing which,

could result in penalties.

The PMSS will be used to support and monitor the procurement activities of the institutions,
which are selected for the project. PMSS will help the procurement activities by reducing
time, standardizing the processes, ensuring transparency, support decision making and
compliance with agreed norms. Apart from the institutions, PMSS will also be used by the
SPFUs (State Project Facilitation Unit) and NPIU (National Project Implementation Unit) for

procurement as well as monitoring activities.
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Chapter

CONFIGURATION AND SETUP

User Guide — Administration
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Home Page

National Project Implementation Unit

(A Goversment ¢f India Unit ‘or Word 3a1Kk Assisted Project for Technical Education)

Particiaatirg 3tz Best Practizes in Prccurement

_s>Scarch option [f;

Technical Education Quality Improvement Programme (TEQIP) PHASE-II

alll PMSS

‘W 211 Procurement Management Support System

Login ID

Password :

Change Password | Forgot Password

Vision

the country

em

velop and nurture a Technical Education Sy

To d

sould produce skiled manpower of the ality

ld and in adequate numbers to

comparable to the very

meet the complex te f the economy; and provide the
nation a comparative advantage in the creation and propagation of

DT jeSt. propag [l Objectives
IS IVESETITaice SSONBNIC@I I M cUeYCONTENt oY o B Strengthening Institutions to produce high quality engineers for better employability,
[CE LR SRS AR Gl SRR I - Scaling-up postgraduate education and demand-driven Research & Development and Innovation,
e IR = U IR I Rl - Establishing Centers of Excellence for focused applicable research,

€conomic devel

Login
Enter the Login ID and Password in the provided textboxes on the home page to enter into the
system. If wrong credentials are entered by the user system won't allow user to login into the

system.

Change Password
The user can change the password at will. For this user needs to click on "Change Password” link

on the home page.

A pop up will be displayed as below.

= Change Password - Windows In... Z”:,E|

| set Password | Close | Help |

Change Password

Login Mame e -
Old Password Lo
MNew Password e

Confirm Password
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The user will have to specify the user name, the old password, enter the new password and then
re-enter the new password. The system will indicate the success or failure of changing the
password.

The user will have to close the popup and re-enter the login credentials according to the recently
changed password.

Forgot Password

If user has forgotten his/ her password, he/ she can send the request to rest the password.
Enter Login ID and click on the “Forgot Password” link.
Password will be sent to the user through email.
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Configuration Module

To access the Configuration Module, click on Configuration link.

.'.?llﬁ

MR PMSS Procurement Management Support System Technical Education Quality Improvement Programme (TEQIF) PH

Procurement MIS Request/Queries EaiiiElat]

4 yser : prakash{NPIU Administrator - NPIU)

Activities " Components | Catgagt_?ar;o-rbe " Institution Type " Institutions || NPIU SPFU

=17 conFreuraTION
g Application Settings
12 Z|Masters

User Maintenance

#ADefine Procurement Plan CONFIGURATION = NPIU

B-E S Sacurity
Code wpIU * Name national Project Implementation Un
Address CIL House, 4th Floor, Plot No 45 Phone Number 123456, 123456 , 123456 , 123456
*
Email ID pMSSSystem@NPIUL11.com " Fax Number 133456777
Credit Number | /no.0/54824525 L Allocated Budget 1200001
Project Name Technical Education Quality Improvemes Project Cost 2000000(

1D Add | 7 Delete | D select Al | 7 clearan |2

Purchase Committee

» Committee Member Name + Designation + Role In Purchase Committe De

t t gh

Mrs Kalpana Raut Business Analyst Incharge
Mrs qupta ajksd

Mr saxena some de

Under this module user will be able to define the following;
e Application Settings

Masters

User Maintenance

Procurement Plan Definition

Security

Application Settings

To access Application Settings go to Configuration-> Application Settings.
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Procurement MIS Request/Queries

Configuration

4 yser : prakash{NPIU Administrator - NPIU)

""" &% Application Settings

User Maintznance
=
i1_«ADefing Procurament Blan
£ S sacurity

],nSave ],l

CONFIGURATION = Application Settings

Dollar Rupee Conversion Rate
Elapsed Period For Bid Opening 244 Hrs.
MNao. Of Revisions To Procurement Plan

Shopping Payment Terms
% Payment After Delivery 90w

% Payment After Acceptance 104
Procurement Budget Allocation (in %)

Civil Works (for Subcomponent 1.1) 5
Civil Works (for Subcomponent 1.2) 3
Services 2

50 MNote:This rate will be used for calculating threshold of procurement me

0x Mote: If 0 then unlimited revisions

(+ Man

Following fields can be setup here:

Field Name Sample value in the field Information about the field
The rate that is put in this field will
Dollar Rupee 50 be used for $ to Rs. Conversion
Conversion Rate when calculating the thresholds for
the methods
Bid opening data cannot be entered
Elapsed Period For in the system if the user fails to
Bide enin 48 input the bid opening data within
P 9 the number of hrs that are put in
this field
No. Of Revisions To User will be able to revise his/ her
plan based on the number
Procurement Plan )
configured here
% Payment After 90 This field is wused in Shopping
Delivery Method Payment terms definition
% Payment After 10 This field is wused in Shopping
Acceptance Method Payment terms definition
This field is used to calculate the
Civil Works (for 5 allocated budget for Civil works for
Subcomponent 1.1) institutions under Subcomponent
1.1
This field is used to calculate the
Civil Works (for 3 allocated budget for Civil works for
Subcomponent 1.2) institutions under Subcomponent
1.2
This field is used to calculate the
Services 2 allocated budget for Services for the
institutions.
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Masters

To access Masters node go to Configuration-> Masters.

Under this node user will be able to define the following;

NPIU

SPFU

Activities

Components and Sub-components
Institution Types

Institutions

Procurement Methods

NPIU

Go to Configuration-> Masters-> NPIU

Procurement MIS Request/Queries Configuration

“H yser : prakash{NPIU Administrator - NPIU)

E‘ { CONFIGURATION

=
o=

##Defing Procurement Rlan
%SEEun'ty

Activities " Components " Catgagt_?erso-rfub " Institution Type " Institutions || NPIU L SPFU nl.jv.lc;;
Ln.‘iave §
(+ Man
CONFIGURATION > NPIU
Code npIy * Name pational Project Implementation Un
Address CIL House, 4th Floor, Plot No 45 Phone Number 173456, 123456 , 123456, 12345¢
B, 4

Email ID pM5SSystem@NPIUL11.com L Fax Number 123455777
Credit Number | /pa.0/54824525 L Allocated Budget 1200001
Project Name Technical Education Quality Improveme « Projel:t Cost 20000001

1D ada | % petete | %) seiecta | £ csaran | C

Purchase Committee

¢ Designation + Role In Purchase Committe [
U S Gaikwad PM NPIU EACIL
S Ramachandran Consultant Procurement
S ¥ Malik Consultant Administration
Anandmani Associate Consultant Computer Systems
Total Re

Following fields can be setup here:

Field Name Sample value in the field

Information about the field

Code NPIU

This is a code given to NPIU. When
a ProcurementRequestID is
generated for NPIU this code will be

used in the ID generation. E.g.
ProcurementRequestIDs  will be
TEQIP-II/NPIU/1, TEQIP-II/NPIU/2
etc

10
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Name

National Project Implementation
Unit

Email ID

npiuwb@hotmail.com

All emails sent to NPIU will go to

this email id

Telephone Number

0120 - 2513921

NPIU’s Telephone Number

Fax Number

0120 - 2512485

NPIU’s Fax Number

Address

ED. CIL House 4th Floor,

Plot No. 18 A, Sector 16 A,
Noida, Gautam Budh Nagar
Uttar Pradesh, India - 201301

NPIU’s Address

Credit Number

NPIU’s load account humber

Allocated Budget

Allocated Budget for TEQIP II

Project Name

TEQIP II

Used in Shopping - letter of
invitation

Project Cost

TEQIP Project’'s cost, used
Shopping - letter of invitation

Once the above data is saved a sub tabs will appear;

» Purchase Committee

Purchase Committee

Purchase Committee for the NPIU can be created here.

CONFIGURATION > NPIU

Code npIU L Mame pational Project Implementation Unit «
Address CIL House, 4th Floor, Plot No 45 Phone Number 133456, 123456, 123456, 123456 124

@;{*
Email ID pmSsSystem@MNPIUL11.00m " Fax Number 133456777 b
Credit Number | /na.0/54524525 Le Allocated Budget 120000000k
Project Name Tachnical Fdycation Ouality Imnroyeme s Pm_ject Cost 2000000000

|0 add | % pelete | 4] selectall | £ clearall | @ help |

Purchase Committee

U S Gaikwad
S Ramachandran
5 K Malik

Anandmani

« Committee Member Name + Designation

P NPIU EACIL

Consultant Procurement

Consultant Administration

Associate Consultant Computer Systems

+ Role In Purchase Committe

Total Records :4

-

mimim

Delete

To define the purchase committee the user can come to this sub tab;

11
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o

o

Click on ‘Add’ link
Enter the Committee Member name

Enter his/ her Designation

Enter his/ her Role In Purchase Committee

Click ‘Save’

To add another Committee member user can repeat the above steps

SPFU

Go to Configuration-> Masters-> SPFU-> ‘Add’

Activities Companents Catggtir;n-fub Institution Type Institutions NFIU SPFU Prﬁf;r;gfm
| save | 5 Serertrtt—t—t—— | ) Help |
(+ Mandatory)
CONFIGURATION = SPFU
Code WwWg N Mame west Bengal "
Email ID wh@wb111.com " Phone Number 033-65872365 *
Address \west Bengal Fax Mumber g33-65572366 L
&, .

Website URL '\“.l"\“.l"\.“.".'\“.l'b|111"\“a'b.C0|ﬂ * Allocated ElLIdget 230000004

Following fields can be setup here:

Field Name

Sample value in the field

Information about the field

This is a code given to SPFU. When
a ProcurementRequestID is
generated for SPFU this code will be

Code SPFU’s Short Name used in the ID generation. E.g.
ProcurementRequestIDs for
Maharashtra will be TEQIP-II/MH/1,
TEQIP-II/MH/2 etc

Name SPFU’s Name

Email ID All emails sent to SPFU will go to

this email id

Telephone Number

SPFU’s Telephone Number

Fax Number

SPFU’s Fax Number

Address

SPFU’s Address

Website URL

SPFU’s Website URL

Allocated Budget

Allocated Budget for SPFU

Once the above data is saved two sub tabs will appear;

12
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» Purchase Committee
» SPFU Logo
Purchase Committee

Purchase Committee for the SPFU can be created here.

CONFIGURATION > SPFU
Code ap L Name andhra Pradesh "
Email ID ap@npiulll.com * Phone Number 055-65572365, o
Address andhra Pradesh Fax Number pg5-555872366 e
&, .
Website URL i npiulll-ap.com e Allocated Budget 1000000+

l'; Clea

Purchase Committee

~ Committee Member Name + Designation + Role In Purchase Committe Delete

G5 RANGAMATH SECRETARY STATE BOARD r
rMEMEME GM PURCHASES r
UWSH MURTHY JOINT DIRECTOR r

To define the purchase committee the user can come to this sub tab;
o Click on ‘Add’ link
o Enter the Committee Member name
o Enter his/ her Designation
o Enter his/ her Role In Purchase Committee
o Click ‘Save’

To add another Committee member user can repeat the above steps

SPFU Logo

SPFU Logo can be uploaded here;
o Click on ‘Add’ link
o In the pop up browse and select the logo file
o Click upload

All the Project SPFUs can be created by repeating the above steps.

13
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Activities

Go to Configuration-> Masters-> Activities

Category - Sub

Activities | Compenents || Category

| msttdtionType | hstttons | wPW | sPRu | Precuremert

CONFIGURATION = Activities

» Activity Name Delete

Academic support for wealk students

Collaboratien with Industry for applicable research and product development

Conducting Professicnal Develepment Pregramme for Project and Technical Education administraters at the Maticnal, State
and Affiliating Universities

Enhanced interaction with Industry

Enhancement of Research and Development and Instituticnal Censultancy activities

Faculty and Staff develepment for enhancing research cempetence
Faculty and Staff develepment for improved cempetence based on Training Needs Analvsis (TMN&)

N 1

Implementation of Institutional referms -

Total Records :14

| saveandadd [Mdsave | Buela |

(+ Mandatory)

CONFIGURATION > Activities

Activity Name

This page will allow the user to define Project Activities.

Following fields can be setup here:

Field Name Sample value in the field Information about the field

Activity Name Enter Activity Name here

To add new project activity,
o Click on ‘Add’ or ‘Save and Add’ link
o Enter Activity Name

o Click ‘Save’ or ‘Save and Add’ (To continue adding project activities)

14
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Components and Sub-components

Go to Configuration-> Masters-> Components

Categorny - Sub

Activiti C nt
Activities || omponents | =

|| Institution Typs || Institutions || NPIU || SPFU || Pﬁ;mz"“

CONFIGURATION > Components

Component 1 Improving Guality of Education in Selected Institutions I
Component 2 Improving Svetem Management -

This page will allow the user to define Project Components and Sub-components

To add new components, user can click on “"Add” link. Following screen will be displayed.

Activities Componernts Catgagtcégo'rf"'b ” Institution Type || Institutions " NPIL ” SPFU " Pri'lceutforgim

| I save |48 save and Add | ™ Back | 2 Help |
(+ Mandatory)

CONFIGURATION = Components

Component Code Component 1 e

Component Name Improving Quality of Education in Selected Institutions #

Following fields can be setup here:

Field Name Sample value in the field Information about the field

Enter Component Code here. This
Component Code component code will be used on all
pages to identify this component.

Component Name Enter Component Name here

To save the details, user can click on ‘Save’ or ‘Save and Add’ link (To continue adding more
components)

Once save a Sub Component section will appear.

Sub-Components

To add new sub-component under the component, user can click on ‘Add’ link in
Subcomponent sub tab.

To modify or view details of existing sub-component, user can click on name of the sub-

component. It will show following screen

15
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[E.‘Saue l-IgSaveandAdd l@ﬂlﬂ&e l@Help[

SubComponent

Sub Component Code

Sub Component Name

(+ Mandatory)

Following fields can be setup here:

Field Name

Sample value in the field

Information about the field

Sub Component
Code

Enter Sub-Component Code here.
This code will be used on all pages
to identify this Sub-Component.

Component Name

Enter Sub-Component Name here

To save the details, user can click ‘Save’ or ‘Save and Add’ (To continue adding more Sub-

components under the same Component.)

Once save Activities can be associated to the Sub Component by clicking on the Associate

Activities link.

Associated Activities

To associate project activities with the Sub-Component, user can click on ‘Associate

Activities’ link in Sub-component sub tab on Configuration-> Masters-> Components screen.

It will display following screen:-

16
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Sub Component Activities

w Activity Name Select

Academic support for weak students r
Collaboration with Industry for applicable research and product development

Conducting Professional Development Programme for Project and Technical Education administrators at the
MNational, State and Affiliating Universities

Enhanced interaction with Industry

Enhancement of Research and Development and Institutional Consultancy activities

Faculty and staff development for enhancing research competence

Faculty and staff development for improved competence based on Training Needs Analysis (TNA)
Implementation of Institutional reforms

Improvement in teaching, training and learning facilities

Incremental Operating Cost

Infrastructure Improvement for teaching, training and learning facilities

Institutional Management Capacity enhancement

Mational/ International collaboration for Research and Development activities with academic institutions and R & D
organisations

Providing Assistantships for increased enrolment in existing and new PG Programmes in Engineering disciplines

I [ (R U U R R R N R N B

Here user can select activities to associate with the sub-component and click on ‘Save’ link

Category and Sub-category

Go to Configuration-> Masters-> Category and Sub-Category

This is a view only page.

This page will display list of item categories, their sub-categories and Value Threshold rules
for the item categories.

17
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( ( Category - Sub || . ( . [ | [ Frocurement
| Activities " Components " Category Institution Type “ Institutions " MFIU " SPFU “ Methods

... |VaeThreshholdRules | Znein |

CONFIGURATION = Category - Sub Category

Item Category » Item Sub Category
Civil Works

Extension of Buildings
Others
Refurbishment works

Repair works

Goods

Books & Learning Resources

Equipment

Furniture

Minor Items

Services

Others
Professional Services

Research/ Consultancy Contracts
Training

Workshops

To view Value Threshold rules, user can click “Value Threshold Rules’ link. It will display

following screen :

| Close |
Value Threshold Rules

Civil Works
< UsSD 30, 000 Shopping
== lUSC 30, 000 NCE
< USD 1,000 Direct Contracting
Goods @ Equipment
< UsD 20, 000 Shopping
Proprietary item less than USD 20,000 Direct Contracting and Shopping.
Proprietary item greater than or equal to USD 20,000 Direct Contracting and Shopping. After approval from NPIU
= USD 20,000 Less than USD 300,000 NCE
==USD 300,000 ICE , LIB
Goods @ Furniture
|< UsD 20, 000 |Sh0pping

Goods @ Books , Learning Resources, Proprietary Software, Education Material

|< UsD 20, 000 |Direc:t Contracting and Shopping
Goods : Minor Items
| < uso s00 | Direct Contracting
Services
=USD 200,000 QCES
=USD 100,000 < USD 200,000 QCBS/FBS/LCS
<=USD 100,000 LCS/CQS/FES
= = 2,000 555

18
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Institution Type

Go to Configuration-> Masters-> Institution Type

e Category - Sub | Institution T Y Procurement
| Activities ” Components ” Eaay | nstitution Type Institutions ” NPIU " SPFU ” Methads

CONFIGURATION > Institution Type

Institution Type

Delete
Centrally Funded Instituticn r
Private Unaided instituticns r
State / UT Government Fully fided Institutions I
State / UT Government Owned instituticns r
State / UT Gevernment Partially Aided Instituticns r

Total Records @5

| 8 save and add | B save |2 Haip |
(+ Mandatory)

CONFIGURATION = Institution Type

Institution Type

This page will allow the user to define Institution Types. User can add new types or
modify/delete existing types in the list.

Following fields can be setup here:

Field Name Value in the field Information about the field

Institution Type Text Enter Institution Type Name

To add new Institution Type,
o Click on ‘Add’ or ‘Save and Add’ link
o Enter Institution Type

o Click ‘Save’ or ‘Save and Add’ (To continue adding more types)

Note: User cannot delete Institution Type “Centrally Funded Institution”.

19
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Institutions

Go to Configuration-> Masters-> Institutions-> ‘Add’

Redinitiog N Category - Sub L ) i | ) Frocurement
Activities Components e Institution Type Imstitutions NPIU SPFU Methods
| """ Back [E.'Save [-IESaveande [@Help |
(+ Mandatory)
CONFIGURATION = Institutions
Code 13 L Mame National Engineering Callege "
Institution | private Unaided institutions “ L
Type
Monitoring L State | andhra Pradesh v
Agency
Address Website
URL
@,
Phone Fax
Mumber Mumber
Email ID Director w

Following fields can be setup here:

Field Name

Value in the field

Information about the field

This is a code given to Institution.
When a ProcurementRequestID is

Code Institution’s Code generated for institution this code
will be used in the ID generation.
Name Institution’s Name

Institution Type

CFI, Private etc

State

SPFU’s Name

If Institution is not a CFI then
State’s name can be selected

Email ID

All emails sent to the Institution will
go to this email id

Telephone Number

Institution’s Telephone Number

Fax Number

Institution’s Fax Number

Address

Institution’s Address

Website URL

Institution’s Website URL

Allocated Budget

Allocated Budget for the Institution

Once the above data is saved four sub tabs will appear;

» Institution Departments

» Institution Purchase Committee

> Institution Sub Component

20
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» Institution Logo

Institution Departments
Departments of the Institution can be created here.
To define the Departments, user can come to this sub tab;
o Click on ‘Add’ link
o Enter the Department name
o Enter Department Head name
o Click ‘Save’

To add another Department user will repeat the above steps

Institution Purchase Committee
Purchase Committee for the Institution can be created here.
To define the purchase committee the user can come to this sub tab;
o Click on *Add’ link
o Enter the Committee Member name
o Enter his Designation
o Enter his/ her Role In Purchase Committee
o Select the department to which this member belongs to (dropdown will list
departments created in the above Department sub tab)
o Click ‘Save’

To add another Committee member user can repeat the above steps

Institution Sub Component
Mapping of the institution to the Sub Components can be done here.
To map the sub components to an institution the user can come to this sub tab;
o Click on ‘Add’ link
o Map (select) the Sub Component
o Enter the Allocated Budget
o Allocated Budget for Civil works and Services will get Auto calculated.
o Click ‘Save’

To map more sub components the user can repeat the above steps.

Institution Logo

Institution’s logo can be uploaded here.
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o Click on ‘Add’ link
o In the pop up browse and select the logo file
o Click ‘Upload’
All the Project institutions can be added by repeating the above steps.
Procurement Methods
Go to Configuration-> Masters-> Procurement Methods
——
| Activities || Components | catggg;érfu': ” Institution Type ” Institutions || MPIU ” SPFU ” Prﬁ?;fggzm
10 add | PThelp |
CONFIGURATION > Procurement Methods
Qs Consultant Qualification Bazed =electicn
FBS Fixed Budget Selection
LS Least Cost Selection
555 Single Scurce Selection
Goods
ICB Internaticnal Competitive Bidding (ICE)
LIB Limited International Bidding
Goods/Waorks
Direct Contracting Direct Contracting
MNCB Naticnal Competitive Bidding
Shopping Shopping
Services
QCBS Quality and Cost Based Selection

Click on a method to define the timelines for that method.
Following fields can be defined for Shopping/ Direct Contracting/ NCB/ ICB/ LIB;

Field Name

Value in the field

Information about the field

Bid Document
Preparation Date

Enter Number of day

For NCB/ ICB/ LIB; ‘Bid Document
Preparation Date’ in the
Procurement Plan will be calculated
based on number of days inputted in
this field plus the ‘estimated
financial section’ date.
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Bank's NOC for
Bidding Documents

Enter Number of day

For NCB/ ICB/ LIB, when prior
review is applicable ‘Bank's NOC for
Bidding Documents Date’ in the
Procurement Plan will be calculated
based on number of days inputted in
this field plus the ‘estimated
financial section’ date.

Bid Invitation Date

Enter Number of day

'‘Bid Invitation Date’ in the
Procurement Plan will be calculated
based on number of days inputted in
this field plus the ‘estimated
financial section’ date.

Bid Opening Date

Enter Number of day

‘Bid Opening Date’ in the
Procurement Plan will be calculated
based on number of days inputted in
this field plus the ‘estimated
financial section’ date.

Contract Award date

Enter Number of day

‘Contract Award date’ in the
Procurement Plan will be calculated
based on number of days inputted in
this field plus the ‘estimated
financial section’ date.

Date of completion
of Contract

Enter Number of day

‘Date of completion of Contract’ in
the Procurement Plan will be
calculated based on number of days
inputted in this field plus the
‘estimated financial section’ date.

Similarly timelines can be defined for QCBS/ FBS/ CQBS/ LIS/ QBS/ SSS.

User Maintenance

The users can be added under this node.

Maintenance-> ‘Add’.

pcurement MIS Request/Queries

Configuration

sar : prakash{NPIU Administrator - NPIU}

1 CONFIGURATION

To add users go to Configuration-> User

],nSave ],-ig.‘iaveandAdd LG’ShﬂnH.istnry ],UBal:k L@He

""" Application Settings

0. .
i~ User Maintenance
=

""" D BEulk Login Creation

CONFIGURATION > User Maintenance

— 2n Employee

£ S security Name
[ user Login Maintenznce First Mame |yinay P
Folze Maintenance .
D Faols Access User Name e

Email ID yingy@email.com
Address

*

Role | procurement Coordinator (Institution) % kL

State | andhra Pradesh

b

Middle Last
Name Name
Birth Date 1§2 Gender | Male
Phone
City Pin Code
Institution | Gso. ENG -

(+ Mandata
User Name : vir

*
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Following fields can be captured for the user:

Field Name Value in the field Information about the field

First Name e.g. Mohammed Enter the name of the person

Middle Name e.g. Al Enter the middle name of the person

Last Name e.g. Shaikh Enter the family name of the person

User Name e.g. shaikh.Mohammed This is a unique name by which user
will be identified by the system.

Birth Date Person’s birth date

Gender Choose either Male or Female

Email shaikh.mohammed@ Enter a valid Email address. Emails

yahoo.co.in will be received by this user at this

email address

Phone Enter telephone number

Address Address of the user

City

Pin Code

Role Role of the person Select the role of the person i.e.
Procurement Coordinator, SPA etc

State

Institution Institution, if applicable Select the institution name if the
user is at institution level. For NPIU
,SPFU and WB users institution will
be blank

Once above data is filled, click ‘Save’

All the users can be added by repeating the above steps.
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Procurement Plan Definition

Go to Configuration-> Procurement Plan Definition.

pcurement MIS Request/Queries Configuration

ser : prakash(NPIU Administrator - NPIU)

1 CONFIGURATION
Application Settings
Mastars CONFIGURATION > Define Procurement Plan

0. .
" |User Maintenance

«Define P tPl s + Last + Grace Period for + Is
%;Lﬁ:tvmcmemen = ¢DSattaert + End Date ¢[:':t?(sll'rllt;;?£s:5" Submission Date Plan Submission Applicable Dely
SPFU d Pl
User Login Maintznance| - - - - e ( . ) (days) an
Eroccurement Plan |01/01/2010| 30/06/2011 31/03/2010 30/04/2010 7 Yes N

D Fole Maintenance
D Fole Access

for 18 Months

""" D Bulk Login Crezation

Total Records

],HSave ],-igSaveandAdd h@ He|

(+ Mandato

CONFIGURATION > Define Procurement Plan

Title L
Start Date i3],
End Date 132
Last Submission Date (Institute) i3],
Last Submission Date (SPFU) 132

Grace Period for Plan Submission (days)

Is Applicable Plan [~

This page will allow the user to define the procurement plans. Following fields can be

defined for a plan;

Field Name Value in the field Information about the field
Title e.g. Procurement Plan for 18 Give a title to the plan
Months
Start Date e.g. 01/11/2010 Enter Start Date of Plan
End Date e.g. 31/05/2010 Enter End Date of Plan
Last Submission Date Last day by which institutes are
(Institute) expected to submit their plans
Last Submission Date Last day by which SPFUs are
(SPFU) expected to submit their plans
Grace Period for Plan Grace period given for plan
o Enter number of days L
Submission (days) submission
Is Current Plan? Current Plan Check if the plan belong to the
current period
Security

Under this module user will be able to define the following;
e User Login Maintenance
e Role Access
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User Login Maintenance

Go to Configuration-> Security-> User Login Maintenance -> ‘Add’

Procurement MIS Request/Queries EailsiTElaGl

“H User : prakash{NPIU Administrator - NPIU)

SR 1/ CONFIGURATION Select ﬁciHHM wpiR EHVM&LL
; Application Settings
12 =|Masters Login Name User Name
IUser Maintenance =
#Define Procurement Plan (= User Login Maintenance - Windows Internet Explorer
[
Security
L user Login Haintenance 1lsave | Fsaveandnda | Dneip |
- : Mandato
D Role Maintenance ] . . (+ ry) + Is Active Dele
Role Zccess CONFIGURATION > Security > User Login Maintenance
D Eulk Legin Creation Yes I
User Name | vL.( Yes m
Login Name L Yes r
Password Yes B
Confirm Password Yas i
Yes I
Yes I
Yes N
Yes I
Yes I
Yes I
Yes I
hitesh hitesh Procurement Coordinator (Institution) Yes ]
kalesh lealezh Procurement Coordinator (NPIU) Yes ]
kumar kumar Procurement Coordinator (SPFUY Yes N

Logins for the existing users (i.e. users which are created in the User Maintenance node)

can be created here. Following fields can be setup here:

Field Name Value in the field Information about the field

User Name e.g. shaikh.mohammed All the user for whom logins are not
created will be listed in this
dropdown

Login Name e.g. shaikh.mohammed By default the ‘User Name’ will be

shown in this field, if required this
can be changed in order to have a
different login name.

Password Enter a password for the user.

Confirm Password Enter the same password as above.
Email can be sent to the user, to
notify him about his password
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Role Access

Role access allows user to define access rights for each role. On this page, user can specify
which role has access to which feature of the system. To configure role access go to
Configuration-> Security-> Role Access

The default screen will list all the roles that are defined in the system.

Procurement MIS Request/Queries EaanilsilElau]

M user : prakash(NPIU Administrator - NPIU)

E‘ CONFIGURATION Select olm|ule|s|TIALL

1 inherit Role Access | %

Application Settings
CONFIGURATION > Security > Role Access

~ Role

12 =|Masters

User Maintenance
i_g#Define Procurement Plan
£ S security

User Login Maintznance|
D Faole Maintenance
D Role Access

""" D Eulk Legin Creation

Administrater
Civil Works Coordinator
CEx

Director / Head of Instituticn

MHRD - AS and NFD TEQIP

MHRD - Director

MHRLC - Secticn Cfficer

NEIU Administrater

Erocurement Assistant

Erocurement Coordinator (Institution’)

Brocurement Cocrdinater (MEIUY

Erocurement Coordinator (SEFU)

Brocurement Officer
Procurement Specialist

Project Cocrdinator

Senior Procurement Coordinator

sPa

Team Task Leader
TEQIF Cocrdinator

Click on the role to which access is to be set to get a pop-up;

Role Access

Role : Procurement Coordinator (Institution)

Select Module | Procurement w

Functionality Subtag Access Access Add Edit Delete View

Procurement v

<]
<]
<]
<]
<]

Precurement-->Motice/Circulars Subtag Sccess

Plan

Plan--=Approvals

<

Plan--=Approvals
Elzn-->Prepars Plan
Plan--=Procurement Plan Details (Services)

Subtzg Sccess

<1< 17
=TT
(=717
=TT
=TT

<]
<]
<]
<]

Elzn-->Revized Plans Subtzg Sccess

<]

Process

Brocess-->In Progress Subtag Access

Erocess-->Initists Subtag fccess

1%l
U
1%
U
Uk

Process--=Prior Reviews
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o In the ‘Select Module’ dropdown select a module e.g. Procurement, MIS etc
o All the nodes of selected module will be listed

o Give the appropriate Add/ Edit/ Delete rights to the role.

Bulk Login Creation

This feature can be used to create many logins in one go. To use this feature go to
Configuration-> Security-> Bulk Login Creation

The default screen will list all the users for which logins are not created.

wurement MIS Request/Queries Configuration Query Builder

ar : prakash{NPIU Administrator - NPIU)

TEITTT selectSTALL I create togin | [ selectan |21
""" Application Settings
-2 ZIMasters Resource Role | v| | Show|
""" User Maintenance Institution | vl SEFU | v|

""" #ADefine Procurement Plan

s -
H s CONFIGURATION > Security > Bulk Login Creation
D Wser Login Maintenance|
Rele Maintenznce Following is the list of Active Resources for which Login is still not created.
Fole Access
[ Bulk Login Crestion Select¢ Role + Email ID + Institution Name+ SPFU Na
W  Sangeeta P Patel Procurement Coordinator (NPIU) rajkumarm@compulink.co.in
W sarahss Procurement Coordinator {Institution) sarah@sarah.com D.Y Patil College
W testusr Procurement Coordinator (Institution) ashwinir@compulink.co.in

o Select the users for which login have to be created

o Click ‘Create Login’

o An email will be sent to the users which will contain their password.

o There are filters on top of the page (Institution, Role etc). Select the
appropriate filter to list the users accordingly. E.g. to list the users of a
particular institution select that institution’s name in the Institution filter.
The page will list (display) the users belonging to the selected institution.

Then logins can be created for all the users of this institution in one go.

28




Procurement Management Support System - PMSS v1.0

User Guide

PROCUREMENT PLAN

Chapter

User Guide — Procurement Plan
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Procurement Plan

Procurement plan is the heart of PMSS. No procurement can be initiated through PMSS

unless it has been approve in the procurement plan.

Once a plan is defined in the configuration module by the NPIU user, it will start to list for all

the Institutions and SPFUs.

all f

SR PMSS Procurement Management Support System Technical Education Quality Improvement Programme (TEQIP) PHA

e-Dashboard MIS Request/Queries Configuration

M user : swapnil(Procurement Coordinator (Institution) - IIITM Gwalior)

E-K¥procurement LE
=
#“Plan
Dprepare Plan Period
Revized Flans
Process Procurement > Plan > Prepare Plan
Initizte
In Progress Title Current Stage Sub EE D.at'? of PIP View PIP View Report Stage Inforr
e Component Submission
Maotice/Circulars — - -
Procurement Plan for 18 Months (From Under 1.1 31/03/2010 PIP View | PIP View Report | Stage Inforn|

01 Jan 2010 te 30 Jun 2011} reparation

Institutions and SPFUs will see a link as shown in the above snapshot. They can click on this

link and start to create a detail procurement plan.

Note: If an institution belongs to more than one subcomponent then they will
see 2/ 3 plans based on the number of subcomponents that they belong to.
Such institutions can create separate plans for each subcomponent. Steps to

create a procurement plan are as per section below.
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Procurement Plan Creation

To create procurement plan go to Procurement-> Plan-> Prepare Plan

':”_I'T PMSS Procurement Management Support System Technical Education Quality Improvement Programme (TEQIP) PHA

e-Dashboard MIS Request/Queries Configuration

M user : swapnil(Procurement Coordinator (Institution) - IIITM Gwalior)

E-K¥procurement " g
gy =
= #Plan
Dprepare Plan Period
DR&vised Elans
--@pmcess Procurement > Plan > Prepare Plan
Initizte
In Prograss Title Current Stage S,.Uh . Las.t D_atg of PIP View PIP View Report Stage Inforr
[ZInoticescircular = e - -
Procurement Plan for 18 Months (Frem  |Under 1.1 31/03/2010 PIP View | PIP View Report | Stage Inform
01 Jan 2010 to 30 Jun 2011) Preparation

1. Click on the Procurement Plan Title, a detailed page will open as shown below;

F._' o

{+~ Mandatory|

Procurement > Plan > Prepare Plan

Title Procurement Plan for 18 Months (From 01 Jan 2010 to 20 Jun 2011) Revision# 0

Semice= (0]
1D add | 2 etn |

Goods/ Works

Category 4+ Package Code + Estimated Cost + Actual Cost Define Timelines Delete

There are no items to show in this view.

2. To plan procurements of goods/ civil works; Click on the ‘Goods/ Civil Works’ tab. Then

click on ‘Add’ a page to add package will be seen as show below;

{= Package-Item details - Windows Internet Explorer,

(+ Manda
Package-Item details Mational Project Implementation Unit | Plan Title : Procurement Plan for 18 Months (From 01 Jan 2010 to 30 Jun Z

Package MName L Description

Category v i Sub Category |
Sub Component LN
Activity Estimated Cost
Indicative Procurement | vL* Suggest Methods Est. Financial Sanction 13|,
Method Date

Is Proprietary? [~
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3. Enter data in the following fields on this page;
o Package Name
o Description
o Category — Based on the Category items section will appear
o Sub Category
o Activity - There is a small box in front of this field. If required, Click on this box
to see the complete name of the ‘Activity’
o Estimated Financial Section Date
o Is Proprietary - Check this box for proprietary items.
4. Adding at least one Item is mandatory. To add an Item click on the ‘Add’ link a row will

appear where the item details can be added.

LﬁSave LESaveandAdd i@dnse iﬁ

(+ Mandz
NIT Rourkela | Plan Title : Procurement Plan for 18 Months (From 01 Jan 2010 to 30 Jun |

Package-Item details

Package Name Fz| Filters L Description Chemical filkers
Category | Goods v Sub Category | Equipment “
Activity LEnhancement of Research and Development anc VL* Estimated Cost
| |
Indicative Procurement |— vL* Suggest Methods Est. Financial Sanction 15/10/2010 182,
Method Date
= Item Details r

=

Adding at least one Item is mandatory. Once the items are added click on the 'Suggest Method' link to select the Procurement Method.

Item Details
=

Delete Item Name Description Quantity Est. Cost/Unit Estimated Cost Procuring Department Dept. wise Breakup

Enter data in the required fields;

To add another item, repeat the steps 4 and 5.

Once all the items are added, Click on the ‘Suggest Methods’ link. This will populate the
‘Indicative Procurement Method’ dropdown. The method(s) will be populated based on

the total ‘Estimated Cost’
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8.
9.

— S
| : ose | 2
(+ Mandz
Package-Item details NIT Rourkela | Plan Title : Procurement Plan for 18 Months (From 01 Jan 2010 to 30 Jun ||
Package Name Fz| Filters b Description Chemical filters
Category | Goods ™ Sub Category | Equipment R
Activity | Enhancement of Research and Development ant % L Estimated Cost
Indicative Procurement | p L* Suaggest Methods Est. Financial Sanction 15/10/2010 1i2l,
Method Date

= Item Details

Item Details

Adding at least one Item is mandatory. Once the items are added click on the 'Suggest Method' link to select the Procurement Method.

S - Est. Estimated - Dept. wis
Delete Item Name Description Quantity Cost/ Unit Cost Procuring Department Breaku|
r Filter Conial Slad + Conical 217 34 124 2000.00% |Chemic:a| Engineering VL(

Select the appropriate method in the ‘Indicative Procurement Method’ dropdown.
Click ‘Save’

10. Once saved, ‘Define Timelines' link will appear. The purpose of this link is to input the

estimated dates of Bid Invitation, Bid Opening, etc for that package.

(+ Mandz
Package-Item details NIT Rourkela | Plan Title : Procurement Plan for 18 Months (From 01 Jan 2010 to 30 Jun ||

Package Code

Package Name Fz| Filters " Description Chemical filters
Category e Sub Category | Equipment
ACtiVitYEEnhancement of Research and Develepment ant VL« Estimated Cost

Indicative Procurement [ pirect Contracting vl suggest Methods Est. Financial Sanction 17,/10,/2010 134, befine Timelines
Method Date

= Item Details

Item Details
Adding at least one Item is mandatory. Once the items are added click on the 'Suggest Method' link to select the Procurement Method.

S - - Estimated - Dept. v
Delete Item Name Description Quantity Est. Cost/Unit Cost Procuring Department Broak

r Filter Conial Slad «||Conical 21* 34 124 3000 |Chemica| Enginesring "L* DEEDtk't""
14,47}
Sredl

11. Click on ‘Define Timelines’ link, a popup will be seen as shown below;
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{+ Mandatory)
Financial Sanction dependent dates

Package Name FZL Filters
Procurement Method L

Item Category
Estimated Financial Sanction Date 13|
Bid Invitation Date g1/11/2010 132[,
Bid Opening Date pg/11/2010 12l
Contract Award Date 11/11/2010 1i2),
Contract Completion Date 15/11/2010 112},

12. Dates will be auto populated based on the Procurement Method and ‘Estimated Financial
Sanction Date’. These dates can be changed as per actual estimation.

13.1In case of Goods category ‘Department Wise Breakup’ link will appear against those
Items which have Procuring Department as ‘Institution Level’.

14. Click on ‘Dept. Wise Breakup’ link, a popup listing all the department of the institution

will be seen as shown below;

Department Wise Break Up For Item

I Department Name + Quantity

Chemical Engineering

Civil Engineering
Electrical Engineering

Institution Level

UL

Total Records @4

15. Enter the Quantity of the Item being procured for the individual departments e.g. if 50
computers are being procured at Institution Level then mention the number of
computers being procured for each department.

16. Click ‘Save’.

17.To add another package repeat steps from 2 to 16.
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Note: If you are adding a package for category Works then when adding
items ‘Quantity’ is not required. Also, Department wise break up is not

required for Works.

18.To plan procurements of services; in the ‘Services’ tab click on ‘Add Services’ a page to

add services will be seen as show below;

{= Services - Windows Internet Explorer

Services

Service Name

Description

Category | Services vk

Subcategory
Activity |

Total Estimated Cost
Indicative Procurement Methad
Estimated Financial Sanction Date

19. Enter data in the following fields on this page;

o

o

o

o

o

o

Package Name

Description

Category

Sub Category

Activity — There is a small box in front of this field. If required, Click on this box
to see the complete name of the ‘Activity’

Total Estimated Cost

Indicative Procurement Method

Estimated Financial Section Date

20. Click ‘Save’
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21.To add another service repeat steps from 18 to 20.

22. ‘Define Timelines’ link can be seen on the list page. The purpose of this link is to input

the estimated dates of TOR Finalization, Advertisement, etc for that Service.

23.Click on ‘Define Timelines' link, a popup will be seen as shown below;

Lnﬁaue 1@(3!:5& l@m!lpl

Financial Sanction dependent dates

Package Mame
Procurement Method

Item Category

Estimated Financial Sanction Date
TOR Finalization Date

Advertisement Date

Final Draft to be forwarded to the Bank Date
Mo Objection from Bank for RFP

RFP Issued Date

Last Date to Receive Proposals
Evaluation Date

Mo Objection from Bank for Evaluation
Contract Award Date

Contract Completion Date

MIS Software

23/
24/
25/
27/
28/
20/
30/
31/
01/
02/

10/
10/
10/
10,
10/
10/
10/
10/
11/
11/

/2010 112},
/2010 1i2),

(+ Mandatory)

*

132
2010132},
2010 /112),

2010 182},
2010 1§2,
2010 1i2],
2010 12},
2010 182},
2010 1§2,

24. Dates will be auto populated based on the Procurement Method and ‘Estimated Financial

Sanction Date’. These dates can be changed as per actual estimation.

25. Once all the packages and services to be procured are added the plan is ready for

submission, for Approval.
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Note: For SPFU and NPIU all the steps (as mentioned above) for Procurement
Plan Creation are the same except, they will not have separate plans for each
subcomponent. Instead, when adding a package or a service they will have an
option to map (select) a subcomponent to the package/ service as shown in the

below snapshot;

(+ Mandg
Package-Item details Andhra Pradesh | Plan Title : Procurement Plan for 18 Months (From 01 Jan 2010 to 30 Jun |
Package Name office furniture " Description Tables and Chairs for all conference rooms
i e - Sub Category |Furniture
Sub Component w
Activity : . Estimated Cost
1. 1.3 - Faculty Development for effective Teaching ( i i i
Indifative Procurement |1.4 - training = Est. Financial Sanction 132]
Method | 1.5 - training 2 Date
Is Proprietary? |2.1 - Capacity Building to Strengthen Management
2.2 - Project Management, Monitoring and Evaluatidg

=l Item Details

Item Details

Adding at least one Item is mandatory. Once the items are added click on the 'Suggest Method' link to select the Procurement Method.

Delete Item Name Description Quantity Est. Cost/Unit Estimated Cost Procuring Department Dept. wise BreakL

Procurement Plan Approval

Once the procurement plan is created it has to be sent for approval. For the State
Sponsored Institutions the first approval will be given by the respective state and the
second approval is by NPIU. In case of Centrally Funded Institutions (CFIs) the plan is sent
directly to NPIU for approval.

1. To send the plan for approval click on ‘Submit Procurement Plan’

F._ o

(+ Mandatory

Procurement = Plan = Prepare Plan

Title Procurement Plan for 18 Months (From 01 Jan 2010 to 30 Jun 2011) Sub Component 1.1 Revision# 0

Goods/ Works (1) [EERTEERE)N

10 add | % pelete | 2 nep ||

Goods/ Works

Category + Package Code 4+ Estimated Cost + Actual Cost Define Timelines Delete
Goods

-..EQIP-II/AR/23/1 Inset Lubricants 40,000.00 Define Timelines r
Category Total 40,000.00 0.00
Total 40,000.00 0.00

2. For the State Sponsored Institutions the plan will go to its SPFU for approval.

3. SPFU user can login and go to Procurement-> Plan-> Approvals
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" User : shrikanth{Procurement Coordinator (SPFU) - Andhra Pradesh)

= K¥procurement . E
= =
@M'_.f Approvals OApproued
Procurement > Plan > Approvals
Est.
Initiate New Sub TN Last Date Cost Est Cost EstCost Est Cost
£ Plan/Revised Institution of (Civil (Goods) (Services) (Total) PIP View Stage Inforn
tneresr=== " Nplan Component Stage Submission Works) (Rs.) (Rs.) (Rs.)
(Rs.)
New Plan
GSDENG |1.1 SPFU 31/03/2010 40,000.00 40,000.00 | BIF View | Stage Inform
Approval
Andhra Under 30/04/2010 0.00 | BIP View | Stage Inform
Pradesh Preparation
SPFU Total 0.00 40,000.00 0.00 40,000.00
Total 0.00 40,000.00 0.00 40,000.00

4. List of all the institutions along with its own plan can be seen by the SPFU
Click on the institution to see its detail procurement plan.

To approve the plan click on the ‘Send to NPIU’ link. To reject the plan click on ‘Send

back to Institution’ link.

(+ Mandatory
Procurement > Plan > Prepare Plan

Title Procurement Plan for 18 Months (From 01 Jan 2010 to 20 Jun 2011) Sub Component 1.1 Revision# 0
1% ete |
Goods/ Works
Category + Package Code + Estimated Cost + Actual Cost Define Timelines Delete
Goods
EQIP-II/AR/23/1 Inset Lubricants 40,000.00 Ciefine Timelings r

Category Total 40,000.00 0.00
Total 40,000.00 0.00

7. Once the plan is approved it will go to NPIU for approval.

8. NPIU user can login and go to Procurement-> Plan-> Approvals

MIS Request{Queries Configuration

M user : swati{Procurement Coordinator (NPIU) - NPIU)

E‘ AProcurement . E

=
fl'—'lan
Drepars Blan Procurement > Plan > Approvals

CFIs/SPFU/NPIU 4 Est. Cost (Civil Works) (Rs.) + Est. Cost (Goods) (Rs.) + Est. Cost (Services) (Rs.) + Est. Cost (Total

NPIU Plan (0)
Initiate . N
E iy (Eraress Andhra Pradesh (1) 40,000.00 40,0
e Pricr Reviews || CFIs (0] 3,000,000.00 1,952,000.00 20,000,000.00 24,952,4
Maharashtra (0} 1,600,000.00 16,500,000.00 1,000.00 18,101,0
West Bengal (0) 150,000.00 200,000.00 21,020,000.00 21,370,0
Total 4,750,000.00 18,692,000.00 41,021,000.00 64,463,

9. Click on the SPFU, all the institutions belonging to that SPFU along with the SPFUs plan

will be listed.
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10. Click on the institution to see its detail procurement plan.

11.To approve the plan click on the ‘Approve Procurement Plan’ link.

Procurement Plan Revision

This function has to be used only when the procurement plan is required to be changed. The
changed plan is the revised plan and this revised plan has to go through a revision approval.
To revise the procurement plan go to Procurement-> Plan-> Prepare Plan click on the

procurement plan title and click ‘Revise Plan’.

(+ Mandatory
Procurement > Plan > Prepare Plan

Title Procurement Plan for 18 Months (From 01 Jan 2010 to 20 Jun 2011) Sub Component 1.1 Revision# 3
| B selp,
Goods/ Works
Category + Package Code + Estimated Cost 1 Actual Cost Define Timelines Delete
Civil Works

e B e P PR = - =

1. Click on the package/ service that have to be revised.

2. Make the necessary changes to package/ service

1 save | save and add | X ciose |2
(+ Mandz
Package-Item details NIT Rourkela | Plan Title : Procurement Plan for 18 Months (From 01 Jan 2010 to 30 Jun |
Package Code
Package Name Fz| Filters - Description  Chemical filters
Category ke Sub Category | Equipment
ACtiVitYEEnhancement of Research and Development ant VL( Estimated Cost
Indicative Procurement [ birect Contracting v Suggest Methods Est. Financial Sanction 17/10,/2010 132l Define Timelines
Method Date
Revision Comments pew Procurements Is Proprietary? v
*
Revision Requested By prof Nibbalkar e Revision Approved By pr. Sonal Nahal e
= Item Details
1O Add | # Delete
Item Details
Adding at least one Item is mandatory. Once the items are added click on the 'Suggest Method' link to select the Procurement Method.
P - - Estimated - Dept. w
Delete Item Name Description Quantity Est. Cost/Unit Cost Procuring Department Break
r Filter Conial Slad + Conical 217 24 12 2000 |In5tituti0n Level vL* D_EEI%
ey
=

3. Following mandatory filed have to be entered
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o Revision Comments
o Revision Requested By
o Revision Approved by
Click ‘Save’
To make changes to another package/ service repeat steps 1 to 4.
6. New packages can also be added by following steps of adding packages, as described in
procurement plan creation section.
7. All the package/ service, which have been revised will be shown in a different colour as

shown below;

* Back|

{+ Mandatory

Procurement > Plan > Prepare Plan

Title Procurement Plan for 18 Months (From 01 Jan 2010 to 30 Jun 2011) Revision# 1

Sub Component 1.1

[N EYRTTIY 'ER ()] Services (1

Goods/ Works

Category + Package Code 4+ Estimated Cost + Actual Cost Define Timelines Delete
Civil Works
EQIP-II/NITRO/5 |MI Tanks 800,000.00 Define Timelines r
..EQIP-II/NITRO/4 |Lab Cevelopment 2,200,000.00 2300000 Define Timelines r
Category Total 3,000,000.00 2,300,000.00
Goods
EQIP-II/NITRO/1 |Sucticn Apparatus 6,000.00 Define Timelines r
E_Lfn IT T T i1 L iiﬁiiiﬁi i!d seemesl Eg i!ig !i s Talatatalatal
EQIP-II/NITRO/7 |EZL Filters 35,000.00 Cefine Timelines r
" EQIP-I/NITRO, 3 | CLrmitire and frongs 1,880,000.00 Define Timehnes | T

8. To send the plan for revision approval click on ‘Submit Plan for Revision Approval’

F_ o

(+ Mandatory

Procurement = Plan > Prepare Plan

Title Procurement Plan for 18 Months (From 01 Jan 2010 to 30 Jun 2011) Revision# 1

Sub Component 1.1

[PV BRI Y ()] Services (1)

Goods/ Works

Category Total

Category + Package Code + Estimated Cost + Actual Cost Define Timelines Delete
Civil Works
L EQIP-II/NITRO/5 |MI Tanks 800,000.00 Define Timelines ™
...EQIP-II/NITRO/4 |Lab Development 2,200,000.00 2300000| Define Timelines r

3,000,000.00 2,300,000.00
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10.

11.

12.

13.

14.

If the changes to the plan are within 20% then the plan will go to the Director of the
institution for Approval

The Director can login and go to Procurement-> Plan-> Approvals, click on the
Procurement Plan title.

To Approve the plan click on ‘Approve Revision’ to Reject the plan click on ‘Reject
Revision’

If the changes are between 20 to 50 % then, for the State Sponsored Institutions the
plan will be sent to the respective state for approval. In case of Centrally Funded
Institutions (CFIs) the plan is sent to NPIU for approval.

If Change is more than 50% then, for the State Sponsored Institutions the first approval
will be given by the respective state and the second approval is by NPIU. In case of
Centrally Funded Institutions (CFIs) the plan is sent directly to NPIU for approval.

Once the plan is approved procurements can be initiated against this approved plan.

Note: When a procurement plan is revised and sent for approval,
procurements can still be initiated for those package/ service which are not
revised. However, the package/ service which have been revised cannot be

initiated until the procurement plan is approved.

41




Procurement Management Support System - PMSS v1.0

User Guide

PROCUREMENTS

Chapter

User Guide — Actual Procurements
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Procurements

Once the plan is approved, actual procurements can be initiated. The approved
procurements can be seen under Procurement-> Process-> Initiate from where they
can be initiated.

Jser : sameer{ Procurement Coordinator (Institution) - NIT Rourkela)

_-: 1 |I'-'é:b::uremenl: 1 @
= gﬁplan
E Prepare Plan Category Sub Compenent
Revized Plans
Procurement > Process > Initiate
Initiate I
P + Procurement Est. Financia + Tota
e Category MBLIEEIE 4+ Name Code + Sub Category Method Sanction Date
otice/arculars
Goods
Initiate | Suction Apparatus TEQIP- Equipment Shopping 15/10/2010 4,0
II/NITRO/1
Initiate |Laboratory and TEQIP- Equipment Shopping 20/10/2010 30,0
Research Equipment II/MNITRO/2
Initiate |Furniture and fittings TEQIP- Furniture NCB 16/10/2010 1,880,0
II/NITRO/3
Services
Initiate |MIS Software TEQIP- Professional QCBS 22/10/2010 20,000,0
II/NITRO/& Services

There are two nodes under Process
¢ Initiate - This node is used to initiate procurement

e In Progress - Once procurement is initiated it will start to show under this node.

Initiate Procurements

To initiate procurement go to Procurement-> Process-> Initiate. Against each

procurement there will be a link ‘Initiate’.

Jser : sameer{Procurement Coordinator (Institution) - NIT Rourkela)

Prepare Flan Category Sub Component
Ravizzd Plans
@pmcess Procurement > Process > Initiate
Initiate |
e + Procurement Est. Financia + Tota
.In Fr.ogress Category MBLTEIC L Name Code + Sub Category Method Sanction Date
Metice/Circulars
Goods
Initiate uction Apparatus TEQIP- Equipment Shopping 15/10/2010 &,0
II/NITRO/1
Initiate aboratory and TEQIP- Equipment Shopping 20/10/2010 30,0
esearch Equipment II/NITRO/2
Initiate urniture and fittings TEQIP- Furniture NCB 16/10/2010 1,880,0
II/NITRO/3
Service
Initiate 1S Software TEQIP- Professional QCES 22/10/2010 20,000,0
II/NITRO/B Services

1. Click on this ‘Initiate’ link to initiate the procurement.
2. Enter the ‘Actual Financial Sanction Date’.

3. For Goods, edit the Quantity, if required. For Works, edit the estimated cost, if required.
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LnSa.ve LmBack LEHBI.PI
(+ Mandatory)
Procurement > Process > Initiate
Enter 'actual Financial Sanction Date'. You can edit 'Quantity’ for items in case of 'Goods' or Total Est. Cost' for items in case of "Works
or "Total Est. Cost' for the package in case of 'Services'. Click on 'Save’ to save changes. Now select the appropriate Procurement
Method and click 'Move to Next Stage'.
Code
MName e Description ASDSL Suction Apparatus. ‘
Tmid ruhher bl
Category Sub Category
Total Est. Cost e
Est. Financial Sanction 132 Actual Fiflancial Sanction 1i2],
Date Date
Procurement Method |Shc:|::|::ing "l* Is Proprietary [~
=l Item Details
1 2 Help |
Item Details
Item Name Description Procuring Department Quantity Est. Cost/Unit Total Est. Cost
+ | 4755 Cooling Suction . 124

Select the appropriate procurement method and Click ‘Save’
Revise Timelines link will appear, click on the link will show a pop up. Dates in this
popup will be auto populated based on the Procurement Method and ‘Actual Financial
Sanction Date’. These dates can be changed as per actual estimation.

6. Once saved a ‘Move to Next Stage’ link will appear. Click on this link, will display the
Guidelines for the select method.

7. If the Guidelines are well understood Click on ‘Move to Next Stage’ this will initiate the

procurement and the procurement will move to in progress.

In Progress Procurements

Go to Procurement-> Process-> In Progress. All the procurements which are initiated

will be listed here.
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e-Dashboard MIS Request/Queries Configuration

4 User : sameer(Procurement Coordinator {Institution) - NIT Rourkela)

=
o Pl Category | v| Procurement Method A Sub Compeonent
Frepars Plzn
@ Fevised Flans
[_:l..
f == Procurement > Process > In Progress
- D= Package Procurement Estimated
Category ey Procurement Number Current Stage Sub Category Method Cost Stage Infol
Civil Works
Lab TEQIP- Wark Refurbishment |NCB 2,200,000.00 | Stage Infory
Cevelopment |11/2010/NITRO/NCE/1 Caompletion works
Certificate and
Payments
MI Tanks TEQIP- Quotation Others Shopping 800,000.00| Stage Infory

1I/2010/NITRO/Shopping/2 |Opening

Click on the Package/ Service Name. This will open the procurement in its current stage.
Perform the action required for this stage and Click on ‘Move to Next Stage’. Perform the
required action for this stage and click on *‘Move to Next Stage’ and so on.

Thus procurement processes for the package/ service can be completed by performing

all the required stages (steps).

Note: All the stages (steps) for each procurement method are described in
Chapters 4 to 12.

Note: SPFU and NPIU can see the In-progress procurements of respective
institutions.

SPFU/ NPIU user can go to Procurement-> Process-> In Progress. By default
they will see their own In-Progress procurements.

The In-progress page has some filter as shown below;

" | 3
e » Frocure . e T
SPFU | West Bengal w Institution | University of Calcutta ¥

Procurement > Process > In Progress

Package Procurement Procurement Estimated -
Category Name Number Current Stage Sub Category Method Cost Stage Information
Civil Works

CCLLEGE TEQIP-II/2010/WB- | Procurement Others Shopping 150,000.00 | Stage Information

FURNITURE | kol/Shopping/1 Process Finished
Goods

Laboratory TEQIP-II/2010/WB- | Procurement Equipment Shopping 200,000.00 | Stage Informaticn

Eguipments kal/Shopping/2 Process Finished
Services

FBs TEQIP-1I/2010/WEB- | EQI Opening & Professional FBS 10,000.00 | Stage Information

kol/FBS/2 Shortlisting of Services

Consultants

By selecting the appropriate filters SPFU/ NPIU user can see the institution’s
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In-progress procurements.
1. Select the SPFU name in the SPFU filter this will display the SPFU’s In-

progress procurements.
2. Select the institutions name in the Institutions filter this will display

the In-progress procurements of the institution.
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SHOPPING METHOD

Chapter

User Guide - Procurement Using Shopping Method
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Shopping

Shopping Method can be used for procurement of ‘Goods’ as well as for procurement of
*Civil Works'. System will automatically allow selection of Shopping Method when the value-
threshold is <=USD 20,000 for Goods and < USD 30, 000 for Civil Works.

Shopping Goods

To do procurement using Shopping Goods, Go to Procurement-> Process-> In

Progress.

e-Dashboard MIS Request/Queries Configuration

" User : sameer({Procurement Coordinator (Institution) - NIT Rourkela)

=-K¥procurement

ey — ]
;fpla" Category | vl Procurement Method R Sub Component

Prepare Blan

Revised Plans

El"@l‘-‘mcess

Procurement = Process = In Progress

In Progress Package Procurement Estimated
= Category Name Procurement Number Current Stage Sub Category Method Cost Stage Infoi
Civil Works

Lab TEQIP- Work Refurbishment |NCB 2,200,000.00 | Stage Infor

Levelopment |11/2010/NITRO/NCBE/1 Completion works
Certificate and
Payments

MI Tanks TEQIP- Quotation Others Shopping 800,000.00 | Stage Infor

11/2010/NITRO/Shopping/2 | Opening

1. Click on the package name that has shopping as the procurement method.

2. First stage of Shopping is ‘Invitation Letter'.

sack |2 elp |
(+ Mandatory)

Package : Suction Apparatus{TEQIP-II/2010/NITRO/Shopping/3) Current Stage : Letter of Invitation

Elkg Deta [Juotation Dpening| Quotation Eualuation| Recomm. for Award| Purchasze Drderl GRM & Payments

Use 'Suppiombebeilesfiabdessdd supplier. Click on Generate Invitation Letter link to generate the invitation letters.

Quotation validity +In days) Last Date & Time of Submission 1i2 Wk mm)
Training Clause Testing/Installation Clause
* &
Warranty +(In months) AMC "

3. On the ‘Invitation Letter’ tab enter data in the following fields;

o Quotation Validity Required (In days)
o Last Date of Submission

o Quotation submission time (hh:mm)
o Training Clause

o Testing/Installation Clause

48




Procurement Management Support System - PMSS v1.0

User Guide

o Warranty

o AMC
4. Click ‘Save’

5. On the ‘Items’ sub-tab;

Quotation validity

Training Clause

Warranty

Package : Suction Apparatus(TEQIP-II/2010/NITRO/Shopping/3)

R EENE 1nvitation Letter QRO Dpening| Quotation Evaluation| Recomm. for Award| Purchase Drder| GRM & Payments

Current Stage : Letter of Invitation

Use 'Supplier Details' Tab to add supplier. Click on Generate Invitation Letter link to generate the invitation letters.

Last Date & Time of Submission 132
Testing/Installation Clause

«In days)

+(In months) AMC

«hh:mm)

&

*

FPurchase Committes (3]' Cuestions l:LDﬂ e T BN Supplier Detsils (0)
| ——] =

12 melp |

Procuring Departm

Chemical Engineering

ASDSA Sucticn Apparatus 12

Estimated Cost

©,000.00

Click ‘Item Name’, a pop up will be seen as shown below;

——
|
(+ Mandatory)
Item Information
Item Name L. Description [4-55 cogling Suction ‘
Irravarna hall
Quantity Estimated Cost
Procuring Delivery Period « (In Days)
Department
Is Training Required [~ Is Installation Required [~
Search Specification
Specifications
&, .
Place Of Delivery Installation Requirements (If
e, Any)

Enter data in the following fields;
o Is Training Required
o Is Installation Required

o Specifications - Click on search specification to get specifications from

other items.
o Place Of Delivery
o Installation Requirements (If Any)
Click ‘Save’
If there are more than one item then, repeat steps from a. to c.
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6. On the ‘Supplier Details’ sub-tab;

Package : Suction Apparatus(TEQIP-II/2010/NITRD/Shopping/3) Current Stage : Letter of Invitation

MRS 1nvitation Letter

Use 'Supplier Details' Tab to add supplier. Click on Generate Invitation Letter link to generate the invitation letters.

Quotation Dpening| Quotation Eualuation| Recomm. for Award| Purchase Drder| GRMN & Payments

Quaotation Validity W1In days) Last Date & Time of Submission 132 s i mim)
Training Clause Testing/Installation Clause
&, &,
Warranty +In months) AMC

*

Purchase Committee (3)| Cuestions l:].CI)| Itemn Cetails (1) Suppl’ler Details (0)
[ D s Dnete
a Supplier Name + EmailID + Phone Number+ Is Invitation Sent Delete

There are no items to show in this view.

a. Click ‘Add’, a pop up will be seen as shown below;

| ose | 2 Help
(+ Mandatory)
Supplier Details MIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3)
Supplier Name v Select Address
Supplier &,
o
City L State L
Supplier Source | "l* Specify
Source
Pin Code L Phone L
Number
Name Of e Email ID e
Representative
FAX Mumber PAN Number
TAN Number Tax Number

b. Enter data in the following fields;

o Supplier Name - Click on Select Supplier to get the suppliers from existing
list of suppliers.

o Address

o City

o State

o Supplier Source

o Specify Source - Only if ‘Supplier Source’ is others

o Email ID

o Pin Code
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o Name Of Representative
o Phone Number
o PAN Number
o TAN Number
o Tax Number
Click ‘Save’
d. To add another Supplier repeat steps from a. to c.

e. Once the supplier is added click on ‘Generate Invitation letter’ link.

.- [
(+ Man
Package : Suction Apparatus(TEQIP-II/2010/NITRO/Shopping/3) Current Stage : Letter of In
Quotation Dpening| Cuotation E\-'aluation| Becomm. for Award| Purchase Drder| GRM & Payments
Use 'Supplier Details' Tab to add supplier. Click on Generate Invitation Letter link to generate the invitation letters.
Quotation Validity +In days) Last Date & Time of Submission 132 i
Trainina Clause Testina/Installation Clause
f. Invitation letter will get generated for all the suppliers in one-go. An email will
be sent to all the suppliers automatically.
g. To view/ print the generated invitation letters click on the supplier name. A
link will be seen as shown in the below snapshot. Click on this link to view/
print the invitation letter.
1% close |
(+ Mandatory)
Supplier Details University of Calcutta | Package : Laboratory Equipments (TEQIP-II/2010/WB-kol/Shopping/2)
Supplier Name Select Supplier Address 54
City State 3s5da Le
Supplier Source Specify Source
Pin Code Phone Number
Name Of Representative Email ID
FaX Number PAN Number
TAN Number Tax Number
Invitation Lettel InW LETTER 33.cac I

h. If the email is not send due to some technical issue. Then click on the supplier
name.
i. Click on the ‘Send Mail’ link.
j-  An email pop up will be shown. Click on ‘Send’ to send out the email to the
supplier.
7. On the ‘Payments’ sub-tab;

a. By default two Payment Terms will appear
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b. Click on the Payment Term to make changes, if any.
8. On the '‘Question’ sub-tab, additional evaluation questions can be added, if required.

a. Click ‘Add’, a pop up will be seen as shown below;

|l save | ¥ save and Add | ) close |
(+ Mandatory)

Question Category |Evaluation + |

Question L

Is Decision Making Question? [~
Mon Responsive Value

b. Enter data in the following fields;
o Question
o Is Decision Making Question? - If the bidder is going to be marked as
responsive/ non- responsive based on this question then ‘Check’ this box
o Non Responsive Value - Select the value (Yes/ No) based on which the
bidder will become non- responsive. E.g. if the question is ‘Does the
Contractor have a local service center?’ then the non- responsive value

will be ‘No’.

Note: Question should be formed in such a way that the answer is in ‘Yes/

No’ form. The newly added questions will appear during the Quotation

Evaluation stage.
c. Click ‘Save’.

d. To add another Question repeat steps from a. to c.

9. Once the required details are captured click on *‘Move to Next Stage’. This will move the
procurement to ‘Quotation Opening’ stage.
10. On the 'Quotation Opening’ tab click on *Print Qtn. Opening Form’. This will open a form

as shown below;
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B Mowe To Next G Move to Previous g’ Information | Cancel Procurement n Save | "' Back @

(+ Mandatory)
Package : Suction Apparatus{TEQIP-II/2010/NITRO/Shopping/3) Current Stage : Quotation Opening

Fleg Detailsl Invitation Letter| Quotation Opening [LAIsCR]] E'-;aluaticn| Recomm. for -—"\ward| Furchaze Crder| GRMN & Payments

Ensure all Suppliers are added in 'Supplier Details' Tab before entering Quotation Opening Data.
Upload signed copy of the Quotation Opening form in Documents Tab before you proceed to next step.

| Erint Quotation Opgning Form | Enter Qucotaticn Opening Data |
Quotation Opening Date lilxl**(hh;mm)
T e O
z,.

NIT Rourkela

Quotation Opening Form

(Question Kam Kam Trades Shamal Groups [ENS Corp Ltd 4 5 - 15
s Quotabion Received?
(Quotation Received Date
s Quetation Duly Signed?
(Quotation Mumber

Readout Price

(Cuotation Validity

11.This form can be used during Quotation Opening. Print of this form can be taken and
Quotation opening details can be recorded on this form. The supplier names (which were
added during Invitation letter stage) can be seen on this form against which quotation
opening details can be mentioned. There are 3 extra columns provided to accommodate
names of any new suppliers who have submitted their quotations directly.
12.If there were new supplier then their details should be put in the system using the
supplier details tab (to add these new suppliers, similar steps should be followed as
mentioned in Invitation Letter stage).
13. Quotation Opening data is required to be feed in the system. Enter the following fields;
a. Quotation Opening Date
b. Quotation Opening Time
c. Quotation MoM
d. Click ‘Save’
e. Click on the ‘Enter Quotation Opening Data’ link. This will show a pop up to enter
the Responsiveness Criteria.
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Pleg Details| Invitation Letter Quotation Evaluationl Recomm. for Award| Furchase Crder| GRN & Fayments

Ensure all Suppliers are added in 'Supplier Details' Tab before entering Quotation Opening Data.
Upload signed copy of the Quotation Opening form in Documents Tab before you proceed to next step.

| Brint Quotaticn COpening Form | Enter Quotatieon Opening Dats |

Quotation Opening Date z5/10/2010 182l 12:40.{hh:mm)

Qu Is Quotation Opening - Windows Internet Explorer

Supplier Name|

MNIT Rourkela | Package : Suction Apparatus (TEQIP- Current Stage : Quotation
II/2010/NITRO/Shopping/3) Opening
ey

Red indicates Non responsive.
Document Categor

1. Quotation Open]Name Question User Response -

Kam Kam Trades Quotation Details

Is Quotation Received? Yes |
Quotation Received Date 22/10/2010 112,
Is Quotation Duly Signed? Yes w |
Quotation Number 23NZ23 "

f. Enter the details and Click ‘Save’.
14.'Quotation Details’ link will appear against the responsive suppliers. This link is provided
to enter item wise price break up, if required.
15. On the ‘Documents’ sub-tab, click ‘Add’;

| Supplier Details (2) ml

I add | ¥ Dele = = I

! /= hitp:/flocalhost/PMSS/Source/PMSS_Shopping/DocumentUpload... |__||E|[’)(: Uploaded By  Uploaded Date Delete
] L Uploags ce ||
“Mandatory) sameer 17/10/2010 I

Select Document to be Uploaded

Browse...

Cocument Category @

bl

Quotation Opening

Q.

a. Select ‘Quotation Opening’ Category
b. Browse and upload the document
16. Click on ‘Move to Next Stage’. This will move the procurement to ‘Quotation

Evaluation’ stage.
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17.0n the ‘Quotation Evaluation’ tab click on *Print Qtn. Evaluation Form’. This form can be

used during Quotation Evaluation.

Package : Suction Apparatus{TEQIP-II/2010/MNITRO/Shopping/3) Current Stage : Quotation Evaluation and Aws:

Pleg Detailz| Invitation LEtter| Quotation Dpening Recomm. for Award| Purchasze Drder| GRMN & Payments
L1 Supplier will be automatically selected and displayed by the system once the Evaluation data is filled.

| Enter Quotatien Evaluation Data |

IT Rourkela

Quotation Evaluation Form

Data:

|Guesliun Kam Kam Trades Shamal Groups SMS Corp Ltd

|Are the Delivery terms as. I
specified?
|Are the Payment Terms |
Agreed?
|
|

[I= Training Included?

|I5 Testing' Commissioning’
Installation inchuded?

|I5 the Quantity as specified? |
|I5 the Place of Delivery as |
specified?

|I5 the Quotation Technically |
Besponsiye?

! T 11 11 1 1=

18. After Quotation Evaluation is done, the data is required to be feed in the system.
a. Click on the ‘Quotation Evaluation’ link. This will show a pop up to enter the

Comparative Statement.

Fleg Detailsl Invitation Letter| Quotation Dpening Fecomm. for Award| Purchase Order| GRMN & Payments
L1 Supplier will be automatically selected and displayed by the system once the Evaluation data is filled.

| Erint Guotation Evaluatien Form | Enter Quctation Evglustion Dats |

Lowest Responsive Supp {= Quotation Evaluation - Windows Internet Explorer.

\
Supplier Name| \ vl
MIT Rourkela | Package : Suction Apparatus (TEQIP- Current Stage : Quotation Evaluation
I1/2010/NITRO/Shopping/3) Award of Contr

Red indicates Non responsive.
Document Category B
Name Question User Response

1. Quotation Openin
Q = 2 Kam Kam Trades Quotation Details

Are the Delivery terms as specified?
Are the Payment Terms Agreed?
Is Training Included?

Is Testing/ Commissioning/ Installation included?
[E—

Is the Quantity as specified?

Is the Place of Delivery as specified?

Te the st atios Tackhnicalbh Doacmamcn~T
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19. Once Comparative Statement data is save the system will show the lowest evaluated
responsive supplier (L1).
20.0n the ‘Documents’ sub-tab;
C. Click *‘Add’, Select Quotation Evaluation category
d. Browse and upload the document
21.Click on ‘Move to Next Stage’. This will take the procurement to ‘Recommendation for

Award’ stage.

I'Q'Staslnfnrnlaﬂnn | Cancel Procurement in.ﬁave ﬁUBarJ: i@&gi

(+ Mandatory)
Package : Suction Apparatus{TEQIP-II/2010/NITRO/Shopping/3) Current Stage : Recommandation for Award of Contract

Plkg Details| Invitation Letterl Quotation Dpening| Quotation Eualuation Purchase Crder| GRN & Payments

L1 Supplier | sNs Corp Ltd vy
Recommandation Comments

22.If the lowest evaluated responsive supplier (L1) is not acceptable by the committee then
another supplier can be selected in this stage. If another supplier is selected then enter
the comments in the comments field and click ‘Save’.
23.0n the ‘Documents’ sub-tab the evaluation report can be uploaded under the Evaluation
Report category.
24.Click on ‘Move to Next Stage’. This will take the procurement to ‘Purchase Order’
stage.
25. Click on ‘Generate PQO’. In the Pop up enter the following fields;
a. PO date
b. VAT %
c. Octroi and Others

d. Basic Cost Per Unit - only if changed.
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Package : Suction Apparatus(TEQIP-II/2010/NITRO/Shopping/3) Current Stage : PO Generation

Pleg Details | Invitation LEtter| Quotation Opening| Quotation Evaluationl Recomm. for Award GRN & Payments

Click on 'Generate PO’ link to enter the PO details and print the PO.
Upload verified Purchase Order in 'Documents' Tab under 'Purchase Order' category.

Generate RO

PO#% Generated On

{= PO Generation - Windows Intarnet Explorer

ose |
(+ Manda
PD Generation MIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3)
Supplier Name SNS Corp Ltd PO #
o,
PO Date 1§2[, VAT %
Qctroi And Others
LEEL Evaluated Cost Total Cost
1. Qu
2. Qud PO Details MIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3)
A Basic Cost Per Total Basic
Item Name Description Oty Unit Cost
w4755 Cooling Suction - 500
Apparatus -
TammioA mt b b e *

26.Click ‘save’

27.Click *Print PO’. This will print the PO.

28. PO can be uploaded in the ‘Documents’ tab.

29. Click on ‘Move to Next Stage’. This will take the procurement to ‘GRN & Payments’
stage. Whenever Goods are received the details can be captured in this stage.

30.0n the '‘GRN' sub-tab;

Package : Suction Apparatus{TEQIP- Current Stage : GRN - Payment Tracking and Contract
I1/2010/NITRO/Shopping/3) Management

Fleg Details| Invitation Letter| Quotation Openingl Quotation Evaluation| Recomm. for Award| Purchase Orderl_ & Payments

Use 'GRN' Tab to enter Good Received Notes.

Use 'Payments' Tab to track payments.

Supplier Details (] m Fla',rments (2]| Do:uments|
1D ada | Buetp |
Supplier Name » Date Of Supply Delete

There are no items to show in this view.

a. Click on ‘Add’, a pop up will be seen as shown below;
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(+ Mandatory
Goods Received Note NIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3)

“ote : Before generating Asset Register please make sure all the received items are entered.
Asset Register once generated can not be generated again and No changes to this GRN will be allowed.

:

Supplier Name Le Date Of Supply 2

GRN Details (0

Item Code Item Name Comments Received Quantity Stock Register Name Page No. Serial No. Item Distribution Delete

Total Records :0

b. Enter data in the following fields;
o Date of Supply
o In the Items section click *‘Add’ and enter the following fields;

— =
L

(» Mandatory)|
eceived Note NIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3)

‘efore generating Asset Register please make sure all the received items are entered.
'sset Register once generated can not be generated again and No changes to this GRN will be allowed.

Supplier Name L Date Of Supply 1j2
I —

Item
Distribution

! I . r

Received Stock Register
Quantity Name

em Code Item Name Comments Page No. Serial No. Delete

Total Records 1

= Item Code - This code will be used when generating asset numbers
= Item Name
=  Comments
= Received Quantity
= Stock Resistor Name
= Page No.
= Serial No.
c. To add another Item click add and enter the data as above.
d. Click ‘Save’

e. Once saved, ‘Item Distribution’ link will appear against each item.
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teceived Note NIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3)

\efore generating Asset Register please make sure all the received items are entered.
sset Register once generated can not be generated again and No changes to this GRN will be allowed.

Supplier Name L, Date Of Supply 37/10/2010 132l
GRMN Document Browse...
Asset Document Browss...

GRN Details (1

tem Code Item Name Comments Recei\{ed Stock Register Page Mo. Serial N _m_ttem Delete
Quantity Name
. 20 | 23M23 23 354564 || Ltem Distribution || [~
&,

Total Records @1

f. Click on the link to get a pop up. In this pop up, enter the Quantity supplied to

each department.
g. To Generate the GRN Report click on ' Print GRN’

ose | 2l 1
(+ Mandatory
eceived Note MIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3)

efore generating Asset Register please make sure all the received items are entered.
sset Register once generated can not be generated again and No changes to this GRN will be allowed.

Sl = Date Of Supply 27/10/2010 112l
GRMN Document Browse...
Asset Document Browse...

GRN Details (1 I

tem Code Item Name Comments ?;f:r:;:: Stocl;::ll_lister Page Mo. Serial No. DistIrtiir:tion Delete
L 204 23M23 23 354664 | ltem Distribution| [~
h. The GRN Report can be uploaded using the Browse function. Once uploaded, Link
will appear as shown below.
| P se | 2] Hel

(+ Mandatory
= Received Note NIT Rourkela | Package : Suction Apparatus (TEQIP-I1/2010/NITRO/Shopping/3

Before generating Asset Register please make sure all the received items are entered.
Asset Register once generated can not be generated again and Mo changes to this GRN will be allowed.

Supplier Name L Date Of Supply 27/10/2010 132l

GRN Document Brofse... | _Poks.txt
Asset Document Browse

GRN Details (1

Received Stock Register - Item
Item Code Item Name Comments Quantity Name Page No. Serial No. Distribution Delete

i. Report can be downloaded by clicking on the link.

j. To Generate Asset Register click on ‘Print Asset Register’.

59




Procurement Management Support System - PMSS v1.0 User Guide

Note: Asset Register can be generated only once. System will give a warning
message to confirm that all the items have been added etc. Once Asset

Register is generated no changes can be made to that GRN record.

s Received Note MIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3

Before generating Asset Register please make sure all the received items are entered.
Asset Register once generated can not be generated again and No changes to this GRN will be allowed.

Supplier Name l. Date Of Supply 27/10/2010 1§2),
+ I} il
I Asset Document Browse

GRN Details (1

Received Stock Register . Item
Item Code Item Name Comments Quantity Name Page No. Serial No. Distribution Delete
«|| ASDSA Suction Appi [w | 20w 23M23 23 354654 ||ltem Distribution | [

k. Asset Register excel will have three columns;
o Unique Number - Will be Auto generated
o Model Number - To be entered by the user
o Serial Number - To be entered by the user
[. Once the Asset Register is filled up it can be uploaded using the Browse function

m. Once uploaded, Link will appear as shown below.

Goods Received Note NIT Rourkela | Package : Suction Apparatus (TEQIP-II/20

|Mote : Before generating Asset Register please make sure all the received items are entered.
Asset Register once generated can not be generated again and No changes to this GRN will be allowed.

Supplier Name L. Date Of Supply 27/1)
GRN Document Browse...  Fglks.txt
Asset Document Browsy...  _index.JP3

|4 select all

Item Code Item Mame Comments REEE“{H‘ Stock Register Page No. Serial No.
Quantity Name
SA « || ASDSA Suction Appi VL« 20 23M23 23 354654

n. Asset Register can be downloaded by clicking on the link.

0. To add another record for GRN repeat steps from a. to o.

31. Payment details can be captured on the ‘Payments’ sub-tab;
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Package : Suction Apparatus(TEQIP- Current Stage : GRN - Payment Tracking and Contract
II/2010/NITRO/Shopping/3) Management

Flg Detailsl Invitation Letterl Quotation Dpening| Quotation Evaluation| Recomm. for Award| Purchase Order|_ & Payments

Use '"GRN' Tab to enter Good Received Notes.

Use 'Payments' Tab to track payments.

| |
Supplier Details (2] GRN ()| [ZEAPSSREN e D ocuments
1E hetp |
4 Expected Completion Date

Favment After Acceptanc 30/10/2010
Pavment After Celivery 27/10/2010

a. Click on the Payment Term and enter data in the following fields;
o Actual Completion Date
o Payment Date
o Cheque/Draft Number
o Amount
o Liquidated Damages Amount
o Comments

b. Click ‘Save’

c. To enter details of another payment repeat steps a and b.

32. Once all the details for all the payments are recorded this Procurement can be marked

as complete. Click on Completion Checklist, checklist will be seen as shown below;

2] 4e
(+ Mandatory

Package : Suction Apparatus(TEQIP- Current Stage : GRM- Payment Tracking and Contrac|
II/2010/NITRO/Shopping/3)

A

Managemen

Pk 0] f’.} Completion Checklist - Windows Internet Explorer

Completion Checklist

Are all the Goods received?

are all the payments done?
Is installation done?, if applicable.

Is training completed?, if applicable.
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33.Fill in the completion checklist then click on *Complete Procurement Process’ this will
complete the procurement for that Package.

(+ Mandator
Package : Suction Apparatus(TEQIP- Current Stage : GRN - Payment Tracking and Contrz
II/2010,/NITRO/Shopping/3)

Manageme
Fleg Detailsl Invitaticn Letter| Quotation Dpeningl Quotation Evaluation| Recomm. for Award| Purchase Drder

Use 'GRN' Tab to enter Good Received Notes.

Use 'Payments' Tab to track payments.

END - Shopping Goods
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Shopping Works

To do procurement using Shopping Works, Go to Procurement-> Process-> In

Progress.

e-Dashboard MIS Request/Queries Configuration

4 User : sameer(Procurement Coordinator {Institution) - NIT Rourkela)

Category | v| Procurement Method ~ Sub Component

E‘_ AProcurement
i e |
E‘ <Plan

g Erepare Blan

""" Fevised Plans

E| Process

L Procurement > Process > In Progress
i Initiate
H o In Progress =
i Notice/Circulars Category ::‘r::l‘:ge Procurement Number Current Stage Sub Category ;rel:::l;:;:iement ESt'macEE: Stage Infol
Civil Works
Lab TEQIP- Wark Refurbishment |NCB 2,200,000.00 | Stage Infory
Development | 11/2010/NITRO/NCE/1 Caompletion works
Certificate and
Payments
MI Tanks TEQIP- Quotation Others Shopping 800,000.00 | Stage Infory

1I/2010/NITRO/Shopping/2 |Opening

1. Click on the package name that has shopping as the procurement method.

2. First stage of Shopping is ‘Invitation Letter’.

Package : MI Tanks({TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Letter of Invitatior

Fleg Detail [Juotation Dpening| Quotation Eu'aluation| Recomm. for Award| Letter of Acceptance| Gen. of WDl WCC & Pa',fment|
Use 'SuppliEFDETENE 120 15 2ad supplier. Click on Generate Invitation Letter link to generate the invitation letters.

Quotation Validity 164(In days) Last Date & Time of 2g/10/2010 142l 1:00 wihh:mm)
Submission
Liquidated Damages Per Day 104Rs. Par Day Planned Quatation Opening 2s/10/2010 112 1:15 w(hh:mm)
: Date
Planned Quatation Opening Opening Location Work Completion Period 1320 « (In Days)
Location :

Purchase Committee (3)| Questions Ifl.3)| e =T BN 8] Contractor Details (1)
1 etp |

Electrical Engineering

Lgua Store Water Tank 800,000.00

3. On the ‘Invitation Letter’ tab enter data in the following fields;
o Quotation Validity Required (In days)
o Liquidated Damages Per Day
o Last Date of Submission
o Quotation Submission Time (hh:mm)
o Planned Quotation Opening Date
o Planned Quotation Opening Time (hh:mm)

o Planned Quotation Opening Location
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o Work Completion Period
4. Click ‘Save’
5. On the ‘Items’ sub-tab;

Package : MI Tanks({TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Letter of Invitatior

HGEsEENE 1hvitation Letter JOLie=18]s]y] Dpening| Quotation Eu'aluation| Recomm. for Award| Letter of Acceptance| Gen. of WDl WCC & Pa',fment|
Use 'Supplier Details' Tab to add supplier. Click on Generate Invitation Letter link to generate the invitation letters.

Quotation Validity 164(In days) Last Date & Time of 2g/10/2010 132l 1:00 wihh:mm)
Submission
Liquidated Damages Per Day 104Rs. Per Day Planned Quatation Opening 2s/10/2010 112 1:15 w(hh:mm)
Date
Planned Quatation Opening Opening Location Work Completion Period 1320 « (In Days)
Location

Purchase Committea (3)| Questions (13 Contractor Details (1)
1 et |

Electrical Engineering

Lgua Store Water Tank 800,000.00

a. Click ‘Item Name’, a pop up will be seen as shown below;

(+ Mandatory)
Ttem Information

Item Name L Description (-1 2715-22 tank Ak
- SISRTES RRRL. &

Drnrew v
Quantity Estimated Cost
Procuring

Department

Szarch Specification
Specifications specifications Cool tarke

&,

b. Enter ‘Specifications’ — Click on search specification to get specifications from
other items.

c. Click ‘Save’

d. If there are more than one item then, repeat steps from a. to c.

6. On the ‘Contractor Details’ sub-tab;
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Package : MI Tanks(TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Letter of Invitation

Pkg Details [[Eaersyee

Use 'Supplier Details' Tab to add supplier. Click on Generate Invitation Letter link to generate the invitation letters.

R Cuctation Dpeningl Quotation Evaluation| Recomm. for Award| Letter of Acceptance| Gen. of WO|WCC & Pa',-'mentl

Quotation Validity 164(In days) Last Date & Time of 2g/10/2010 112l 1:00 «(hh:mm)
Submission
Liguidated Damages Per Day 104Rs. Per Day Planned Quotation Opening 2g/10/2010 112l 1:15 w(hh:mm)
Date
Planned Quatation Openind Qpening Location Work Completion Period 120 « (In Days)
Location

Contractor Details (1

+ EmaillD + Phone Numberi{ Is Invitation Sent Delete

a. Click ‘Add’, a pop up will be seen as shown below;

| lose | 2] Help
(+ Mandatory)
Contractor Details NIT Rourkela | Package : MI Tanks (TEQIP-II/2010/NITRO/Shopping/2)
Contractor Name 4 Select Address
Contractor @
*
City le State le
Contractor Source | va Specify
Source
Pin Code le Phone le
Number
Mame Of le Email ID le
Representative
FAX Number PAN
MNumber
TAN Number Tax Number

b. Enter data in the following fields;
o Contractor Name - Click on Select Contractor to get the contractor from
existing list of contractors.
o Address
o City
o State
o Contractor Source
o Specify Source - Only if ‘Contractor Source’ is others
o Email ID
o Pin Code
o Name Of Representative
o Phone Number
o Fax Number
o PAN Number
o TAN Number

o Tax Number
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c. Click ‘Save’
d. To add another Contractor repeat steps from a. to c.

e. Once the Contractors are added click on ‘Generate Invitation letter’ link.

pack | 2] Helg
(+ Mandatory
Package : MI Tanks(TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Letter of Invitation

Pkg Details (e ey

Use 'Supplier Details' Tab to add supplier. Click on Generate Invitation Letter link to generate the invitation letters.

Letter Kol Dpeningl Quotation Evaluation| Recomm. for Award| Letter of Acceptance| Gen. of WO

WCC & Pa'_.fment|

Quotation Validity 164(In days) Last Date & Time of 2g/10/2010 112l 1:00 «(hh:mm)
Submission
Liguidated Damages Per Day 104Rs. Per Day Planned Quotation Opening 23/10/2010 112l 1:15 w(hh:mm)

f. Invitation letter will get generated for all the contractors in one-go. An email
will be sent to all the contractors automatically.

g. To view/ print the generated invitation letters click on the contractor name. A
link will be seen as shown in the below snapshot. Click on this link to view/
print the invitation letter.

Contractor Details NIT Rourkela | Package : MI Tanks (TEQIP-II/2010/NITRO/Shopping/2)
Contractor Name snS Corp Ltd + Select Address gnS Corp LtdAss
Contractor RoadMumbai 400004 @, |
City Mumbai - State |mH o
Contractor Source [ pMSS Database sl Specify Source
Pin Code (400004 L. Phone Number 022-6402342, 5403345 "
Name OF Kamesh K b Email ID kk@email.com "
Fepresentative
FaX Mumber PAN Number
TAN Number Tax Number
Invitation Lettel’ INY LETTER 33.doc I

h. If the email is not send due to some technical issue. Then Click on the
contractor name.
i. Click on the ‘Send Mail’ link.
j-  An email pop up will be shown. Click on ‘Send’ to send out the email to the
supplier.
7. On the 'Question’ sub-tab, additional evaluation questions and additional post
qualification questions can be added, if required.

a. Click ‘Add’, a pop up will be seen as shown below;
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| Il save | ¥ save and Add | &) Close |
{+ Mandatory)

Question Category |Evaluation + |

Question L

Is Decision Making Question? [~
Mon Responsive Value

b. Enter data in the following fields;

o Question Category — Whether it is Evaluation Question or Post
Qualification Question.

o Question

o Is Decision Making Question? - If the bidder is going to be marked as
responsive/ non- responsive based on this question then ‘Check’ this box

o Non Responsive Value - Select the value (Yes/ No) based on which the
bidder will become non- responsive. E.g. if the question is ‘Does the
Contractor have a local service center?’ then the non- responsive value

will be ‘No’.

Note: Question should be formed in such a way that the answer is in ‘Yes/

No’ form. The newly added questions will appear during the Quotation

Evaluation stage or Post Qualification Stage based on the question category.
c. Click ‘Save’.

d. To add another Question repeat steps from a. to c.

8. Once the required details are captured click on *‘Move to Next Stage’. This will move the
procurement to ‘Quotation Opening’ stage.
9. On the 'Quotation Opening’ tab click on *Print Quotation Opening Form’. This will open a

form as shown below;.
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Package : MI Tanks(TEQIP-I1/2010/NITRO/Shopping/2) Current Stage

Pleg Details| Invitation Letter Quotaticn E'-;aluaticnl Recomm. for i'\wardl Letter of Acceptance| Gen. of ¥

Ensure all Contractors are added in 'Contractor Details' Tab before entering Quotation Opening Data.
Upload signed copy of the Quotation Opening form in Documents Tab before you proceed to next step.

| Erint Cluctaticn OEenin': Form | Enter Clustation Opening Diats |

Quotation Op4g
Quoth

_‘
ST
=
e
e

NIT Rourkela

Quotation Opening Form
Diata:

Question SNS Corp Ltd 2 - 3 - 4 :

s Quotabion Received?

Quotation Received Date

s Quotation Duly Signed?
Quotation Number
Cluotation Validity
Readout Price

s the Signed BOQ
submitted?

s Estimated Time of [ [ [
Complebon a5 specified?

10. This form can be used during Quotation Opening. Print of this form can be taken and
Quotation opening details can be recorded on this form. The contractor names (which
were added during Invitation letter stage) can be seen on this form against which
quotation opening details can be mentioned. There are 3 extra columns provided to
accommodate names of any new Contractors who have submitted their quotations
directly.

11.If there were new contractors then their details should be put in the system using the
contractor details tab (to add these new contractors, similar steps should be followed as
mentioned in Invitation Letter stage).

12. After Quotation Opening is done, the data is required to be feed in the system. Enter the
following fields;

a. Quotation Opening Date

b. Quotation Opening Time

c. Quotation MoM

d. Click ‘Save’

e. Click on the ‘Enter Quotation Opening Data’ link. This will show a pop up to enter

the Responsiveness Criteria.
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Package : MI Tanks(TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Quotation Open
Pleg Details| Invitation Letter Quotation Eualuationl Becomm. for Awardl Letter of Acceptance| Gen. of WO| WCC & Paymel

Ensure all Contractors are added in 'Contractor Details' Tab before entering Quotation Opening Data.
Upload signed copy of the Quotation Opening form in Documents Tab before you proceed to next step.

| Erint Quotatien Opening Ferm | Enter Qluctation Ogening Data |

Quotation Opening Date 2g/10/2010 L2l 10:304(hh:mm)

& Quotation Opening - Windows Internet Explorer

Supplier Name|

MIT Rourkela | Package : MI Tanks (TEQIP- Current Stage : Quotation
II/2010/NITRO/Shopping/2) Opening

Red indicates N ive.
e e =d indicates Non responsive.

MName Question User Response
SMS Corp Ltd

Is Quotation Received?
Quotation Received Date
Is Quotation Duly Signed?

Quotation Number

Enter the details and Click ‘Save’.

13.0On the ‘Documents’ sub-tab, click ‘Add’;

Supplier Details (2) m
A dd [+

Uploaded By Uploaded Date Delete

Select Document to be Uploaded

Cocument Category @

sameer 17/10/2010 ™

Browse...

bl

Quotation Opening

Q.

Select ‘Quotation Opening’ Category

Browse and upload the document

14. Click on ‘Move to Next Stage’. This will move the procurement to ‘Quotation

Evaluation’ stage.
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15. 0n the ‘Quotation Evaluation’ tab click on *Print Quotation Evaluation Form’. This form
can be used during Quotation Evaluation.

Package : MI Tanks{TEQIP-II/2010/MNITRO/Shopping/2) Current Stage : Quotation Evaluation

Pleg Details| Invitaticn Letter| Quotation Opening Recomm. for Award| Letter of Acceptance| Gen.
L1 Contractor will be automatically selected and displayed by the system once the Evaluation data is filled.

Click 'Perform Post Qualification' to perform Post Qualification for selected Contractor .

| Erint Quetstion Evaluation Form | Enter Quotation Evaluztion Data |

Lowes
Selects

T
b,

NIT Rourkela

Quotation Evaluation Form
Data:

[@uestion |T<ali Crops [SNK Kanar [SNS Corp Ltd
|Ale the Delivery terms as | | |

specified?

|Ale the Payment Terms | | |

Agreed?

1 1 T =]

|I5 unconditional discount | | |
offered?

Arithmetical emors
Evaluated Price
(Comments

16. After Quotation Evaluation is done, the data is required to be feed in the system.
a. Click on the ‘Enter Quotation Evaluation Data’ link. This will show a pop up to

enter the Comparative Statement.

Package : MI Tanks(TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Quotation Evaluation and Award of Co

Pleg Details| Invitation Letter| Quotaticn Dpening Recomm. for Award| Letter of Acceptance| Gen. of WO | WCC & Pay
L1 Contractor will be automatically selected and displayed by the system once the Evaluation data is filled.

Click 'Perform Post Qualification' to perform Post Qualification for selected Contractor .

| Print Quotation Ewaluation Farm | Enter Quogation Evaluatien Data |

Selected Contract@f Quotation Evaluation - Windows Internet Explorer, Z”tl
Dl

Supplier Name| v|
MIT Rourkela | Package : MI Tanks (TEQIP- Mrrent Stage : Quotation Evaluation g
II/2010/NITRO/Shopping/2) Award of Contr

Document Categon
1. Quotation Oper| Red indicates Non responsive.
Name Question User Response
Kali Crops Quotation Details

Are the Delivery terms as specified?

Are the Payment Terms Agreed?

Is unconditional discount offered?

Arithmetical erraors
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17.0nce Comparative Statement data is save the system will show the lowest evaluated
responsive supplier (L1).

18. A link, ‘Perform Post Qualification” will be seen against L1;

Package : MI Tanks(TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Quotation Evaluation and Award of Contraci

Pleg Detailz| Invitation LEtterl Quaotation Dpening Recomm. for Award| Letter of Acceptance| Gen. of WO| WCC & Payment
L1 Contractor will be automatically selected and displayed by the system once the Evaluation data is filled.

Click 'Perform Post Qualification' to perform Post Qualification for selected Contractor .

| Erint Qustation Evaluation Farm | Enter Clustation Evaluation Diata |

Lowest Responsive Contractor after evaluation :  Kali "
Selected Contractor for Post Qualification : Kali Crops) Perform Post Qualification

a. Click on the link to get a popup as shown below;

| I save | &) close | show History | Z) Help |

MNIT Rourkela | Package : MI Tanks (TEQIP- Current Stage : Quotation Evaluation and
II/2010/NITRO/Shopping/2) Award of Contract

Red indicates Non respaonsive.

User

Name Question
Response

Kali Crops Quotation Details
Is the Total Monetary Value of construction in the last 3 yvears Received?
Is the Income Tax Certificate Received?
Is the Financial Standing Report Received?
Is the Litigation Report Received?

Has the Contractor Satisfactorily completed at least 1 similar work of value not less
than 80% of estimated contract value in less than 3 years?

Does the Contractor have a Valid Electrical License?

Does the Contractor have a Valid Sanitary Work License?

b. Fill in the response for the selected Contractor
c. If the Contractor becomes non-responsive in this step then automatically next
lowest evaluated contractor will be seen.
d. Repeat the Post Qualification process for this Contractor.
19. On the ‘Documents’ sub-tab;
a. Click ‘Add’, select the '‘Bid Evaluation’ Category
b. Browse and upload the document
20. Click on ‘Move to Next Stage’. This will take the procurement to ‘Recommendation for

Award’ stage.

71




Procurement Management Support System - PMSS v1.0 User Guide

Package : MI Tanks(TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Recommandation for Award of Contract

Fleg Detailz| Invitation Letter| Quotation Dpening| Quotation Evaluation Letter of Acceptancel Gen. of WO|WCC & Payment
L1 Contractor | kali Crops vl

Recommandation Comments
&, 4

21.If the lowest evaluated responsive contractor (L1) is not acceptable by the committee
then another contractor can be selected in this stage. If another contractor is selected
then enter the comments in the ‘Comments’ field and click ‘Save’.

22.Click on *Move to Next Stage’. This will take the procurement to ‘Letter of Acceptance’

stage.

Package : MI Tanks(TEQIP-II/2010/MITRO/Shopping/2) Current Stage : Letter of Acceptance

Elg DEtEIi|5| Invitation Letter| Quotation Openingl Quotation Evaluationl Recocmm. for Award| Letter of Acceptance RECIERURUTeI R oleg:T Pa',-'ment|

Performance Security Amount 3000« Maintenance Period Expiry Date g1/12/2011 1i2l,

Click on 'Generate Acceptance Letter' link to generate the acceptance letter.
Upload verified acceptance letter in the 'Documents' Tab under 'Acceptance Letter' category.

Generate Acceptance Letter

a. Enter the Performance Security Amount
b. Enter Maintenance Period Expiry Date and
c. Click on ‘Generate Acceptance Letter’. This will generate the Acceptance Letter.

23. Click on ‘Move to Next Stage’. This will take the procurement to ‘Gen of WO’ stage.

Package : MI Tanks{TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Generation of Work Order

Fleg Detailz| Invitation Letterl Quotation Dpening| Quotation Evaluation| Recomm. for Award| Letter of Acceptance |m WCC & Pa'_.fment|

Contract 5tart Date 30/10,/2010 152
Work Start Date 3p/10/2010 112 Work Completion Date 2g/02/2011 1i2]

Verify that payment terms are correctly defined under Payments tab.
Click on 'Generate WO' link to generate the WO. Upload verified work order in 'Documents' tab under 'Work Order' category.

Generate WO

Contractor Details (2] | EEMIMEIIEY ¢ Documents

101 »
Expected Completion Date Expected Completion Period + Payment Percentage Delete
Favment After delivery 01/01/2011 30 40.00 r
FPavment after final checlk 28/02/2011 a0 60.00 r
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Enter Contract Start Date
Enter Work Start Date

0 T o

Enter Work Completion Date and

d. Click on ‘Generate WOQO'. This will generate the Work Order.
24.0n the ‘Payments’ sub-tab;

a. Click ‘Add’, a pop up will be seen as shown below;

Jﬁs“e 1% close iéﬁﬂi

Payments
Payment Term payment After delivery « Expected Completion Period 3 L
Liquidated Damages 104 Expected Completion Date p1/01/2011 1§2),
Expected Payment Date g1/02/2011 1i2] Payment Percentage 40 Payment Amount

(+ Mandatory)

b. Enter data in the following fields;
o Payment Term
o Expected Completion Period
o Expected Completion Date
o Liquidated Damages
o Payment Percentage
c. Click ‘Save’.
d. To add another payment term repeat steps from a. to c.
25. Work Order can be uploaded in the ‘Documents’ tab.

26. Click on ‘Move to Next Stage’. This will take the procurement to ‘WCC & Payments’

stage.
27.0n the '"Work Completion’ sub-tab;

Package : MI Tanks{TEQIP-II/2010/NITRO/Shopping,/2) Current Stage : Work Completion Certificate & Payments

Fleg Detailz| Invitation Letter| Quaotation Dpening| Quaotation Evaluation| Recomm. for Award| Letter of Acceptance| Gen. of WD

Use Work Completion Tab to enter work completion details and to generate Work Completion Certificate.

Use 'Payments' Tab to track payments.

Contractor Details (3)| Fayments (3

| Work Completion (0] | E==tnthis

| LI Add | 2] "E'EL
~ Actual Date of Completion + Work Done Delete

There are no items to show in this view.
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a. Click on ‘Add’, a pop up will be seen as shown below;

(+ Mandatory)

Work Completion Certificate

Actual Date of Completion 1i2
Wark Done
Comments

Balance Work

b. Enter data in the following fields;
o Actual Date of Completion
o Work Done
o Balance Work

c. Click ‘Save’

d. To Generate the WCC Report click on ' Generate WCC’

(+ Mandatory)

Work Completion Certificate

Waork Crder
MNumber
Wark Done work Done

*
Comments

Actual Date of g1/01/2011 132
Completion

Balance Work gy

e. To add another record for WCC repeat steps from a. to d.

28. Environmental Checklist can be downloaded, checked and uploaded in the documents

tab.

29. Payment details can be captured on the ‘Payments’ sub-tab;
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Package : MI Tanks{TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Work Completion Certificate & Payments

Fleg Detailz| Invitation Letter| Quotation Openingl CQuotation Evaluation| Recomm. for Award| Letter of Acceptance| Gen. of WO

Use Work Completion Tab to enter work completion details and to generate Work Completion Certificate.

Use 'Payments' Tab to track payments.

Contractor Details [ ﬂm fork Completicn |:L)| Documents

1B hete |
Expected Completion Date Expected Completion Period + Payment Percentage Delete
FPavment After delivery 01/01/2011 30 40.00 r
Favment after final check 28/02/2011 a0 60.00 r

a. Click on the Payment Term and enter data in the following fields;
o Work Completed?
o Liquidated Damages Waived?
o WCC Generated?
o Actual Completion Period
o Comments (if Actual Completion Period is not as per planned)
o Actual Payment Date
o Comments (if Actual Payment Date is not as per planned)
o Actual Payment Amount
o Comments (if Actual Payment Amount is not as per planned)
b. Click ‘Save’
c. To enter details of another payment repeat steps a and b.
30. Once all the details for all the payments are recorded this Procurement can be marked

as complete. Click on Completion Checklist, checklist will be seen as shown below;
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"~ Back | il Help

(+ Mandatory
Package : MI Tanks(TEQIP-II/2010/NITRO/Shopping/2) Current Stage : WorN Completion Certificate & Payment

Elkg Detail5| Invitation Letter| Quotation Opening| Quotation Evaluati0n| Recomm. for Award| Letter of AcceptaNce| Gen. of WO

= Completion Checklist - Windows Internet Explorer,

use ' Completion Checklist

Are all the payments done?

Is all the works completed?

Is the environmental checklist updated and uploaded?

31.Fill in the completion checklist then click on *Complete Procurement Process’ this will

complete the procurement for that Package.

" Back L 2] Help |
(+ Mandatory)

Package : MI Tanks{TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Work Completion Certificate & Payments

Fleg Detailz| Invitation Letterl Quotation Opening| Quotation Evaluati0n| Recomm. for Award| Letter of Acceptance| Gen. of WOl WCC & Payment

Use Work Completion Tab to enter work completion details and to generate Work Completion Certificate.

Use 'Payments' Tab to track payments.

END - Shopping Works

Direct Contracting

All steps for Direct Contracting are same as Shopping except;
¢ Quotations are invited from only one supplier/ contractor. Thus the condition on

minimum three suppliers/ contractors is not there for Direct Contracting.
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NATIONAL COMPETITIVE BIDDING METHOD

Chapter

User Guide — Procurement Using NCB Method
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National Competitive Bidding (NCB)

NCB Method can be used for procurement of ‘Goods’ as well as for procurement of *Civil
Works’. System will automatically allow selection of NCB Method when the value-threshold
is > USD 20,000 and Less than USD 300,000 for Goods and > USD 30, 000 for Civil Works.

NCB Goods

To do procurement using NCB Good, Go to Procurement-> Procurement Request and

select the In Progress Procurements tab.

e-Dashboard MIS Request/Queries Configuration

" User : sameer({Procurement Coordinator (Institution) - NIT Rourkela)

E‘ AProcurement
ol Pian Category | vl Procurement Method R Sub Component
Prepare Blan
@ Fevised Plans
. pmces_s_ Procurement = Process > In Progress
Initiats
In Progress Pack: P t Esti ted
L T Erai e Category N:‘r:n:ge Procurement Number Current Stage Sub Category "r.;:fll;:amen S| 'macht Stage Infol
Civil Works
Lab TEQIP- Work Refurbishment |NCB 2,200,000.00 | Stage Infor
Cevelopment |[1/2010/NITRO/NCB/1 Completion works
Certificate and
Payments
MI Tanks TEQIP- Quotation Others Shopping 800,000.00 | Stage Infory

11/2010/NITRO/Shopping/2 | Opening

1. Click on the package name that has NCB as the procurement method and Category as
Goods.
2. First stage of NCB is ‘Gen. of Bid'.

Package : FZL Filters{TEQIP-II/2010/NITRO/NCB/4) Current Stage : Generation of Bid Documeni
Fleg Deta 1" v, & [s=sue of Eid| Bid Dpening| Bid Evaluation| Recomm. & Accept. Letter| Contract Award & PO GRN & Payments
:ﬁbd-ef-ﬁah.ﬁofhidding Document: From 132 Place of Bid Opening
&, .
To 132] Communication Address
.
Last Date and Time for receipt of Bids 132] +(hh:mm)
Time and Date of opening of Bids 1j2| Rk mm)
Validity of L Bid Security L Cost of Bid L Period of +{In
Bid Validity Document Completion days)

Enter 'Instruction To Bidder' & 'SCEC’ Infermatien | Generate SED

Purchase Committea (3)' Questions |:2EI)| Documents| Payments (0]
1B nete |
Procuring Department + Quantity Estimated Cost

3. On the ‘Gen. of Bid’' tab enter data in the following fields;

o Date of Commencement of Sale of Bidding Document
o Last Date for Sale of Bidding Document

o Validity of Quotation
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o Last Date of Submission
o Submission Time (hh:mm)
o Bid Security Validity
o Planned Bid Opening Date
o Planned Bid Opening Time (hh:mm)
o Cost of Bid Document
o Place of Bid Opening
o Completion Period
o Communication Address
4. Click ‘Save’
5. Click on the ‘Enter 'Instruction To Bidder' & 'SCC' Information’ and enter the details.
6. On the ‘Items’ sub-tab;

Package : FZL Filters{TEQIP-II/2010/MNITRO/NCB/4) Current Stage : Generation of Bid Document

Adv. & Issue of Eidl Bid Openingl Sid Evaluation| Recomm. & Accept. Letter| Contract Award & FO| GRMN & Fayments

Plg Details |- gyt

Period of Sale of Bidding Document: From 132 Place of Bid Opening

&,
To 132] Communication Address
2
Last Date and Time for receipt of Bids 1iz2], «(hh:mm)
Time and Date of opening of Bids 132 «{Rh:mm)
Validity of L Bid Security L Cost of Bid Le Period of 1N
Bid Validity Document Completion days)

Enter 'Instruction To Bidder' B 'SCC' Infarmation | Generate SBD

Purchass Committee (3)| Questions (20) | ERSEVET BYSQ Docum=nts| Payments (0)
1B hele |
Procuring Department + Quantity Estimated Cost

Institution Level

Filter Conial Slad 12 1,080,000.00

e. Click ‘Item Name’, a pop up will be seen as shown below;

|Hsave |®ciose |
(+ Mandatory)
Item Information
Item Name L Description [cap<eat 21+ 34
&,
Quantity Estimated Cost
Procuring
Department
Search Specification
Specifications
&,

f. Enter ‘Specifications’ - Click on search specification to get specifications from
other items.
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g. Click ‘Save’
h. If there are more than one item then, repeat steps from a. to c.
7. On the ‘Payments’ sub-tab;

a. Click ‘Add’, a pop up will be seen as shown below;

|48 sa ose | 7 Help
(+ Mandatory)
Payments
Payment Terms e Expected Completion Period « (In days)
Liguidated Damages L. Expected Completion Date 32|,
Percentage
Expected Payment Date 1i2|

b. Enter data in the following fields;
o Payment Term
o Expected Completion Period
o Expected Completion Date
o Liquidated Damages
o Payment Percentage
c. Click ‘Save’.
d. To add another payment term repeat steps from a. to c.
8. On the '‘Define Question’ sub-tab;
a. Click ‘Add’, a pop up will be seen as shown below;

{+ Mandatory)
Question Category

Question L

Is Decision Making Question? [~
Mon Responsive Value

b. Enter data in the following fields;
o Question Category — Whether it is Evaluation Question or Post
Qualification Question.

o Question
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o Is Decision Making Question? - If the bidder is going to be marked as
responsive/ non- responsive based on this question then ‘Check’ this box

o Non Responsive Value - Select the value (Yes/ No) based on which the
bidder will become non- responsive. E.g. if the question is ‘Does the
Contractor have a local service center?’ then the non- responsive value

will be ‘No’.

Note: Question should be formed in such a way that the answer is in Yes/
No form. The newly added questions will appear during the Bid Evaluation

stage.

c. Click ‘Save’.
d. To add another Question repeat steps from a. to c.
9. Click on the Generate SBD. This will generate the SBD. Edit the SBD to fill-in the other
required sections.
10. On the ‘Documents’ sub-tab, click *‘Add’;

Purchase Committes (3]' CQuestions |:2D]| Itemn Details |:1)| Fayments (2]
Add | ety |

Delete

Documey E00r ile Name De iption ploaded E

{= hit p:Hlocalhost/PMSS5/50unce/PMS5_Shopping/DocumentUpload... |:| |E

Select Document to be Uploaded :

Browse...

Document Category

b
Standard Bidding Document

a. Select ‘Standard Bidding Document’ Category

b. Browse and upload the document

11.0Once the required details are captured click on *‘Move to Next Stage’. This will move the
procurement to ‘Advertisement & Issue of Bids' stage.
12.0n the ‘Adv. & Issue of Bids’ tab click on ‘Generate Advertisement’. This will show a

popup as shown below
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{+ Mandatory)
Generate Advertisement MIT Rourkela | Package : FZL Filters {TEQIP-II/2010/NITRO/NCB/4)

Select Package

w [Press Ctrl to select more than one package]

Local Paper Name L Published date of Advertisement 132
=) (Local)

Mational Paper Name L Published date of Advertisement 132
=] (Mational)

a. Enter data in the following fields;

o Select Package - All the packages which are in Adv. Stage will be
displayed. Press control button on the keyboard to select more than one
package.

o Local Paper Name(s)

o Date of Advertisement(Local)

o National Paper Name (s)

o Date of Advertisement(National)

b. Click ‘Save’
c. 'Print Advertisement’ link will seen, click on this link to generated the

advertisement.

| Print Advertisement ;153“ i@dnrse i@@ i

{+ Mandatory)

Generate Advertisement NIT Rourkela | Package : FZL Filters (TEQIP-II/2010/NITRO/NCE/4)

Select Package
w [Press Ctrl to select more than one package]

Local Paper Name | qkmat L Published date of Advertisement 15/10/2010 182
(s) (Local)

Mational Paper Name Tjmes L Published date of Advertisement 15/10/2010 12|
(s) (Mational)

d. This Advertisement can be unloaded in the ‘Documents’ sub-tab.
e. Enter the ‘Actual Publication Date (Local)’ and Actual Publication Date (National) when
advertisement is actually published in the papers.

13. As and when Bids are issued, bidder details can be captured in the ‘Bidder Details’ sub-

tab;
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Package : FZL Filters(TEQIP-II/2010/NITRO/NCB/4) Current Stage : Advertisement and Issue of Bid

Fleg Detailz| Gen. of Bil:l| Adv. & Issue of Bid J=00 Dpeningl Bid Evaluation| Recomm. & Accept. Letter| Contract Award & POl GRN & Payments

Click on 'Generate Advertisement' link to enter the advertisment details and print the advertisement. -

Gensrate Advertissment

Local Paper Name (s) e Published date of Advertisement{Local) 1i2]
MNational Paper Name (s) + Published date of Advertisement(National) 1§2]
Actual Publication Date (Local) 132 Actual Publication Date (National) 132|

As and when bids are issues enter bidder details using 'Bidder Details' tab.

Enter Prebid Meeting Details using the 'Enter Prebid Meeting Information’ link.

Enter Brebid Meeting Information -
Bidder Details (0) Jocumentsl
TEmaT| Dnelp |

« Bidder Name + Address + Phone Number + Bid Document Delete

There are no items to show in this view.

a. Click ‘Add’, a pop up will be seen as shown below;

(+ Mandatory)
Bidder Details NIT Rourkela | Package : FZL Filters (TEQIP-II/2010/NITRO/NCB/4)
Bidder Name « Selact Address
Bidder
*
City L State L
Pin Code L Phane L
Number
Name Of L Email ID L
Representative
FAX Number PAN Number
TAN Number Tax Number

b. Enter data in the following fields;

o Bidder Name - Click on Select Bidder to get the bidder from existing list of
bidders.

o Address

o City

o State

o Email ID

o Pin Code

o Name Of Representative

o Phone Number

o Fax Number

o PAN Number
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o TAN Number
o Tax Number
c. Click ‘Save’
d. To add another Bidder repeat steps from a. to c.
14. Prebid Meeting Information can be entered using the ‘Enter Prebid Meeting Information’

link. Click on this link will show a popup as shown below;

— — —
Lmﬁveandclnse ],nSave ],@Clnse L@Hdp],
(+ Mandatory )|

Prebid Meeting Details NIT Rourkela
Package Code TEQIP-II/2010/NITRC/NCBE/4 Package Name FZL Filters
Prebid Date 21-Oct-2010 Prebid Time Z2:00
Actual Date of Prebid meeting 21/10/2010 112 Clarification Issued Date 57/10/2010 1i2,
Was there any Corrigendum and Addendum? | ez wl, Is Clarification issued to all Bidders | vez vl

Prebid MOM pam
&,

a. Enter data in the following fields;
o Actual Date of Prebid meeting
o Clarification Issued Date
o Was there any Corrigendum and Addendum?
o Is Clarification issued to all Bidders
o Prebid MOM
b. Larger MOMs can also be uploaded in the ‘Documents’ sub-tab
15. Click on ‘Move to Next Stage’. This will move the procurement to ‘Bid Opening’
16. Click on 'Print Bid Opening Form’. During the bid opening processes this form can be
used to capture data.
17.Bid Opening data needs to be put in the system. Enter the following fields;
a. Bid Opening Date
b. Bid Opening Time
c. Bid MoM
d. Click ‘Save’
e. Click on the ‘Enter Bid Opening Data’ link. This will show a pop up to enter the

Responsiveness Criteria.
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Package : FZL Filters(TEQIP-II/2010/NITRO/NCB,4) Cur

Fleg Detailz| Gen. of Bil:l|)'-‘\|:|v. & I==ue of Bil:l Bid Eualuation| Recomm. & Accept. Letterl Contract Award &

Ensure all Bidders are added in 'Bidder Details' Tab before entering Bid Opening Data.
Upload signed copy of the Bid Opening form in Documents Tab before you proceed to next step.

| Erint Bid Opening Form | Entsr Bid Qpening Data |

Bid Opening Date 2g/10/2010 132l 1:45 w{hh:mm)
Eid Opening Mo

= Bid Opening - Windows Internet Explorer

Bidder Name| v|

MIT Rourkela | Package : FZL Filters (TEQIP-II/2010/NITRO/NCB/4) Current Stage : Bid Ope

Red indicates Non responsive.

Name Question User Response
kali Crops
Is Bid Received?
Bid received Date 12|,
Is Bid Duly Signed?
Bid MNumber L
Validity of Bid

Readout Price

Validity of Bid Security

f. Enter the details and Click ‘Save’.
18.0On the ‘Documents’ sub-tab, Click ‘Add’;

Eidder Detzils (2) m

A pelete | [+ salec e 2] Halg

Document Category File Name Descriptiol Uploaded By Uploaded Date Delete =«

ol 17/10/2010 N

| upload | Clese |
(+ Mandatory)

2. Standard Bi

17/10/2010 B -
Select Document to be Uploaded :

Browse...

Cocurment Category @

Standard Bidding Document

Copy of Advertisement
Bid Opening

@,

a. Select 'Bid Opening’ Category

b. Browse and upload the document
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19. Click on ‘Move to Next Stage’. This will move the procurement to ‘Bid Evaluation’
stage.
20.0n the 'Bid Evaluation’ tab click on ‘Print Bid Evaluation Form’. This form can be used
during Bid Evaluation.
21. After Bid Evaluation is done, the data is required to be feed in the system.
a. Click on the ‘Enter Bid Evaluation Data’ link. This will show a pop up to enter the

Comparative Statement.

Package : FZL Filters{TEQIP-II/2010/NITRO/NCB/4) Current Stage : Bid E\I"Ell

Plkg Details| Gen. of Bid| Adv. & [ssue of Bidl Bid Dpening Recomm. & Accept. Letterl Contract Award & PO | GRN & Paymer

L1 Bidder will be automatically selected and displayed by the system once the 'Bid Evaluation' data is filled.
Post Qualification link will appear against the L1 Bidder. Click on this link to perform the Post Qualification.

| erint Bid Evaluztion Ferm | Enter Bid Evalystion Data |

{= Bid Evaluation - Windows Internet Explorer.

Bidder Namel

\l‘

NIT Rourkela | Package : FZL Filters (TEQIP-II/2010/NITRO/MNCB/4) Current Stage : Bid Evalu

Red indicates Non responsive.
—_—

Name Question User Response

Kali Crops Quotation Details
Is unconditional discount offered?

Document Category

1. Copy of Advertis

2. Bid Opening Is Cross Discount applicable?

Any Arithmetic error

Is Price Loading applicable?

Price Adjustment due to loading

*

Is Technically Responsive?

b. Enter the details and Click ‘Save’.
22.0nce Comparative Statement data is save the system will show the lowest evaluated
responsive supplier (L1).

23.'Post Qualification’ link will be seen against L1;
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Package : FZL Filters{TEQIP-II/2010/NITRO/NCE/4) Current Stage : Bid Evaluation

Plkg Detailz| Gen. of Bid|Adv. & I==ue of Bid| Bid Dpening Recomm. & Accept. Letter| Contract Award & PC| GRN & Payments

L1 Bidder will be automatically selected and displayed by the system once the 'Bid Evaluation' data is filled.
Post Qualification link will appear against the L1 Bidder. Click on this link to perform the Post Qualification.

| Erint Bid Evaluation Farm | Enter Bid Evaluation Data |

Lowest Responsive after evaluation Kali Cropsl Post Qualification Criteria I

a. Click on the link to get a popup as shown below;

Ln.‘;ave @(‘Jnse G’Sh.mur i @

NIT Rourkela | Package : FZL Filters (TEQIP-II/2010/NITRO/MNCE/4) Current Stage : Bid Evaluation

Red indicates Non responsive.

User

Name Question Response

kali Crops Quotation Details

Is Minimum Financial Turnover met in at least once of the last three vears excluding

current financial vear?

Satisfactory delivery of similar goods/items of value nat less than 80% of estimated
contract value in less than 3 vears.

Sales Tax number

b. Fill in the response for the selected Bidder
c. If the Bidder becomes non-responsive in this step then automatically next lowest
evaluated Bidder will be seen;
d. Repeat the Post Qualification process for this Bidder.
24.0n the ‘Documents’ sub-tab;
C. Click ‘Add’, select the '‘Bid Evaluation’ Category
d. Browse and upload the document
25. Click on *‘Move to Next Stage’. This will take the procurement to ‘Recomm. & Accept.

Letter’ stage.

Package : FZL Filters(TEQIP-II/2010/NITRD/NCE/4) Current Stage : Recommandation for Award and Acceptance Letter

Fleg Detailz| Gen. of Bid|Adv. & I=zue of Bid| Bid Openingl Bid Evaluation Contract Award & FO| GRN & Payments

L1 Supplier | kali Crops o
Recommandation Comments

w
Performance Security &mount L Performance Security Period (In Days)
Click on 'Generate Acceptance Letter' link to generate the acceptance letter.

Gensrate Acceptance Letter
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26. If the lowest evaluated responsive supplier (L1) is not acceptable by the committee then
another supplier can be selected in this stage. If another supplier is selected then enter
the comments in the ‘Comments’ field and click ‘Save’. On the ‘Documents’ sub-tab the
evaluation report can be uploaded under the Evaluation Report category.

27.Click on ‘Generate Acceptance Letter’ to generate the Acceptance Letter. Signed Copy of
the letter can be uploaded in the documents sub-tab, for records.

28. Click on ‘Move to Next Stage’. This will take the procurement to ‘Contract Award and
PO’ stage.

29. Click on ‘Generate Contract & PO’. In the Pop up enter the following fields;

a. Contract Start Date

Contract Document signed - date

Performance Security Within 21 Days?

Performance Security Amount

Arbitrator Agreed?

Performance Security Instrument

VAT %

> Q "o a o o

Performance Security Expiry Date
Octroi and Others

j. Basic Cost Per Unit - only if changed.

Package : FZL Filters(TEQIP-II/2010/NITRO/NCB/4) Current Stage : Contract Award and PO Generatig

Flcg Detaills| Gen. of BidlAdv. & Is==zue of Bid| Bid Dpeningl Bid Evaluation| Recomm. & Accept. Letter GRM & Fayments
Click on 'Generate Contract & PO’ link to enter the Contract and PO details and print the Contract and PO.

{= Contract Generation - Windows Intern~t Explorer | |
I !PrintCnn.triu:t !Prin.tPD !ESave i@dnse l@ EE i
{+ Mandatory}
Contract Generation NIT Rourkela | Package : FZL Filters (TEQIP-II/2010/NITRO/NCBE/4)
Supplier Name Kali Crops PO #
Contract Start Date 132 Contract Document signed - date 1i2
Performance Security Within 21 Days Parformance Security Amount L.
e Arbitrator Agreed? Performance Security Instrument
e VAT Percent L Performance Security Expiry Date 132
Qctroi And Others
Dol
Evaluated Price Total Price
1.
2L Contract Details NIT Rourkela | Package : FZL Filters (TEQIP-II/2010/NITRO/NCB/4)
S Basic Cost Per Total Basic
Item Mame Description Qty Unit Cost
« Conical 21% 34 Q0000
—
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30. Click ‘Save’

31.Click ‘Print PO’. This will print the PO.

32. PO can be uploaded in the ‘Documents’ tab.

33. Click ‘Print Contract’. This will print the Contract.

34. Contract can be uploaded in the ‘Documents’ tab.

35. Click on *‘Move to Next Stage’. This will take the procurement to ‘GRN & Payments’
stage. Whenever Goods are received the details can be captured in this stage.

36.0n the '"GRN' sub-tab;

Package : Suction Apparatus{TEQIP- Current Stage : GRN - Payment Tracking and Contract
II/2010/NITRO/Shopping/3) Management

Eleg DEtaiI5.| Invitation LEtter| Quotation Dpeningl Quaotation Evaluationl Recomm. for Award| Purchaze Orderl_ & Payments

Use 'GRN' Tab to enter Good Received Notes.

Use 'Payments' Tab to track payments.

Supplier Details (|

m I'la',rrnents (2)| Documents

Supplier Name « Date Of Supply Delete

There are no items to show in this view.

a. Click on ‘Add’, a pop up will be seen as shown below;

(+ Mandatory
Goods Received Note NIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3)

“ote : Before generating Asset Register please make sure all the received items are entered.
Asset Register once generated can not be generated again and No changes to this GRN will be allowed.
Supplier Name L Date Of Supply 132]

GRN Details (0

Item Code Item Name Comments Received Quantity Stock Register Name Page No. Serial No. Item Distribution Delete

Total Records :0

b. Enter data in the following fields;
o Date of Supply
o In the Items section click ‘Add’ and enter the following fields;
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lﬁs“g i®dus= i@&i

(» Mandatory)|
eceived Note NIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3)

‘efore generating Asset Register please make sure all the received items are entered.
'sset Register once generated can not be generated again and No changes to this GRN will be allowed.

Supplier Name L Date Of Supply 1j2
—
Received Stock Register - Item
em Code Item Name Comments Quantity Name Page No. Serial No. Distribution Delete
! I . r

Total Records 1

= Item Code - This code will be used when generating asset humbers
= Item Name
=  Comments
= Received Quantity
= Stock Resistor Name
= Page No.
= Serial No.
c. To add another Item click add and enter the data as above.
d. Click ‘Save’
e. Once saved, ‘Item Distribution’ link will appear against each item.

teceived Note NIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3)

iefore generating Asset Register please make sure all the received items are entered.
sset Register once generated can not be generated again and No changes to this GRN will be allowed.

Supplier Name . Date Of Supply 27/10/2010 182l
GREN Document Browss...
Asset Document Browse...

GRN Details (1

Item

Received Stock Register

[tem Code Item Name Comments Quantity Name Page Mo. Serial N _m_)elete
&,

Total Records 11

f. Click on the link to get a pop up. In this pop up, enter the Quantity supplied to
each department.
g. To Generate the GRN Report click on ' Print GRN’
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ose | 2) Help
(+ Mandatory
eceived Note MIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3]

efore generating Asset Register please make sure all the received items are entered.
sset Register once generated can not be generated again and No changes to this GRN will be allowed.

= Loy

s = Date Of Supply 27/10/2010 182,
GRN Document Browse...
Agset Document Browse...

GRN Details (1 I

Received Stock Register . Item
tem Code Item Name Comments Quantity Name Page Mo. Serial No. Distribution Delete

h. The GRN Report can be uploaded using the Browse function. Once uploaded, Link
will appear as shown below.

(+ Mandatory
= Received Note NIT Rourkela | Package : Suction Apparatus (TEQIP-I1/2010/NITRO/Shopping/3

Before generating Asset Register please make sure all the received items are entered.
Asset Register once generated can not be generated again and No changes to this GRN will be allowed.

Supplier Name L Date Of Supply 27/10/2010 132l

GRN Document Brofse... | _Poks.txt
Asset Document Browse

GRN Details (1

Received Stock Register - Item
Item Code Item Name Comments Quantity Name Page No. Serial No. Distribution Delete

i. Report can be downloaded by clicking on the link.

j. To Generate Asset Register click on ‘Print Asset Register’.

Note: Asset Register can be generated only once. System will give a warning
message to confirm that all the items have been added etc. Once Asset

Register is generated no changes can be made to that GRN record.
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—
hecstcanlpanacee pensa il sne LD e L Dnicle

(+ Mandatory|
s Received Note MIT Rourkela | Package : Suction Apparatus (TEQIP-II/2010/NITRO/Shopping/3

Before generating Asset Register please make sure all the received items are entered.
Asset Register once generated can not be generated again and No changes to this GRN will be allowed.

Supplier Name l. Date Of Supply 27/10/2010 1§2),
+ L e
I Asset Document Browse..

GRN Details (1

Item

Received Stock Register

Item Code Item Name Comments Quantity Name Page No. Serial No. Distribution Delete
. 204 | [23m23 23 354664 || ltem Distribution | I

k. Asset Register excel will have three columns;
o Unique Number - Will be Auto generated
o Model Number - To be entered by the user
o Serial Number - To be entered by the user
I. Once the Asset Register is filled up it can be uploaded using the Browse function

m. Once uploaded, Link will appear as shown below.

Goods Received Note NIT Rourkela | Package : Suction Apparatus (TEQIP-II/20

|Mote : Before generating Asset Register please make sure all the received items are entered.
Asset Register once generated can not be generated again and No changes to this GRN will be allowed.

Supplier Name e Date Of Supply 27/1)

GEN Document Browse...  Fglks.txt
Asset Document Erowsl... index.JP3

|4 select all

Item Code Item Mame Comments REEE“{H‘ Stock Register Page No. Serial No.
Quantity Name
SA « || ASDSA Suction Appi VL« 20 23M23 23 354654

n. Asset Register can be downloaded by clicking on the link.

0. To add another record for GRN repeat steps from a. to o.

37.Payment details can be captured on the ‘Payments’ sub-tab;
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Package : Suction Apparatus(TEQIP- Current Stage : GRN - Payment Tracking and Contract
II/2010/NITRO/Shopping/3) Management

Flg Detailsl Invitation Letterl Quotation Dpening| Quotation Evaluation| Recomm. for Award| Purchase Order|_ & Payments

Use '"GRN' Tab to enter Good Received Notes.

Use 'Payments' Tab to track payments.

| |
Supplier Details (2] GRN ()| [ZEAPSSREN e D ocuments
1E hetp |
4 Expected Completion Date

Favment After Acceptanc 30/10/2010
Pavment After Celivery 27/10/2010

a. Click on the Payment Term and enter data in the following fields;
o Actual Completion Date
o Payment Date
o Cheque/Draft Number
o Amount
o Liquidated Damages Amount
o Comments

b. Click ‘Save’

c. To enter details of another payment repeat steps a and b.

38. Once all the details for all the payments are recorded this Procurement can be marked

as complete. Click on Completion Checklist, checklist will be seen as shown below;

2] 4e
(+ Mandatory

Package : Suction Apparatus(TEQIP- Current Stage : GRM- Payment Tracking and Contrac|
II/2010/NITRO/Shopping/3)

A

Managemen

Pk 0] f’.} Completion Checklist - Windows Internet Explorer

Completion Checklist

Are all the Goods received?

are all the payments done?
Is installation done?, if applicable.

Is training completed?, if applicable.
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39.Fill in the completion checklist then click on *Complete Procurement Process’ this will
complete the procurement for that Package.

(+ Mandator
Package : Suction Apparatus(TEQIP- Current Stage : GRN - Payment Tracking and Contrz
II/2010,/NITRO/Shopping/3)

Manageme
Fleg Detailsl Invitaticn Letter| Quotation Dpeningl Quotation Evaluation| Recomm. for Award| Purchase Drder

Use 'GRN' Tab to enter Good Received Notes.

Use 'Payments' Tab to track payments.

END - NCB Shopping

924




Procurement Management Support System - PMSS v1.0 User Guide

NCB Works

To do procurement using NCB Works, Go to Procurement-> Process-> In Progress
Procurements.

MIS Request/Queries  Configuration

Procurement 1!
- Zplan
: Srepar Blzn [| Procurement > Process > In Progress
d @ Revised Plans K ed
ER Package Procurement Estimat
l:rmcleﬂsi:iaEE Category 2 ° Current Stage Procurement Number Sub Category Method Cost Workflow Infol
i s Civil Works
ist Floer PGE | Bid Evaluation TEQIP-11/2010/CF1-Gwalior/NCB/5 Extension of NCB 7,000,000.00| Workflow Infor
Buildings
Goods
Swap 00023 Generation of Bid Document | TEQIP-11/ 2010/CFI-Gwalior/NCB/3 Equipment NCB 5,290,000.00| Workflow Infor
swap package | Letter of Invitation TEQIP-1I/ 2010/CFI- Equipment Shopping 2,500.00| Workflow Infor|
1 Gwalior/Shopping/2
Swap002 Letter of Invitation TEQIP-11/2010/CFI- Furniture Shopping 23,222.00| Workflow Infor|
Gwalior/Shopping/4
Swap004 Advertisement and Issue of | TEQIP-1I/ 2010/CFI-Gwalior/NCB/1 Equipment NCB 3,722,773.00| Workflow Infor|
Bid

1. Click on the package name that has NCB as the procurement method and Category as
Works.

2. First stage of NCB is ‘Generation of Bid'.

(+ Mandatol

Package : 1st Floor POP(TEQIP-II/2010/CFI-Gwalior/NCB/5) Current Stage : Generation of Bid Docume
Flg Detail dv. & Iszue of Bid| Bid Opening| Bid Eualuation| Recomm. & Accept. Letter| Contract Award & WO| WCC & Payment|
Date of Lommenesmant of Sale of Bidding 12/p9/2010 1§2 Last Date for Sale of Bidding 25/09/2010 1§2, Validity of Bid a0k
Document Document
Last Date and Time of Submission 17/10/2010 L32L 12:30  W(hh:mm) Planned Bid Opening Date and 12/10/2010 112 12:45  w(hh:mm)
Time
Bid Security Validity 45 Cost of Bid Document 500004 Period of gg (I
Completion days)
Place of Bid Opening szmmar Communication Address apys, -
# s55 5

Enter 'Instruction To Bidder' & 'SCC' Information ‘ Generatz SBD

o Purchase Committee Member Name 1 Designation + Role In Purchase Committee Delete
Swwg sad r
rewe ew r
hag hagggag A

3. On the ‘Gen. of Bid’ tab enter data in the following fields;
o Date of Commencement of Sale of Bidding Document
o Last Date for Sale of Bidding Document
o Validity of Bid
o Last Date and Time of Submission
o Planned Bid Opening Date and Time
o Bid Security Validity
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o Cost of Bid Document

o Period of Completion

o Place of Bid Opening

o Communication Address
4. Click ‘Save’

Click on the “Enter 'Instruction To Bidder' & 'SCC' Information” link, a pop up will be seen as

shown below;

(+ Mandatory)
‘Instruction To Bidder® & "SCC’ Information IIITM Gwalior

Package Code TEQIP-II/2010/CFI- Package Name 1st Floor POP
Gwalior/NCB/5
Invitation of Bids details

Cheque in favour of pe e Payable AL zpv L
Bidding Document Sell Start 13:40.{hh:mm) 24 hr format  Bidding Document Sell End 1:50 (hh:mm) 24 hr format
Time Time
Postal charges, Inland 4004 Postal charges, Overseas 5000 4
Bid Security a0 Officer Inviting Bids sddddddd
Prebid Date 3p/09/2010 112 Prebid Time 1:40 (hh:mm) 24 hr format
Special conditions for contract
Warranty pa +(In days or NA)
Arbitration proceedings shall 4sdds e Address of the Purchaser gssd, =~
be held at for Notice 45 Q,
A~

B

6. Fill in the required information and click ‘Save’.
7. On the ‘Items’ sub-tab;

Period of Sale of Bidding Document: From 1332 Place of Bid Opening
&,
To 132] Communication Address
@, ..
Last Date and Time for receipt of Bids 132] +(hh:mm)
Time and Date of opening of Bids 132 «[hhmim)
Validity of L Bid Security L Cost of Bid Le Period of I
Bid Validity Document Completion days)

Enter 'Instruction To Bidder' & 'SCC' Infarmation | Gensrate SBDO

Purchase Committee |:3J| Questions l:2i)| Item Details (1) l]o:umentsl Payments (0]
= =
1P ete |

a. Click ‘Item Name’, a pop up will be seen as shown below;
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lESave i@dnsei

(» Mandatory)

Item Information

Item Name L Description [1 2+ fipor wall fixing =
om . T S
Quantity Estimated Cost
Procuring
Department

Search Specification
Specifications

&,

b. Enter ‘Specifications’ - Click on search specification to get specifications from
other items.
c. Click ‘Save’
d. If there are more than one item then, repeat steps from a. to c.
8. On the ‘Payments’ sub-tab;

a. Click ‘Add’, a pop up will be seen as shown below;

l-lgSaveandAdd inkve i@dnse i@@‘

(+ Mandatory)

Payments
Payment Terms le Expected Completion Period « (In days)
Liguidated Damages e Expected Completion Date 1i2|,
Percentage
Expected Payment Date 1i3|

b. Enter data in the following fields;
o Payment Term
o Expected Completion Period
o Expected Completion Date
o Liquidated Damages
o Payment Percentage
o Expected Payment Date
c. Click ‘Save’.
d. To add another payment term repeat steps from a. to c.
9. On the '‘Define Question’ sub-tab;

a. Click ‘Add’, a pop up will be seen as shown below;
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| Il save | M save and Add | &) close |
{+ Mandatory)

Question Category | Evaluation v

Question L

Is Decision Making Question? [~
Mon Responsive Value

b. Enter data in the following fields;

o Question Category - Select whether the question will be used during
Evaluation or during Post Qualification.

o Question - Enter the Question

o Is Decision Making Question? - If the bidder is going to be marked as
responsive/ non- responsive based on this question then ‘Check’ this box

o Non Responsive Value - Select the value (Yes/ No) based on which the
bidder will become non- responsive. E.g. if the question is ‘Does the
Contractor have a local service center?’ then the non- responsive value

will be ‘No’.

Note: Question should be formed in such a way that the answer is in Yes/

No/ NA form. The newly added questions will appear during the Bid

Evaluation/ Post Qualification stage.

c. Click ‘Save’.
d. To add another Question repeat steps from a. to c.
40. Click on the Generate SBD. This will generate the SBD. Edit the SBD to fill-in the other
required sections.
41.0n the ‘Documents’ sub-tab, click ‘Add’;
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Purchase Committea (3)' Questions (2CIJ| Item Details (lj|m Payments (2]
add | 2] Helg

Documep Delete

Select Document to be Uploaded :

Browse...

Cocument Category @

M
Standard Bidding Document

C. Select ‘Standard Bidding Document’ Category

d. Browse and upload the document
10. Once the required details are captured click on ‘Move to Next Stage’. This will move the
procurement to ‘Advertisement & Issue of Bids’ stage.
11.0n the ‘Adv. & Issue of Bids’ tab click on ‘Generate Advertisement’. This will show a

popup as shown below

{+ Mandatory)
Generate Advertisement MIT Rourkela | Package : FZL Filters (TEQIP-II/2010/NITRO/NCB/4)

Select Package

w [Press Ctrl to select more than one package]

Local Paper Name Le Published date of Advertisement 1i2
{s) (Local)

Mational Paper Name Le Published date of Advertisement 1i2
(s) (Mational)

a. Enter data in the following fields;

o Select Package - All the packages which are in Adv. Stage will be
displayed. Press control button on the keyboard to select more than one
package.

o Local Paper Name(s)

o Date of Advertisement(Local)

o National Paper Name (s)

o Date of Advertisement(National)
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b.

C.

Click ‘Save’

‘Print Advertisement’ link will seen, click on this link to generated the

advertisement.

Generate Advertisement

MIT Rourkela | Package : FZL Filters {TEQIP-II/2010/NITRO/NCB/4)

| Print Advertisement !E.‘_'iave i@clnﬁe i@ﬁ i
{+ Mandatory)

Select Package

w [Press Ctrl to select more than one package]

Local Paper Name | gkmat
(s) (Local
Mational Paper Name Times L Published date of Advertisement 15/10/2010 1§2]
(s) (Mational)

+

Published date of Advertisement 15/10/2010 12|
)

d.

e.

tab;

This Advertisement can be unloaded in the ‘Documents’ sub-tab.

Enter the ‘Actual Publication Date (Local)’ and Actual Publication Date (National) when

advertisement is actually published in the papers.
12. As and when Bids are issued, bidder details can be captured in the ‘Bidder Details’ sub-

Generate Advertisement

Click on 'Generate Advertisement' link to enter the advertisment details and print the advertisement.

a Bidder Name + Address

There are no items to show in this view.

Local Paper Name (s) L Published date of Advertisement{Local) 132
Mational Paper Name (s) + Published date of Advertisement{National) 132
Actual Publication Date (Local) 133 Actual Publication Date (National) 133
As and when bids are issues enter bidder details using 'Bidder Details' tab.
Enter Prebid Meeting Details using the 'Enter Prebid Meeting Information’ link.
Enter Brebid Mesting Information -
pr—
Bidder Details (0] R
10 add | 2 help |
4+ Phone Number 4+ Bid Document Delete

a. Click ‘Add’, a pop up will be seen as shown below;
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IHSa.ve i-igSavea.ndAdd i@dnse i@@ l
(+ Mandatory)
Bidder Details NIT Rourkela | Package : FZL Filters (TEQIP-II/2010/NITRO/NCB/4)
Bidder Name « Selact Address
Bidder
*
City L State e
Pin Code L Phaone L
Number
Name Of L Email ID L
Representative
FAX Number PAN Number
TAN Number Tax Number

b. Enter data in the following fields;
o Contractor Name
o Address
o City
o State
o Email ID
o Pin Code
o Name Of Representative
o Phone Number
o Fax Number
o PAN Number
o TAN Number
o Tax Number
c. Click ‘Save’
d. To add another Contractor repeat steps from a. to c.
13. Prebid Meeting Information can be entered using the ‘Enter Prebid Meeting Information’

link. Click on this link will show a popup as shown below;

lESaveaml(‘Jnse iﬁSave i@dnse *@@i

(+ Mandatory)

Prebid Meeting Details NIT Rourkela
Package Code TEQIP-II/2010/NITRO/NCE/4 Package Name FZL Filters
Prebid Date 21-Oct-2010 Prebid Time 2:00
Actual Date of Prebid meeting 21/10/2010 12| Clarification Issued Date 23/10/2010 182,
Was there any Corrigendum and Addendum? Is Clarification issued to all Bidders

Prebid MOM pgm
e,

c. Enter data in the following fields;
o Actual Date of Prebid meeting
o Clarification Issued Date
o Was there any Corrigendum and Addendum?

o Is Clarification issued to all Bidders
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o Prebid MOM
d. Larger MOMs can also be uploaded in the ‘Documents’ sub-tab
14. Click on ‘Move to Next Stage’. This will move the procurement to ‘Bid Opening’
15. Click on 'Print Bid Opening Form’. During the bid opening processes this form can be
used to capture data.

16. Bid Opening data needs to be put in the system. Enter the following fields;

a. Bid Opening Date
b. Bid Opening Time
c. Bid MoM
d. Click ‘Save’
e. Click on the ‘Enter Bid Opening Data’ link. This will show a pop up to enter the

Responsiveness Criteria.

Package : FZL Filters(TEQIP-II/2010/NITRO/NCB/4) Cur

Flg Detail5| Gen. of Bid|Adv. & Is=sue of Bid Bid Eualuatic-n| Recomm. & Accept. Letterl Contract Award &

Ensure all Bidders are added in 'Bidder Details' Tab before entering Bid Opening Data.
Upload signed copy of the Bid Opening form in Documents Tab before you proceed to next step.

| Erint Bid Opening Farm | Enter Bid Opening Data |

Bid Opening Date zg/10,/2010 112l 1:45 +hh:mm)

Bid O ing M 5
e Epening e {= Bid Opening - Windows Internet Explorer

Bidder Name| \ v|

MIT Rourkela | Package : FZL Filters (TEQIP-II,"2IJIDINITRDINCB[-H\ Current Stage : Bid Ope

Red indicates Non responsive.

Name Question User Response
Kali Crops
Is Bid Received?
Bid received Date 1i2],
Is Bid Duly Signed?
Bid Mumber Le
Validity of Bid Le
Readout Price L
Validity of Bid Security L

f. Enter the details and Click ‘Save’.
17.0n the ‘Documents’ sub-tab, Click ‘Add’;
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T ES6) ocuments|

Document Category File Name Uploaded By Uploaded Date Delete =«

R =—=—=—=117/10/2010 r

2. Standard Bi

(+ Mandatory) —
17/10/2010 B -
Select Document to be Uploaded :

Browse...

Cocumnent Category

Standard Bidding Document

Copy of Advertisement
Bid Opening

a. Select '‘Bid Opening’ Category
b. Browse and upload the document
18. Click on *‘Move to Next Stage’. This will move the procurement to ‘Bid Evaluation’
stage.
19. On the 'Bid Evaluation’ tab click on *Print Bid Evaluation Form’. This form can be used
during Bid Evaluation.
20. After Bid Evaluation is done, the data is required to be feed in the system.
a. Click on the ‘Enter Bid Evaluation Data’ link. This will show a pop up to enter the

Comparative Statement.
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Package : FZL Filters(TEQIP-II/2010/NITRO/NCB/4) Current Stage : Bid Eve

Pleg Details| Gen. of Bid|A|:|v. & I==zue of Bidl Bid Dpening Recomm. & Accept. Letterl Contract Award

L1 Bidder will be automatically selected and displayed by the system once the 'Bid Evaluation' data is fillad.
Post Qualification link will appear against the L1 Bidder. Click on this link to perform the Post Qualification

| Print Bid Evaluaticn Farm

| Enter Bid Evaluation Data |

{= Bid Evaluation - Windows Internet Explorer

Bidder Namel

NIT Rourkela | Package : FZL Filters (TEQIP-II/2010/NITRO/NCB/4) Current Stage : Bid Evalu

Red indicates Non responsive.
e

Name Question
Document Category

—J/ Kali Crops Quotation Details
1. Copy of Advertis

Is unconditional discount offered?

2. Bid Opening Is Cross Discount applicable?

Any Arithmetic error
o Lk

Is Price Loading applicable?

Price Adjustment due to loading

Is Technically Responsive?

21.0nce Comparative Statement data is save the system will show the lowest evaluated
responsive supplier (L1).

22.'Post Qualification’ link will be seen against L1;

Package : FZL Filters{TEQIP-II/2010/MNITRO/NCB/4) Current Stage : Bid Evaluation

Fleg Details| Gen. of BidlAdv. & I=z=ue of Bidl Bid Dpening Recomm. & Accept. Letter| Contract Award & WO|WCC & Payment

L1 Bidder will be automatically selected and displayed by the system once the 'Bid Evaluation' data is fillad.
Post Qualification link will appear against the L1 Bidder. Click on this link to perform the Post Qualification.

| Print Bid Evaluztion Farm | Enter Bid Evaluation Data |

Lowest Responsive after evaluation

Kali Cropl Post Qualification Criterial

a. Click on the link to get a popup as shown below;
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wl

MIT Rourkela | Package : Lab Development (TEQIP- Current Stage : Work Completion Certifica
II/2010/MITRO/NCE/1) and Paymer

Red indicates Non responsive.

. User
Name Question e
SMS Corp Ltd Quotation Details

Minimum Financial Turnover on at least 2 of the last five financial vears Yes v

Satisfactorily completion of at least 1 similar work of value not less than 80% of
estimated contract value in less than 3 years

— —
1] m
[F] [#4]
! I

Executed in one year the minimum guantities of work as specified in the bid
document

Is the Electrical work being done by the bidder?

-
m
il
£

If Yes, then does the bidder have valid Electrical License?

I<
m
(h]
'(

If Bidder has valid electrical license, has the bidder performed similar electrical work || yes w |
in the past 1 yvear amounting to value, as specified in the bid document?

If electrical work is being done by sub-contractor, then does the sub-contractor ez |
have valid Electrical License?

IF sub-contractor has valid electrical license, has the bidder performed similar Yes |
electrical work in the past 1 year amounting to value, as specified in the bid

document?

Is the Sanitary work being done by the bidder? Yes |
If Yes. then does the bidder have valid Sanitary Waork License? Vea L.,

b. Fill in the response for the selected Bidder
c. If the Bidder becomes non-responsive in this step then automatically next lowest
evaluated Bidder will be seen.
d. Repeat the Post Qualification process for this Bidder.
23.0n the ‘Documents’ sub-tab;
e. Click ‘Add’, select the '‘Bid Evaluation’ Category
f. Browse and upload the document
24. Click on ‘Move to Next Stage’. This will take the procurement to ‘Recomm. & Accept.
Letter’ stage.

Package : FZL Filters(TEQIP-II/2010/NITRO/NCB/4) Current Stage : Recommandation for Award and Acceptance Letter

Fleg Detailz| Gen. of Bid|Adv. & I=sue of Bid| Bid Dpening| Bid Evaluation Contract Award & WO|WCC & Payment
L1 Supplier | kali Crops v
Recommandation Comments

@,
Performance Security Amount L Performance Security Period (In Days)

Click on 'Generate Acceptance Letter' link to generate the acceptance letter.

Generate Acceptance Letter
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25.If the lowest evaluated responsive supplier (L1) is not acceptable by the committee then
another supplier can be selected in this stage. If another supplier is selected then enter
the comments in the ‘Comments’ field and click ‘Save’. On the ‘Documents’ sub-tab the
evaluation report can be uploaded under the Evaluation Report category.

26. Click on ‘Generate Acceptance Letter’ to generate the Acceptance Letter. Signed Copy of
the letter can be uploaded in the documents tab, for records.

27.Click on ‘Move to Next Stage’. This will take the procurement to ‘Contract Award and
WO’ stage.

28. Click on ‘Generate Contract & WO'. In the Pop up enter the following fields;

a. Contract Start Date

Contract Document signed - date

Work Start Date

Work Completion Date

Performance Security Within 21 Days?

Performance Security Amount

Arbitrator Agreed?

SQ "0 a0 o

Performance Security Instrument

Performance Security Expiry Date
j. Has Arbitrator been Agreed upon?

k. Performance Security Validity Acceptable.

Package : Lab Development{TEQIP-II/2010/NITRO/NCB/1) Current Stage : Work Completion Certificate and Payments

Plkg Details| Gen. of BidlAdv. & Issue of Bid| Bid Dpening| Bid Evaluati0n| Recomm. & Accept. Letter

Contract Award & wo JJiSSELCH I
Click on 'Generate Contract & WO' link to enter the Contract and WO details and print the Contract and WO.

Generatg Contract & WO

=]

{= Generate Contract - Windows Internet Explorer

L@lﬁ !Prin.tWD ! Print Contract !ESave i @ Eﬂ k
(+ Mandatory)
Generate Contract MIT Rourkela | Package : Lab Development (TEQIP-II/2010/NITRO/NCB/1)
Contractor Name SMNS Corp Ltd Work Order Number TEQIP-II/2010/NITRO/MNCE/ 1]

Contract Start Date 3p/10/2010 112 Contract Doc Sign Date 3g/10/2010 112,

Wark Start Date 3p/10/2010 112! Work Completion Date 3g/11/2010 112]

Performance Security Within 21 Performance Security Amount 3000k
Days
Performance Security Instrument _ Performance Security Expiry Date 33;/12/2010 112|
Has Arbitrator been Agreed upaon? Performance Security Validity
Acceptable

29. Click ‘Save’

30. Click *Print WO’. This will print the PO.

31.PO can be uploaded in the ‘Documents’ tab.

32. Click ‘Print Contract’. This will print the Contract.
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33. Contract can be uploaded in the ‘Documents’ tab.

34.Click on ‘Move to Next Stage’. This will take the procurement to ‘WCC & Payments’
stage.

35.0n the ‘Work Completion’ sub-tab;

Package : MI Tanks(TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Work Completion Certificate & Payments

Fleg Detailz| Invitation Letter| CQuotation Opening| CQuotation Evaluatiun| Recomm. for Award| Letter of Acceptance| Gen. of WD

Use Work Completion Tab to enter work completion details and to generate Work Completion Certificate.

Use 'Payments' Tab to track payments.

Contractor Details (3]| Payments (2] I RS R (D ccum ents

E—
» Actual Date of Completion + Work Done Delete

There are no items to show in this view.

a. Click on ‘Add’, a pop up will be seen as shown below;

Work Completion Certificate
Actual Date of Completion

Waork Done Balance Work

Comments

(+ Mandatory)

2] hef

b. Enter data in the following fields;
o Actual Date of Completion
o Work Done
o Balance Work
Click ‘Save’
d. To Generate the WCC Report click on ' Generate WCC’

Work Completion Certificate
Work Order Actual Date of p1/01/2011 112]
Mumber Completion
Work Done \wark Done Balance Work gy
* *
Comments

2] ha

(+ Mandatory)
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e. To add another record for WCC repeat steps from a. to d.
36. Environmental Checklist can be downloaded, checked and uploaded in the documents
tab.

37.Payment details can be captured on the ‘Payments’ sub-tab;

Package : MI Tanks{TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Work Completion Certificate & Payments

Pkg Details| Invitation Letter| Quotation Openingl Quotation Evaluati0n| Recomm. for Award| Letter of Acceptance| Gen. of WD

Use Work Completion Tab to enter work completion details and to generate Work Completion Certificate.

Use 'Payments' Tab to track payments.

Contractor Detzils (3| m \-!crl-c Completion {L)l Documents

12) elp |

Expected Completion Date Expected Completion Period + Payment Percentage Delete
FPavment After delivery 01/01/2011 30 40.00 r
Fayment after final check 28/02/2011 a0 60.00 r

a. Click on the Payment Term and enter data in the following fields;
o Work Completed?
o Liquidated Damages Waived?
o WCC Generated?
o Actual Completion Period
o Comments (if Actual Completion Period is not as per planned)
o Actual Payment Date
o Comments (if Actual Payment Date is not as per planned)
o Actual Payment Amount
o Comments (if Actual Payment Amount is not as per planned)
b. Click ‘Save’
c. To enter details of another payment repeat steps a and b.
38. Once all the details for all the payments are recorded this Procurement can be marked

as complete. Click on Completion Checklist, checklist will be seen as shown below;
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"~ Back | il Help

(+ Mandatory
Package : MI Tanks(TEQIP-II/2010/NITRO/Shopping/2) Current Stage : WorN Completion Certificate & Payment

Elkg Details| Invitation Letter| Quotation Opening| Quotation Evaluati0n| Recomm. for Award| Letter of AcceptaNce| Gen. of WO

= Completion Checklist - Windows Internet Explorer,

use ' Completion Checklist

Are all the payments done?

Is all the works completed?

Is the environmental checklist updated and uploaded?

39. Fill in the completion checklist then click on *Complete Procurement Process’ this will

complete the procurement for that Package.

" Back L 2] Help |
(+ Mandatory)

Package : MI Tanks{TEQIP-II/2010/NITRO/Shopping/2) Current Stage : Work Completion Certificate & Payments

Fleg Detailz| Invitation Letterl Quotation Opening| Quotation Evaluati0n| Recomm. for Award| Letter of Acceptance| Gen. of WOl WCC & Payment

Use Work Completion Tab to enter work completion details and to generate Work Completion Certificate.

Use 'Payments' Tab to track payments.

END - NCB Works

ICB

All steps for ICB are same as NCB except;

e At the advertisement stage ‘'International site details’ and ‘UNDB’ published data

can be inputted.

e At every stage World Bank approval is required thus after every stage package

will go for World Bank approval.

LIB

All steps for LIB are same as ICB except;

e Advertisement is not done in LIB, it is done by direct invitation.
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SERVICES METHOD

Chapter

User Guide - Procurement Using Services Method
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Services

QCBS

To initiate procurement of a package, refer “Initiate Procurements” in this document.

This section explains the procurement using QCBS method.

1. First stage is ‘Generation of TOR'.

pack | 2 Help
(+ Mandatory)
Package : QCBS(TEQIP-II/ 2010/ WB-kol/QCBS/4)

Current Stage : Generation of TOR
Fleg De m Adv. and EOL Shor‘tlisting| RFP| Issue of RFF|Tech. Eval| Financial Dpening| Contract Gen.l Contract Award and Payments
Click 'T

R Details' ik to enter TOR information. Enter Last date of EQI submission and generate TOR document using link 'Generate TOR'.
Upload veri TOR document in Documents Tab under 'TOR' category before you proceed to next step.

Last Date & Time of EQI Submission 1i2 {hh:mm)

| TOR Details | Generat= TOR |

Purchase Committee (3) ==yl

+ Designation + Role In Purchase Committe Delete
TRILOK M. VP r
PRAKASH MAHAIAL AVP r
ANIRUCHA CESHEANDE MKT MANAGER r

2. On the 'TOR’ tab enter data in the following fields;

o Last Date & Time of EOI Submission
3. Click ‘Save’

4. Click on the “TOR Details” link, a pop up will be seen as shown below;

111




Procurement Management Support System - PMSS v1.0

User Guide

ln.‘.‘ra.ve l@dnse IIEH-EIPL

(+ Mandatory)

TOR Details University of Calcutta | Package : QCBS (TEQIP-II/2010/WB-kol/QCBS/4)
Background
a,,
Precise Statement of Qbjectives
a,,
Scope of Services
&, .
Schedule of Completion of Tasks
a,,
Data/Services/facilities to be Provided by Client
a,,
Final Output Reqguired
a,,
Composition of Review Committee
&, .
Procedure for Review
a,,
List of required Key Professional's positions
a,,

5. Fill in the information and click ‘Save’.

6. Click on ‘Generate TOR' link to generate TOR document.

e Make changes to the document if required; this will be the final TOR document.

34.0n the ‘Documents’ sub-tab;

a. Click *‘Add’, a popup will be shown as below
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| upload | Close |
(+ Mandatory)

Select Document to be Uploaded

Document Category

vl
Description

Browse...

Browse the document, select Document Category ‘TOR’, enter description
regarding the document and upload the document.
7. On the ‘Purchase Committee’ sub-tab;

[ pack | 2] Helg

(+ Mandatory)
Package : QCBS{TEQIP-II/2010/WB-kol/QCBS/4) Current Stage : Generation of TOR
Fleg Details Ady. and EOIl Shor‘tlisting| RFF|Iz=zue of RFP|Tech. Eval| Financial Opening| Contract Gen.l Contract Award and Fayments

Click 'TOR Details’ link to enter TOR information. Enter Last date of EQOI submission and generate TOR document using link 'Generate TOR'.
Upload verified TOR document in Documents Tab under 'TOR' category before you proceed to next step.

Last Date & Time of EQI Submission 1i2 «[hh:mm)

| TOR Details | Generate TOR |

Purchase Committee (3}

& Designation + Role In Purchase Committe Delete
TERILCE M. VP -
PRAKASH MAHAIAN AVP ~
ANIBEUDHA CESHEANDE MET MANAGER r~

a) By default, members of Purchase Committee defined for your institution will be
displayed.

b) You can add, edit or delete members from the list. Please remember that the changes
will be applicable only for the current procurement.

c) Click ‘Add’ link to add new members to the procurement committee of the current
procurement. A pop up will be seen as shown below;
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S=1ES

| I save |+¥save and Add | X close | [ Help |
{(+ Mandatory)

/= Purchase Committee - Windows Internet Explorer

Purchase Committee Member Name L

Designation
Role In Purchase Committe

o Enter Member Name, Designation and his role in Purchase Committee.

o Click ‘Save’ or ‘Save and Add’ if you want to add more members.
d) To edit an existing Purchase Committee member,
o Click on link at name of the committee member. A pop up will be seen as shown
above for adding new member.
o Make necessary changes to the information
o Click on ‘Save’ link.
e) To delete an existing Purchase Committee member, mark ‘Delete’ checkbox for the
member and click on ‘Delete’ link.
8. 'Move to Next Stage’ link will move the procurement to the next stage.
9. This will send the procurement for approval to NPIU. The process cannot proceed further
unless NPIU Procurement Coordinator approves the TOR.
10. Approval of TOR (Only For NPIU Procurement Coordinator)
e Access Prior Review page by Procurement-> Process Tree Node->Prior
Reviews.
e NPIU Procurement Coordinator enters following details regarding World Bank
Approval on TOR.
o Is TOR approved by World Bank
o TOR Approval Date
11.In Document Tab, TOR document has been uploaded. Go to Documents Tab, click on
name of the document and download the document for review.
12. Click on “Approve” link to approve the TOR. Enter comments. This will move the process
to next stage i.e. "Advertisement and Issue of EOI"”
13. Click on “Reject” link if you wish to suggest changes. You can enter suggestions in
Comments dialog box.

14. Next stage is ‘Advertisement and Issue of EOI’.
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_,. e to b Halp
(+ Mandatory)
Package : QCBES(TEQIP-II/2010/WE-kol/QCBS/5) Current Stage : Adv & Issue of EOL

Pla Details| TOJ PPN chortlisting| RFP

As and when EOQI is issued, enter Consultant details using Consultant Details tab.

Izzue of RFP|Tech. Eval| Financial Opening| Contract Gen.| Contract Award and Payments

Generate Advertisement

Local Paper Name (s) Le Date of Advertisement{Local) 133]
National Paper Name (s) L Date of Advertisement(National) 1i2|
Actual Publication Date (Local) 132 Actual Publication Date (National) 132

Consultant Details (0] m
]aﬂ L X Delate alact A ﬂ Help
Document Category File Name Description Uploaded By Uploaded Date Delete
1. TOR
TOR.doc afhg mihir 15/10/2010 r

15. Click ‘Generate Advertisement’ link to generate advertisement for the current

procurement. Advertisement will be generated in form of MS Word Document.
16.You can make changes to the Advertisement and upload the final advertisement in the
system in Documents tab under ‘Advertisement’ Category.
17. Enter following details regarding publishing of the advertisement and save.
o Local Paper Name(s)
o Date of Advertisement(Local)
o National Paper Name (s)
o Date of Advertisement(National)
18. Enter following details about actual advertisement dates.
e Actual Publication Date in local paper
e Actual Publication Date in National paper
19. Whenever you issue EOI Document to consultants, enter details about consultants on
‘Consultant Details’ sub-tab;

a) Click ‘Add’, a pop up will be seen as shown below;
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| I save | ¥ save and add | % close | 2 Help |
(+ Mandatory)
Consultant Details University of Calcutta | Package : QCBS (TEQIP-II/2010/WB-kol/QCBS/5)
Consultant Name + Select Address
Consultant =
*
City e State e
Pin Code e Phone e
MNumber
Mame Of e Email ID e
Representative
FAX Mumber PAN
Mumber
TAN Number Tax Number

b) Enter data in the following fields;

o Consultant Name
o Address
o City
o State
o Contractor Source
o Email ID
o Pin Code
o Name Of Representative
o Phone Number
o Fax Number
o PAN Number
o TAN Number
o Tax Number
c) Click ‘Save’
d) To add another Contractor repeat steps from a. to c.
20. Click on “Move to next stage” to proceed to next stage “"EOI Opening & Short listing of

Consultants”.
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B2 2] Helg
(+ Mandatory)
Package : QCBS(TEQIP-I11/2010/WB-kol/QCBS/5) Current Stage : EOL Opening & Shortlisting of Consultants

Flg Details| TOR| Adv. and EDI RFP

Step 1: Make sure all Consultants are added in 'Consultant Details' Tab who have submitted EQI. Enter EDI Opening Data wsing link 'Enter EOI
‘Opening Data'. Print and upload signed copy of the EOI Opening form in Documents Tab.

-

Issue of RFP|Tech. Eua|| Financial Dpening| Contract Gen.| Contract Award and Payments

EOQI Opening Date 132 *(hh:mm) | Enter ECI Opening Data | Erint EQT Opening Form |

Step 2: Shortlist consultants by clicking link 'Shortlisting Consultants'.

| Shortlisting of Consultants |

Consultant Details (2]

Document Category File Name Description Uploaded By Uploaded Date Delete
1. TCR

TOR.doc afhg mihir 15/10/2010 r
2. Advertisement

Ad.doc Advertisement mihir 15/10/2010 r -

21. Enter EOI Opening Date and Time and Click Save.

22. Make sure the “Consultant Details” sub-tab lists all consultants who have submitted their
EOI. You can add consultant details by clicking on “Add” link.

23. Click on *Print EOI Opening Form’ link to download EOI Opening Form. During the EOI
opening process, this form can be used to capture data.

24.You need to enter this data in the system. Click “Enter EOI Opening Data” link to enter
the data;
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Consultant Name| vl
University of Calcutta | Package : QCBS (TEQIP- Current Stage : EOI Opening & Shortlisting of
11/2010/WE-kol/QCBS/5) Consultants

Red indicates Mon responsive.

Name Question User Response
Compulink Systems Ltd

Is ECI Received? Yes wl
MPhasis

Is ECI Received? Yes wl
Yashodhan Systems

Is EQI Received? Yes w |

Total Records 13

e The page lists name of all consultants listed on “Consultant Details” sub-tab.
e Fill responses for all consultants.
25. Upload EQOI documents of all consultants who have submitted their EOI.
e In “Consultant Details” sub-tab, click on consultant name. This will popup Supplier

details page as follows

(+ Mandatory
Consultant Details University of Calcutta | Package : QCBS (TEQIP-II/2010/WB-kol/QCBS/5)

Consultant Name yzshodhan Systems » Select Address pune
Consultant &, .,
City pune - State mH -
Pin Code 411038 e Phone Number 25385585 "
Mame Of yaghadhan L. Email ID yash@hotmail.con L
Representative
FAX Number PAN Number
TAMN Mumber Tax Number
EOQI Document Browse...
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e Browse EOI document of the consultant.
e Click ‘Save’ link to upload the document in the system.

26. Now you need to shortlist among consultants who have submitted their EOIs. Enter Date
of Short listing and Click ‘Save’.

27.Click on link ‘Shortlisting of Consultants’ to do shortlisting among consultants. A popup

will be shown as below;

| save | & close |2 Show History | [Z Help |

Consultant Name v
University of Calcutta | Package : QCBS (TEQIP- Current Stage : EOI Opening & Shortlisting of
I1/2010/WB-kol/QCBS/5) Consultants

Red indicates Non responsive.

Name Question User Response
Compulink Systems Ltd

Is Shortlisted? Yes ¥
MPhasis

Is Shortlisted? Yes ¥
Yashodhan Systems

Is Shortlisted? Yes ¥

Total Records ;3

e This page will list consultants who have submitted their EOI.
e Fill responses for all consultants and click ‘Save’.
28. Upload signed EOI Opening Form in Documents sub-tab under category “"EOI Opening
Form”.
29.'Move to Next Stage’ link will move the procurement to the next stage.
30. This will send the EOI shortlisting results for approval to NPIU. The process cannot
proceed further unless NPIU Procurement Coordinator approves the EOI Short listing.
31. Approval of Shorlisting of EOI (Only For NPIU Procurement Coordinator)
e Access Prior Review page by Procurement-> Process Tree Node->Prior

Reviews.
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e In Document Tab, EOI Opening Form document has been uploaded. Go to
Documents Tab, click on name of the document and download the document for
review.

e Enter following details regarding World Bank Approval on short listing of EOIL.

o Is EOI approved by World Bank
o EOI Approval Date
32. Click on “Approve” link to approve the EOI Short-listing and enter comments. This will
move the process to next stage “"RFP Preparation”
33. Click on “Reject” link if you wish to suggest changes. You can enter suggestions in
Comments dialog box.

34. Next stage is ‘RFP Preparation’.

| Ba 2] pyaip
(+ Mandatory)
Package : QCBS(TEQIP-II/ 2010/ WB-kol/QCBS/5) Current Stage : RFP Preparation
Zleg DetaiI5|TOR Adv. and EOI| Shor‘tlisting| Iz=ue of RFPlTech. Eval| Financial Cpening| Contract Gen.| Contract Award and Fayments -

|Enter details about RFP. Click 'Instruction to Consultant’ link to enter information to be populated in the DataSheet. Define Criteria for technical
evaluation using 'Technical Criteria' tab. Define all Payment Terms using 'Milestones' tab.
Generate RFP document using link 'Generate RFP'.Upload verified RFP document in Documents Tab under 'RFP' category before you proceed to

next step.
Type of Contract Proposal Submission Date 24/10/2010 182l 11:00 W(hh:mm)
Pre proposal Venue ppIU L Pre-proposal Meeting Date 20/10/2010 112l 11:00 «(hh:mm)

| Instruction to Consultants | Generate RFP |

Consultant Details (3] (grt NP R SEERECY] Milestones (D)| Do:ument5|

101 a (] galact A 7] yals

4 Crtena Description Delete
Proposed Service level Agreement 21.00 r
kev professional staff qualifications and competence for the assignment 50.00 r
Experiance of the organisation / consultant relevant to the assignment 9.00 r

35. Enter following information regarding the RFP

e Type of Contract — Time Based or Lumpsum
e Proposal Submission Date
e Pre-proposal Meeting Date and Time
e Pre-proposal Venue
36. Next, click on link ‘Instruction to Consultants’ to enter information that will appear in

datasheet inside RFP document. A popup will be shown as below.
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|Pa|:kage Level Data

Reference Mo : TEQIP-II/2010/WE-kol/QCES/5 Package Name : QCBS
Technical Criteria
Minimum Passing Score : .
Weightage For Technical Proposal @ .
Weightage For Financial Proposal : e
Instruction To Consultants -Data Sheet
Paragraph
Reference
1.1 Name of the Client: University of Calcutta
- Method of selection: Quality and Cost Based Selection [QCBS]:
1.2 Financial Proposal to be submitted together with Technical Proposal : [~
) Mame of the assignment is: QCBS
A pre-proposal conference will be held:ves.
1.3 The Client’s representative is:
The Client will provide the following inputs and facilities:
1.4
e,
Proposals must remain valid «days after the submission date, i.e. until:
1.12 152
Clarifications may be requested not later than 2],
2.1
The address for requesting clarifications is: &,
3.3(a) Shortlisted Consultants may associate with other shortlisted Consultants:
[Enter value in one of the following two sentences] -

37.The popup displays related Paragraph section in datasheet for each field. Fill in data in

required fields and click ‘Save’.

38. Shortlisted Consultants tab displays list of consultants shortlisted for sending the RFP

document. (Selected in EOI short-listing stage)

39. Define criteria for evaluation of technical proposals. On the ‘Technical Criteria’ sub-tab,

By default, this tab shows default technical criteria defined in the system.
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{+ Mandatory)
Package : QCBS(TEQIP-II/2010/WB-kol/QCBS/5) Current Stage : RFP Preparation

2leg DEtaiI5|TOR Adv. and EOI| Shor‘tlisting| Izzue of RFP| Tech. Eval| Financial Cpening| Contract Gen.| Contract Award and Payments

|Enter details about RFP. Click 'Instruction to Consultant' link to enter information to be populated in the DataSheet. Define Criteria for technical
evaluation using 'Technical Criteria’ tab. Define all Payment Terms using 'Milestones’ tab.

Generate RFP document using link 'Generate RFP'.Upload verified RFP document in Documents Tab under 'RFP' category before you proceed to
next step.

-

Type of Contract Proposal Submission Date 24/10/2010

1312l 11:00 wihh:mm)
Pre proposal Venue ppIU

* Pre-proposal Meeting Date 2p/10/2010 132l 11:00 wihh:mm)

| Instructien to Consultants | Generate RFP |

Consultant Details (2 Tel:hn'li:al(:r'lteria (Cy)Milestones |:D)| Dol:urnent5|

« Criteria Description

Proposed Service level Agreement

21.00 r

kev professional staff gualifications and competence for the assignment 50.00 r

Experiance of the organisation / consultant relevant to the assignment 9.00 r
-

40.You can add new criteria, edit or delete existing criteria in the list.

a) Click ‘Add’, a pop up will be seen as shown below;

il Sawe ] awve and Add ﬁ' Close E Help
(+ Mandatory)
University of Calcutta | Package : QCBS (TEQIP-II/2010/WB-kol/QCB5/5)

Package Code TEQIP-II/WB/WE-kol/&
Package Name QCES

Technical Criteria Description proposed Service level Agreement

Technical Criteria

Marks 21

Sub Criteria Question

Proposed Service level Agreement

Total Records @1

b) Enter data in the following fields;
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o Technical Criteria Description
o Marks
¢c) On Sub-criteria sub-tab, define sub-criteria questions which together will constitute
the Technical Criteria. You can add new sub-criteria, edit or delete existing sub-
criteria from the list.
d) Click ‘Add’ link to add new sub-criteria Enter data in following fields of Sub-criteria
o  Sub Criteria Question
o Marks
e) Repeat (d) to add more sub-criteria.
f) Make sure total of marks for all sub-criteria matches with Marks entered for the
Technical criteria.
g) Click ‘Save’ or ‘Save and Add’ (if you want to create more technical criteria)
h) To add another Technical Criteria, repeat steps from (d) to (g).
41. Make sure that total of all technical criteria is 100. The total should not be less or more
than 100.
42.You can define Delivery and Payment Milestones in sub-tab “Milestones”

= Milestones - Windows Internet Explorer EI@@
e Hsave | ®diose | Dneip |

(+ Mandatory)

Payments

Milestone Type | |

Milestone Name L Milestone Description
Milestone Amount (for Payment milestones)
Expected Completion Period (for Delivery milestones)

[
1Ny

Expected Payment Date

[
1Ny

Expected Completion Date

43. Enter following information regarding milestone

e Milestone Type - Delivery or Payment

e Milestone Name

e Milestone Description

e Expected Payment Date

e Milestone Amount (For Payment Milestone)

e Expected Completion Date
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e Expected Completion Period (For Delivery Milestone)
44.You can define one or more delivery/payment milestones.
45. Click link “Generate RFP” to generate the RFP document.
46. Upload verified RFP document in Documents tab under category “"RFP”
47.Click on Move to next stage to send the RFP for approval to NPIU.
48. Approval of RFP (Only For NPIU Procurement Coordinator)
e Access Prior Review page by Procurement-> Process Tree Node->Prior
Reviews.
e In Document Tab, RFP document has been uploaded. Go to Documents Tab, click on
name of the document and download the document for review.
e Enter following details regarding World Bank Approval on RFP
o Is RFP approved by World Bank
o RFP Approval Date
49. Click on “"Approve” link to approve the EOI Short-listing and enter comments. This will
move the process to next stage “Issue of RFP"”
50. Click on “Reject” link if you wish to suggest changes. You can enter suggestions in
Comments dialog box.

51. Next stage is ‘Issue of RFP’.

| a' Mowe to I 2] Haip
(+ Mandatory)
Package : QCBS(TEQIP-I1/2010/WB-kol/QCBS/5) Current Stage : Issue of RFP

Fleg DEtaiIs|TOR Adv. and EOI| Shor‘tlistingl F{FP Tech. Eval| Financial Opening| Contract Gen.| Contract Award and Ffa'_fmentsl -
Step 1: Click on following link to generate Invitation Letters for shortlisted Consultants.

Generate Invitation Letters

Step 2: Enter Pre-proposal Meeting Details. Upload pre-proposal meeting documents using Documents tab under category 'Pre-proposal
Meeting Documents'.

Actual Pre proposal Date zg/10/2010 182l Pre-proposal MOM attached docs
Clarification Issued to all Consultants?
*
Date of Clarification Issued 2p/10/2010 182 Clarification Details attached docs

Shortlisted Consultants Tei:lln'li:alCriteria gy] Milestones |:6:|| Dc:umentz|

12 beip |
a Criteria Description + Marks  Delete
Proposed Service level Agreement 21.00 -
kev professional staff qualifications and competence for the assignment 50.00 I
Experiance of the oroanisation / consultant relevant to the assignment .00 -
Adequacy of the proposed methedeolegy and work plan in responding to the Terms of Reference 20.00 -

52. As first step, generate invitation letters for all shortlisted consultants by clicking on link

“Generate Invitation Letters”
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53. Invitation letters will be generated by a separate process running in background. When
invitation letters are generated, in “Shortlisted Consultants” tab, a link will appear for
each consultant to download his invitation letter.

Shortlisted Consultants (3) UEEli=1N=y T |:4]| Milestones (6]| Dc::urnentz|

12 el |
« Consultant Name + Consultant Address + Phone No + Invitation Letter
Yashodhan Svstems Pune 25386586
MEhasis Mumbai 23423445
Compulink Svstemns Ltd Hinjewadi 56528000

54.You can download the invitation letter for a consultant along with RFP document (in

documents tab). You can issue these documents either by combining in one document

or as two separate documents to the consultant.

55. Whenever Pre-proposal meeting is conducted, enter following details about pre-proposal
meeting.

Actual Pre-proposal Meeting Date

Pre-proposal Meeting MOM

Are clarifications issued to all the consultants : This can be Yes/No or NA
Date of clarification issued

Clarification Details

56. Click link “"Move to next stage” to move to stage “Technical Evaluation” stage.
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{+ Mandatory)
Package : QCBS(TEQIP-1I/2010/WB-kol/QCBS/5) Current Stage : Technical Evaluation

Fleg Detail5| TORl Advy. and EOI| Shor‘tlisting| RFPl Izzue of RFP Financial Opening| Contract Gen.| Contract &Award and Fayments

Enter Technical Proposal Opening Data. Upload signed copy of the Technical Proposal Opening form in Documents Tab.
Upload signed copy of the Technical Evaluation Report in Documents Tab.

-

Tech Proposal Opening Date 132], +(hh:mm)

| Enter Tech Brapasal Opening Dats | Brint Tech Brapasal Opening Farm | Print Tech Evaluation Report |

Shortisted Consultants (3) REEI=1E=1=0F (4)| Consultant Score I:Djl Milestones I:Ej| Do:uments|

1 help |
a Consultant Name + Consultant Address + Phone No

+ Invitation Letter
Yashodhan Svstems

Pune 25386586 NV LETTER 19.doc
MPhasis Mumbai 23423445 INY LETTER 18.doc
Compulink Svsterns Ltd Hinjewadi 56528000 INW LETTER 17.doc

Trtsl Dammmeds 2

57.Enter Technical Proposal Opening Date and click “Save”.

58. Click on ‘Print Tech Proposal Opening Form’ link to download Technical Proposal Opening

Form. During the Technical Proposal opening process, this form can be used to capture
data.

59.You need to enter this data in the system. Click “"Enter Technical Proposal Opening Data”
link to enter the data;
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r

{= Technical Proposal Opeining - Windows Internet Explorer : §|E|

Consultant Namel v|

University of Calcutta | Package : QCBS (TEQIP-II/2010,/WB- Current Stage : Technical
kol/QCBS/5) Ewvaluation

Red indicates Non responsive.

Name Question
Compulink Systems Ltd

Is Technical Proposal Received?
IsTechnical Proposal valid?

Is Duly Signed

Is Joint Venture proposed?

MPhasis

Is Technical Proposal Received?
IsTechnical Proposal valid?

Is Duly Signed

Is Joint Venture proposed?

Yashodhan Systems

Is Technical Proposal Received?

-

=
n
(/]
=
4
n
<l | = | (e <<<<§
(/]

Total Records ;12

60. Fill responses for all consultants and save.

61. System will evaluate responsive consultants based on your responses to given
questions. For responsive consultants link “Technical Evaluation” will appear in front of
Consultant Name.

62. Click “Technical Evaluation” link’; a popup will be shown as below
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63.
64.

65.

66.
67.

68.

69.
70.

Consultant Name : Compulink Systems Ltd Total Marks : 8
Technical University of Calcutta | Package : QCBS (TEQIP-II/2010/WB-kol/QCBS/5){TEQIP-
Score 1I/2010/WB-kol/QCBS/5)
» Technical S + Max.

Criteria + Sub Criteria Marke + Marks

Adequacy of the proposed methodology 10
Waork plan in responding to the Terms of Reference 10

Experiance of the organisation / consultant relevant to the assignment

Experiance of the organisation / consultant relevant to the aQ

assignment
key professional staff gualifications and competence for the assignment

key professional staff qualifications and competence for the 50 45
assignment '

Proposed Service level Agreement

Proposed Service level Agreement 21 15]

Total Records :5

Enter marks for each consultant against all technical criteria and sub-criteria.

System will calculate and show total marks of the consultant (highlighted in above
screenshot)

System will calculate and show technical score of all consultants in “"Consultant Score”
sub-tab who have exceeded the minimum score mentioned in the RFP document.
Click *Print Tech Evaluation Report” link to print technical evaluation report.

Upload signed technical Proposal Meeting Form in Documents tab under category "MoM
of Technical Proposal Opening”.

Upload signed technical evaluation report in Documents tab under category “Signed
Technical Evaluation Format”.

Click “"Move to next stage” to send technical evaluation for approval to NPIU.

Approval of Technical Evaluation (Only For NPIU Procurement Coordinator)
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e Access Prior Review page by Procurement-> Process Tree Node->Prior
Reviews.

e In Document Tab, Technical Evaluation Report and Technical Proposal Opening
Meeting MOM have been uploaded. Go to Documents Tab, click on name of the
document and download the document for review.

e Enter following details regarding World Bank Approval on Technical Evaluation
o Is Tech Evaluation approved by World Bank
o Approval Date

71.Click on “Approve” link to approve the technical evaluation and enter comments. This
will move the process to next stage “"Financial Evaluation”
72. Click on “Reject” link if you wish to suggest changes. You can enter suggestions in

Comments dialog box.

73. Next stage is ‘Financial Evaluation’.

L B' Mowve to 2] 4l
(+ Mandatory)
Package : QCBS(TEQIP-II/2010/WEB-kol/QCBS/5) Current Stage : Financial Evaluation & Recomm Of Award

-

Fleg Details|TDR|Adu. and EDI| Shor‘tlisting| RFF| Izzue of RFP|Tech. Eval Contract Gen.l Contract Award and Fayments

Enter Financial Proposal Opening Data. Upload signed copy of the Financial Proposal Opening form in Documents Tab.

Fin Proposal Opening Date 01/11/2010 g;l* 11:00 «{hh:mm) | Enter Financial Propsssl Opening Dats | Erint Financial Opening Farm

Shortlisted Consultants CDrlsl.lIl:antSl:nre (3] Milestones |:6:|| Dc:umentz|

1.2) help |
+ Consultant Mame + Technical Score + Financial Score + Combined Score . Combined Rank
Yashodhan Systems 83.00
MPhasis 78.00
Compulink Systems Ltd 86.00

74. Enter Financial Proposal Opening Date and Click Save.

75. Click on *Print Fin Proposal Opening Form’ link to download Financial Proposal Opening
Form. During the Financial Proposal opening process, this form can be used to capture
data.

76.You need to enter this data in the system. Click “Enter Financial Proposal Opening Data”

link to enter the data;
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1Elsave | B ciose | (= showistory | Dreip |
S
Consultant Name| Vl
University of Calcutta | Package : QCBS (TEQIP- Current Stage : Financial Evaluation &
11/2010/WB-kol/QCBS/5) Recomm Of Award
Red indicates Non responsive.
Name Question User Response
Compulink Systems Ltd
Price in INR 1200000.00 4
MPhasis
Price in INR 1000000.00 4
Yashodhan Systems
Price in INR 1600000.00 4
Total Records :3

77.Enter price in INR for all consultants listed on the page and save.
78. System will automatically calculate Financial Score and Combined Score for all listed
consultants on “Consultant Score” sub-tab.
79. Consultant having highest combined score is selected as L1 Consultant by the
system.
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7] ye

(+ Mandatory)
Package : QCBS(TEQIP-II/2010/WB-kol/QCBS/5) Current Stage : Financial Evaluation & Recomm Of Award

-

Flg DEtaiI5|TDR|Adu. and EOIl Shor‘tlisting| RFP|Izzue of RFPlTec:h. Eval Contract Gen.| Contract Award and Payments
Enter Financial Proposal Opening Data. Upload signed copy of the Financial Proposal Opening form in Documents Tab.

Fin Proposal Opening Date 01/11/2010 112l 11:00 +#(hh:mm) | Enter Financial Prepeszl Opsning Dats | Print Financial Opening Ferm

L1 Consultant Compulink Systems Ltd Contract Value 1200000
Recommended Consultant | Compulink Systems Ltd vL Recamm. Camments

Shortlisted Consultants Cnnsull:antSl:nre (k3] Milestones ':5)| Do:uments|

Do
+ Consultant Name + Technical Score + Financial Score + Combined Score
Compulink Systems Ltd 86.00 83.33 85.47 1
MPhasis 78.00 100.00 82.4 2
Yashodhan Systems 82.00 52.50 78.9 3

80. Consultant having highest combined score is selected as L1 Consultant by the system.

81.You can recommend same or different consultants (technical responsive) as L1
consultant with your recommendation comments.
82. Click link "Move to next stage” to send Financial Evaluation for approval to NPIU.
83. Approval of Financial Evaluation (Only For NPIU Procurement Coordinator)
e Access Prior Review page by Procurement-> Process Tree Node->Prior
Reviews.
e Enter following details regarding World Bank Approval on Financial Evaluation
o Is Fin Evaluation approved by World Bank
o Approval Date
84. Click on “Approve” link to approve the financial evaluation and enter comments. This will
move the process to next stage “Contract Generation”
85. Click on “Reject” link if you wish to suggest changes. You can enter suggestions in

Comments dialog box.
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(+ Mandatory)
Package : QCBS(TEQIP-II/2010/WB-kol/QCBS/5) Current Stage : Contract Generation

Fleg Detail5| TOR| Adv. and EOI| Shortlisting| RFPl Iz=ue of RFP| Tech. Eval| Financial Opening Contract Award and Fayments
Enter negotiation meeting details. Upload negotiation meeting related documents in Documents tab.
Enter Contract Details using link 'Enter Contract Details'.

Define Payment and Delivery milestones.

Generate the contract and upload draft contract in Documents Tab.

-

Date Of Negotiation 132] Negotiation Comments
.
| Enter Contract Details | Gensrate Contract

Shortlisted Consultants (3)' Consultant Score 1:3)| Milestones |E)|m

X pelete | [¥] salact A 7] yalg

Document Category  File Name

1. TOR

Description Uploaded By Uploaded Date Delete

TCR.doc

afhg mihir 15/10/2010 r
2. Advertisement

86. Enter following details regarding Negotiation meeting.
e Date of Negotiation

e Negotiation Comments
87. Click on Save.

88. Click link *Contract Details’; a popup will be displayed as follows :-

{+ Mandatory
Contract Generation University of Calcutta | Package : QCBS (TEQIP-11/2010/WB-kol/QCBS/5)
Contract Details :

Member In Charge prof. A.U. Digraskar
Date of commencement of services 20/11/2010 112l
Arbitration Proceeding to held at pelhi

.«  Authorised Representative of Client prof. A.U. Digraskar, t
Delivery period (In months) 3g
L Interest Rate (%)

*
2
Award Generation Checklist :

Is Advanced Payment Required ? | yo
Payment Milestone Defined 7 |ves w

Bank Guantee Submitted ? | g

Le Arbitrator Agreed 7 | ves w

89. Fill in information on the page and Click ‘Save’.
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90. Upload negotiation meeting related documents in "Documents” sub-tab under category
“Negotiation Meeting MOM”.
91. Generate Control using link ‘Generate Contract’.
92. Upload draft copy of contract in "Documents” sub-tab under category “Draft Contract”.
93. Click link “"Move to next stage” to send the contract for approval to NPIU.
94. Approval of Contract (Only For NPIU Procurement Coordinator)
e Access Prior Review page by Procurement-> Process Tree Node->Prior
Reviews.
e Enter following details regarding World Bank Approval on Financial Evaluation
o Is Contract approved by World Bank
o Approval Date
95. Click on “Approve” link to approve the contract and enter comments. This will move the
process to next stage “Contract Award”
96. Click on “Reject” link if you wish to suggest changes. You can enter suggestions in
Comments dialog box.

97. Next stage is “Contract Award"”.

B2 ol
(+ Mandatory)
Package : QCES(TEQIP-II/2010/WEB-kol/QCBS/5) Current Stage : Award of Contract & Payments

Fkg DEtaiI5|TDR|Adv. and EDI| Shor‘tlisting| RFPl Iz=zue of RFPlTech. Eval| Financial Cpening| Contract Gen. -

Upload signed copy of the contract in Document Tab
Track Payment and Delivery Milestones using Milestones Tab.

Contract sign date 20/11/2010 112l

Shortlisted Consultants |:3:|| Consultant Score (2] |EREE SV EERR] Documents

| @ help |

+ Milestone Name + Expected Completion Date Expected Completion Period Milestone Amount Delete

10% SRS Signoff 120,000.00 r
15% SvstemTesting 180,000.00 r
Warranty Starts 300,000.00 r~
& Months of Warranty 120,000.00 r~

98. Enter Date of signing of contract and save.
99. Upload signed copy of contract in Documents sub-tab under category “Signed Copy of
Contract”.

100. You can track defined payment milestones using “Milestones” sub-tab.
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a) Click on link at milestone name. You will get popup as shown below

LEE 1P clase | Bl help |

(+ Mandatory)

Payments
Milestone Type Le
Milestone Name L Milestone Description L&
Expected Payment Date 132 Milestone Amount (for Payment milestones)
Contract Management Criteria
Cheque/Draft Number L
Actual Payment Date 32|, Payment Date Comments
Actual Payment Amount Le Actual Payment Amount Comments

b) Enter data in the following fields;
i) Cheque/Draft Number
i) Actual Payment Date

iiil) Payment Date Comments (if Expected Payment Date is different than Actual
Payment Date)

iv) Actual Payment Amount

v) Payment Amount Comments (if Milestone Amount is different than actual
payment amount)

vi) Actual Completion Period (if Expected Completion Period is different than Actual
Completion Period)

vii) Actual Completion Date

c) To enter details of another payment repeat steps a and b.

101. Once all the details for all the payments are recorded this Procurement can be
marked as complete. Click on ‘Complete Procurement Process’ this will complete the
procurement for that Package/ Service.

102. System doesn't allow completing the process unless you enter details about actual

payment against all payment milestones.
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I I I I {+ Mandatory)
Package : s6({TEQIP-II/2010/WB-kol/QCBS/18) Current Stage : Award of Contract & Payments

Flg Detailz| TOR| Adv. & ECI| Shortlisting| RFF| Issue of RFF| Tech. Eval| Financial Cpening| Contract Gen. -

Contract sign date 17/05/2010 112l

Shortlisted Consultants (E)l Consultant Score (4)| Milestones (4)|

Document Category |Fi|e Name |De.-5cription |U|:|Ioaded By |U|:|Ioaded Date | Delete
1. TOR

\ToR-122.doc tor  mihir 104/09/2010 |

2. Advertisement

| Advt.doc | advt | mihir |04/09/2010 | = -

103. Click link *Completion Checklist’ to enter checklist for completion of the process.

104. Click link *Complete Procurement Process’ to mark the procurement as Complete.

FBS/SSS/LCS/ CQS
Procurement of services using FBS/SSS/LCS/CQS are same as QCBS but differ from QCBS
in the following manner

Stages Involved

The table below shows the applicable stages for each of the methods:

SSS Yes No No Yes | Yes Yes Yes
CQs Yes Yes | No Yes | Yes Yes Yes
LCS Yes Yes | Yes Yes | Yes No No
FBS Yes Yes | Yes Yes | Yes No No

Fixed Based Selection (FBS)
105. The RFP shall indicate the available budget and request the consultants to provide

their best technical and financial proposals within the budget.
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106. Technical Proposal Evaluation of all proposals shall be carried out first as in the QCBS

method.

107. The financial proposal Evaluation will be carried only for proposals which have quoted

price within indicated budget. Proposal which exceed the indicated budget shall be
rejected.

108. The Consultant who has submitted the highest ranked technical proposal among the
rest shall be selected as L1 Consultant.

109. Rest of the process is same as QCBS.

Least Cost Selection (LCS)
110. Technical proposals will be evaluated shall be carried out first as in the QCBS

method.

111. Those securing less than the minimum qualifying mark are rejected, and the financial

proposals of the rest will be done.
112. The firm with the lowest price shall then be selected as L1 consultant.

113. Rest of the process is same as QCBS.

Single Source Selection (SSS)
114. Only consultant will be added in Consultants tab. He will be invited for sending

Technical and Financial Proposal.

115. Rest of the process is same as QCBS.

Consultant Qualification Selection (CQS)
116. TOR is prepared; expressions of interest will be evaluated. A shortlist is prepared

after EOI evaluation, and the firm with the most appropriate qualifications and
references is asked to submit a combined technical and financial proposal and then be

invited to negotiate the contract.
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Notice/ Circulars

Notice/ Circulars can be generated and printed using this node. Go to Procurement->

Notice/ Circulars

-Dashboard MIS Request/Queries Configuration

Iser : sameer{Procurement Coordinator {(Institution) - NIT Rourkela)

f Procurement
e

PBrepare Plan Procurement > Notice/Circulars

There are no items to show in this view.

Revisad Plans

Notice/Circulars

1. Click on the ‘Add’

(+ Mandatory)

Procurement > Notice/Circulars

Circular Name . Circular Date 132
Circular Description
@

2. Enter data in the following fields;
o Circular Name
o Circular Date
o Circular Description

3. Click ‘Save’
4. Once saved a sub-tab listing the purchase committee member names will be shown;

Procurement > Notice/Circulars

=
Circular Name plss Meeting B Circular Date '12/10/2010 182

Circular Description g develop and nurture a Technical Education System in the country which would produce =
skilled manpower of the highest quality comparable to the very best in the world and in
adequate numbers to meet the complex technological needs of the economy; and provide
the nation a comparative advantage in the creation and propagation of innovative
technological solution and in the development of a technological capacity of the highest -

commieepotet )

Commitee Details

+ Commitee Member Name + Designation + Role in Procurement Committe Delete

Prof. Pradip Rath Professaor PC r
Erof. Bidvadhar Subudhi Professaor CCI r~
Dr. Sharmili Das Assistant Professor AP r

5. User can Add/ Modify the list of committee members.

6. Click on ‘Print Circular’ link to print the Circular.
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Request/ Queries

Request/ Queries Module is an interface used for answering the queries/ requests raised by

the users.
To submit a query/ request user can go to Request/ Queries module

-Dashboard Procurement MIS Reguest/Queries TS

Jser : sameer{Procurement Coordinator (Institution) - NIT Rourkela)

a Request/Queries
Reguest
Request/Queries > Request
~ Reqguest Subject + Request ‘R stor 4+ R sted On* Exp. Resclved . Status De
1D Type - - Date
2 Mot able to see any procurement Technical Sameer Shaike | 16/10/2010 17/10/2010 Resolved
plan
1. Click on the ‘Add’
| save |8 save and add | = Back | [Z
(+ Mandatory)
Request/Queries > Request
Request Type | VL“
Subject L
Description
Exp. Resolved Date 132

2. Enter data in the following fields;
o Request Type - User can select whether the request is ‘Technical’ or ‘Process

Related’.
o Subject
o Description
o Priority
o Severity

o Expected resolution date
Click ‘Save’
4. Once saved, User will be able to add attachment using the ‘Add Attachment’ link, if
required.
Email will be sent to all the users of NPIU.
6. All the users of NPIU will be able to see the request in the Request/ Queries module. As

shown below;
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TS LG Request/Queries EGTTEOTETT

nt Coordinator (NPIU) - NPIU)

Request/Queries > Request

~ Reqguest . + Request + Exp. Resolved

Suh]ect e 4+ Requestor 4 Requested On Date + Status Delete

2 Mot able to see anv procurement Technical Sameer Shaike | 16/10/2010 17/10/2010 Resolved| [
glan

7. NPIU user can click on the request to see the details of the request.

3 EE IlDisl:usﬁnnThread nSaw: -IHSa‘ueandAdd " Back @
(+ Mandatory)
Request/Queries > Request
=
Request Type | Technical v
Subject Not able to see any procurement plan "
Description ot able to see any procurement plan under procurement.
&,
Priority Severity [ critical -
Exp. Resolved Date 17/10/2010 132 Status | Rezalved w L
=l
10 add | @ el |
Attachments
Sr.No. File Size (KB) + Attached By + Attached Date + Description Delete
There are no items to show in this view.

8. User can provide his/ her comments (resolution) using the discussion thread.
9. Change the Status.
10. Click ‘Save’

11. Email will be sent to the requestor.

The requestor can click on the request and see the comments (resolution) in discussion
thread.

If the user is ok with the resolution he/ she can mark the status as ‘Closed’ else the user
can change the status to ‘Re-open’ and mention the comments (reason for re-opening) in

the discussion thread. All the discussion threads will be recorded with the timestamp.
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Reports Generation

The reports are placed under the MIS module. Go to MIS module

1. Institution user - Institution user as has an option to provide ‘From Date’ and ‘To
Date’. Thus, user can mention the period for which they want to generate the report e.g.
if the user wants to see the report for a month then he/ she can give the start date of

the month in the ‘From Date’ and end date of the month in the ‘To Date’ field.

| PDF | HTML | EXCEL ||

STATUS OF COMPLETED CIVIL WORKS

From Date 1;2
To Date ;;g

Report can be generated in any of the three formats PFD, HTML and Excel. Click on the

format in which the report is required to be generated.

2. SPFU user - In addition to ‘From Date’ and ‘To Date’ the SPFU user will have an option
to provide institution name as well. Thus SPFU user can generate the report for any

institution under it.

| PDE | HTML | EXCEL |

STATUS OF COMPLETED CIVIL WORKS

SPEU | sodbes moadech o

I Institution P I

From Date 1

To Date 13;

If SPFU wants to see its own report then the institution field should be left blank.

3. NPIU user - NPIU user will be able to generate the reports for any SFPU, CFI or

Institution.

o To generate the report for a SPFU select the SPFU’s name in the SPFU field
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o To generate the report for a CFI leave the SPFU field blank and select the CFI
name in the institution field.

o To generate the report for an institution select the SPFU name and then the
institution name.

o To generate its own report (NPIU report) just provide the ‘From Date’ and ‘To
Date’ leave the other fields blank.
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