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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-IIl is planned as a sequel to TEQIP-II which is planned as a sequel to TEQIP-
| 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:

Strengthening Institutions to produce high quality engineers for better employability
Scaling up PG education and demand driven Research & Development and Innovation
Establishing Centers of Excellence for focused applicable research

® Training of faculty for effective Teaching

® 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-IIl 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 SPIUs and NPIU

(National Project Implementation Unit) for procurement as well as monitoring activities.
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Client Software Requirement

Procurement management support system (PMSS) is a web based application. Client side software

requirements of PMSS are;

o Web browser, Internet explorer 5 and above.

o Adobe reader

Browser settings

1. Openinternet explorer (IE).
2. Select option Tools->Internet Options-> Security-> Custom Level-> Automatic Prompting for file
downloads

3. Select ‘Enable’

Favorites Help
Delete Browsing History,.. oo i i ki
@ Blank P,
_é—”’ InPrivate Browsing
Reopen Last Browsing Session -
InPrivate Filtering Privacy | Content | Connections || Programs | Advanced |
InPrivate Filtering Settings
Pop-up Blocker gt 3 zone to vid o: change security settings,
SmartScreen Fiker 0 ' i V/ @
Manage Add-ons )
Internst  Localktranet Trusted sites  Restricted Security Settings - Internet Zone
sites
Compatibiity View Settings Internet - Settings o
This zone is for iternet websites, e O Dpisable ~
except those listed{ in trusted and ® Enable
restricted zones. © Prompt
9* Downloads
Security level For this zone 04 i ing for file download:
Allowed levels for this zone: Medium to High O Disable
®
/vgg File download
&3 | / O Disable
3 i @© Eenable
¥ Fonk download
O Disable
® Enable
O Prompt
(% Enable .NET Framework setup @
n
[ Resetal z0nes to defauk level | P e 5
*Takes effect after you restart Internet Explorer
Reset custom settings
=) =] ~ O e T
o) Conm

4. Select option Tools-> Pop-up Blocker-> Pop-up Blocker Setting.
5. Inthe ‘Address of Website to allow’ field type the PMSS website url
6. Click ‘Add’.
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Diagnose Connection Problems...
Sun Java Console
ThinkVantage Password Manager...

Internet Options

File Edit View Favorites Help
La 2 Delete Browsing History... Ctrl+5hift+Del =
7 Favorites @ Blank Page > B =] p= v A

“?7’» é 2 InPrivate Browsing Ctrl+5hift+P ﬁ =

InPrivate Filtering Chrl+Shift+F

InPrivate Filtering Settings Pop-up Blocker Set

B Turn OFf Pop-up Blocker } Exceptions

SmartScreen Filter % Pop-ups are currently blocked. You can allow pop-ups from specific

Manage Add-ons L 21| websites by adding the site to the list below.

€ | i Address of website to allow:

Compatibility Yiew Settings ]| ‘ dd

F Discover » Allowed sites:

Windows Update ;-ﬁi{«gg\f_»ig s

lease type this ud 203.187.87.166 then click Add
Developer Tools F12 |CP w
.
‘Windows Messenger

Natifications and blocking level:
Play a sound when a pop-up is blocked.
Show Information Bar when a pop-up is blocked.

EBlocking level:

i Medium: Block most automatic pop-ups

Leam more about Pop-up Blocker
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Chapter

CONFIGURATION AND SETUP

Institution - Configuration




Procurement Management Support System - PMSS v1.0 User Guide

Home Page

Browse the following URL to access the PMSS system;

URL: www.teqgip2-pmss.com/teqip3

This will display the Home Page;

Jll PMSS TE@lp

541 Procurement Management Support System Technical Education Quality Impr t Progr: (TEQIP) PHASENI

Home Participating States / Institutions Tender Notices Practices in Procurement Awarded Contracts  Documents FAQ's Contact us

Technical Education Quality Improvement Browsors « 16 6.0 and Iater versions
Programme (TEQIP) PHASE-II| S b e

Programme Goal:

The Technical Education Quality Improvement Programme of Government of India(TEQIP), has
been conceived in pursuance of the NPE-1986 (as revised in 1992). The Programme aims to
upscale and support ongoing efforts of GOI to improve quality of technical education and
enhance existing capacities of the institutions to become dynamic, demand-driven, quaﬂy
conscious, efficient and forward lookil ive to rapid ic and technolog
developmems occurring both at national and mlematlonal levels.

User Login | Password | |®

Click Here for Demo Site | Change P: rd | Forgot P: d

Objective :
- Strengthening Institutions to produce high quality engineers for better employability,
- Scaling-up postgraduate education and demand-driven Research & Development and
Innovation.
- Establishing Centers of E for f
- Training of faculty for effective Teaching, and
- Enhancing Institutional and System Management effectiveness.

research,

NPIU National Project Implementation Unit
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Login

Fill the Login ID and Password on the home page and click @ to enter into the system.

Change Password

To change the password, click on ‘Change Password’ link on the home page. A pop up will be seen;
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Change Password
Legin Name | -
Old Password
New Password

Confirm Password =

Fill the Login Name, Old Password, New Password, Confirm Password. The system will indicate the success or

failure of changing the password.
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Configuration Module

To access the Configuration Module, click on ‘Configuration’

‘],|. PMSS Pprocurement Management Support System TE@IP Technical education quality impr )

e-Dashboard Procurement PMSS-MIS Request/Queries Configuration

User: (Procur t Coordinator (Institution) - CSL)
= coNFIGURATION [ nstitutions [
12 IMasters

" Y User Maintenance

CONFIGURATION > Institutions

1. Click on the institution name

2. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data

No.

1 B289, Shamim
Address Institution’s Address Towers, Kloar

Street

2 Website URL Institution’s Website URL www.cslnit.com

3 Phone Number Institution’s Telephone Number 020 26453280

4 Fax Number Institution’s Fax Number 020 26453288

5 Email ID Institution’s email csl@cslnit.com

3. Four subtabs can be seen in the lower section
> Sub Component
> Departments
» Purchase Committee
>

Institution Logo

Sub Component
‘Sub Component’ is a view only tab. Sub-component(s) is configured by NPIU. Following fields can be
viewed under this sub tab;

= Allocated Budget

=  Budget for Procurement

=  Budget for Civil Works

=  Budget for Services

10
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Departments
Departments of the Institution can be created here.
To define the Departments,
o Click on ‘Add’ link
o Enter Department Code
o Enter the Department name
o Enter Department Head name
o Click ‘Save’
To add another Department repeat the above steps

Note: Adding at least one department is mandatory

Purchase Committee
Purchase Committee for the Institution can be created here.
To define the purchase committee;
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 the
departments created in the above Department sub tab)
o Click ‘Save’
To add another Committee member repeat the above steps

Note: Adding at least three purchase committee members is mandatory

Institution Logo
Institution’s logo can be uploaded here.
o Click on ‘Add’ link
o Inthe pop up browse and select the logo file

o Click ‘Upload’

11
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User Maintenance

Under this node institution user details can be seen. Select option Configuration-> User Maintenance

1. Click on the name of the user

" lw’n PMSS Procurement Management Support System TE@IP Technical education quality improvem

e-Dashboard Procurement PMSS-MIS Request/Queries Configuration

User : SanjayM(Procurement Coordinator (Institution) - CSL NIT)
=417 CONFIGURATION
iE Masters
5“"‘:'AUser Maintenance

SPFU Institution Employee
UI & Navigation s

CONFIGURATION > User Maintenance

. Employee Name " " Role

|Sanjay Matkar |Saniaw Procurement Coordinator (Institution)
|Das K !Q_a_s_ ADirector/ Head of Institution
2. Following details can be seen

Sr. No. Field Name Sample Data

1 Sanjay Matkar Mohammed Ali Shaikh

2 First Name Mohammed

3 Middle Name Ali

4 Last Name Shaikh

5 User Name shaikh.mohammed

6 Birth Date 02/03/1978

7 Gender Male

8 Email shaikh.mohammed@cslnit.com

9 Phone 020-26789023

10 Address B289, Shamim Towers, Kloar Street

11 City Mumbai

12 Pin Code 400058

13 Role Procurement Coordinator(Institution)

14 State Maharashtra

15 Institution CSLNIT

12
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Chapter

PROCUREMENT PLANNING

Procurement Plan Creation and Approval

13
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Procurement Plan

Purpose

The purpose of the procurement plan is to plan and define all the procurements for the stipulated plan
period. Procurement plan is the heart of the PMSS; procurements can be initiated in PMSS only when

the procurement plan has been approved.

Process flow

Procurement Plan Creation

Incase of State Funded
Institution

NOC or Rejection SPFU
Procurement Coordinator

I
|
I
|
I
|
|
v

(2
Procurement Create Procurement  Submit Procurement Plan NOC or Rejection NPIU
Coordinator Plan For Approval Procurement Coordinator
Role(s)

o Procurement Coordinator (institution) — creates and submits the plan for approval

o Director / Head of Institution — reviews the plan

o Procurement Coordinator (SPFU) — approves the procurement plan

o Procurement Coordinator — NPIU’s procurement coordinator who approves the procurement

plans

Prerequisite

13
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o Sub component(s) should have been added against the institution — Select option Configuration-
> Master-> Institutions. Click on the institution name and check the ‘Sub Components’ subtab in
the below section. If no sub components are added then please contact NPIU.

o Departments should be defined — Select option Configuration-> Master-> Institutions. Click on
the institution name and check the ‘Departments’ subtab in the below section. If no

departments are added please refer chapter 1, configuration module for adding departments.

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 described in the section

below.

Process Details

Planning process can be segregated in two parts
® Procurement Plan Creation

®  Procurement Plan Approval

Procurement Plan Creation

Purpose

To create all the packages and services those are to be procured in the stipulated plan period.
Role(s)

Procurement Coordinator (institution)

Prerequisite

o Sub component(s) should have been added against the institution — Select option Configuration-
> Master-> Institutions. Click on the institution name and check the ‘Sub Components’ subtab in
the below section. If no sub components are added then please contact NPIU.

o Departments should be defined — Select option Configuration-> Master-> Institutions. Click on
the institution name and check the ‘Departments’ subtab in the below section. If no
departments are added please refer chapter 1, configuration module for adding departments.

Process Details

To create procurement plan, select option Procurement-> Plan-> Prepare/ Revise Plan

14
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e-Dashboard Procurement PMSS-MIS Request/Queries Configuration

User : swapnil(Procurement Coordinator (Institution) - IIITM Gwalior)
%cutement
: T ——
= #Plan
£ : [ g |
""" . Prepzre/Revise P
i ' Procuremer
i il 0l Plans
E] ==~Process Procurement > Plan > Prepare/Revise Plan

1. Click on the Procurement Plan Title, which is in the right section

e-Dashboard  Procurement  PMSS-MIS Request/Queries Configuration e

User : pcbitm(Institution Coordi BIT Mesra)

= Eprocurement 4 elp |

B Zplan

L prepare/Revise | Procurement Plan Period |2
=17 0ld Plans
5 Soprocess Procurement > Plan > Prepare/Revise Plan
== Initiate
IC" P':lse::f itle Current Stage Sub Component Last Date Of Submission PP View PP Details PP View Report  Plan Status \
e
Sty Plan (From 01 Sep 2017 to 31 Dec 2017) Under Preparation 1.1 31/12/2017 PPView | PP Details = PPView Report | Plan Status

2. To plan procurements of goods/ civil works; select the ‘Goods/ Civil Works’ tab and click on ‘Add’,

which is within the tab.

(+ Mandatory
Procurement > Plan > Prepare/Revise Plan

r Title Procurement Plan (From 01 Sep 2017 to 31 Dec 2017) Sub Component 1.1 Revision# 0

Goods/ Works (0) EEALAC

FTRa ety |

| Package Code i i Define Tnt. Timelines

There are no items to show in this view.

3. A popup will appear. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Package Name Enter Name of Package. Stationary Items

A package is group of items to be purchased
together. Items belonging to the same expenditure
category (Goods, Works or Services) should be

grouped together.
Proprietary items should be added as separate
packages.

The system will refer to the package by this name.

15
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This name will appear in bidding documents,
purchase order/contracts and any other document
related to procurement of this package.

Financial
Sanction Date

using calendar.

You cannot enter past Date.

Please enter date on which you are expected to get
internal financial sanction for procurement of this
package.

System will automatically calculate estimated
timelines for procurement of this package based on
this date. This is one of the important fields related
to the package.

2 Description Enter more information about the Package. This includes pens,
The description will be displayed and can be changed | pencils and
at the time of actual procurement of the item. computer printing
This field is not mandatory. papers.

3 Category Select Expenditure Category of the package — Goods | Goods
or Civil Works.

This is one of the important fields related to the
package. Please note that you cannot modify the
category after you save.

After you select the category, ‘Item Details’ section will
appear.

4 Sub-Category Select Expenditure Sub-Category. Equipments
This dropdown will be populated after you select the
category.

This is one of the important fields related to the
package.

5 Activity Select Project Activity Institutional
This dropdown will list all activities associated with | Management
the sub-component. Capacity
There is a small box in front of this field. If required, | Enhancement
Click on this box to see the complete name of the
‘Activity’

This is one of the important fields related to the
package.

6 Is Proprietary This checkbox will be editable only for Category
“Goods” and Sub-Category “Equipments”.

Check the checkbox if the package is a proprietary
item.

This is one of the important fields related to the
package.

7 Through GEM Check the checkbox if the package is going to be
procured through GEM

8 Estimated Enter date in DD/MM/YYYY format or select date | 12/02/2011

16
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4. Adding at least one Item is mandatory. To add an Item click on the ‘Add’, which is in the ‘Item

Details’ section. A row will appear where the item details can be added.

Estimated Cost 5 Indicative Procurement 1 vk
Method ==

= Item Details

|'WAdd | - Delete | = Select All |~ Ch

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.

™ |lcen Filter SHM « SHM 4% 8, CCB T 676 2| 300000.00% [Institution Level Wik
@

5. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Item Name Enter Name of an individual Item Pencils

This name will appear in bidding documents,
purchase order/contracts and any other
document wherever list of individual items is
displayed.

2 Description Enter more information about the item. HB Pencils
The description will be displayed in bidding
documents, purchase order/contracts and any
other document wherever list of individual items
appears.

This field is not mandatory.

3 Quantity Enter Quantity of the item to be procured. 100
If the same item has been requested by multiple
departments/ units within your institution, please

add them and enter total quantity here.

This is one of the important fields related to the

item.
4 Est. Cost Per Enter Estimated Cost Per Unit (.e. Rate) for the | 200
Unit item

5 Estimated Cost | This is a read-only field.
This will get auto-calculated by the system as
Quantity * Est. Cost Per Unit.

6 Procuring Select name of the department who which the | IT
Department item will be procured.

The dropdown will display all departments in your
institution and an additional item “Institution

17
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6.
7.

10.

11.

12.

Level”.
If the item has been requested by multiple
departments, select “Institution Level” from the

dropdown.

To add another item, repeat steps 4 and 5.
After adding the items, click on the ‘Suggest Methods’ link, which is in front of the
‘Indicative Procurement Method’ dropdown. This will populate the ‘Indicative Procurement

Method’ dropdown. The method(s) will be populated based on the ‘Total Estimated Cost’

forms v H Is Proprietary? [~

ve Timelines

[tem/Work details.
nt Method.

Indicative Procurement [ ncs v |« Suggest Method
Method ;

Select the appropriate method in the ‘Indicative Procurement Method’ dropdown.
Click ‘Save’
Once saved, ‘Define Tentative Timelines’ link will appear in front of Est. Financial Sanction date field.

The purpose of this link is to input the estimated dates of Bid Invitation, Bid Opening, etc for that

package.
Category 2 Sub Cat
Activity Eilmplementatirqn.pf Instituticnal reforms v* | Is Propri
Est. Financial Sang:i?tn 17/02/2011 132|, Define Tentative Timelines
ate

Step 2: In Item/Work details tab below, click on Add link to add Item/Work details.
Step 3: Click on 'Suggest Method' to select Indicative Procurement Method.

Click on ‘Define Tentative Timelines’ link. A pop showing auto calculated dates will be seen. Edit
these dates, if required.
For category Goods, ‘Department Wise Breakup’ link will appear against those Items which have

Procuring Department as ‘Institution Level’.

18
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3 Est. Estimated g Dept. wise
Quantity Cost/Unit Cost Procuring Department Breakup
2% 3000 | 6000 ]Civil Engineering v_ELk Dept. wise
‘ Breakup

13. Click on ‘Dept. Wise Breakup’ link.

14. 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.

15. Click ‘Save’.

16. To add another package repeat steps from 2 to 16.

Note: Department wise breakup is mandatory when procuring department is selected as
‘Institution Level’.
If you are adding a package for category Works then while adding items ‘Quantity’ is not

required. Also, Department wise break up is not required for Works.

17. To plan procurements of services; select the ‘Services’ tab and click on ‘Add’, which is within the tab

ynths (From 01 Jan 2011 to 30 Jun 2012) Sub Component 1.1 Revision# 0

Il services {0)

Total Estimated Cost Total Actual Cost Define Tentative Timelines Delete

18. A popup will appear. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.

19
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from the list.
This is one of the important fields related to the
package.

1 Service Name Enter Name of Service to be procured. Inventory System
The system will refer to the package by this name.
This name will appear in bidding documents,
contracts and any other document related to
procurement of this package.

2 Description Enter more information about the Service to be | Service will include
procured. development of
The description will be displayed and can be changed | inventory
at the time of actual procurement. application.
This field is not mandatory.

3 Category This lists only one entry “Services”. Select the item | Services

4 Sub-Category

Select Expenditure Sub-Category.

This dropdown will be populated after you select the
category.

This is one of the important fields related to the
package.

Professional
Services

5 Activity

Select Project Activity

This dropdown will list all activities associated with
the sub-component.

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

This is one of the important fields related to the
package.

Institutional
Management
Capacity
Enhancement

6 Service Provider

This dropdown lists two items — Firms and Individual
For Services which will be procured from Individual
Consultant, select “Individual” from the dropdown.
For Services which will be procured from Firms,
select “Firm” from the dropdown.

Firms

7 Total Estimated
Cost

Enter Total Estimated Cost of the service

100000

8 Indicative
Procurement
Method

After you enter Total Estimated Cost, System will
calculate Indicative Procurement Methods applicable
for the estimated cost and populate this dropdown.
Select appropriate Procurement method from the
list.

SSS

9 Estimated
Financial
Sanction Date

Enter date in DD/MM/YYYY format or select date
using calendar.

You cannot enter past Date.

Please enter date on which you should get financial
sanction for procurement of this package.

System will automatically calculate estimated
timelines for procurement of this package based on

12/02/2011

20
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19.
20.
21.

22.

23.

24.

this date. This is one of the important fields related

to the package.

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

‘Define Tentative Timelines’ link can be seen on the list page.

‘Title Procurement Plan for 18 Months (From 01 Jan 2010 to 30 Jun 2011) Sub Component 1.2 Revision# ¢

Goods/, Works (71) | [ERITE

e

Services

Ha Service Name

TestS UAT 305 12,000.00 Define Tentative Timelines r
|...I/WB/WB-kol/139 | TEste UAT 305 A 120,000.00| | . Befine Tentative Timelines | 1=
...1/WB/WB-kol/138 M 4 20,000_.000.00. | pefine Tentative Timelines | ™
|...I/WB/WB-kol/136 | Tests UAT 305 ‘ © 12,000.00| | Define Tentative Timelines | T

Click on ‘Define Tentative Timelines’ link. A pop showing auto calculated dates will be seen. Edit
these dates, if required.

After adding all the packages and services to be procured click on ‘Submit Procurement Plan’, which
is on the upper bar in the right section.

Plan can be viewed as per the format given in the PIP. Click on PP View/ PP View Report, which is on

the upper bar in the right section and also available on the list page of the plan.

Procurement Plan Approval

Purpose

To send the procurement plan for review and approval.

Role(s)

o Procurement Coordinator (institution) — submits the plan for approval
o Procurement Coordinator (SPFU) — approves the procurement plans of institutions
o Procurement Coordinator — NPIU’s procurement coordinator, approves the procurement plans

of SPFUs and institutions

Prerequisite

o Plan should be created completely.

o Plan should be within the allocated budget
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Process Details

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 (CFls) the plan is sent directly to NPIU for approval.

1.

Click on ‘Submit Procurement Plan’, which is on the upper bar in the right section.

Procurement > Plan > Prepare Plan

f

\ Title Procurement Plan for 18 Months (From 01 Jan 2010 to 30 Jun 2011) Su

An email pop up will be seen, click on ‘Send’. This will send an email to the approving authority.
When the approving authority approves the plan email will be received by the institution users.
Once the plan is approved by all the approving authorities the status of the plan will change to

‘Approved’, which can be seen in the Colum after the plan title in the right section.

e-Dashboard Procurement PMSS - MIS Regquest/Queries Configuration

User : swati(Procurement Coordinator - NPIU)

E] W AProcurement
== |
EM #plan

L) prepare Plan

Period ‘ Current VI

“| Revisec Plans

g L. Approvals Procurement > Plan > Prepare Plan

—~IProcess
“lz= Initiats C
poe- == In Prograess _— ,
Ll Drior Reviews Erocurement Plan for 18 Menths (From 01 Jan 2010 to 30 Jun |Approved

To view the approving details click on the ‘Plan Status’ link this will show the approval stages and
comments.

If the plan is rejected then status of the plan will be ‘Under Clarification’. Institution users will
receive an email notification accordingly.

If rejected, click on the plan title. Then click on the ‘Rejection Comments’ link, which is in the upper

bar in the right section and view the rejection comments.

A

Pt N T EL e o s ] X Chabrse Tolm “TRED QBT e as
ision For Approval | 77 'Status Info. | PP Vie

yments | Bac

(+ Mandator

Revise Plan

Months (From 01 Jan 2011 to 30 Jun 2012) Sub Component 1.1 Revision# 7

Modify the plan as required and send the plan for approval again.
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Chapter

PLAN REVISION

Procurement Plan Revision
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Plan Revision

Purpose

The purpose of the procurement plan revision is to make changes to existing packages/ services or to
add new packages/ services. Revised packages/ services can be initiated only when the revised

procurement plan has been approved.

Process flow

Procurement Plan Creation

Incase of State Funded
Institution
|

NOC or Rejection SPFU

Procurement Coordinator
|

|
1
|
1
|
1
|
v

®
Procurement Revise Procurement  gybmit Procurement Plan NOC or Rejection NPIU
Coordinator Plan For Approval Procurement Coordinator
Role(s)

o Procurement Coordinator (institution) — revises and submits the plan for approval

o Director / Head of Institution — Approves revision when revision is within 20%.

o Procurement Coordinator (SPFU) — Approves revision when revision is within 20% - 30%.

o Procurement Coordinator — NPIU’s procurement coordinator, approves revision when revision is

greater than 30%.

Prerequisite
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o Procurement Plan should be approved at least once.

o Procurement budget should be available.

Process Details

To revise the procurement plan select option Procurement-> Plan-> Prepare/ Revise Plan. Click on the

procurement plan title then click ‘Revise Plan’ link, which is on the upper bar of the right section.

(+ Mandatc
’lan > Prepare Plan
:ment Plan for 18 Months (From 01 Jan 2010 to 30 Jun 2011) Revision#

Click on the package/ service that have to be revised.
Make the necessary changes to package/ service
Click ‘Save’

To make changes to another package/ service repeat steps 1 to 3.

A

New packages/ services can also be added by following steps of adding packages/ services, as

described in procurement plan creation section.

6. All the package / service, which have been revised, will be shown in a different colour.

7. To send the plan for revision approval click on ‘Submit Plan for Revision Approval’ link, which is on
the upper bar in the right pane.

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

Approval

Note: Before sending the revised plan for approval a BOG approval should be taken manually (i.e.

outside PMSS).

9. The Director can login and select option Procurement-> Plan-> Approvals
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Procurement Request/Queries

User : somaya(Director / Head of Institution - NIT Warangal)

mprocuvement
= Fplan
i “Prepare Blzn

Revised Plans

® My Approvals (@] Approved
Procurement > Plan > Approvals

|| Approvals

Est

e Lasto?ate Cost Est Cost

Initiats

Est Cost

i Est Cost =
(Civil (Services)
Submission Work ') (Goods) (Rs.) < “ ) (Total) (Rs.)

(Rs.)

‘ol In Progress

Revised Plan

!M ’ 1.1 Directer |31/03/2010 §8,000,000.00 !8,000,000.00
| Warangal Approval \

0.00 5,000,000.00  0.00 5,000,000.00

0.00 8,000,000.00 0.00 8,000,000.00

10. Click on the Institution Name.

11.

12.

13.

14.

To Approve the plan click on ‘No Objection’, which is on the upper bar in the right pane. To Reject

the plan click on ‘Revise and Re-Submit’.

-—Submit | ¢ Status Info. |

re/Revise Plan

for First 18 Months (From 01 Jan 2011 to 30 Jun 2012)

If the changes are between 20 to 30 % then, for the State Sponsored Institutions the plan will be
sent to the respective state for approval. In case of Centrally Funded Institutions (CFls) the plan is
sent to NPIU for approval.

If Change is more than 30% 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
(CFls) 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.
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Chapter

PROCUREMENTS

Procurements Process
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Procurement Process

Purpose

To perform the procurement of the approved packages/ services.

Role(s)
o Procurement Coordinator (institution)
o Procurement Coordinator (SPFU) — Performs Prior review, when applicable.
o Procurement Coordinator — NPIU’s procurement coordinator, Performs Prior review, when
applicable.
Prerequisite
o Procurement plan should be approved
Process Details
Process node is divided into;

® Initiation

® In Progress

Completed

® Cancelled

Initiation

Approved packages/ services are listed under Procurement-> Process-> Initiate
.—Eral?roturement
E""'_?sli‘lan

' Preparz/Revise P Category Sub ¢

| l0old Plans

~ Procurement > Process > Initiate
]
In Progress [

i Name lCode
= Complsted |
lesl Cancelled
G B SRS AIS Initiaste |NCB-Goods-Price | TEQIP- Equipment 1.1 'NCB
| »Loading Test _II/’WB/’UCT/25
Services
\Initiate | SSS-23Feb11 ' TEQIP- 'Professional Services | 1.1 |sss
changes II[WB/UCT[IS [
Initiaste |QCBS-25Febl1l | TEQIP- Professional Services | 1.1 'QCBS
1I/WB/UCT/18

1. Click on ‘Initiate’ link, which is in the right section. This will initiate the procurement.
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Fill the fields on the page
Sr. | Field Name Field Description Sample Data
No.
1 Actual Financial | Enter the date in DD/MM/YYYY format. This date is | 12/03/2011
Sanction Date the date on which procurement was sanctioned
internally.
Click ‘Save’

‘Revise Timelines’ link will appear in front of the ‘Actual Financial Sanction’ date field, click on the
link will show a pop up. Dates in this popup will be auto populated based on the Procurement Method
and Initiation date. Edit the dates, if required.

Click on ‘Click here to Proceed’ link this will display the Guidelines for the select method.

Click on ‘Click to start Procurement Process’ this will initiate the procurement and the package/

service will move to in progress.

In Progress

Initiated procurements are listed under the option Procurement-> Process-> In Progress

=8 ‘ 'A!Procurement
(=)
= Zplan
i i~L]1pPrepare Plan
o= Revisec Plans
E-“Tprocess
Initiats

Category \_ ¥

Procurement > Process > In Progress

Procurement Method |

v Sub Component \

In Progress
Messages Board

Ciﬁ;il Works
Lab TEQIP- Work Refurbishment |1 NCB
LCevelcpment | 11/2010/NITRO/NCB/1 Completion works
Certificate and
Payments
MI Tanks TEQIP- Generation of | Others 1 Shopping
1I/2010/NITRO/Shopping/2 | Work Order
SwWi TEQIP- Quotation Extension of |1 Shopping
11/2010/NITRO/Shopping/4 » Opening » Buildings
Goods
NG1 TEQIP- Generation of | Furniture 1 NCB

11/2010/NITRO/NCB/5 Bid Document

Click on the Package/ Service Name, which is in the right section. This will open the procurement in
its current stage.

Perform the action required for this stage and Click on ‘Move to Next Stage’. Now, Perform the

action required for this stage and click on ‘Move to Next Stage’ and so on. (Details on performing

each stage are described in detail in Chapters 5 to 13).
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3. 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 5 to 13.

Completed

Completed procurements are listed under the option Procurement-> Process-> Completed
1. Click on the Package/ Service Name, which is in the right section.
2. To view details of the package/ service, click on the respective stage, steps or subtabs.

3. To view documents attached to the package/ service see the documents subtab.

Cancelled

Cancelled procurements are listed under the option Procurement-> Process-> Cancelled
1. Click on the Package/ Service Name, which is in the right section.
2. To view details of the package/ service, click on the respective stage, steps or subtabs.

3. To view documents attached to the package/ service see the documents subtab.
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Chapter

SHOPPING METHOD

Procurement Using Shopping/ Direct Contracting Method
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Shopping Goods

Purpose

To perform procurement of goods using shopping method.

Process flow

Enter Supplier Info Invitation Letter Quotation Opening Quotation Evaluation
< 3 <
K Recommendation of Award Purchase Order GRN & Payments

Role(s)
o Procurement Coordinator (institution)
Prerequisite
o Package to be procured should fall under category goods.
o Value of the package should be <=USD 20,000
Process Details
First stage of Shopping is ‘Invitation Letter’.
Invitation Letter

In this stage suppliers are added. Invitation letters are generated & sent out to these suppliers.
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Package : Axis Robot(TEQIP-1I/2010/UCT/Shopping/3)

Pkg .Detailsl Quotation Openingl Quotation Evaluationl Recomm. for Award| Purchase C

Step 1:Fill Below Details and Save >> Step 2:Enter Item Details >> Step 3:Add Evaluation Quetions, If
>> Step 5: Define Payment Terms >> Step 6:Generate Invitation Letters

Quotation Validity «(In days) Last Date & Time of Submission

Training Clause Testing/Installation Clause
R, 4

Warrantv ATA manthel AMC

1. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Quotation Validity Enter the number of days for which Quotation is | 15
required to be Validity.
2 Last Date & Time of Enter the date and time by which quotation | 12/03/2011
Submission should be submitted. Date format is| 16:00
DD/MM/YYYY and time format is HH:MM, 24 hrs
format.
3 Training Clause Enter the training requirement, if any. Else enter
NA.
4 Testing/Installation Enter the testing/installation requirement, if any.
Clause Else enter NA.
5 Warranty Enter the warranty period in months. It should not
be less than 6 months. In-case of no warranty
enter NA.
6 AMC Mention whether AMC is applicable Yes/ No or
enter the AMC amount.

2. Click ‘Save’

3. Click on ‘Step 2: Enter Item Details’ link. ‘Items’ subtab is shown in the lower section.

onths) AMC L

Item Details (2

v Item Name

[ Robot Arms 7 6 30,000.00
Robot Legs 2 20,000.00
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a. Click ‘Item Name’, a pop up will be seen.

Item Information

Item Name L Description [sze45 b
Quantity Estimated Cost I B
Procuring Department Delivery Period (In Days)
Is Training Required [~ Is Installation Required |

Search Specification frem PMSS Database
Specifications [;; :

Place Of Delivery [ysy Installation Requirements (If Any) [z i
|
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Is Training Required | Check this option if training is required for the
selected item
2 Is Installation Check this option if installation is required for the
Required selected item
3 Specifications Enter the item specification. Click on ‘Search
Specification from PMSS Database’ link to get
specifications from other items.
4 Place Of Delivery Mention the place of delivery where the selected
item is required to be delivered
5 Installation Mention the installation requirement details for
Requirements (If the selected item, if any
Any)

c. Click ‘Save’
d. Ifthere is more than one item, repeat steps from a. to c.

4. Click on ‘Step 3: Add Evaluation Questions, If Required’ link (this is an optional step, to be
performed only if additional evaluation question are required). ‘Questions’ subtab is shown in the
lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

...L-g.-5 "g asas

R e\ e Ty D S e e ORI

( Mandators;j

Question Category | Evaluation ¥
Question
Non Responsive Value [ &,
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b. Fill the fields on the page. Details of the fields are mentioned below;

Value

on which the supplier will become

Sr. Field Name Field Description Sample Data

No.

1 Question Enter the description of the question | Does the supplier have a
to be asked during quotation| local service center?
evaluation. Form the question such
that response (answer) is Yes/ No/ NA.

2 Non Responsive | Select the value (Yes/ No/ NA) based | E.g. if the question is

‘Does the Contractor have

non- responsive.

a local service center?’
then the non- responsive
value could be ‘No’.

c. Click ‘Save’.

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

5. Click on ‘Step 4: Enter Supplier Details’ link. Supplier Details subtab is shown in the lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

Supplier Details

Supplier Name L

(x ;Iiland.a‘t;

CSL NIT | Package : abc (TEQIP-11/2011/CSL/Shopping,

Address

Select Supplier from PMSS Database

City

Supplier Source |
Pin Code [
FAX Number
TAN Number
Tax Number

State

*

v, Name Of Representative

e Phone Number
Email ID
PAN Number

b. Fill the fields on the page. Details of the fields are mentioned below;

the page

Supplier can also be searched using ‘Select
Supplier from PMSS Database’ link. Click on this link
will display the existing list of suppliers, if any.
Once the list is displayed click on the supplier’s
name this will
supplier’s data. To search additional suppliers
within the state or city use the filters provided on

Sr. Field Name Field Description Sample Data
No.
1 Supplier Name Enter the supplier name. FTTI Pvt Ltd

auto populated the selected
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2 Address Enter the address of the Supplier STl Towers,
Unit# 141/38,
Campus 29. RMZ
Millenia Business
Park.
881, Dr. MGR
Road
3 City Enter the city of the Supplier Pune
4 State Enter the state of the Supplier Maharashtra
5 Supplier Source | Select the source of supplier i.e. the source from | Website
which the supplier was found
6 Specify Source Only if ‘Supplier Source’ is ‘Others’ then type the | Pamphlets
source
7 Email ID Enter the Email ID of the Supplier ftti@efttil.com
8 Pin Code Enter the Pin Code of the Supplier 411232
9 Name Of Enter the Representative of the Supplier Mr. Mohan
Representative Solanki
10 Phone Number Enter the Phone Number of the Supplier. | 26422689
To enter more than one number use comma (,) as
a separator.
11 PAN Number Enter the PAN Number of the Supplier ANS44874
12 TAN Number Enter the TAN Number of the Supplier
13 Tax Number Enter the TAX Number of the Supplier

c. Click ‘Save’

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

6. Click on ‘Step 5: Define Payment Terms’ link. ‘Payments’ subtab is shown in the lower section.

a. By default two Payment Terms are shown

TTannTg Crause (4

Warranty 12

+(In months)

TESUNg/ITSCanauuort Ciause NA

AMC na

Payment Term

Payment After Acceptance
Payment After Delivery

b. Click on the Payment Term a pop up will be seen

c. Fill the fields on the page. Details of the fields are mentioned below;

Sr.

No.

Field Name

Field Description

Sample Data
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1 Completion Mention the period in which this delivery is | 30
Period expected once the contract is signed.

2 Payment By default percentage will be show, edit the | 10
Percentage percentage if required

d. Click ‘Save’
e. Update the second payment term by repeating steps b. to d.

7. Click on ‘Step 6: Generate Invitation Letters’ link. This will generate the invitation letters for the
added suppliers.

8. Click on ‘Step 7: View & Print Invitation Letter’. ‘Supplier Details’ subtab is shown in the lower

section

Supplier Details|

. Supplier Name | ~ Phone Number  Quotation File  Download/Send Mail

|Mchan Tata war@email.com 67289303 INV Letter 2.pdf / _Send Mail r
| Gvna nahna qw@we.com 2133900,121222 INV Letter 3.pdf / _Send Mail I
Gohal Ganaga Gohal@emai.com 67379012 INV Letter 1.pdf/_Send Mail r

a. Click on the Invitation letter to view/ print the invitation letter.
b. Click on Send Mail to send the invitation letter via email
c. Repeat above steps for all suppliers.
9. On completion of ‘Invitation Letter’ stage click on ‘Move to Next Stage’. This will move the
procurement to ‘Quotation Opening’ stage.
Quotation Opening

In this stage the quotation opening is performed and responsive quotations are identified.

Package : Computers(TEQIP-11/2011/CSL/Shopping/5) (

m\m@lgg\lggon@“ﬁd Quotation Eva{uationl Recomm. for Award| Purchase Crder

Step 1: Print Quotation Opening Form >> Step 2:View/Add More Suppliers >> Step 3:Enter Quotation Openin
Step 4: Upload Quotation Opening Form & MOM
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10. On the ‘Quotation Opening’ tab click on ‘Step 1: Print Quotation Opening Form’. This will open a

guotation opening form. 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) are seen on this form against which quotation opening details

can be mentioned. Three extra columns are provided to accommodate names of any new suppliers

who have submitted their quotations directly.

11. Click on ‘Step 2: Enter Quotation Opening Data’ and Fill the fields on the page. Details of the fields

are mentioned below;

Sr. No. | Field Name Field Description

Sample Data

1 Quotation Enter the actual date and time when quotation
Opening Date was opened. Date format is DD/MM/YYYY and time
format is HH:MM, 24 hrs format. It is
recommended that opening should be done at
the start of the week so that there is ample time
to enter opening data in PMSS.

12/03/2011 16:00

2 Quotation MoM | Enter the Minutes of Meeting.
Larger MoM'’s can be uploaded using the
documents subtab

12. Click ‘Save’
13. Click on the ‘Enter Quotation Opening Data’ link. A pop up will be seen

Package : Tables & Chairs(TEQIP-11/2011/WCoE/Shopping/15) Current Stage :

Pkg Details] Invitation Lette['l Quotation Opening [RelC LT Evaluaticnl Recomm. for Award| Purchase Order| GRN & Payments

(+ Mandatory)
Quotation Opening

Step 1: Print O ion O ing Form >> Step 2: Enter Quotation Opening Data >> Step 3: Upload O ion O ing Form & Minutes

Quotation Opening Date 1370472011 132k 13:304(hh:mm)

Quotation Minutes g suppliers attenmded the opening.

Enter Quotsticn Opening Dats

Supplier Name|

Asansol Engg College | Package : Axis Robot (TEQIP-
II1/2010/UCT/Shopping/3)

Red indicates Non responsive.

Current Stage : ¢

Al CQS PACKJ‘\GEbaSiCA
Is Quotation Received?
Quotation Received Date
Is Quotation Duly Signed?
Quotation Number
Readout Price
Quotation Validity

Cplus plusfdsfsdf
Is Quotation Received?

Quotation Received Date
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a. Enter the Responsiveness Criteria.
b. Click ‘Save’.

14. Click on ‘Step 3: Upload Quotation Opening Form’ link. ‘Documents’ subtab will be shown in the
lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

~ (+ Mandatory)
Select Document to be Uploaded :

| Browse...

Document Categery

| ¥l
Description :
&
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Quotation
Category Opening Form
3 Description Enter more information about the uploaded | Signed Quotation
document. Opening Form

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click
‘Delete’ link.

15. On completion of ‘Quotation Opening’ stage click on ‘Move to Next Stage’. This will move the

procurement to ‘Quotation Evaluation’ stage.

Quotation Evaluation
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In this stage evaluation is performed and lowest evaluated supplier is identified.

Package : Computers(TEQIP-11/2011/CSL/Shopping/5) Current Stage : Quotation |

[ s ) Recomm. for Ay vard| Purchase Orderl |

Step 1:Print Quotation Evgluagg n Form >> Step 2: Enter Quotation luation Data >> Step 3: Umad Quots
Lowest Responsive Supplier after evaluation :
Selected Contractor for Post Qualification :

16. On the ‘Quotation Evaluation’ tab click on ‘Step 1: Print Quotation Evaluation Form’. This will open a
guotation evaluation form. This form can be used during Quotation Evaluation. Print of this form can
be taken and Quotation Evaluation details can be recorded on this form.

17. Click on the ‘Step 2: Enter Quotation Evaluation Data’ link. A pop up will be seen

Package : Axis Robot(TEQIP-I1I/2010/UCT/Shopping/3) Current Stage : Quotation Evaluation and Award of Contrac

ing o e Recomm. for ANardI Purchase Orderl GRN & Payments

Step 1:Print Quotation Evahaﬁg Form >> Step 2: Enter Quotation Evaluation Data >> Step 3: Upload Quotation Evaluation Form

Lowest Responsive Supplier after evaluation :

/ Quotation Evaluation - Windows Internet Explorer

Supplier Name! v|
Asansol Engg College | Package : Axis Robot (TEQIP- Current Stage : Quotation Evaluation
11/2010/UCT/Shopping/3) Award of Con

Red indicates Non responsive.

Name Question User Response

!AJ CQS PACKAGEbasic Quotation Details

{Are the Delivery terms as specified? ‘ vp

iAre the Payment Terms Agreed? ‘ vj*
|Is Training Included? \ =N

jls the Quantity as specified? ‘ _ v}«

“'Isv the Place of b'e.livery as spec-ifv’i-ed; H:}*

\ ZiIs Testing/ Commissioning/ Installation included? \-

a. Enter the comparative data for all the supplier.

b. Click ‘Save’.

c. Click on ‘Quotation Details’ link, which is in front of each responsive supplier. A popup will be

seen.
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d. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Basic Cost per | Basic cost for each item can be entered in | 2000
unit this field. Enter the basic cost per item as
given by the supplier
2 Comments Enter comments, if any Quotation Opening
Form

e. Click on ‘Save’

f. Quotation details of all responsive Suppliers can be entered by repeating steps from c. to e.

18. System will show the lowest evaluated responsive supplier (L1) on the main page.

19. Click on ‘Step 3: Upload Quotation Evaluation Form’ link. ‘Documents’ subtab will be shown in the

lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

!

Select Document to be Uploaded :
Deoccument Category ¢

Description :

éia Maridatoryj

Browse ...

@, 4
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Quotation
Category Evaluation Form
3 Description Enter more information about the uploaded | Signed Quotation
document. Evaluation Form

c. Click ‘Upload’ to upload the document in the system.
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d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click
‘Delete’ link.

20. On completion of ‘Quotation Opening’ stage click on ‘Move to Next Stage’. This will move the

procurement to ‘Recommendation for Award’ stage.
Recommendation for Award

In this stage appropriate responsive supplier can be recommend. If the lowest evaluated responsive

supplier (L1) is not acceptable by the committee then another supplier can be selected in this stage

Axis Robot(TEQIP-1I/2010/UCT/Shopping/3) Current Stage : Recommandation for Ay

| Invitation Lettetl Quotation O‘penin_g‘l».Q_uotation Evaluationl Purchase Crder| GRN & Payments

st evaluated responsive supplier (L1) is not acceptable then select another supplier and enter recommendation commer

L1 Supplier | cplus plusfdsfsdf vl
Recommandation Comments

& .
21. Fill the fields on the page. Details of the fields are mentioned below;
Sr. No. Field Name Field Description Sample Data
1 L1 Supplier If the lowest evaluated responsive

supplier (L1) is not acceptable by the
committee then another supplier can be
selected

2 Recommendation Comments | Enter the comments

Note: If the Contract price (i.e. Evaluated Price) is more than 25% of the estimated price then the
package will be sent for prior review. Once the user clicks on ‘Move to Next Stage’ system

will ask for a confirmation before sending the package for prior review.

22. On completion of ‘Recommendation for Award’ stage Click on ‘Move to Next Stage’. This will move

the procurement to ‘Purchase Order’ stage.
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Purchase Order

In this stage PO is generated and Payment terms are updated with expected completion and

payment dates

2-learning books(TEQIP-II/2011/UCT/Shopping/16) Current Stage : F

| £ ) ion Opening| Quotation | 1 n| Re: 2 GRN&Paymentsl

glow detag >> Step 2:Generate Purchase Qrde >> Step 2: Vi [gpgate Payments details >> Step 4:Upload Purchas
PO# TEQIP- Generated On 13/03/2011 1i2)=

11/2011/UCT/Shopping/16

23. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. Field Name Field Description Sample Data

1 Generated On System will show the current date (i.e. Today’s date
today’s date) by default. Click on ‘Save’

2 PO# PO number will be generated
automatically

Note: If Generated date is greater than the bid validity (i.e. difference between Bid opening date and
Generated date is more than the bid validity given by the selected supplier) system will ask to
provide a new bid validity. Enter the total new bid validity. E.g. if original validity was

90 days and supplier has extended it by 30 days then enter 120 days.

24. Click on ‘Step 2: Generate Purchase Order’. A Pop up will be seen

(* Mandatorv)

PO Generation Asansol Engg College | Package : e-learning books (TEQIP-1I/2011/UCT/Shopping/16)
Supplier Name 24. Supplier 3 PO # TEQIP-II/2011/UCT/Shopping/16
PO Date 13/03/2011182), VAT % O
Octroi And Others Total Cost (Contract Value) 10000
Evaluated Cost 10000 Total Base Cost (Items) 10000
PO Details Asansol Engg College | Package : e-learning books (TEQIP-II/2011/UCT/Shopping/16)
Basic Cost Per  Total Basic
_Unit ' Cost |
e-learming books | e-learning books 200|| 50% 10000
@,
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25.

26.

a. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 PO date Will be auto populated as the PO generation date. System
calculated
2 GST % Enter the Value Added Tax percentage for this PO. If | 12
there is no GST enter 0.
3 Octroi and Enter the Octroi and Others charges amount 1200
Others
4 Total Cost Will be auto calculated as (Total Base Cost + GST) System
(Contract calculated
Value)
5 Evaluated Cost | Will be auto populated from the Evaluated Price System
calculated
6 Total Base Cost | Will be auto calculated as (Qty*Basic Cost Per Unit) System
(Item) calculated
7 Basic Cost Per This can be seen in the lower row, i.e. in the items
Unit section. Edit the basic cost per unit as required. Basic
Cost Per Unit should match the Evaluated cost
b. Click ‘Save’

c. Click ‘Print PO’. System will give an option to Open/ Save the PO. Save the PO on your computer

with a proper name. Update the sections highlighted in yellow and save the document.

Click on ‘Step 2: View/Update Payments details’ link. ‘Payments’ subtab will be seen in the lower

section.

a. Click on the payment term name a pop up will be seen

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. | Field Name Field Description Sample Data
1 Expected This is auto calculated as Contract Start Date | 30
Completion Date + Expected Completion Period. Edit the date
if required.
2 Expected Payment | Enter the expected date when payment will | 12/04/2011
Date be made against this completion. Date
format is DD/MM/YYYY

c. Click ‘Save’.

d. Update the other payment terms by repeating steps a. to c.

Click on ‘Step 3: Upload Purchase Order’. ‘Documents’ subtab will be shown in the lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen
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Document Category

Select Document to be Uploaded :

Browse...

L -
Description
& 4
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Quotation
Category Evaluation Form
3 Description Enter more information about the uploaded | Signed Quotation
document. Evaluation Form

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

27. On completion of ‘Purchase Order’ stage Click on ‘Move to Next Stage’. This will move the

procurement to ‘GRN & Payments’ stage.

GRN & Payments

In this stage Goods received details are captured and Payment tracking is performed.

28. Click on ‘Setp1: Fill GRN Details’. ‘GRN’ subtab will be shown in the lower section;

45




Procurement Management Support System - PMSS v1.0 User Guide

Sl GRN & Payments

Step 1: ﬂ! GRN Del’ails >> 5 I:_eg 2:Enter Payment del’ails

Supplier Name }v Date Of Supply | Delete

There are no items to show in this view.

a.

b.

C.

d.

Click on ‘Add’, a pop up will be seen

Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data

No.

1 Supplier Name This field is auto populated with the | System
selected supplier’s name populated

2 Date of Supply Enter the date when Goods are supplied. | 12/8/2011
Date format is DD/MM/YYYY

Click ‘Add’ link which is in the Items section.

(+ Mandatory
Goods Received Note CSL | Package : APS Filters (TEQIP-II/2010/NITRO/Shopping/1)

Note : 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  —oqpulink Trads e Date Of Supply 23/01/2011 132}

Clear All | F'Help

Stock Register
Name

5 Item
Item Name lPage No, Serial No.; Distribution Delete]

Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. Field Name Field Description Sample Data
1 Item Code Enter a short (abbreviated) name for | LMPrinter — can be a short
the item that is supplied name for item ‘LaserJet
Monolithic Printer’
2 Item Name Select the item that is supplied LaserJet Monolithic Printer
3 Comments Enter the comments, if required Received ok
4 Received Enter the quantity of item received 2
Quantity
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5 Stock Enter the name of the resistor TEQIP — Il stock resistor
Resistor where the entry of this item is made
Name for manual records
6 Page No. Enter the page number of the stock | 32
resistor on which this entry is made
7 Serial No. Enter the serial number of this item | ABC Institution/ TEQIP —II/
LMP - 43

e. To add another Item repeat steps c. & d.
f. Click ‘Save’, which is on the upper bar of the main (GRN) section.

g. Once saved, ‘Item Distribution’ link will appear against each item.

| Print Asset Register |

(x Mandatory,
CSL | Package : APS Filters (TEQIP-II/2010/NITRO/Shopping/1)

ister please make sure all the received items are entered.
ad can not be generated again and No changes to this GRN will be allowed.

k Trads i Date Of Supply '23/01/2011 132l
Browse...
Browse...

GRN Details (1

Received Stock Register
Quantity Name

s ‘ 23/N2

Page No. Serial No.

Distribution

23 12-23 Item Distribution

Q‘
h. Click on ‘Item Distribution’ link a pop up will be seen. Enter the Actual Quantity supplied to each

department.

Received Quantity : 3 Remaining Quantity : =

Item Distribution CSL | Package : APS Filters (TEQIP-II/2010/NITRO/Shopping/1)

[Balance Quantity]

Chemical Engineering :’
Civil Engineering [j
Electrical Engineering E}
Institution Level [:]

i. Click ‘Save’.
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k.

Click on ‘Print GRN’, which is on the upper bar of the main (GRN) section. GRN Report will be

generated.

(»: Man

ceived Note CSL | Package : APS Filters (TEQIP-I1/2010/NITRO/Shop)
fore generating Asset Register please make sure all the received items are entered.
set Register once generated can not be generated again and No changes to this GRN will be allowed.
Supplier Name  ccopuling Trads e Date Of Supply 23/01/2011 132|
GRN Document Browse...
Asset Document Browse...

Received Stock Register
Quantity Name

3k ’ 23/N2

Item
Distribution
Item Distribution

Item Name Comments Page No. Serial No.

#|| APS 23 Filters o]

s

The GRN Report can be uploaded using the Browse function, which is in front of the ‘GRN

23 12-23

.

Document’ field. Once uploaded, link will appear besides the browse function.

Goods Received Note CSL | Package : APS Fil

Note : 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 - ropolink Trans * Da
GRN Document Browse... _Pgks.txt
Asset Document Browse...

Received Stock Register
Item Code Item Name Comments Quantity Name P4
‘ APS F | [APS 23 Filters Vl*’ ss ‘ 3 ‘ 23/N2 ’ 2:

Report can be downloaded, if required by clicking on the link.

m. Click on ‘Print Asset Register’, which is on the upper bar of the main (GRN) section. Asset

Register will be generated.

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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0.

(; Man

ceived Note CSL | Package : APS Filters (TEQIP-II/2010/NITRO/Shop|
fore generating Asset Register please make sure all the received items are entered.
set Register once generated can not be generated again and No changes to this GRN will be allowed.
Supplier Name  corpulink Trads b Date Of Supply 23/01/2011 132}
GRN Document Browse...
Asset Document Browse...
[ Gri De]
—WWWW ”*"”—"-IE

Received Stock Register
Quantity LETH

Item

Item Name Comments Distribution

Page No. Serial No.

«|[APS 23 Filters vl|ss e 23/N2 23 12-23 || Item Distribution
| &
Fill the fields in the Asset Register. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Unique Auto populated by the system based on the quantity
Number of items received
2 Model Enter the model number of the item HP LazerJet 3005
Number
3 Serial Enter the serial number of the item
Number

Once the Asset Register is filled it can be uploaded using the Browse function, which is in front

of the ‘Asset Document’ field. Once uploaded, link will appear besides the browse function.

Goods Received Note CSL | Package : APS Filters (TE

Note : 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 | =puline Trads ke Date Of St
GRN Document Browse... _Pglks.txt
Asset Document Browse... _index.JPG

Received Stock Register
Item Code Item Name Comments Quantity Name Page No.

|APS F «|[2PS 23 Filters vk‘ ss

‘ 3 ’ 23/N2 ’ 23
S}

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

29. To add another record for GRN repeat steps from a. to p.

30. Click on ‘Setp2: Enter Payment details’. ‘Payments’ subtab will be shown in the lower section;
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Pkg Details| Invitation Letter| Quotation Gpening| Quotation Evaluation| Recomm. for Award| Purchase Order| [T —.
Step 1: Fill GRN Details >> Step 2:Enter Payment details

Payments (2}
Ul

Pa s 4 Expected Completion Date
| Pavment After Delivery 10/12/2010
Payvment After Acceptance 10/12/2010

a. Click on the Payment Term a pop up will be seen

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample
No. Data
1 Goods Received? Check this box if goods are received against
this payment
2 Goods received note | Check this box if GRN is generated for the
generated? received goods
3 Actual Completion Enter the actual date of delivery. Date | 12/07/2011
Date format is DD/ MM/ YYYY
Actual Payment Enter the actual amount paid 12000
Amount
4 Actual Payment Date | Enter the date when payment is made. Date | 13/08/2011
format is DD/MM/YYYY
5 Cheque/Draft Number | Enter the Cheque/ Draft number by which | 40023467

payment is made

6 Comments Enter the comments, if any

c. Click ‘Save’
d. To enter details of another payment repeat steps a. to c.
31. Once all the details for all the payments are recorded, Procurement can be marked as complete.

Click on ‘Completion Checklist’, checklist will be seen
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us Info. | Cancel Procurement | Completion Checklist

(«M
Package : APS Filters(TEQIP-II/2010/NITRO/Shopping/1) Current Stage : GRN - Payment Tracking and Contract Ma

€ i 192.168.100.31 )

tonChecklist_6094 Commonlist.aspytMaster TaglD=60948Fromtagll=6021

Completion Checklist

« Question [{&

‘VAre all the Goods received? } "’r*
[Are aII the pavments done" ,v‘*,,,

pa SN ‘Is mstallatlon done", |f apphcable T V_L
”Pazment A \Is training completed?, if applicable. . V_L

a. Fillin the completion checklist

b. Click ‘Save’

32. Click on ‘Complete Procurement Process’ this will complete the procurement for that Package.
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Shopping Works

Purpose

To perform procurement of civil works using shopping method.

Process flow

Shopping Works

Enter Contractor info Invitation Letter Quotation Opening Quotation Evaluation

=

\Rocommondatlon of Award  Letter of Acceptance Work Order WCC & Payments J

Role(s)
o Procurement Coordinator (institution)
Prerequisite
o Package to be procured should fall under category civil works.
o Value of the package should be < USD 30, 000
Process Details
First stage of Shopping is ‘Invitation Letter’.
Invitation Letter

In this stage contractors are added. Invitation letters are generated & sent out to these contractors.

52



Procurement Management Support System - PMSS v1.0 User Guide

Package : Implementing LAN + other small changes(TEQIP-1I/2011/UCT/Shopping/19) Cur

Pkg Details] Invitation Letter ROl Cpeningl Quotation Evaluation' Recocmm. for Award

iStep 1:Fill Below Details and Save >> Setp 2: View Item Details, if required >> Step 3:Add Evaluation Quetions, If Rec
| Details >> Step 5: Define Payment Terms >> Step 6: Generate Invitation Letters >> Step 7: View & Print Invitat

Letter of Acceptance

Quotation Validity «in days) Last Date & Time of Submission
Work Completion Period «in days) Planned Quotation Opening Date
Liquidated Damages Per Day o Liquidated Damages (Maximum)

1. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Quotation Validity Enter the number of days for which Quotation is | 15
required to be Validity.
2 Last Date & Time of Enter the date and time by which quotation | 12/03/2011
Submission should be submitted. Date format is DD/MM/YYYY | 16:00
and time format is HH:MM, 24 hrs format.
3 Work Completion Enter the total period in days by which work is | 120
Period expected to be completed
4 Liquidated Damages | Will be auto populated as 0.05%. Edit this field, if
Per Day required. Value in this field will be used to
calculated the Liquidated damages per day incase of
any completion delays.
5 Liquidated Damages | Will be auto populated as 2%. Edit this field, if
(Maximum) required. Value in this field will be used to
calculated the maximum amount of liquidated
damages applicable

2. Click ‘Save’

3. Click on ‘Step 2: View ltem Details, if required’ link (This is an optional step, used to only view the
item details). ‘Items’ subtab is shown in the lower section;
a. Click ‘Item Name’, a pop up will be seen
b. View the item details, if required
c. Ifthereis more than one item then, repeat steps a. and b.

4. Click on ‘Step 3: Add Evaluation Questions, If Required’ link (This is an optional step, to be
performed only if additional evaluation question are required). ‘Questions’ subtab is shown in the
lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen
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" /Save |- 'Save and A

b+ BRSO ] LS SRS I S DA R Y 3 A~ KT SN R

( Mandatoryj

Question Category | Evaluation ¥ k
Question *

Non Responsive Value [« |,

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Question Enter the description of the question | Does the supplier have a

to be asked during quotation| local service center?
evaluation. Form the question such
that response (answer) is Yes/ No/ NA.

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

then the non- responsive
value could be ‘No’.

c. Click ‘Save’.
d. To add another Question repeat steps from a. to c.

5. Click on ‘Step 4: Enter Contractor Details’ link. ‘Contractor Details’ subtab is shown in the lower
section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

[ ® i
(+ Mandatory)
Contractor Details University of Calcutta | Package : WHO (TEQIP-11/2010/WB-kol/NCB/65)
Contractor Name Le Address
Select Contractor "
City Le State e
Pin Code « Phone Number e
Name Of Representative Le Email ID L
FaX Number PAN Nurber
TAN Number Tax Number

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
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1 Contractor Enter the contractor name. FTTI Construction
Name Contractor can also be searched using ‘Select
Contractor from PMSS Database’ link. Click on
this link will display the existing list of
contractors, if any. Once the list is displayed
click on the contractor’s name this will auto
populated the selected contractor’s data. To
search additional contractors within the state
or city use the filters provided on the page
2 Address Enter the address of the Supplier STl Towers,
Unit# 141/38,
Campus 29. RMZ
Millenia Business
Park.
881, Dr. MGR Road
3 City Enter the city of the Supplier Pune
4 State Enter the state of the Supplier Maharashtra
7 Email ID Enter the Email ID of the Supplier ftti@efttil.com
8 Pin Code Enter the Pin Code of the Supplier 411232
9 Name Of Enter the Representative of the Supplier Mr. Mohan Solanki
Representative
10 Phone Number Enter the Phone Number of the Supplier. | 26422689
To enter more than one number use comma (,)
as a separator.
11 PAN Number Enter the PAN Number of the Supplier ANS44874
12 TAN Number Enter the TAN Number of the Supplier
13 Tax Number Enter the TAX Number of the Supplier

c. Click ‘Save’

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

6. Click on ‘Step 5: Add/View Payment Terms’ link. ‘Payments’ subtab is shown in the lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

(*- Mandator
Payments

Payment Description % Expected Completion Period

«(In days)

Liquidated Damages Per Day Liquidated Damages (Maximum)

(% of contract value) 0 (% of contract value

Payment Percentage +(% of total cost)
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b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Payment Terms | Enter the payment title 1. Onreaching
plinth level
(first level)
2. On Completion
2 Completion Enter the period in days in which completion is | 60
Period expected once the contract is signed.
3 Payment By default percentage will be show, edit the | 10
Percentage percentage if required

c. Click ‘Save’.
d. To add another payment term repeat steps from a. to c.

7. Click on 'Step 6: Generate Invitation letter’ link. This will generate the invitation letters for
the added contractors.

8. Click on ‘Step 7: View & Print Invitation Letter’. ‘Contractors Details’ subtab is shown in the lower

section

Contractor Details (3

2
» Contractor Name + '~ Quotation File = Download/Send Mail
|Mohan Tata wqr@email.com 67289303 INV Letter 2.pdf / Send Mail I
Gvna nahna qw@we.com 2133900,121222 INV Letter 3.pdf / _Send Mail I
| Gohal Ganga Gohal@emai.com 67379012 INV Letter 1.pdf/ _Send Mail r

d. Click on the Invitation letter to view/ print the invitation letter.
e. Click on Send Mail to send the invitation letter via email
f. Repeat above steps for all contractors.

9. On completion of ‘Invitation Letter’ stage click on ‘Move to Next Stage’. This will move the
procurement to ‘Quotation Opening’ stage.

Quotation Opening

In this stage the quotation opening is performed and responsive quotations are identified.
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Package : Define_Timeline_Yalidation{(TEQIP-I11/2010/WB-kol/Shopping/69) Current Stage :

Pkg Details| Invitation Letterl Quotation Evaluation| Recomm. for Award| Letter of Acceptance| Gen. of WO

Step 1: Print Quotation Opening Form > > Step 2:View /Add More Contractors > > Step 3:Enter Quotation Opening Data >
Quotation Opening Form

10. On the ‘Quotation Opening’ tab click on ‘Step 1: Print Quotation Opening Form’. This will open a
guotation opening form. 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) are seen on this form against which quotation opening
details can be mentioned. Three extra columns are provided to accommodate names of any new
contractors who have submitted their quotations directly.

11. Click on ‘Step 2: Enter Quotation Opening Data’ and Fill the fields on the page. Details of the fields

are mentioned below;

Sr. No. | Field Name Field Description Sample Data

1 Quotation Enter the actual date and time when quotation | 12/03/2011
Opening Date was opened. Date format is DD/MM/YYYY and time | 16:00
format is HH:MM, 24 hrs format. It is
recommended that opening should be done at
the start of the week so that there is ample time
to enter opening data in PMSS.

2 Quotation MoM | Enter the Minutes of Meeting.

Larger MoM'’s can be uploaded using the
documents subtab

12. Click ‘Save’

13. Click on the ‘Enter Quotation Opening Data’ link. A pop up will be seen
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(+ Mandatory)
Package : Tables & Chairs(TEQIP-II/2011/WCoE/Shopping/15) Current Stage : Quotation Opening

&LMM>>5_;Q—M_LM 2: Enter Quotation Opening Data >> Step 3: Upload Quotation Opening Form & Minutes
Quotation Opening Date 13/04/2011 13I2L 13:304(hh:mm)

Quotation Minutes s suppliers attenmded the opening.

Quotation Opening RelIEII=0 Evaluatlonl Recomm. for Awardl Purchase Orderl GRN & Paymentsl

Enter Quotation Opening Dats

Supplier Namel v
Asansol Engg College | Package : Axis Robot (TEQIP- Current Stage : ¢
I1/2010/UCT/Shopping/3)

Red indica Non

Name 'Question User Response

| A1 CQS PACKAGEbasic

[ fIs Quotatlon Received? i};
%Quotatlon Received Date 132
EIs Quotation Duly Signed? S
;6u6té£ion Num]:)er T ; b
;Readout Price -
| Quotation Validity be

Cplus pllgfd;fgaf
| Is Quotation Received?
| Quotation Received Date 132],

a. Enter the Responsiveness Criteria.
b. Click ‘Save’.

14. Click on ‘Step 3: Upload Quotation Opening Form’ link. ‘Documents’ subtab will be shown in the
lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

(= Mandatory)

Select Document to be Uploaded
| Browse...

Document Category

’ vl

Description :

b. Fill the fields on the page. Details of the fields are mentioned below;

| Sr. | Field Name Field Description Sample Data
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15.

16.

17.

No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Quotation
Category Opening Form
3 Description Enter more information about the uploaded | Signed Quotation
document. Opening Form

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click
‘Delete’ link.

On completion of ‘Quotation Opening’ stage click on ‘Move to Next Stage’. This will move the

procurement to ‘Quotation Evaluation’ stage.
Quotation Evaluation

In this stage evaluation is performed and lowest evaluated contractor is identified.

Package : Post Qual Issue Test - CW pkg 1(TEQIP- Current Stage : Q1
11/2011/UCT/Shopping/4)

Pkg Details| Invitation Letter| Quotation _c_)pg_njngl Recomm. for Award| Letter of Acceptanc
Step 1:Print Quotation Evaluation Form >> Step 2: Enter Quotation Evaluation Data >> Step 3: Upload Quotatio
Lowest Responsive Contractor after evaluation :

Selected Contractor for Post Qualification :

On the ‘Quotation Evaluation’ tab click on ‘Step 1: Print Quotation Evaluation Form’. This will open a
guotation evaluation form. This form can be used during Quotation Evaluation. Print of this form can
be taken and Quotation Evaluation details can be recorded on this form.

Click on the ‘Step 2: Enter Quotation Evaluation Data’ link. A pop up will be seen

a. Enter the comparative data for all the contractors.

b. Click ‘Save’.

c. Click on ‘Quotation Details’ link, which is in front of each responsive supplier. A popup will be

seen.
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d. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Basic Cost per Basic cost for each item can be entered in | 2000
unit this field. Enter the basic cost per item as
given by the supplier
2 Comments Enter comments, if any

e. Clickon ‘Save’

f. Quotation details of all responsive Contractors can be entered by repeating steps from c. to e.
18. System will show the lowest evaluated responsive contractor (L1) on the main page.
19. Click on ‘Perform Post Qualification’ link, which is in front of the contractor name. A pop up will be

seen

University of Calcutta | Package : Define_Timeline_¥alidation Current Stage : Quotation Evaluatiol
(TEQIP-11/2010/WB-kol/Shopping/69) and Award of Contrac

Red indicates Non responsive.

User

Name%Quesﬁon

Ebasic Quotation Details

?Ié the Total Monétary Walue of construction in the last 3 years Received? IlIes
I .sz the Income Tax Certificate Received? T[ie_s
‘ Is the Financial Standing Report Received? [Yes
: 'Is the Litigation Report Received? [ves

| 80% of estimated contract value in less than 3 years?
|Does the Contractor have a Valid Electrical License? Yes

'fl;‘)oes the Contractor have a Valid Sanitary Work License? ‘| Yes
a. Enter the post qualification details
b. If the Contractor becomes non-responsive in this step then automatically next lowest evaluated
contractor will be seen.
c. Repeat the Post Qualification process for this Contractor.
20. Click on ‘Step 3: Upload Quotation Evaluation Form’ link. ‘Documents’ subtab will be shown in the
lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

Response |

|Has the Contractor Satisfactorily completed at least 1 similar work of value not less than | yes
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Document Category

Select Document to be Uploaded :

Browse...

L -
Description
& 4
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Quotation
Category Evaluation Form
3 Description Enter more information about the uploaded | Signed Quotation
document. Evaluation Form

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

21. On completion of ‘Quotation Opening’ stage click on ‘Move to Next Stage’. This will move the

procurement to ‘Recommendation for Award’ stage.

Recommendation for Award

In this stage appropriate responsive supplier can be recommend. If the lowest evaluated responsive

contractor (L1) is not acceptable by the committee then another supplier can be selected in this

stage
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(
Package : Post Qual Issue Test - CW pkg 1(TEQIP- Current Stage : Recommandation fi
1I1/2011/UCT/Shopping/4)

F{ngetallsl vln!iﬁtiqn»@ﬁefl.gﬁgfgﬂﬂﬂ QPQningJ.ngtatigp- ,.E,V,_all,-lggi Letter of Acceptance| Gen. of WOl WCC & Pz

|If the lowest evaluated responsive supplier (L1) is not acceptable then select another supplier and enter rec dation ¢ t
L1 Contractor | 7. Contractor 4 e
Recommandation Comments
R, 4
22. Fill the fields on the page. Details of the fields are mentioned below;
Sr. No. Field Name Field Description Sample Data
1 L1 Contractor If the lowest evaluated responsive

23.

contractor (L1) is not acceptable by the
committee then another contractor can
be selected

2 Recommendation Comments | Enter the comments

Note: If the Contract price (i.e. Evaluated Price) is more than 25% of the estimated price then the
package will be sent for prior review. Once the user clicks on ‘Move to Next Stage’ system

will ask for a confirmation before sending the package for prior review.

On completion of ‘Quotation Opening’ stage click on ‘Move to Next Stage’. This will move the

procurement to ‘Letter of Acceptance’ stage.
Letter of Acceptance

In this stage Letter of Acceptance is generated and acceptance is taken from the contractor

(
2ost Qual Issue Test - CW pkg 1(TEQIP-11/2011/UCT/Shopping/4) Current Stage : Letter of

Invitation Letter| Quotation Opening| Quotation Evaluation| Recomm. for Award| Gen. of WO WCC & ¢
ollowing Details >> Step 2: Generate Acceptance Letter >> Step 3: Upload Letter Of Acceptance

renance Period Expiry Date 132} Performance Security Amount
LOA Generated Date 132],
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24. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. Field Name Field Description Sample Data
1 LOA Generated Date System will show the current date (i.e. Today’s Date
today’s date) by default. Click on ‘Save’
2 Performance Security Will be auto calculated by the system
Amount
3 Maintenance Period Expiry | Enter the maintenance period date. Date | 29/8/2011
Date format is DD/MM/YYYY

Note: If Generated date is greater than the bid validity (i.e. difference between Bid opening date
and Generated date is more than the bid validity given by the selected supplier) system will
ask to provide a new bid validity. Enter the total new bid validity. E.g. if original validity was

90 days and contractor has extended it by 30 days then enter 120 days.

25. Click on ‘Step 2: Generate Acceptance Letter’ link. System will give an option to Open/ Save the LOA.
Save the LOA on your computer with a proper name. Update the sections highlighted in yellow and
save the document.

26. Click on ‘Step 3: Upload Letter Of acceptance’ link. ‘Documents’ subtab will be shown in the lower
section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

(+ Mandatory)
Select Document to be Uploaded :
I Browse...

Document Categery ¢

Description :
& 4
b. Fill the fields on the page. Details of the fields are mentioned below;
| Sr. | Field Name Field Description Sample Data

63



Procurement Management Support System - PMSS v1.0

User Guide

No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. LOA
Category
3 Description Enter more information about the uploaded | Signed LOA
document. uploaded

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

27. On completion of ‘Letter of Acceptance’ stage Click on ‘Move to Next Stage’. This will move the

procurement to ‘Gen of WO’ stage.

Gen of WO

In this stage Work Order is generated and Payment terms are updated with expected completion

and payment dates

age : Post Qual Issue Test - CW pkg 1(TEQIP-II/2011/UCT/Shopping/4)

(+ Mandat(

Current Stage : Generation of Work Or

stails| Invitation Letter| Quotation Ope_ningl Quotation Evaluationl‘R.e_comm. for Aw_ardl Letter of A;ceptancglm WCC & Payment|
1:Fill Following Details >> Step 2: View /Update Payment Terms >> Step 3: Generate Work Order >> Step 4:Upload Work Order

Performance Security Received Date 132], Performance Security Expiry Date 132],
Contract Start Date 132] Work Start Date 132],
Work Completion Date 132( Basic Value 116000
Sum of all Applicable Taxes Ox(Amt in Rs) Contract Value 116000
28. Fill the fields on the page. Details of the fields are mentioned below;
Sr. No. Field Name Field Description Sample Data
1 Performance Security rcvd Enter the date when Performance 12/05/2011
Date Security was received from the
contractor. Date format is DD/MM/YYYY
2 Performance Security Expiry | Enter the date when Performance 29/06/2013
Date Security will expiry. This date should be
more than Work Completion Date +
Maintenance Period Expiry Date + 28
days
3 Contract Start Date Enter the date when contract is expected | 01/06/2011
to start. Date format is DD/MM/YYYY
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4 Work Start Date Enter the date when work is expected to | 01/06/2011
start. Date format is DD/MM/YYYY

5 Work Completion Date Enter the date when work is expected to 23/05/2012
complete. Date format is DD/MM/YYYY

6 Basic Value Will be auto populated from the System
Evaluated Price calculated

7 Sum of all Applicable Taxes Enter the total amount of all the taxes 2300

8 Contract Value Will be auto populated as Basic Value + System
Sum of all Applicable Taxes calculated

29. Click on ‘Step 2: View/Update Payments details’ link. ‘Payments’ subtab will be seen in the lower

section.

a. Click on payment term a pop up will be seen

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. | Field Name Field Description Sample Data
1 Expected This is auto calculated as Contract Start Date | 30
Completion Date + Expected Completion Period. Edit the date
if required.
2 Expected Payment | Enter the expected date when payment will | 12/06/2011
Date be made against this completion. Date
format is DD/MM/YYYY

c. Click ‘Save’.

d. Update the other payment terms by repeating steps a. to c.

30. Click on ‘Generate Work Order‘link. System will give an option to Open/ Save the WO. Save the LOA

on your computer with a proper name. Update the sections highlighted in yellow and save the

document.

31. Click on ‘Step 4: Upload Work Order’ link. ‘Documents’ subtab will be shown in the lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen
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Select Document to be Uploaded :
| Browse...

Document Category

L -
Description
& 4
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Work Order
Category
3 Description Enter more information about the uploaded | Signed WO
document. uploaded

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click
‘Delete’ link.

32. On completion of ‘Work Order’ stage Click on ‘Move to Next Stage’. This will move the procurement
to ‘WCC & Payments’ stage.

WCC & Payments

In this stage Work completion details are captured and Payment tracking is performed.

33. Click On ‘Step 1: Add/View Work Completion’ link. “‘Work Completion’ subtab will be seen

a. Click on ‘Add’, a pop up will be seen
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= Save | 'Save and Add | Vclose | H

m(* 'lv\flamiatn;'vj

Work Completion Certificate
Actual Date of Completion

Wark Done Balance Wark

Comments

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data

No.

1 Actual Date of Enter the completion date. Date format is | 22/18/2011
Completion DD/MM/YYYY

2 Work Done Mention the work completion details

3 Balance Work Mention the details of the remaining work

4 Comments Enter comments, if any

c. Click ‘Save’
d. Clickon ‘Generate WCC’, which is on the upper bar of the main (WCC) section. WCC Report will

be generated.

= & &® el

(+ Mandatory’
Work Completion Certificate

Wark Order TEoQ1p-11/2 )/ WB-kol /1 Actual Date of 19712/2011 132),
Number Completion
Waork Done wewe Balance Work wewe

* *

Comments wewe
®

e. To add another record for WCC repeat steps from a. to d.
34. Click on ‘Step 2: Enter/View Payment Details’. ‘Payments’ subtab will be seen in the lower section
a. Click onthe Payment Term a popup will be seen

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. Field Name Field Description Sample
Data
1 WCC Generated? | Check this box if Work completion certificate is
generated
2 Work Completed? | Check this box if work is completed
3 Actual Completion | Enter the actual date of completion. Date | 12/10/2011
Date format is DD/ MM/ YYYY
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4 Liquidated Check this box if Liquidated Damages are going
Damages Waived? | to be waived
5 Liquidated Will be auto populated if ‘Actual Completion
Damages date’ is more than ‘Expected completion date’
6 Actual Completion | Enter the actual completion period in days
Period
7 Comments Comment on Actual completion period, if
required
8 Actual Payment Enter the date when payment is made. Date 13/08/2011
Date format is DD/MM/YYYY
9 Comments Comment on Actual Payment Date, if required
8 Actual Payment Enter the actual amount paid. Ideally, this | 12000
Amount amount + the Retention Money amount should
match the Expected Payment amount
10 Comments Comment on Actual Payment Amount, if
required
11 Retention Money | Will be auto calculated as 5% of Expected | 2300
payment amount
12 Cheque/Draft Enter the Cheque/ Draft number by which | 40023467
Number payment is made
c. Click ‘Save’
d. To enter details of another payment repeat steps a. to c.
35. In cases where Amendment is made click on ‘Fill Amendment details, if required’ link.
36. Fill the fields on the page. Details of the fields are mentioned below;
Sr. No. Field Name Field Description Sample
Data

1 Is Amendment required? Select yes to perform amendment. | Yes
Other fields (described below) will be
shown once ‘Yes’ option is selected.

2 Maintenance Period Expiry Date System will show the Maintenance
Period Expiry Date. Edit the date, if
required.

4 Work Completion Date System will show the completion date.

Edit the date as per new completion
date.

3 Performance Security Amount System will show the performance
security amount. Edit the amount, if
required

5 Performance Security Expiry System will show the performance

Date security expiry Date. Edit the date as
per new expiry date
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a. Click ‘Save’
b. ‘Payments’ subtab is shown in the lower section. Click on the payment term name and update
the details as per new terms.

Note: Only those payment terms are editable which do not have any actual completion date

c. Select‘Yes’ in the ‘Amendment Complete?’ field.

d. Click ‘Save’. This will complete the amendment process. After completing the amendment user
can continue to track WCC and Payments.

37. 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

2 Completion Checklist - Microsoft Internet Explorer

Completion Checklist

a Question

are all the payments done? [ Vil
Is all the works completed? ' v
Is the environmental checklist updated and uploaded? V\ v}

c. Fillin the completion checklist
d. Click ‘Save’

38. Click on ‘Complete Procurement Process’ this will complete the procurement for that Package.
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Direct Contracting

Purpose

To perform procurement of goods using Direct Contracting method.

Process flow

Direct Contracting Goods

i Invitati t
Enter Supplier Info nvitation Letter Purchase Order GRN & Payments

o /

Role(s)

o Procurement Coordinator (institution)
Prerequisite

o Package to be procured should fall under category goods/ civil works.
Process Details

Direct Contracting is similar to Shopping except;
® Quotations are invited from only one supplier/ contractor. Thus the condition on

minimum three suppliers/ contractors does not exist for Direct Contracting.

®* Quotation Opening and Quotation Evaluation steps are not present for Direct

Contracting.

GEM

Process Details

GEM is similar to Direct Contracting except;
® If Evaluated Cost is <= $30,000 it Acts as Direct Contract

® If Evaluated Cost is > $30,000 it Acts as Shopping process.
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Chapter

COMPETITIVE BIDDING METHOD

Procurement Using NCB/ ICB/ LIB Method
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NCB Goods

Purpose

To perform procurement of goods using NCB method.

Process flow

NCB Goods

Advertisement &
Generate Bid Document Issue of Bid Bid Opening Bid Evaluation

ﬂj J
I— L —g—g@

Kﬂecommondauon of Award  Letter of Acceptance Contract & PO GRN & Payments

Role(s)
o Procurement Coordinator (institution)
o Procurement Coordinator (SPFU) — Performs Prior review, when applicable.
o Procurement Coordinator — NPIU’s procurement coordinator, Performs Prior review, when
applicable.
Prerequisite
o Package to be procured should fall under category goods.
o Value of the package should be > USD 20,000 and Less than USD 300,000.
o Forvalue range USS 100,000 up to USS 200,000, prior review is done by SPFU
o Forvalue range USS 200,000 up to USS 300,000, prior review is done by NPIU also.

Process Details

First stage of NCB is ‘Gen. of Bid'.
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1.

Gen of Bid

In this stage Standard Bidding Document is generated

Package : vehicle(TEQIP-II/2011/TNO1/NCB/8) Current Stage : |

Pkg Detail;l Advt. & Issue of Sid| Bid Openingl Bid Evaluation| Recomm. for Award| LCA,Contract Award

Step 1: Enter Bid Details >> Step 2: Enter Bidder Instruction & SCC Information >> Step 3: Add/View Item Specific
Step 4: Add/View Payment Terms >>> Step 5:Define Additional Question, If Required >> Step 6: Generate SBD >

Start Date of Sale of SBD 132, Last Date for receipt of Bids 132
Last Date of Sale of SBD 132], Date of opening of Bids 132|,
Validity of Bid 90« Bid Security Validity 1344 Cost of Bid Doc

Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Start Date of Sale of Enter the date on which SBD sale will start. Date | 15
SBD format is DD/MM/YYYY
2 Last Date for receipt | Will be auto populated as 30 days from start of | 12/03/2011 16:00
of Bids sale date. Edit the date, if required. Date format is
DD/MM/YYYY and time format is HH:MM, 24 hrs
format.
3 Last Date of Sale of Will be auto populated and will match the Last
SBD Date for receipt of Bids
4 Date of opening of Will be auto populated and will match the Last
Bids Date for receipt of Bids
5 Validity of Bid Will be auto populated as 90 days
6 Bid Security Validity Will be auto populated as 134 days
7 Cost of Bid Document | Enter the price of Bid document

2. Click ‘Save’

3. Click on ‘Step 2: Enter Bidder Instruction & SCC Information’ a pop up will be seen
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2} *Instruction To Bidder' & 'SCC’ Information - Microsoft Internet Explorer

R y
(+ Mandatory)
University of Calcutta

‘Instruction To Bidder' & 'SCC’ Information

Package Code TEQIP-II/2010/WB- Package Name MNCE Goods Package

kol/NCB/64
Invitation of Bids details
Cheque/Draft L Payable At L
Bidding Document Sell Start «(hh:mm) Bidding Document Sell End {hh:mm)
Time Time
Postal charges, Inland ks
Bid Security ks Officer Inviting Bids
Prebid Meeting Date 132| Prebid Meeting Time {hh:mm)
Special conditions for contract
Warranty #(In months)
Arbitration proceedings shall be L Address of the Purchaser for
held at Notice
a. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. | Field Name Field Description Sample Data
1 Cheque/Draft in | Mention the name that has to be put on the | CSLNIT
favour of cheque/ draft for purchase of complete bidding

document
2 Payable At Mention where draft should be payable Delhi
3 Bidding Mention office hrs, start time when bid doc can | 9:00
Document Sell be obtained. Time format is HH:MM, 24 hrs
Start Time
format
4 Bidding Mention office hrs, end time till when bid doc | 18:00
Document Sell can be obtained. Time format is HH:MM, 24 hrs
End Time
format
5 Postal charges, Mention postal charges in Rs 230
Inland
6 Bid Security Mention bid security amount in Rs. It should be | 36000
within 2% to 5% of estimated cost of package
7 Officer Inviting Mention the name of the officer Mr. Mohan Lal
Bids
8 Prebid Meeting If Prebid meeting is planned then enter the | 12/08/2011
Date date. Date format is DD/MM/YYYY
9 Prebid Meeting Enter Prebid meeting time. Time format is | 12:00
Time HH:MM, 24 hrs format
10 Warranty Enter the warranty period in months 12
11 Arbitration Mention the place
proceedings shall
be held at
12 Address of the Mention the address
Purchaser for
Notice
13 Liquidated Will be auto populated as 0.01%. Edit this field,
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Damages (Per if required. Value in this field will be used to
Day) calculated the Liquidated damages per day
incase of any completion delays.

14 Liquidated Will be auto populated as 10%. Edit this field, if
Damages required. Value in this field will be used to
(Maximum) calculated the maximum amount of liquidated

damages applicable

b. Click ‘Save’

4. Click on ‘Step 3: Enter Item Details’ link. ‘Iltem Specifications’ subtab will be seen in the lower section

Validity of Bid a0« Bid Security Validity 1344 Cost of Bid Document 1000
|6 Help ||
Institution Level
Itemn 1 1 1,200,000.00
a. Click ‘Item Name’, a popup will be seen
(+M
Item Information
Item Name g L Description |,;qq h
Quantity 4 Estimated Cost 1200200
Procuring Department 1y stitution Level
Search Specification frem PMSS Database
Specifications
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Specifications Enter the item specification. Click on ‘Search

Specification from PMSS Database’ link to get
specifications from other items.

c. Click ‘Save’
d. If there is more than one item then, repeat steps from a. to c.

5. Click on ‘Step 4: Add/View Payment Terms’ link. ‘Payment Terms’ subtab will be seen in the lower

section.

a. By default three Payment Terms are shown
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1l A 2]
Payment Description !med ml’cﬂoﬂ immwaga
Advance Payment 122 |10.00 |
On Delivery 121 |80.00 r
Cn Final Acceptance |123 |10.00 r

b. Click on the payment term name a pop up will be seen

c. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Completion Mention the period in which this delivery is | 30
Period expected once the contract is signed.
2 Payment By default percentage will be show, edit the | 10
Percentage percentage if required

d. Click ‘Save’.
e. To add another payment term repeat steps from a. to c.

6. Click on ‘Step 5: Define Question, If Required’ link. (This is an optional step, to be performed
only if additional evaluation/ post qualification questions are required). ‘Questions’ subtab is
shown in the lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

. ( an )

Question Category [Evaluation ¥k

Question Le

Non Responsive Value vl

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Question Enter the description of the question| Does the supplier have a

to be asked during quotation | local service center?
evaluation/ post qualification. Form
the question such that response
(answer) is Yes/ No/ NA.
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2 Non Responsive | Select the value (Yes/ No/ NA) based | E.g. if the question is
Value on which the supplier will become | ‘Does the Contractor have
non- responsive. a local service center?’
then the non- responsive
value could be ‘No’.
c. Click ‘Save’.

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

7. Click on ‘Step 6: Generate SBD’ link. System will give an option to Open/ Save the SBD. Save the SBD
on your computer with a proper name. Update the sections highlighted in yellow and save the
document.

8. Click on ‘Step 7: Upload SBD Document’ link. ‘Documents’ subtab will be seen in the lower section
a. Click ‘Add’, which is within the subtab. A pop up will be seen

 (+ Mandatory)
Select Document to be Uploaded :
| Browse...
Document Categoery
L o
Description
& 4
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Standard Bidding
Category Document
3 Description Enter more information about the uploaded | SBD
document.
c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.
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e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

9. On completion of ‘Gen of SBD’ stage click on ‘Move to Next Stage’. This will move the procurement

to ‘Advertisement & Issue of Bids’ stage.
Advertisement & Issue of Bids

In this stage tender is floated and info of supplier purchasing bid is captured, if available

Package : vehicle(TEQIP-II/2011/TNO1/NCB/8) Current Stage : Advertise

Pkg Dﬁtailsl;ﬁen.,of BidJ 8id Cpeningl Bid Evaluaticn| Recomm. for Award| LOA,Contract Award & PO
Step 1: Generate Advertisement >> Step 2: Enter/View Advertisement Details >> Step 3: Upload/View Advertisement

| Step 4: Add/View Bidder Details >> Step 5: Enter Prebid Meeting Information >> Extension of Bid submission date (if required
{1f any)
\

10. Click on ‘Step 1: Generate Advertisement’. A pop up will be seen

‘A Generate Advertisement - Microsoft Internet Explorer

ik s i

(+ Mandatory)
Generate University of Calcutta | Package : NCB Goods Package (TEQIP-II/2010/WB-
Advertisement kol/NCB/64)

Select Package | ’

new icbl
NCB Goods Package

‘ i [Press Ctrl to select more than one package]
Local Paper Name (s) . Date of Release of Advertisement 132
National Paper Name (s)

*

a. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Select Package All the packages which are in Advt. Stage

will be displayed. Press control button on
the keyboard to select more than one
package.

2 Local Paper Name(s) | Enter the name of the local paper in | Lokamat
which this advertisement will be printed
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3 National Paper Enter the name of the national paper in | Times of India
Name(s) which this advertisement will be printed

4 Date of Release of | Enter the date in format DD/MM/YYYY 12/09/2011
Advertisement

b. Click ‘Save’

c. ‘Print Advertisement’ link will be seen, click on this link to generate the advertisement.

(+ Mandatory!
Generate University of Calcutta | Package : NCB Goods Package (TEQIP-IIf2010/WB-
Advertisement kol /NCB/64)

Select Package

new icbl

NCB Goods Packa

; L [Press Ctrl to select more than one package]
Local Paper Name (s) 5akal . Date of Release of Advertisement 2g¢11/2010 132),

National Paper Name (S) Times of India e

11. Click on ‘Step 2: Enter/View Advertisement Details’.

(+ Mand;
Package : NCB Goods Package(TEQIP-I11/2010/WB-kol/NCB/64) Current Stage : Advertisement and Issue

Pkg DetailsllvGen. of Bidl Bid Openingl Bid Evaluation| Recomm. & Accept. Letter| Contract Award & P0| GRN & Paymentsl

Step 1: Generate Advertisement > Step 2: Enter/View Advertisement Details > > Step 3: Upload /View Advertisement > >
Step 4: Add/View Bidder Details > Step 5: Enter Prebid Meeting Information

Local Paper Name (s) <;kal Le Date of Release of Advertisement 2671170010 132,
National Paper Name (S) Times of india i
Actual Publication Date (Local) 2771172010 132 Actual Publication Date (National) 2771172010 182

12. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. Field Name Field Description Sample Data
1 Actual Publication Date | Enter the date when Advertisement was | 16/09/2011
(Local)

actually published in the Local paper. Date
format is DD/MM/YYYY
2 Actual Publication Date | Enter the date when Advertisement was | 16/09/2011
(National) actually published in the N paper. Date
format is DD/MM/YYYY

13. Click ‘Save’
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14. Click on ‘Step 3: Upload/View Advertisement’ link. ‘Documents’ subtab will be seen in the lower

section

a.

b.

Click ‘Add’, which is within the subtab. A pop up will be seen

Select Document to be Uploaded :

Document Categoery

~ (+ Mandatory)

Browse...

| 7?7}*'
Description
& 4
Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to

uploaded upload.
2 Document Select the appropriate document category. Copy of

Category Advertisement
3 Description Enter more information about the uploaded

document.

‘Delete’ link.

Click ‘Upload’ to upload the document in the system.

Uploaded document will appear on the list shown in ‘Documents’ section.
User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

15. Click on ‘Step 4: Add/View Bidder Details’ link. ‘Bidder Details’ subtab will be seen in the lower

section

a.

Click ‘Add’, which is with the subtab a pop up will be seen
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A Bidder Details - Microsoft Internet Explorer

g,« bl ...:.’i.ﬂ;:.,..-:,-n.\,.\-'.—‘,-‘. Gl ® W 7

" (« Mandatory)
Bidder Details University of Calcutta | Package : NCB Goods Package (TEQIP-I1/2010/WB-kol/NCB/64)
Bidder Name b Address
Select Bidder @
City e State Lo
Pin Code + Phone Number L
Name Of Representative b Email ID %
FAX Number PAN Number
TAN Number Tax Number

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Bidder Name Enter the Bidder name. FTTI Pvt Ltd
Bidder can also be searched using ‘Select Bidder
from PMSS Database’ link. Click on this link will
display the existing list of Bidders, if any. Once
the list is displayed click on the Bidder’s name this
will auto populated the selected Bidder’s data. To
search additional Bidders within the state or city
use the filters provided on the page
2 Address Enter the address of the Bidder STI Towers,
Unit# 141/38,
Campus 29. RMZ
Millenia Business
Park.
881, Dr. MGR
Road
3 City Enter the city of the Bidder Pune
4 State Enter the state of the Bidder Maharashtra
5 Email ID Enter the Email ID of the Bidder ftti@efttil.com
6 Pin Code Enter the Pin Code of the Bidder 411232
7 Name Of Enter the Representative of the Bidder Mr. Mohan
Representative Solanki
8 Phone Number Enter the Phone Number of the Bidder. | 26422689
To enter more than one number use comma (,) as
a separator.
9 PAN Number Enter the PAN Number of the Bidder ANS44874
10 TAN Number Enter the TAN Number of the Bidder
11 Tax Number Enter the TAX Number of the Bidder

c. Click ‘Save’

d. To add another Supplier repeat steps from a. to c.
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16. Click on ‘Step :5 Enter Prebid Meeting Information’ link (This link will be shown only if Prebid Date
and Prebid Time fields are added in ‘Instruction to Bidder & SCC Information Popup’). A popup will
be seen

A Prebid Meeting Details - Microsoft Internet Explorer

o (;.:n_daﬁ.dat-orv‘)

Prebid Meeting Details University of Calcutta
Package Code TEQIP-II/2010/\WB-kol/NCB/64 Package Name NCB Goods Package
Prebid Meeting Date 26-Nov-2010 Prebid Meeting Time 11:00
Actual Date of Prebid meeting 132], Pre-bid Meeting Clarification Issued Date 132],
Was there any Corrigendum and Addendum? v Is Clarification issued to all Bidders | vl
Prebid MOM
Q.

a. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Actual Date of Enter the date when prebid was actually | 22/09/2011
Prebid meeting conducted. Date format is DD/MM/YYYY
2 Pre-bid Meeting Enter the date when clarification was | 23/09/2011
Clarification Issued | issued. Date format is DD/MM/YYYY
Date
3 Was there any Select Yes/ No Yes
Corrigendum and
Addendum?
4 Is Clarification Select Yes/ No Yes
issued to all Bidders
5 Prebid MOM Enter the MoM. Larger MoM can also be
uploaded in the documents tab

b. Click ‘Save

17. Incase of extension to bid submission date, Click on ‘Extension of Bid submission date (if required)’

link. A popup will be seen.

a. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Current Submission System will show the current date
Date
2 Extended Date Enter the new date. Date format is | 22/09/2011
DD/MM/YYYY
3 Reason for Extension Enter the reason

b. Click ‘Save’

18. Incase of Corrigendum, Click on ‘Upload Corrigendum (If any)’ link and upload the documents
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19. On completion of ‘Advertisement & Issue of Bids’ stage Click on ‘Move to Next Stage’. This will move

the procurement to ‘Bid Opening’ stage.
Bid Opening

In this stage Bid opening is performed and responsive bids are identified.

Package : vehicle(TEQIP-II/2011/TNO1/NCB/8) Curre

Pka Detailsl Gen. of Bidl Advt. & Issue of Bidl Bid Evaluation| Recomm. for Award| LOA,Contract Award & PC

Step 1: Add/View Bidder Details >> Step 2: Print Bid Opening Form >> Step 3: Enter/View Bid Opening Data >> Step 4:
|Document & MOM

20. On the ‘Bid Opening’ tab click on ‘Step 1: Add/View Bidder Details’ link. Repeat point 15, if required.

21. Click on ‘Step 2: Print Bid Opening Form’. This will open a Bid opening form. This form can be used
during Bid Opening. Print of this form can be taken and Bid opening details can be recorded on this
form. The bidder names (which were added) are seen on this form against which Bid opening details
can be mentioned. Three extra columns are provided to accommodate names of any new bidders
who have submitted their Bids directly.

22. Click on ‘Step 3: Enter/ View Bid Opening Data’ and Fill the fields on the page. Details of the fields

are mentioned below;

Sr. No. | Field Name Field Description Sample Data
1 Bid Opening Enter the actual date and time when Bid was | 12/03/2011
Date opened. Date format is DD/MM/YYYY and time| 16:00

format is HH:MM, 24 hrs format. It s
recommended that opening should be done at
the start of the week so that there is ample time
to enter opening data in PMSS.

2 Bid MoM Enter the Minutes of Meeting.

Larger MoM’s can be uploaded using the
documents subtab

23. Click ‘Save’

24. Click on the ‘Enter Bid Opening Data’ link. A pop up will be seen
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Package : Axis Robot(TEQIP-II/2010/UCT/Shopping/3) Current Stage : Quotation Opening

ww Quotation Evaluatlonl Recomm. for Award| Purchase Order| GRN & Payment<|

Step 1: Print Quotation Opening Form >> Step 2:View/Add More Suppliers >> Step ing Data >> Step 4: Upload Quotation
Opening Form

Quotation Opening Date 23/11/2010 132l 16:30.(hh:mm)
Quotation MoM MoM Attached

Enter Quotation Opening Data

Supplier Narnel v
_Asansol Engg College | Package : Axis Robot (TEQIP- Current Stage : Q
I1/2010/UCT/Shopping/3)
- <uppner Name - di Non
|NR SuPELIER |ag
i Name Question User Response
;c:gtus plusfdsfedf |ag

a’f AJ CQS PACKAGEbasic

}AJ CQS PACKAGEbasic
= Is Quotation Received?

v b
Quotation Received Date 132
Is Quotation Duly Signed? ‘

Quotation Number

Readout Price [ L

Quotation Validity | B
;VCpIus plusfdsfs&f B
Is Quotation Received? | v b

Quotation Received Date [ 132],

c. Enter the Responsiveness Criteria.
d. Click ‘Save’.

25. Click on ‘Step 4: Upload Bid Opening Document & MOM’ link. ‘Documents’ subtab will be shown in
the lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

(+ Mandatory)

Select Document to be Uploaded
| Browse...

Deocument Category

l 8

Description :

b. Fill the fields on the page. Details of the fields are mentioned below;

| sr. | Field Name | Field Description Sample Data
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No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Bid Opening Form
Category
3 Description Enter more information about the uploaded | Signed Bid
document. Opening Form

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

26.0n completion of '‘Bid Opening’ stage click on *‘Move to Next Stage’. This will move the

procurement to '‘Bid Evaluation’ stage.

Bid Evaluation

In this stage evaluation is performed and lowest evaluated bidder is identified.

Package : vehicle(TEQIP-II/2011/TNO1/NCB/8)

Current !

Pkg Detailsl Gen. of Bidl Advt. & Issue of Biql Bid Openir}g_l Recomm. for Award| LOA,Contract Award & PC
Step 1: Print Bid Evaluation Form >> Step 2: Enter/View Bid Evaluation Data >> Step 3: Upload Bid Evaluation Details

|Lowest Responsive after evaluation

27. On the ‘Bid Evaluation’ tab click on ‘Step 1: Print Quotation Evaluation Form’. This will open a bid

evaluation form. This form can be used during Bid Evaluation. Print of this form can be taken and Bid

Evaluation details can be recorded on this form.

28. Click on the ‘Step 2: Enter/ View Bid Evaluation Data’ link. A pop up will be seen

a. Enter the comparative data for all the bidders.

b. Click ‘Save’.

c. Click on ‘Quotation Details’ link, which is in front of each responsive supplier. A popup will be

seen.
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d. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Basic Cost per unit | Basic cost for each item can be entered in | 2000

this field. Enter the basic cost per item as
given by the supplier
2 Comments Enter comments, if any

e. Click on ‘Save’
f. Quotation details of all responsive Bidders can be entered by repeating steps from c. to e.
29. System will show the lowest evaluated responsive bidder (L1) on the main page.

30. Click on ‘Perform Post Qualification’ link, which is in front of the bidder name. A pop up will be seen

/-~ Post Qualification Criteria - Windows Internet Explorer

CSL NIT | Package : NG (TEQIP-II/2011/CSL/NCB/3) Current Stage : Goods Received Note & Payments

Names in Red indicates Non responsive.

|1. Yuro Kona Quotation Details

fIs Minimum Financial Turnover met in at least once of the last ‘ Yes "L* '
(three years excluding current financial year?

| Satisfactory delivery of similar goods/items of value not less i—Yes va
‘trljran 80% of eﬂsrtimated contract value in less than 3 years. 11t all

1 Sales Tax number ‘ 233 *

a. Enter the post qualification details

b. Ifthe bidder becomes non-responsive in this step then automatically next lowest evaluated

bidder will be seen.
c. Repeat the Post Qualification process for this Bidder.

31. Click on ‘Step 3: Upload Bid Evaluation Details’ link. ‘Documents’ subtab will be shown in the lower

section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen
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Document Categoery

~ (+ Mandatory)

Select Document to be Uploaded :

Browse...

| 7?7}*'
Description
& 4
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Bid Evaluation
Category Form
3 Description Enter more information about the uploaded | Signed Bid
document. Evaluation Form
uploaded

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

32. On completion of ‘Bid Opening’ stage click on ‘Move to Next Stage’. This will move the procurement

to ‘Recommendation for Award’ stage.

Recommendation for Award

In this stage appropriate responsive bidder can be recommend. If the lowest evaluated responsive

bidder (L1) is not acceptable by the committee then another bidder can be selected in this stage
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Package : NCB-Works-Price Loading Test(TEQIP-II/2011/UCT/NCB/20)

Current Stage : R

Pkg Details| Gen. of Bid| Advt, & Issue of Bid| Bid Opening| Bid Evaluationll LOA,Contract Award &'

‘fStep 1: If the lowest evaluated responsive Contractor (L1) is not acceptable then select another Contractor and enter rect

L1 Contarctor \SVS- Contractor 1 7\';*
Recommandation Comments
&, .
;Steg 2: Generate Bid Evaluation Report>> Step 3: Upload/ View Bid Evaluation Report
33. Fill the fields on the page. Details of the fields are mentioned below;
Sr. No. Field Name Field Description Sample Data
1 L1 Bidder If the lowest evaluated responsive bidder
(L1) is not acceptable by the committee
then another contractor can be selected
2 Recommendation Comments | Enter the comments

34. Click on ‘Step 2: Generate Bid evaluation Report’ link. System will give an option to Open/ Save the

Bid evaluation Report. Save the report on your computer with a proper name. Update the sections

highlighted in yellow and save the document.

35. Click on ‘Step 3: Upload Bid Evaluation Report’ link. ‘Documents’ subtab will be shown in the lower

section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

Select Document to be Uploaded :

Deocument Category

Description :

- (;VMam':Iatoryi

Browse...

|
..Y,J*
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b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data

No.

1 Document to be | Browse the document that you want to
uploaded upload.

2 Document Select the appropriate document category. Bid Evaluation
Category Report

3 Description Enter more information about the uploaded | Signed Bid

document. Evaluation report
uploaded

C. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

Note: If the Contract price (i.e. Evaluated Price) is more than 25% of the estimated price then the

package will be sent for prior review. Once the user clicks on ‘Move to Next Stage’ system

will ask for a confirmation before sending the package for prior review.

36. On completion of ‘Recommendation for Award’ stage Click on ‘Move to Next Stage’. This will move

the procurement to ‘LOA, Contract Award and PO’ stage.

LOA, Contract Award and PO

In this stage LOA, Contract Award and PO are generated and Payment terms are updated.

2 \‘Ew';u,.:- inridriais

Package : NCB 1.2C(TEQIP-II/2010/WB-kol/NCB/45)

(+ Mandatory)
Current Stage : Contract Award and PO Generation

Pkg Details| Gen. of Bid| Adv. & Issue of 8id| 8id Opening| Bid Evaluation| Recomm. for Award | [TENONIRNEYNSIIPRINY G2 & Payments|

Step 1: Generate Acceptance Letter >>

‘ Contract Form

PO#

Generated On 132

37. Fill the fields on the page. Details of the fields are mentioned below;

Step 2: Generate Contract & PO >>Step 3: Enter/View Payment Details >> Step 4: Upload PO, LOA &
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Sr. No. Field Name Field Description Sample Data

1 LOA Generated Date System will show the current date (i.e. Today’s Date
today’s date) by default. Click on ‘Save’

38. Click ‘Save’
Note: If Generated date is greater than the bid validity (i.e. difference between Bid opening date
and Generated date is more than the bid validity given by the selected supplier) system will
ask to provide a new bid validity. Enter the total new bid validity. E.g. if original validity was

90 days and contractor has extended it by 30 days then enter 120 days.

39. Click on ‘Step 2: Generate Letter of Acceptance’ link. System will give an option to Open/ Save the
LOA. Save the LOA on your computer with a proper name. Update the sections highlighted in yellow
and save the document.

40. Click on ‘Step 3: Generate Contract & PO’ link. A Pop up will be seen

(+ Mandatory)

Contract Generation CSL NIT | Package : NG (TEQIP-1I/2011/CSL/NCB/3)
Supplier Name Yuro Kona PO # TEQIP-1I/2011/CSL/NCB/3
Contract Start Date 132| Contract Document signed - date 132(,
Performance Security Received Date 132} Performance Security Amount 60000+
Arbitrator Agreed? [ v} Performance Security Instrument [ 4] v
VAT Percent O Performance Security Expiry Date 132|
Octroi And Others Total Cost (Contract Value) 1200200
Evaluated Price 1200000 Total Base Cost (Items) 1200200.00
Contract Details CSL NIT | Package : NG (TEQIP-II/2011/CSL/NCB/3)
Basuc Cost Per | Total Basic
* wawq 4 300050* 1200200
R, |

a. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Performance Security Enter the date when Performance | 12/05/2011
Received Date Security was received from the bidder.
Date format is DD/MM/YYYY
2 Contract Document signed - | Enter the contract signed date. Date | 20/05/2011
date format is DD/MM/YYYY
3 Contract Start Date Enter the date when contract is expected | 01/06/2011
to start. Date format is DD/MM/YYYY
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4 Expected Delivery Date Enter the date when delivery is expected | 23/08/2011
to complete. Date format is
DD/MM/YYYY
5 Performance Security Will be auto calculated as 5% of the | 36000
Amount estimated cost. Edit the amount, if
required.
6 Arbitrator Agreed? Select Yes/ No. Whether arbitrator is | Yes
agreed or otherwise.
7 Performance Security Select the Performance Security DD
Instrument Instrument
8 Performance Security Expiry | Enter the date when Performance | 29/06/2013
Date Security will expiry. This date should be
more than Expected Delivery Date +
Warranty + 28 days
9 GST Percent Enter the Value added tax percentage 12
10 Octroi And Others Enter amount in Rs 1600
11 Evaluated Price Will be auto populated System
calculated
12 Total Base Cost (Item) Will be auto calculated as (Qty*Basic Cost | System
Per Unit) calculated
13 Qty This field can be seen in the lower row, | 12
i.e. in the items section. Edit the Quantity
if required. For NCB goods Quantity can
be increase/ decrease by 15% of the
planned quantity.
14 Basic Cost Per Unit This can be seen in the lower row, i.e. in
the items section. Edit the basic cost per
unit as required.
15 Total Cost (Contract Value) Will be auto populated as (Total Base System
Cost (Item) + GST) calculated
b. Click ‘Save’

c. Click ‘Print PO’. System will give an option to Open/ Save the PO. Save the PO on your computer

with a proper name. Update the sections highlighted in yellow and save the document.

d. Click ‘Print Contract’. System will give an option to Open/ Save the Contract. Save the

Contract on your computer with a proper name. Update the sections highlighted in yellow and

save the document.

41. Click on ‘Step 4: View/Update Payments details’ link. ‘Payments’ subtab will be seen in the lower

section.

a. Click onthe payment term name

b. Fill the fields on the page. Details of the fields are mentioned below;
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Sr. No. | Field Name Field Description Sample Data
1 Expected This is auto calculated as Contract Start Date | 30
Completion Date + Expected Completion Period. Edit the date
if required.
2 Expected Payment | Enter the expected date when payment will | 12/08/2011
Date be made against this completion. Date
format is DD/MM/YYYY

c. Click ‘Save’.

d. Update the other payment terms by repeating steps a.to c.

42. Click on ‘Step 5: Upload PO, LOA & Contract Form’ link. ‘Documents’ subtab will be shown in the

lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

Document Category

. ( rmldatowj

Select Document to be Uploaded :

Browse...

L *‘vl&
Description :
&
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Letter of
Category Acceptance
3 Description Enter more information about the uploaded | Signed LOA
document. uploaded

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.
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e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click
‘Delete’ link.

f. To upload PO repeat Steps a. to c. (Select document category as ‘Purchase Order’)

g. To upload Contract repeat Steps a. to c. (Select document category as ‘Contract Form’)

43. On completion of ‘LOA, Contract Award and PO’ stage Click on ‘Move to Next Stage’. This will move
the procurement to ‘GRN & Payments’ stage.

GRN & Payments

In this stage Goods received details are captured and Payment tracking is performed.

44, Click on ‘Setp1: Fill GRN Details’. ‘GRN’ subtab will be shown in the lower section;

M ten Lpening| Lu Sl GRN & Payments
Step 1: Fill GRN Details >> Step 2:Enter Payment details

Supplier Name ‘v Date Of Supply | Delete

There are no items to show in this view.

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

(+ Mandatory)
Goods Received Note CSL | Package : APS Filters (TEQIP-1I/2010/NITRO/Shopping/1)

Note : 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  ccrpuline Trads b Date Of Supply 132
Item Code Item Name Comments Received Quantity | Stock Register Name Page No. Serial No. Item Distribution Delete

Total Records :0

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data

No.

1 Supplier Name This field is auto populated with the | System
selected supplier’'s name populated

93



Procurement Management Support System - PMSS v1.0 User Guide

2 Date of Supply Enter the date when Goods are supplied. | 12/8/2011
Date format is DD/MM/YYYY

c. Click ‘Add’ link which is in the Items section.

(+ Mandatory

Goods Received Note CSL | Package : APS Filters (TEQIP-1I/2010/NITRO/Shopping/1)
Note : Before generating Asset Register please make sure all the received items are entered.
Asset Register once g ted can not be generated again and No changes to this GRN will be allowed.
Supplier Name  —orpulink Trad b Date Of Supply 23/01/2011 132},

i AN GO oo B N i R | R
| * Y
‘

d. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. Field Name Field Description Sample Data
1 Item Code Enter a short (abbreviated) name for | LMPrinter — can be a short name
the item that is supplied for item ‘LaserJet Monolithic
Printer’
2 Item Name | Select the item that is supplied LaserJet Monolithic Printer
3 Comments Enter the comments, if required Received ok
4 Received Enter the quantity of item received 2
Quantity
5 Stock Enter the name of the resistor TEQIP — Il stock resistor
Resistor where the entry of this item is made
Name for manual records
6 Page No. Enter the page number of the stock | 32
resistor on which this entry is made
7 Serial No. Enter the serial number of this item | ABC Institution/ TEQIP — II/ LMP
-43

e. To add another Item repeat steps c. & d.
f. Click ‘Save’, which is on the upper bar of the main (GRN) section.

g. Once saved, ‘Item Distribution’ link will appear against each item.
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| Print GRN | Print Asset Register | = Save | Close | B Help
(+ Mandatory)
CSL | Package : APS Filters (TEQIP-II/2010/NITRO/Shopping/1)

ak Trads " Date Of Supply 23/01/2011 1i2,

GRN Details (1

Received Stock Register
Quantity Name

3% 123/N2

Item
Distribution

Item Distribution

Delete

-

Comments Page No. Serial No.

23 112-23

h. Click on ‘Item Distribution’ link a pop up will be seen. Enter the Actual Quantity supplied to each

department.

P 'g* —y

Received Quantity : 3 Remaining Quantity : =

Item Distribution CSL | Package : APS Filters (TEQIP-II/2010/NITRO/Shopping/1)

(saiance quanty)

Chemical Engineering I:]
Civil Engineering l:]
Electrical Engineering I:]
Institution Level l:'

i. Click ‘Save’.

j. Click on ‘Print GRN’, which is on the upper bar of the main (GRN) section. GRN Report will be

generated.

(+ Man
ceived Note CSL | Package : APS Filters (TEQIP-1I/2010/NITRO/Shop|
Supplier Name | Corpulink Trads " Date Of Supply 23/01/2011 132l

GRN Document Browse...
Asset Document Browse...

'd

" Delete | T SelectAll | >

Received Stock Register
Quantity Name

& || APS 23 Filters 3 i 23

Item
Distribution

Item Distribution

Page No. Serial No.

12-23
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k. The GRN Report can be uploaded using the Browse function, which is in front of the ‘GRN

Document’ field. Once uploaded, link will appear besides the browse function.

Goods Received Note CSL | Package : APS Fil

Note : 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 | —roulinke Trads L D:
GRN Document Browse... _Pgks.txt
Asset Document Browse...

I.  Report can be downloaded, if required by clicking on the link.
m. Click on ‘Print Asset Register’, which is on the upper bar of the main (GRN) section. Asset

Register will be generated.

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.

e ————— 0 i i i

(»; ﬁan

«ceived Note CSL | Package : APS Filters (TEQIP-II/2010/NITRO/Shop)
fore generating Asset Register please make sure all the received items are entered.
set Register once generated can not be generated again and No changes to this GRN will be allowed.
Supplier Name  corpulink Trac b Date Of Supply 23/01/2011 182l
GRN Document Browse..
Asset Document Browse...

*W SS ‘ i ‘ 23/N2 ‘ 23 ‘ 12-23 Item Distribution

n. Fill the fields in the Asset Register. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Unique Auto populated by the system based on the quantity
Number of items received
2 Model Enter the model number of the item HP LazerJet 3005
Number
3 Serial Enter the serial number of the item
Number
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0. Once the Asset Register is filled it can be uploaded using the Browse function, which is in front

of the ‘Asset Document’ field. Once uploaded, link will appear besides the browse function.

Goods Received Note

Note : Before generating Asset Register please make sure all the received items are entered.

CSL | Package : APS Filter

Asset Register once generated can not be generated again and No changes to this GRN will be allowed.

Supplier Name
GRN Document

Asset Document

*

Browse... _Pgks.txt
Browse...  _index.JPG

Date

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

45. To add another record for GRN repeat steps from a. to p.

46. Click on ‘Setp2: Enter Payment details’. ‘Payments’ subtab will be shown in the lower section;

Payment Terms (3)

Payment Description

Advance Payment 122
On Delivery 121 |80.00 I
Cn Final Acceptance 123 10.00 r
a. Click onthe Payment Term a pop up will be seen
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. No. | Field Name Field Description Sample
Data
1 Goods Received? Check this box if goods are received
against this payment
2 Goods received note Check this box if GRN is generated
generated? for the received goods
3 Actual Completion Date Enter the actual date of delivery. | 12/07/2011
Date format is DD/ MM/ YYYY
4 Liquidated Damages Check this box if Liquidated
Waived? Damages are going to be waived
5 Liquidated Damages Will be auto populated if ‘Actual
Amount Completion date’ is more than
‘Expected completion date’
6 Actual Completion Period Enter the actual completion period
in days
7 Comments Comment on Actual completion
period, if required
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8 Actual Payment Date Enter the date when payment is 13/08/2011
made. Date format is DD/MM/YYYY

9 Comments Comment on Actual Payment Date,
if required

8 Actual Payment Amount Enter the actual amount paid 12000

10 Comments Comment on Actual Payment
Amount, if required

5 Cheque/Draft Number Enter the Cheque/ Draft number by | 40023467
which payment is made

6 TDS Enter the TDS amount

a. Click ‘Save’
b. To enter details of another payment repeat steps a. to c.
47. In cases where Amendment is made click on ‘Fill Amendment details, if required’ link.

48. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. Field Name Field Description Sample
Data
1 Is Amendment required? Select yes to perform amendment. | Yes

Other fields (described below) will be
shown once ‘Yes’ option is selected.

2 Warranty System will show the warranty period.
Edit the warrant, if required.

3 Performance Security Amount System will show the performance
security amount. Edit the amount, if
required

4 Expected Delivery Date System will show the delivery date.

Edit the date as per new delivery date.

5 Performance Security Expiry Date | System will show the performance
security expiry Date. Edit the date as
per new expiry date

49. Click ‘Save’
50. ‘Payments’ subtab is shown in the lower section. Click on the payment term name and update the

details as per new terms.

Note: Only those payment terms are editable which do not have any actual completion date

51. Select ‘Yes’ in the ‘Amendment Complete?’ field.
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52. Click ‘Save’. This will complete the amendment process. After completing the amendment user can
continue to track GRN and Payments.

53. Once all the details for all the payments are recorded, Procurement can be marked as complete.

Click on ‘Completion Checklist’, checklist will be seen

a Procurement | '~~;’wx tus Info. | C = | Chec E | Frocurs nelp | S3aci

(+ Mandaton

: NG(TEQIP-II/2011/CSL/NCB/3) Current Stage : Goods Received Note & Paymenl
Is| Gen. of Bid| Advt. & Issue of Bid| Bid :M@..;

i AWa A ot n AL AR T AN A RS S,
|/View GRN Details >> Step 2: Enter[!»ey Paxmgr_ﬂ: Dg;gils >> If require MM nt details

{= Completion Checklist - Windows Internet Explorer
— i*.

Completion Checklist

| Are all the Goods received?
Are all the payments done?

Is installation done?, if applicable.

I Is training completed?, if applicable.

a. Fillin the completion checklist

b. Click ‘Save’

33. Click on ‘Complete Procurement Process’ this will complete the procurement for that Package.

5
_ﬁ% Complete Procurement Process | &':-;-‘.:::,3 Info. | Completion Checkiist | Cancel H;EI?'?"'-'(I'I'?'—']‘.‘E‘

Package : NG(TEQIP-II/2011/CSL/NCB/3) Current Stage : Goods Re

Step 1:Fill/View GRN Detal!s >> Step 2: Enter[ View Payment Details >> If require fill Ammendment details

Please see the subtab below. Click on Payment Description to upadate the Details.
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NCB Works

Purpose

To perform procurement of civil works using NCB method.

Process flow

Generate Bid Document Invitation Letter Bid Opening Bid Evaluation

\Recommondaﬂon of Award  Letter of Acceptance Contract & WO WCC & Payments J

Role(s)
o Procurement Coordinator (institution)
o Procurement Coordinator (SPFU) — Performs Prior review, when applicable.
o Procurement Coordinator — NPIU’s procurement coordinator, Performs Prior review, when
applicable.
Prerequisite
o Package to be procured should fall under category goods.
o Value of the package should be > USD 30,000.
o Forvalue range USS 100,000 up to USS 200,000, prior review is done by SPFU
o Forvalue range USS 200,000 up to USS 300,000, prior review is done by NPIU also.

Process Details

First stage of NCB is ‘Gen. of Bid'.
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Gen of Bid

In this stage Standard Bidding Document is generated

Package : CivilWorks_NCB_Yalidations{TEQIP-11/2010/WB-kol/NCB/68) Current Stage

Pkg Detai|s| Adv. Issue of Bid| Bid Opening| Bid Evaluation| Recomm. & Accept, Letter| Contract Awa

Step 1: Enter Bid Details > Step 2: Enter Bidder Instruction & SCC Information > > Setp 3: Add/¥iew Item Specific
Step 4: Add/View Payment Terms > Step 5:Define Question, If Required > Step 6: Generate SBD > Step

Sale of Bidding Document 132| Last Date for receipt of Bids 132
Extension of Bid

To 1312 Date of opening of Bids 132|

validity of Bid a0« Bid Security Validity 1344 Cost of Bid Doc

1. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Start Date of Sale of Enter the date on which SBD sale will start. Date | 15
SBD format is DD/MM/YYYY
2 Last Date for receipt | Will be auto populated as 30 days from start of | 12/03/2011 16:00
of Bids sale date. Edit the date, if required. Date format is
DD/MM/YYYY and time format is HH:MM, 24 hrs
format.
3 Last Date of Sale of Will be auto populated and will match the Last
SBD Date for receipt of Bids
4 Date of opening of Will be auto populated and will match the Last
Bids Date for receipt of Bids
5 Validity of Bid Will be auto populated as 90 days
6 Bid Security Validity Will be auto populated as 134 days
7 Cost of Bid Document | Enter the price of Bid document

2. Click ‘Save’

3. Click on ‘Step 2: Enter Bidder Instruction & SCC Information” a pop up will be seen.
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& ‘Instruction To Bidder’ & "SCC’ Information - Microsoft Internet Explorer

Uose |77 Help |
(+ Mandatory)
University of Calcutta

‘Instruction To Bidder' & 'SCC' Information

Package Code TEQIP-II/2010/WE- Package Name NCE Goods Package

kol/NCB/64
Invitation of Bids details
Cheque/Draft 2 Payable At e
Bidding Document Sell Start «(hh:mm) Bidding Document Sell End {hh:mm)
Time Time
Postal charges, Inland e
Bid Security b Officer Inviting Bids
Prebid Meeting Date 132 Prebid Meeting Time {hh:mm)
Special conditions for contract
Defects Liability Period +(In months)
Arbitration proceedings shall be L Address of the Purchaser for
held at Notice

a. Fill the fields on the page.

*

Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Cheque/Draft in Mention the name that has to be put on the | CSL NIT
favour of cheque/ draft for purchase of complete bidding
document
2 Payable At Mention where draft should be payable Delhi
3 Bidding Document Mention office hrs, start time when bid doc can | 9:00
Sell Start Time be obtained. Time format is HH:MM, 24 hrs
format
4 Bidding Document Mention office hrs, end time till when bid doc | 18:00
Sell End Time can be obtained. Time format is HH:MM, 24 hrs
format
5 Postal charges, Mention postal charges in Rs 230
Inland
6 Bid Security Mention bid security amount in Rs. It should be | 36000
within 2% to 5% of estimated cost of package
7 Officer Inviting Bids Mention the name of the officer Mr. Mohan Lal
8 Prebid Meeting Date | If Prebid meeting is planned then enter the | 12/08/2011
date. Date format is DD/MM/YYYY
9 Prebid Meeting Time | Enter Prebid meeting time. Time format is | 12:00
HH:MM, 24 hrs format
10 | Defects Liability Enter the Defects Liability Period in days 120
Period
11 | Arbitration Mention the place
proceedings shall be
held at
12 | Address of the Mention the address
Purchaser for Notice
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13 | Liquidated Damages | Will be auto populated as 0.01%. Edit this field,
(Per Day) if required. Value in this field will be used to
calculated the Liquidated damages per day

incase of any completion delays.
14 | Liquidated Damages | Will be auto populated as 10%. Edit this field, if

(Maximum)

required. Value in this field will be used to
calculated the maximum amount of liquidated

damages applicable

b. Click ‘Save’

4. Click on ‘Step 3: View Item Details, if required’ link (This is an optional step, used to only view the

item details). ‘Items’ subtab is shown in the lower section

a.

b. View the item details

C.

Click ‘Item Name’, a pop up will be seen

If there is more than one item then, repeat steps a. and b.

5. Click on ‘Step 4: Add/View Payment Terms’ link. ‘Payments’ subtab is shown in the lower section.

a.

b.

C.

Click ‘Add’, which is within the subtab. A pop up will be seen

" Save | cose |1

Payments

Payment Description

Liquidated Damages Per Day

Payment Percentage

L Expected Completion Period

(% of contract value) Liquidated Damages (Maximum)

+(% of total cost)

Fill the fields on the page. Details of the fields are mentioned below;

- (x Mandétor

«(In days)

(% of contract value

Sr. Field Name Field Description Sample Data
No.
1 Payment Terms | Enter the payment title 3. Onreaching
plinth level
(first level)
4. On Completion
2 Completion Enter the period in days in which completion is | 60
Period expected once the contract is signed.
3 Payment By default percentage will be show, edit the | 10
Percentage percentage if required
Click ‘Save’.
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d. To add another payment term repeat steps from a. to c.

6. Click on ‘Step 5: Define Additional Question, If Required’ link (This is an optional step, to be

performed only if additional evaluation/ post qualification question are required). ‘Questions’

subtab is shown in the lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

Question Category [Evaluation ¥ &

Question

Non Responsive Value [ &,

b. Fill the fields on the page. Details of the fields are mentioned below;

|~ Saveand Add |

~ (+ Mandatory)

Value

on which the supplier will become
non- responsive.

Sr. Field Name Field Description Sample Data

No.

1 Question Enter the description of the question | Does the supplier have a
to be asked during quotation| local service center?
evaluation. Form the question such
that response (answer) is Yes/ No/ NA.

2 Non Responsive | Select the value (Yes/ No/ NA) based | E.g. if the question is

‘Does the Contractor have
a local service center?’
then the non- responsive
value could be ‘No’.

c. Click ‘Save’.

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

7. Click on ‘Step 6: Generate SBD’ link. System will give an option to Open/ Save the SBD. Save the SBD

on your computer with a proper name. Update the sections highlighted in yellow and save the

document.

8. Click on ‘Step 7: Upload SBD Document’ link. ‘Documents’ subtab will be seen in the lower section

a. Click ‘Add’, which is within the subtab. A pop up will be seen
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Document Categoery

~ (+ Mandatory)

Select Document to be Uploaded :

Browse...

| 7?7}*'
Description
& 4
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Standard Bidding
Category Document
3 Description Enter more information about the uploaded | SBD
document.

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

9. Oncompletion of ‘Gen of SBD’ stage click on ‘Move to Next Stage’. This will move the procurement

to ‘Advertisement & Issue of Bids’ stage.

Advertisement & Issue of Bids

In this stage tender is floated and info of contractor purchasing SBD is captured, if available
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) glr‘ 5 O NEXALSage A-\QAH Ve Dall O Previous Stags ‘—g‘ US ANTo. | Lanc - Frocuaren L

Package : NCB Goods Package(TEQIP-11/2010/WB-kol/NCB/64) Current Stage : A

Pkg Detailsl Gen. of Bid| Adv. Issue of Bid J=10) 0pening| Bid Evaluation| Recomnm. & Accept. Letter| Contract Awat

Step 1: Generate Advertisement >> Step 2: Enter/View Advertisement Details >> Step 3: Upload/View Adverti:
Step 4: Add/View Contractor Details >> Extension of Bid submission date (if required) >> Upload Corrigendum (If any)

10. Click on ‘Step 1: Generate Advertisement’. A pop up will be seen

‘A Generate Advertisement - Microsoft Internet Explorer

|
...g;....»:;;..m.;\ ‘.‘:‘3—...\\'.«‘.,-5@--.& m @‘v" ou

= ( Mam?étorv)

Generate University of Calcutta | Package : NCB Goods Package {TEQIP-11/2010/WB-
Advertisement kol/NCB/64)
Select Package | 1
new icbl

NCB Goods Package
w [Press Ctrl to select more than one package]
Local Paper Name (s) . Date of Release of Advertisement 132

National Paper Name (s)

*

a. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Select Package All the packages which are in Advt. Stage

will be displayed. Press control button on
the keyboard to select more than one

package.
2 Local Paper Name(s) | Enter the name of the local paper in | Lokamat
which this advertisement will be printed
3 National Paper Enter the name of the national paper in | Times of India
Name(s) which this advertisement will be printed
4 Date of Release of | Enter the date in format DD/MM/YYYY 12/09/2011

Advertisement

b. Click ‘Save’

c. ‘Print Advertisement’ link will be seen, click on this link to generate the advertisement.
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2 Generate Advertisement - Microsoft Internet Explorer

L Ehis i ment 'ig}:._;.‘..;,;- 'E‘®'i‘ OS5 }wﬁ@ﬁ:. P |

(+ Mandatory)

Generate University of Calcutta | Package : NCB Goods Package (TEQIP-I1/2010/WB-
Advertisement kol/NCBf64)

Select Package |

4
|[new icbl ‘
s Package
Lv [Press Ctrl to select more than one package]
Local Paper Name (s) gakal , Date of Release of &dvertisement 264112010 182!
MNational Paper Name (s) Times of India *

11. Click on ‘Step 2: Enter/View Advertisement Details’.

T o T

(+ Mandatory)

Package : NCB Goods Package(TEQIP-11/2010/WB-kol/NCB/64) Current Stage : Advertisement and Issue of Bid
Pkag Detailsl Gen, of Bidl Bid Opening| Bid Evaluationl Recomm. & Accept, Letter| Contract Award & P0| GRN & Payments[ -

Step 1: Generate Advertisement > > Step 2: Enter/View Advertisement Details >>> Step 3: Upload /View Advertisement > >
Step 4: Add/View Bidder Details 2> Step 5: Enter Prebid Meeting Information

Local Paper Name (5) <akal L, Date of Release of Advertisement 2571172010 182,
National Paper Name (s) Times of India *
Actual Publication Date (Local) 277112010 132 Actual Publication Date {(National) 27/11/2010 182

12. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. Field Name Field Description Sample Data
1 Actual Publication Date | Enter the date when Advertisement was | 16/09/2011
(Local) actually published in the Local paper. Date
format is DD/MM/YYYY
2 Actual Publication Date | Enter the date when Advertisement was | 16/09/2011
(National) actually published in the N paper. Date
format is DD/MM/YYYY

13. Click ‘Save’
14. Click on ‘Step 3: Upload/View Advertisement’ link. ‘Documents’ subtab will be seen in the

lower section

a. Click ‘Add’, which is within the subtab. A pop up will be seen
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Document Categoery

Select Document to be Uploaded :

~ (+ Mandatory)

Browse...

| 7?7}*'
Description
& 4
b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to

uploaded upload.
2 Document Select the appropriate document category. Copy of

Category Advertisement
3 Description Enter more information about the uploaded

document.

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

15. Click on ‘Step 4: Add/View Contractor Details’ link. ‘Contractor Details’ subtab will be seen in the

lower section

a. Click ‘Add’, which is with the subtab a pop up will be seen
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2 lose |14

N

v

Contractor Details

Contractor Name

2 Address

Select Contractor from PMSS Database

City

Name Of Representative

Pin Code
FAX Number
TAN Number
Tax Number

Le State

*

+  Phone Number
Email ID
PAN Number

b. Fill the fields on the page. Details of the fields are mentioned below;

(;k I\;Iarlldaton

CSL NIT | Package : Extension of Hotsel 2 floors more (TEQIP-1I/2011/CSL/NCB/€

@,

*

Sr. Field Name Field Description Sample Data
No.
1 Contractor Enter the Contractor name. FTTI Pvt Ltd
Name Contractor can also be searched using ‘Select
Contractor from PMSS Database’ link. Click on
this link will display the existing list of
Contractors, if any. Once the list is displayed click
on the Contractor’s name this will auto populated
the selected Contractor's data. To search
additional Contractors within the state or city use
the filters provided on the page
2 Address Enter the address of the Contractor STl Towers,
Unit# 141/38,
Campus 29. RMZ
Millenia Business
Park.
881, Dr. MGR
Road
3 City Enter the city of the Contractor Pune
4 State Enter the state of the Contractor Maharashtra
5 Email ID Enter the Email ID of the Contractor ftti@efttil.com
6 Pin Code Enter the Pin Code of the Contractor 411232
7 Name Of Enter the Representative of the Contractor Mr. Mohan
Representative Solanki
8 Phone Number Enter the Phone Number of the Contractor. | 26422689
To enter more than one number use comma (,) as
a separator.
9 PAN Number Enter the PAN Number of the Contractor ANS44874
10 TAN Number Enter the TAN Number of the Contractor
11 Tax Number Enter the TAX Number of the Contractor
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c. Click ‘Save’
d. To add another Supplier repeat steps from a. to c.

16. Click on ‘Step :5 Enter Prebid Meeting Information’ link (This link will be shown only if Prebid Date
and Prebid Time fields are added in ‘Instruction to Bidder & SCC Information Popup’). A popup will
be seen

. Prebid Meeting Details - Microsoft Internet Explorer

(« Mandatory)
Prebid Meeting Details University of Calcutta
Package Code TEQIP-1I/2010/WB-kol/NCB/64 Package Name MNCB Goods Package
Prebid Meeting Date 26-Novy-2010 Prebid Meeting Time 11:00
Actual Date of Prebid meeting 32| Pre-bid Meeting Clarification Issued Date 132]
Was there any Corrigendum and Addendum? | ol Is Clarification issued to all Bidders | Bl

Prebid MOM
Q.

a. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Actual Date of Enter the date when prebid was actually | 22/09/2011
Prebid meeting conducted. Date format is DD/MM/YYYY
2 Pre-bid Meeting Enter the date when clarification was | 23/09/2011
Clarification Issued | issued. Date format is DD/MM/YYYY
Date
3 Was there any Select Yes/ No Yes
Corrigendum and
Addendum?
4 Is Clarification Select Yes/ No Yes
issued to all
Contractors
5 Prebid MOM Enter the MoM. Larger MoM can also be
uploaded in the documents tab

b. Click ‘Save
17. Incase of extension to bid submission date, Click on ‘Extension of Bid submission date (if required)’
link. A popup will be seen.

c. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Current Submission System will show the current date
Date
2 Extended Date Enter the new date. Date format is | 22/09/2011
DD/MM/YYYY
3 Reason for Extension Enter the reason
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d. Click ‘Save’

18. Incase of Corrigendum, Click on ‘Upload Corrigendum (If any)’ link and upload the documents

19. On completion of ‘Advertisement & Issue of Bids’ stage Click on ‘Move to Next Stage’. This will move
the procurement to ‘Bid Opening’ stage.
Bid Opening

In this stage Bid opening is performed and responsive bids are identified.

Package : vehicle(TEQIP-II/2011/TNO1/NCB/8) Curre

Pkg Detailsl Gen. of Bidl Advt. & Issue of Bidl Sid Openingl Recomm. for Award| LOA,Contract Award &
[ Step 1: Print Bid Evaluation Form >> Step 2: Enter/View Bid Evaluation Data >> Step 3: Upload Bid Evaluation Details

|Lowest Responsive after evaluation

20. On the ‘Bid Opening’ tab click on ‘Step 1: Add/View Contractor Details’ link. Repeat point 15, if
required.

21. Click on ‘Step 2: Print Bid Opening Form’. This will open a Bid opening form. This form can be used
during Bid Opening. Print of this form can be taken and Bid opening details can be recorded on this
form. The Contractor names (which were added) are seen on this form against which Bid opening
details can be mentioned. Three extra columns are provided to accommodate names of any new
Contractors who have submitted their Bids directly.

22. Click on ‘Step 3: Enter/ View Bid Opening Data’ and Fill the fields on the page. Details of the fields

are mentioned below;

Sr. No. | Field Name Field Description Sample Data
1 Bid Opening Enter the actual date and time when Bid was | 12/03/2011
Date opened. Date format is DD/MM/YYYY and time| 16:00

format is HH:MM, 24 hrs format. It s
recommended that opening should be done at
the start of the week so that there is ample time
to enter opening data in PMSS.

2 Bid MoM Enter the Minutes of Meeting.

Larger MoM'’s can be uploaded using the
documents subtab
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23. Click ‘Save’
24. Click on the ‘Enter Bid Opening Data’ link. A pop up will be seen

Package : Axis Robot(TEQIP-II/2010/UCT/Shopping/3) Current Stage : Quotation Opening

wm‘ Quotation Evaluatlonl Recomm. for Award| Purchase Order| GRN & Payment<|

Step 1: Print Quotation Opening Form >> Step 2:View/Add More Suppliers >> Step ing Data >> Step 4: Upload Quotation
Opening Form

Quotation Opening Date 23/11/2010 132L 16:304(hh:mm)
Quotation MoM MoM Attached

Enter Quotation Opening Data

Supplier Narnel v]
_Asansol Engg College | Package : Axis Robot (TEQIP- Current Stage : Q
I1/2010/UCT/Shopping/3)
- <uppher Name - ZRed indi Non
|nR SuPELIER |ac
e Name Question User Response
icglus plusfdsfedf |ag
| A1 cos PACKAGEbasic [aAHESSEACKAGEDSSIC
T Is Quotation Received? vl
Quotation Received Date 132
Is Quotation Duly Signed?
Quotation Number b

Readout Price

Quotation Validity l L
7Cp|us p]usfdsfs&f B
Is Quotation Received? | vl

Quotation Received Date [ 132],

a. Enter the Responsiveness Criteria.
b. Click ‘Save’.

25. Click on ‘Step 4: Upload Bid Opening Document & MOM’ link. ‘Documents’ subtab will be shown in
the lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

(= Mandatory)

Select Document to be Uploaded
| Browse...

Deocument Category ¢

l vh

Description :
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b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data

No.

1 Document to be | Browse the document that you want to
uploaded upload.

2 Document Select the appropriate document category. Bid Opening Form
Category

3 Description Enter more information about the uploaded | Signed Bid

document. Opening Form

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click
‘Delete’ link.

26.0n completion of '‘Bid Opening’ stage click on ‘Move to Next Stage’. This will move the

procurement to '‘Bid Evaluation’ stage.

Bid Evaluation

In this stage evaluation is performed and lowest evaluated Contractor is identified.

Package : vehicle(TEQIP-1I/2011/TNO1/NCB/8) Curre

Pkg Detailsl Gen. of Bidl Advt. & Issue of Bidl Sid Opening] Recomm. for Award| LOA,Contract Award &
Step 1: Print Bid Evaluation Form >> Step 2: Enter/View Bid Evaluation Data >> Step 3: Upload Bid Evaluation Details

|Lowest Responsive after evaluation

27. On the ‘Bid Evaluation’ tab click on ‘Step 1: Print Quotation Evaluation Form’. This will open a bid
evaluation form. This form can be used during Bid Evaluation. Print of this form can be taken and Bid
Evaluation details can be recorded on this form.

28. Click on the ‘Step 2: Enter/ View Bid Evaluation Data’ link. A pop up will be seen
a. Enter the comparative data for all the Contractors.

b. Click ‘Save’.
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c. Click on ‘Quotation Details’ link, which is in front of each responsive supplier. A popup will be

seen.

d. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data
No.
1 Basic Cost per unit | Basic cost for each item can be entered in | 2000

this field. Enter the basic cost per item as
given by the supplier
2 Comments Enter comments, if any

e. Click on ‘Save’

f. Quotation details of all responsive Contractors can be entered by repeating steps from c. to e.
29. System will show the lowest evaluated responsive Contractor (L1) on the main page.

30. Click on ‘Perform Post Qualification’ link, which is in front of the Contractor name. A pop up will be

seen

/= Post Qualification Criteria - Windows Internet Explorer

CSL NIT | Package : NW (TEQIP- Current Stage : Work Completion Certificate
II1/2011/CSL/NCB/4) Payme

Names in Red indicates Non responsive.

1. ABS Copr Qugtaticn Details

Minimum Financial Turnover on at least 2 of the last five | Yes L
financial years =

Satisfactorily compiéﬁon of at least 1 similar work of value not 7|ﬁ[ ‘
less than 80% of estimated contract value inless than 3 years |~

Executed in one year the minimum quantities of work as ;[Yes v#, 7
|spcomet B the bl Uoment |
Is the Electrical work being done by the bidder? flﬁs vl

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

a. Enter the post qualification details
b. If the Contractor becomes non-responsive in this step then automatically next lowest evaluated
Contractor will be seen.
c. Repeat the Post Qualification process for this Contractor.
31. Click on ‘Step 3: Upload Bid Evaluation Details’ link. ‘Documents’ subtab will be shown in the lower

section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen
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Document Categoery

~ (+ Mandatory)

Select Document to be Uploaded :

Browse...

| 7?7}*'
Description
& 4
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Bid Evaluation
Category Form
3 Description Enter more information about the uploaded | Signed Bid
document. Evaluation Form
uploaded

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

32. On completion of ‘Bid Opening’ stage click on ‘Move to Next Stage’. This will move the procurement

to ‘Recommendation for Award’ stage.

Recommendation for Award

In this stage appropriate responsive Contractor can be recommend. If the lowest evaluated

responsive Contractor (L1) is not acceptable by the committee then another Contractor can be

selected in this stage
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Package : NCB-Works-Price Loading Test(TEQIP-II/2011/UCT/NCB/20) Current Stage : Reco

Pkg Details| Gen. of Bid| Advt. & Issue of Bin Bid Qpeningl Bid.E.valuatior!J LCA,Contract Award & WO

::Step 1: If the lowest evaluated responsive Contractor (L1) is not acceptable then select another Contractor and enter recomn

L1 Contarctor i_SS. Contractor 1 ¥
Recommandation Comments
@, .
%Steg 2: Generate Bid Evaluation Report>> Step 3: Upload/ View Bid Evaluation Report
33. Fill the fields on the page. Details of the fields are mentioned below;
Sr. No. Field Name Field Description Sample Data

1 L1 Contractor If the lowest evaluated responsive
Contractor (L1) is not acceptable by the
committee then another contractor can
be selected

2 Recommendation Comments | Enter the comments

34. Click on ‘Step 2: Generate Bid evaluation Report’ link. System will give an option to Open/ Save the
Bid evaluation Report. Save the report on your computer with a proper name. Update the sections
highlighted in yellow and save the document.

35. Click on ‘Step 3: Upload Bid Evaluation Report’ link. ‘Documents’ subtab will be shown in the lower
section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

(+ Mandatory)
Select Document to be Uploaded :
| Browse. ..
Decument Category

L ——

Description :
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36.

37.

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data

No.

1 Document to be | Browse the document that you want to
uploaded upload.

2 Document Select the appropriate document category. Bid Evaluation
Category Report

3 Description Enter more information about the uploaded | Signed Bid

document. Evaluation report
uploaded

C. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

Note: If the Contract price (i.e. Evaluated Price) is more than 25% of the estimated price then the
package will be sent for prior review. Once the user clicks on ‘Move to Next Stage’ system

will ask for a confirmation before sending the package for prior review.

On completion of ‘Recommendation for Award’ stage Click on ‘Move to Next Stage’. This will move

the procurement to ‘LOA, Contract Award & WO’ stage.
LOA, Contract Award & WO

In this stage LOA, Contract Award and WO are generated and Payment terms are updated.

(+ Manda
-Works-Price Loading Test(TEQIP-1I/2011/UCT/NCB/20) Current Stage : LOA Contract Award and WO Generi

i.-of Bid| Advt, & Issue of Biql 8id Openingl 8id Evaluation[ Recomm:. for Awardl WCC & Paymentl

' Acceptance Letter Details >> Step 2: Generate Acceptance Letter >> Step 3: Generate Contract & WO >> Step 4: Add/View
3 >> Step 5: Upload WO , LOA & Contract Form

Performance Security Amount 75039.45 LOA Generated Date 132}

Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. | Field Name | Field Description | Sample Data |
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1 Performance Security Will be auto calculated as 5% of contract
Amount value
2 LOA Generated Date System will show the current date (i.e. Today’s Date
today’s date) by default. Click on ‘Save’

38. Click ‘Save’
Note: If Generated date is greater than the bid validity (i.e. difference between Bid opening date
and Generated date is more than the bid validity given by the selected supplier) system will
ask to provide a new bid validity. Enter the total new bid validity. E.g. if original validity was

90 days and contractor has extended it by 30 days then enter 120 days.

39. Click on ‘Step 2: Generate Letter of Acceptance’ link. System will give an option to Open/ Save the
LOA. Save the LOA on your computer with a proper name. Update the sections highlighted in yellow
and save the document.

40. Click on ‘Step 3: Generate Contract & WO’. A Pop up will be seen

(+ Mandatory)
Generate Contract CSL NIT | Package : NW (TEQIP-II/2011/CSL/NCB/4)
Contractor Name ABS Copr Work Order Number TEQIP-
11/2011/CSL/NCB/4
Contract Start Date g1/03/2011 132, Contract Doc Sign Date 01/03/2011 182l
Work Start Date 01/03/2011 132, Work Completion Date 2g/07/2011 132,
Performance Security Received Date 21/03/2011 1i2] Performance Security Amount (given by 750005
- - Contractor)
Performance Security Instrument | sank Guaranty %k Performance Security Expiry Date o1/04/2013 1§2l,
Has Arbitrator been Agreed upon? [yes vl
Mobilization advance will be paid or [ves v Bank Security given against Mobilization [ves v,
not? — Advance —
Mobilization Amount 750004 Evaluated Price )
Sum of all Applicable Taxes 1234 Total Cost (Contract Value) 15001234
a. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Contract Start Date Enter the date when contract is expected | 01/06/2011
to start. Date format is DD/MM/YYYY
2 Contract Document signed - | Enter the contract signed date. Date | 20/05/2011
date format is DD/MM/YYYY
3 Work Start Date Enter the date when work is expected to | 01/06/2011
start. Date format is DD/MM/YYYY
4 Work Completion Date Enter the date when work is expected to | 23/05/2012
complete. Date format is DD/MM/YYYY
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5 Performance Security Enter the date when Performance | 12/05/2011
Received Date Security was received from the bidder.
Date format is DD/MM/YYYY
6 Performance Security Will be auto calculated as 5% of the | 36000
Amount estimated cost. Edit the amount, if
required.
7 Performance Security Select the Performance Security DD
Instrument Instrument
8 Performance Security Expiry | Enter the date when Performance | 29/06/2013
Date Security will expiry. This date should be
more than Expected Delivery Date +
Warranty + 28 days
9 Has Arbitrator been Agreed | Select Yes/ No. Whether arbitrator is | Yes
L agreed or otherwise.
1 Mobilization advance will be | Select Yes/ No. Whether Mobilization | Yes
paid or not? advance will be paid or otherwise.
10 Bank Security given against | Select Yes/ No. Whether Bank Security | Yes
Mobilization Advance? given against Mobilization Advance
12 Total Base Cost (Item) Will be auto calculated as (Qty*Basic Cost | System
Per Unit) calculated
13 Mobilization Amount Enter the mobilization amount. Enter 0 if | 12000
no mobilization amount is taken
14 Evaluated Price Will be auto populated System
calculated
15 Sum of all Applicable Taxes Enter the total amount of all the taxes 2300
16 Total Cost (Contract Value) Will be auto populated as (Total Base System
Cost (Item) + Sum of all Applicable Taxes) | calculated
b. Click ‘Save’

c. Click ‘Print WQ’. System will give an option to Open/ Save the WO. Save the WO on your

computer with a proper name. Update the sections highlighted in yellow and save the

document.

d. Click ‘Print Contract’. System will give an option to Open/ Save the Contract. Save the

Contract on your computer with a proper name. Update the sections highlighted in yellow and

save the document.

41. Click on ‘Step 2: View/Update Payments details’ link. ‘Payments’ subtab will be seen in the lower

section.

a. Click on the payment term name a pop up will be seen

b. Fill the fields on the page. Details of the fields are mentioned below;
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Sr. No. | Field Name Field Description Sample Data
1 Expected This is auto calculated as Contract Start Date | 30
Completion Date + Expected Completion Period. Edit the date
if required.
2 Expected Payment | Enter the expected date when payment will | 12/08/2011
Date be made against this completion. Date
format is DD/MM/YYYY

c. Click ‘Save’.

d. Update the other payment terms by repeating steps a.to c.

42. Click on ‘Step 5: Upload WO, LOA & Contract Form’ link. ‘Documents’ subtab will be shown in the

lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

Document Category

. ( rmldatowj

Select Document to be Uploaded :

Browse...

L *‘vl&
Description :
&
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to
uploaded upload.
2 Document Select the appropriate document category. Letter of
Category Acceptance
3 Description Enter more information about the uploaded | Signed LOA
document. uploaded

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.
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e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click
‘Delete’ link.

f. To upload WO repeat Steps a. to c. (Select document category as ‘Work Order’)

g. To upload Contract repeat Steps a. to c. (Select document category as ‘Contract Form’)

43. On completion of “‘Work Order’ stage Click on ‘Move to Next Stage’. This will move the procurement
to ‘WCC & Payments’ stage.

WCC & Payments

In this stage Work completion details are captured and Payment tracking is performed.

44, Click On ‘Step 1: Add/View Work Completion’ link. ‘Work Completion’ subtab will be seen

a. Clickon ‘Add’, a pop up will be seen

|1 Save | 'Save and Add | > close | Help |
(+ Mandatory
Work Completion Certificate

Actual Date of Completion 132],
Work Done Balance Work
* *
Comments
@

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. Field Name Field Description Sample Data

No.

1 Actual Date of Enter the completion date. Date format is | 22/18/2011
Completion DD/MM/YYYY

2 Work Done Mention the work completion details

3 Balance Work Mention the details of the remaining work

4 Comments Enter comments, if any

c. Click ‘Save’
d. Click on “ Generate WCC’ , which is on the upper bar of the main (WCC) section. WCC Report will

be generated.
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" Save | Generate WCC |~ Savea ®

Work Completion Certificate

Work Order
Number

(* Mandatoryj

Actual Date of 19/12/2011 132l
Completion

Work Done wewe

*

Comments wewe

Balance Work wewe

@

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

45. Click on ‘Step 2: Enter/View Payment Details’. ‘Payments’ subtab will be seen in the lower section

a. Click on the Payment Term a popup will be seen

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. | Field Name Field Description Sample
Data
1 WCC Generated? | Check this box if Work completion certificate is
generated
2 Work Completed? | Check this box if work is completed
3 Actual Completion | Enter the actual date of completion. Date | 12/10/2011
Date format is DD/ MM/ YYYY
4 Liquidated Check this box if Liquidated Damages are going
Damages Waived? | to be waived
5 Liquidated Will be auto populated if ‘Actual Completion
Damages date’ is more than ‘Expected completion date’
6 Actual Completion | Enter the actual completion period in days
Period
7 Comments Comment on Actual completion period, if
required
8 Actual Payment Enter the date when payment is made. Date 13/08/2011
Date format is DD/MM/YYYY
9 Comments Comment on Actual Payment Date, if required
10 Actual Payment Enter the actual amount paid. Ideally, this | 12000
Amount amount + the Retention Money amount should
match the Expected Payment amount
11 Comments Comment on Actual Payment Amount, if
required
12 Retention Money | Will be auto calculated as 5% of Expected | 2300
payment amount
13 Deduction For Enter the deduction for mobilization amount if | 2000
Mobilization any
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14 Cheque/Draft Enter the Cheque/ Draft number by which | 40023467
Number payment is made

15 TDS Enter the TDS amount

16 Quality Check Select Yes if Quality check is carried Out Yes
Carried Out

c. Click ‘Save’
d. To enter details of another payment repeat steps a. to c.
46. In cases where Amendment is made click on ‘Fill Amendment details, if required’ link.

47. Fill the fields on the page. Details of the fields are mentioned below;

Sr. No. Field Name Field Description Sample
Data
1 Is Amendment required? Select yes to perform amendment. | Yes

Other fields (described below) will be
shown once ‘Yes’ option is selected.

2 Defects Liability Period System will show the Defects Liability
period. Edit the period, if required.

4 Work Completion Date System will show the completion date.
Edit the date as per new completion
date.

3 Performance Security Amount System will show the performance
security amount. Edit the amount, if
required

5 Performance Security Expiry Date | System will show the performance

security expiry Date. Edit the date as
per new expiry date

48. Click ‘Save’
49. ‘Payments’ subtab is shown in the lower section. Click on the payment term name and update the

details as per new terms.

Note: Only those payment terms are editable which do not have any actual completion date

50. Select ‘Yes’ in the ‘Amendment Complete?’ field.

51. Click ‘Save’. This will complete the amendment process. After completing the amendment user can
continue to track WCC and Payments.

52. 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
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| — & " Complete Procurement Process | & 7 'Status ] .‘“I:.‘s’.. Completion Checkhs t | Cancel Procurement

4 Help |

(+ Mandatory)
Package : NW(TEQIP-II/2011/CSL/NCB/4) Current Stage : Work Completion Certificate and Payments

P Bka.Petals| Gen-o0.Big| | omm.. o ! =R iel WCC & Payment
_.LI_LLMJMM 1: Add/View Work Co! >> s gp_zmug_gum >> S ﬁpj_md_limsmsn_ta_lgw >> If require fill Ammendment
details

G Completion Checklist - Windows Internet Explorer

Completion Checklist

4 Question

\Are all the payments done? [ &l
iIs all the works completed? | V}*
|Is the environmental checklist updated and uploaded? vp

a. Fillin the completion checklist
b. Click ‘Save’

39. Click on ‘Complete Procurement Process’ this will complete the procurement for that Package.
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ICB

Purpose

To perform procurement of goods using ICB method.

Process flow

ICB Goods

¢ >3 3 # 0 #
I
Advertisement &
Generate Bid Document Issue of Bid Bid Opening Bid Evaluation

ﬁ=> —G—g

Rocommondauon of Award  Letter of Acceptance Contract & PO GRN & Payments

Role(s)
o Procurement Coordinator (institution)
Prerequisite

o Package to be procured should fall under category goods.

o Value of the package should be >USD 300,000
Process Details
Steps for ICB are same as NCB except;

¢ At the advertisement stage ‘International site details’ and ‘UNDB’ published data can be

inputted.

® At every stage World Bank prior review is required thus after every stage package will go for

World Bank review.
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LIB

Purpose

To perform procurement of goods using ICB method.

Process flow

LIB Goods
Generate Bid Document Invitation Letter Bid Opening Bid Evaluation
()
< 2 2
Cocommondauon of Award  Letter of Acceptance Contract & PO GRN & Payments
Role(s)

o Procurement Coordinator (institution)
Prerequisite

o Package to be procured should fall under category goods.

o Value of the package should be >USD 300,000
Process Details

Steps for LIB are same as ICB except;

® Advertisement is not done in LIB, it is done by direct invitation.
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Chapter

SERVICES METHOD

Procurement Using QCBS/FBS/LCS/CQS/SSS/

Individual Consultant — Competitive/Individual Consultant - SSS
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Quality and Cost Based Selection (QCBS)

Purpose

QCBS is most generally used method for selecting service providers. QCBS method can be used for

selecting providers for Research contracts, professional services, training, workshops and fellowships.

Process flow
Quality and Cost Based Selection (QCBS) \
N A &
%
Prepare TOR Advertisement EOI Evaluation and Prepare RFP issue of RFP

And approval by WB And EOI Shortlisting

Technical Proposal  Financial Proposal Recommendation Contract Generation Contract Tracking
Evaluation Opening of Award and Payments
Role(s)

o Procurement Coordinator (institution) — initiates and carries out the process of selection of
providers.

o Procurement Coordinator (SPFU) — reviews the procurement if submitted to him for prior
review.

o Procurement Coordinator (NPIU) — reviews the procurement if submitted to him for prior

review.

Prerequisite

o Financial Sanction should be obtained for procurement of the service.
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o TOR (Terms of References) should be prepared and reviewed by reviewing authorities at

Institution, SPFU and NPIU.

o TOR should be reviewed and approved by World Bank Officials.

o Technical Review Committee should be formed for this procurement. This committee will

review and evaluate technical proposals received by the consultants based on the evaluation

criteria given in the RFP document.

Prior Review Scenarios

o For State-sponsored institutions

O

If estimated cost is <10,000 USS and shortlisted consultants at EOI Shortlisting stage are
not equal to 6, then the procurement will be sent to respective SPFU procurement
coordinator for prior review.

If estimated cost is between 10,000 USS and 1,00,000 USS, then the procurement will
be sent to respective SPFU procurement coordinator for prior review.

If estimated cost is between 1,00,000 US$ and 2,00,000 USS, then the procurement will
be sent to SPFU procurement coordinator. When he gives NOC, it will be sent to to NPIU
procurement coordinator for prior review.

If estimated cost is 2,00,000 USS and above, then the procurement will be submitted to
SPFU procurement coordinator. When he gives NOC, it will be sent to NPIU

procurement Coordinator to obtain World Bank NOC.

o For Centrally Funded Institutions,

O

If estimated cost is <10,000 USS and shortlisted consultants at EOI Shortlisting stage are
not equal to 6, then the procurement will be sent to respective SPFU procurement
coordinator for prior review.

If estimated cost is between 10,000 USS and 2,00,000 USS, then the procurement will
be sent to NPIU procurement coordinator for prior review.

If estimated cost is 2,00,000 US$ and above, then the procurement will be submitted to

NPIU procurement Coordinator to obtain World Bank NOC.

Process Details

The following section explains procurement of services using QCBS method step-by-step.
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The first stage is “Generation of TOR”

Generation of TOR

In this stage activities related to TOR approval are performed. Technical Evaluation Committee will be
defined in this stage. This committee will be involved in evaluation of technical proposals submitted by

the consultants.

‘TOR’ tab will be selected by default.

Pkg Detai,l‘svl Advt. and EOI| Shcrtlistingl RFF‘I Issue of RFP| Tech. Evall Financial Openingl Contract Gen.l Contract Award and Payments
Step 1:Enter Bank NOC details>> Step 2: Define Tech Eval Committee>> Step 3: Upload TOR document
Bank NOC for TOR? v

Bank NOC Date for TOR g1/03/2011 132l

There are no items to show in this view.

1. Fill following details on the page related to World Bank NOC for TOR.

Sr. | Field Name Field Description Sample Data
No.

1 Bank NOC for TOR | Enter the checkbox if World Bank NOC has been
obtained for the TOR
This field is not mandatory.

2 Bank NOC Date for | Enter date in DD/MM/YYYY format or select date
TOR using calendar.

You cannot enter past Date.

Please enter date on which World Bank has given
its NOC for the TOR.

2. Click ‘Save’.
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3. Click “Step 2: Define Tech Evaluation Committee” link. ‘Technical Evaluation Committee’ subtab is
shown in the lower section.

4. Define Technical Evaluation Committee members.
a. To add a Technical Evaluation Committee member, click on the ‘Add’ link, which is within the

subtab. A popup will be seen

(+ Mandatory)
Member Name ¢ *

b. It has only one field — Member Name. Fill the name of member in the field.
c. Click ‘Save’
d. To add another member, repeat steps a to c.
5. Click “Step 3: Upload TOR Document” link. ‘Documents’ subtab is shown in the lower section. It
contains all documents uploaded in the system at various stages of the procurement.
6. Upload finalized and approved TOR Document.
a. Click ‘Add’ link, which is within the subtab. A popup will be seen

(+ Mandatory)A

Select Document to be Uplcaded :
| Browse...

Document Category

Description

b. Fill the fields on the page. Details of the fields are mentioned below;
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Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisisapproved
document. TOR.

c. Click ‘Upload’ to upload the document in the system.

7. After the document is uploaded, it will appear on the list shown in ‘Documents’ section.

8. You can select and delete any document that has been uploaded in current stage of the

procurement. For e.g. if you are in ‘TOR Generation’ stage, you can delete documents that you have

uploaded in this stage. To delete a document, select ‘Delete’ checkbox against the document and

click ‘Delete’ link.

9. On completion of ‘Generation of TOR’ stage click on ‘Move to Next Stage’. This will move the

procurement to ‘Adv & Issue of EOl’ stage.

Adv & Issue of EOI

In this stage Advertisement related activities are performed.

‘Advt. and EOI’ tab is selected by default.

Pkg Detailsl TORI Shcrtlistingl RFP

Step 1: Generate Advertisement >> Step 2: Fill Advt. Details >> Step 3: Enter Consultant Details >> Step 4: Upload/View Advertisement

There are no items to show in this view.

Issue of RFP‘l Tech. Eval| Financial Opening| Contract Gen.| Contract Award and Payments
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10. Click ‘Step 1: Generate Advertisement’. The advertisement will be generated. Save the locally and

make necessary changes.

11. Click “Step 2: Fill Advt. Details” link. Fill the fields on the page. Details of the fields are mentioned

below;
Sr. | Field Name Field Description Sample Data
No.
1 Local Paper Name | Enter name of the local newspaper in which the | Sakal

advertisement for procurement of the service will
be published.

National Paper
Name

Enter name of the national newspaper in which
the advertisement for procurement of the service
will be published.

Times of India

Date of Release of
Advertisement

Please enter date on which the advertisement will
be released by your institution to the Publishing
Agency/Department.

Enter date in DD/MM/YYYY format or select date
using calendar.

This date cannot be earlier to date on which the
procurement was initiated.

Last Date of EOI
Submission

This date is the last date for submission of EOI.

System will auto-calculate as 21 days from date of
Release of Advertisement.

If required, you can modify this date by entering
date in DD/MM/YYYY format or selecting date using
calendar.

15/03/2011

Actual Date of
Publication (Local)

Enter date in DD/MM/YYYY format or select date
using calendar.

Please enter date on which the advertisement was
published in local news paper.

Actual Date of
Publication
(National)

Enter date in DD/MM/YYYY format or select date
using calendar.

Please enter date on which the advertisement was
published in national news paper.

12. Click ‘Save’.

13. Click “Step 3: Enter Consultant Details” link.

section.

a.

Click *Add’, which is within the subtab. A pop up will be seen

‘Consultant Details’ subtab is shown in the lower
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" save | 'save and Add | 2l

PR et VO ST T D P P A B S P =N
(+ Mandatory)
IIITM Gwalior | Package : QCBS (TEQIP-1I/2011/CFI-Gw/QCBS/7)

Consultant Details

Consultant Name

e Address

Select Consultant from PMSS Database

City

Name Of Representative

b. Fill the fields on the page. Details of the fields are mentioned below;

A State

*

&

*

Pin Code 4+  Phone Number L
FAX Number Email ID
TAN Number PAN Number
Tax Number

Sr. | Field Name Field Description Sample Data
No.
1 Consultant Name Enter Name of the consultant. ABC Consultants
Consultant can also be searched using ‘Select
Consultant from PMSS Database’ link. Click on this
link will display the existing list of consultants, if
any. Once the list is displayed, click on the
consultant’s name. This will auto populated the
selected consultant’s data. In order to search
additional consultants within the state or city use
the filters provided on the page.
2 Address Enter the address of the Consultant STI Towers,
Unit# 141/38,
Campus 29. RMZ
Millenia Business
Park.
881, Dr. MGR Road
3 City Enter the city of the Consultant Pune
4 State Enter the state of the Consultant Maharashtra
5 Email ID Enter the Email ID of the Consultant ftti@efttil.com
6 Pin Code Enter the Pin Code of the Consultant 411232
7 Name Of Enter the Representative of the Consultant Mr. Mohan Solanki
Representative
8 Phone Number Enter the Phone Number of the Consultant. | 26422689
To enter more than one number use comma (,) as
a separator.
9 PAN Number Enter the PAN Number of the Consultant ANS44874
10 | TAN Number Enter the TAN Number of the Consultant
11 | Tax Number Enter the TAX Number of the Consultant
c. Click ‘Save’.
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d. To add another consultant, repeat steps a to c.

14. Click “Step 4: Upload/View Advertisement” link. ‘Documents’ subtab is shown in the lower section.
It contains all documents uploaded in the system at various stages of the procurement.

15. Upload the Advertisement Document.

a. Click ‘Add’ link, which is within the subtab. A popup will be seen

(» Mandatory)
Select Document to be Uploaded

| Browse...

Document Category

vh
Description
@
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisis approved
document. TOR.

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.
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16. On completion of ‘Adv & EOI Opening’ stage click on ‘Move to Next Stage’. This will move the

procurement to ‘EOI Opening & Shortlisting of Consultants’ stage.

EOI Opening & Shortlisting of Consultants

In this stage the EOI opening is performed and responsive consultants are identified.

‘Shortlisting’ tab is selected by default.

Pkg Detailsl TORI Advt. and EOII RFDI Issue of RF::'l Tech. Evall Financial Cpeningl Contract Gen.l Contract Award and Payments

Step 1: Fill following Details >> Step 2: Add/View Consultants >> Step 3: Print EOI Opening Form >> Step 4: Shortlisting of Consultants >>
Step 5: Upload EOI Opening MOM & EOI Shortlistin

EOI Opening Date

fime
ot
IN
¥

There are no items to show in this view.

17. On “Step 1: Fill following Details”, fill actual EOI Opening Date in DD/MM/YYYY format or select date

using calendar. This date cannot be earlier to date on which the procurement was initiated.
18. Click “Step 2: Add/View Consultants” link. ‘Consultant Details’ subtab is shown in the lower section.
a. The subtab displays list of consultants added at ‘TOR Generation’ stage. If there are any new

consultants who have submitted their EOIl Proposals, follow these steps to add new consultant;

b. Click ‘Add’, which is within the subtab. A pop up will be seen

136



Procurement Management Support System - PMSS v1.0

User Guide

SISV SRS,

&

Fereir e SN TN

Consultant Details

Consultant Name

IIITM Gwalior | Package : QCBS (TEQIP-1I/2011/CFI-Gw/QCBS/7)

b Address

Select Consultant from PMSS Database

City

Name Of Representative

Pin Code
FAX Number
TAN Number
Tax Number

L State

*
4+  Phone Number
Email ID
PAN Number

( Ma;\datofv)

&,

*

c. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Consultant Name Enter Name of the consultant. ABC Consultants
Consultant can also be searched using ‘Select
Consultant from PMSS Database’ link. Click on this
link will display the existing list of consultants, if
any. Once the list is displayed, click on the
consultant’s name. This will auto populated the
selected consultant’s data. In order to search
additional consultants within the state or city use
the filters provided on the page.
2 Address Enter the address of the Consultant STl Towers,
Unit# 141/38,
Campus 29. RMZ
Millenia Business
Park.
881, Dr. MGR Road
3 City Enter the city of the Consultant Pune
4 State Enter the state of the Consultant Maharashtra
5 Email ID Enter the Email ID of the Consultant ftti@efttil.com
6 Pin Code Enter the Pin Code of the Consultant 411232
7 Name Of Enter the Representative of the Consultant Mr. Mohan Solanki
Representative
8 Phone Number Enter the Phone Number of the Consultant. | 26422689
To enter more than one number use comma (,) as
a separator.
9 PAN Number Enter the PAN Number of the Consultant ANS44874
10 | TAN Number Enter the TAN Number of the Consultant
11 | Tax Number Enter the TAX Number of the Consultant

d. Click ‘Save’.
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e. To add another consultant, repeat steps a to c.

19. Click “Step 3: Print EOl Opening Form” link. This will open EOI opening form. This form can be used
during EOI Opening. Print of this form can be taken and EOI opening details can be recorded on this
form. The consultant names are seen on this form against which EOl opening details can be mentioned.
Shortlisting of consultants can be done using the data filled on this form.

20. Click “Step 4: Shortlisting of Consultants” link. A popup will be seen

Shortlisted Consultants IIITM Gwalior | Package : QCBS (TEQIP-II/2011/CFI-Gw/QCBS/7)

'10. Consultant 2 -
@
10. Consultant 6 T No er
; &,
EConsuItant 1 [ No v
R,
;Consultant 5 ™ 3}.,
‘ &
|M/S ABC o vl
| @,
a. Fill fields mentioned below for each consultant;
Sr. | Field Name Field Description Sample Data
No.
1 Is Shortlisted Select Yes or No. No
Select Yes if the consultant has been shortlisted
Select No if the consultant has not been
shortlisted
2 Comments Enter reasons for short listing or rejection of the | Not adequate
consultant. project experience

b. Click ‘Save’. At the time of saving, if shortlisted consultants are not 6, the system will ask for
confirmation to continue the process.
c. Click ‘Close’ to close the popup window.

21. If shortlisted consultants are not exactly 6, the system will show a message as shown below;
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Pka Detailsl TO_Rl Advt. and EOI_I RFPI Issue of RFPITech. Eval| Financial Opening| Contract Gen.| Contract Award and Paymentsl

Step 1: Fill following Details >> Step 2: Add/View Consultants >> Step 3: Print EOI Opening Form >> Step 4: Shortlisting of Consultants >>
Step 5: Upload EOI Opening MOM & EOI Shortlistin:

Total number of Shortlisted Consultants should be 6.

There are no items to show in this view.

22. Click “Step 5: Upload EOI Opening MOM and EOI Shortlisting” link. ‘Documents’ subtab is shown in the
lower section. It contains all documents uploaded in the system at various stages of the procurement.
23. To upload the EOl Opening MOM Document;

a. Click ‘Add’ link, which is within the subtab. A popup will be seen

(+ Mandatory)
Select Document to be Uplcaded :

| Browse...

Document Category

| ¥l
Description
3
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisis approved
document. TOR.
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Click ‘Upload’ to upload the document in the system.

Repeat the step 1-c to upload EOI Shortlisting document.

Uploaded documents will appear on the list shown in ‘Documents’ section.
User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

24. On completion of ‘EOI Opening & Shortlisting of Consultants’ stage click on ‘Move to Next Stage’.

25. If Prior review is applicable to the procurement, it will be sent for prior review. Please refer section

‘Prior Review Scenarios’ for details.

26. After necessary approvals are obtained, the procurement will move to the next stage ‘RFP

Preparation’.

RFP Preparation

In this stage the required information for RFP is accepted and RFP document is generated.

‘RFP’ tab is selected by default.

Pkg Details] TORI Advt. and EOII Shortlisting m Issue of RFP| Tech. Eval| Financial Cpening| Contract Gen.| Contract Award and Payments

Step 1: Fill Following Details >>
Step 4: Define Delive

Payment Milestones

Step 2: Instruction to Consultants >> Step 3: Define Technical Criteria >>

>> Step 5: Generate RFP >> Step 6: Upload RFP

Type of Contract Proposal Submission Date 30/04/2011 32|, +(hh:mm)
Pre-proposal Meeting Date 16/04/2011 1§2] {hh:mm)
There are no items to show in this view.
27. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
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Type of Contract Select appropriate Contract Type from the list— | Lump sum

Lump sum or Timebased.

According to Procurement Manual, Lump-sum

contracts are used for assignments in which the

content and the duration of the work are clearly

defined.

Time Based Contracts are used for assignments in

which it is difficult to define the scope and the

duration of the work to be performed.

This is one of the important fields.
Proposal This date is the last date for submission of | 30/04/2011
Submission Date Proposal.

System will auto-calculate and display this date as

45 days from date of Release of Advertisement.

If required, you can modify this date by entering

date in DD/MM/YYYY format or selecting date using

calendar. If you modify this date, please verify Pre-

proposal Meeting Date.

This date should be atleast 45 days from date of

Release of Advertisement.
Proposal Enter Time in HH:MM format 11:00
Submission Time
Pre-proposal This date is the last date for submission of | 16/04/2011
Meeting Date Proposal.

System will auto-calculate and display this date as

14 days prior to Proposal Submission Date.

If required, you can modify this date by entering

date in DD/MM/YYYY format or selecting date using

calendar.
Pre-proposal Enter Time in HH:MM format 12:00

28.

Meeting Time

Click “Step 2: Instruction to Consultants” link. A popup will be seen;
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M ® rd

e ST = =

Generation Of RFP Document

Technical Criteria

}:«'Mandt;

Minimum Technical Passing Score : > % %
Weightage For Technical Proposal : 1 %
Weightage For Financial Proposal : 1 %

Instruction To Consultants -Data Sheet

Paragraph
Reference

1.1

1.2

1.3

1.4

1.14

2.1

3.3(b)

3.4

[Name of the Client: IIITM Gwalior
Method of selection: Quality and Cost Based Selection

Financial Proposal to be submitted together with Technical Proposal : [~
Name of the assignment is: QCBS

A pre—pfoposal conference will be held:Yes.
The Client’s representative is:

The Client will provide the following inputs and facilities:

Q*

Proposals must remain valid 120«days after the submission date, i.e. until:

1132],
|Clarifications may be requested not later than 20/04/2011 132},
The address for requesting clarifications is:
The estimated number of professional staff-months required for the

assignment is:

The format of the Technical Proposal to be submitted is: \-v‘»«

tory

a. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Min Score for | This is minimum qualifying score for | 75
Technical Technical Proposals.
Proposal This will be auto-populated by the system.
2 Weightage for | This is weightage for technical proposal. | 75
technical This will be auto-populated by the system.
proposal
3 Weightage for | This is weightage for financial proposal. | 25
financial This will be auto-populated by the system.
proposal
4 1.2 Select the checkbox if Financial Proposal is
required along with technical proposal
5 13 Enter name of the representative from the | Prof A U Digraskar, CPA, NPIU
client
6 1.4 Enter inputs and facilities to be provided | (i) An orientation about the
by the client agreed procurement
procedures for the
project;
(ii) Procurement Manual
developed for the
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project;
7 1.14 Enter Proposal Validity Period in days. 120
Based on this value Proposal Validity Date
will be auto-calculated by the system.
8 2.1 This date is the last date for seeking | 20/04/2011
clarifications on the RFP
This date will be auto-calculated by the
system as 10 days prior to Proposal
Submission Date.
If required, you can modify this date by
entering date in DD/MM/YYYY format or
selecting date using calendar.
This date should not be less than last date
of EOIl submission.
8 2.1 Enter of address for requesting | National Project
clarifications Implementation Unit
EJCIL House, 4" Floor, 18- A,
Sector 16- A,
Gautum Budh Nagar,
Noida (U.P) — 201301
9 3.3(b) Enter estimated number of staff months | 40
for this assignment
10 |34 Select the format of technical Proposal | FTP
required to be submitted by the
consultants — FTP or STP
This depends on nature of the assignment
11 | 3.4(g) Enter here training related needs, if any. The consultant will
Select the checkbox is the training is needed | undertake one day Training
and enter information about training| and Orientation, estimated
requirement in the given text area. to be 40 Training Days (One
Day training is estimated for
each batch, comprising 20-25
end users.)
12 | 3.7 This information is related to local taxation | Yes
is applicable. Select ‘Yes’ from the list if
the location taxation is to be applied to
the amounts paid to the consultant under
the contract.
13 (43 Enter no. of copies of proposal to be | 2
submitted
14 | 45 Enter address where proposal should be | National Project
submitted. Implementation Unit
EdCIL House, 4™ Floor, 18- A,

143




Procurement Management Support System - PMSS v1.0 User Guide

Sector 16- A,
Gautum Budh Nagar,
Noida (U.P) — 201301
15 | 6.1 Enter expected contract negotiation date. | 01/06/2011

If required, you can modify this date by
entering date in DD/MM/YYYY format or
selecting date using calendar.

This date should not be less than last date
of submission of Proposal.

16 | 6.1 Enter address of location at which contract | National Project

negotiation meeting will be conducted Implementation Unit

EdCIL House, 4™ Floor, 18- A,
Sector 16- A,

Gautum Budh Nagar,

Noida (U.P) — 201301

17 | 7.2 Enter expected date on which the contract | 15/06/2011
will be commenced
18 | 7.2 Enter location at which consulting services | NPIU, Noida

will be commenced

b. Click ‘Save’.

29. Click “Step 3: Define Technical Criteria” link. ‘Technical Criteria’ subtab is shown in the lower
section.

30. Initially, list of some default technical criterias will be displayed. These are some basic criterias
added by NPIU Administrator as part of configuration settings of the system.

31.You can add new criteria, modify or delete existing criterias.
a. To add new criteria, Click ‘Add’ which is within the subtab. A pop up will be seen

w&;'; ,y‘.lﬂ\ﬂ“i\' nd Ade !&’u& | |
(+ Mandatory)
Technical Criteria IIITM Gwalior | Package : QCBS (TEQIP-11/2011/CFI-GwfQCBS/7)

Package Code TEQIP-II/CFI-Gw/7
Package Name QCBS
Technical Criteria Description proposed Service level Agreement]

Marks 21%

Sub Criteria (1

sub Criteris Question

Proposed Service level Agreement 21

&

b. Fill the fields on the page. Details of the fields are mentioned below;
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Sr. | Field Name Field Description Sample Data

No.

1 Technical Criteria Enter name of technical criteria. This name will | Experience of the
Description appear in bidding documents and evaluation | organisation/

forms. consultant relevant
to the assignment
2 Marks Total marks for this technical criteria 9
c. Click ‘Save’

d. To add sub-criteria , click on the ‘Add’, which is in the ‘Sub Criteria’ section. A row will appear

where the sub-criteria can be added.

e. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data

No.

1 Sub Criteria | Enter Sub Criteria description Specific experience in

Question software  development

related to procurement
management  (indicate
max. 2 projects in last 3
years)

2 Marks Enter marks for the sub-criteria 5

f. To add another sub-criteria, repeat steps a to c. Click ‘Save’.

32. To add another criteria, repeat steps a to f.

33. Please ensure that total of marks for all technical criteria defined for the procurement is exactly 100.

34. Click “Step 4: Define Milestones” link. ‘Milestones’ subtab is shown in the lower section.

a. To add a milestone, Click ‘Add’ which is within the subtab. A pop up will be seen

=] ®

Payments

Pa

Milestone Name

yable Amount (in %)

Milestone Description

Exp. Delivery Period (in days)

(+ Mandatory)
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b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data

No.

1 Milestone Name Enter name of the milestone BRD Signoff

2 Milestone Enter description for the milestone After BRD signoff
Description

3 Payment Amount Enter percentage of amount to be paid for this | 10
(%) milestone

Total of Payment Amount % for all milestones
should be exactly 100.

4 Expected Delivery | Enter period in days in which this milestone | 30
Period should be accomplished.

In later stages of the procurement, expected
delivery date will be calculated using this value.

c. Click'Save’ or ‘Save and Add’. ‘Save and Add’ link should be used if you want to
save the data and add another milestone. Alternatively, you can click ‘Save’ and to
repeat steps a to c.

35. Please ensure total of ‘Payment Amount %’ for all milestones is exactly 100.

36. Click ‘Step 5: Generate RFP’. The RFP document will be generated. Save the file locally and make
necessary changes to the sections highlighted in yellow. Before generating the document, system
validates the required information and prompts for missing information.

37. After completing changes to the locally saved RFP document, click “Step 6: Upload RFP” link.
‘Documents’ subtab is shown in the lower section. It contains all documents uploaded in the system
at various stages of the procurement.

38. Upload the RFP Document.

a. Click ‘Add’ link, which is within the subtab. A popup will be seen
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(+ Mandatory')'

Select Document to be Uplcaded :

Document Category

Browse...

, v
Description :
&
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisis approved
document. TOR.
c. Click ‘Upload’ to upload the document in the system.
d. Uploaded document will appear on the list shown in ‘Documents’ section.
e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

39. On completion of ‘RFP Generation’ stage click on ‘Move to Next Stage’.

40. If Prior review is applicable to the procurement, it will be sent for prior review. Please refer section

‘Prior Review Scenarios’ for details.

41. After necessary approvals are obtained, the procurement will move to the next stage ‘Issue of RFP’.
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Issue of RFP

In this stage invitation letters are generated for shortlisted consultants and RFP document is issued to
them. Pre-proposal meeting details are also recorded in this stage.

‘Issue of RFP’ tab is selected by default.

(+ Mandatory)
Package : QCBS(TEQIP-II/2011/CFI-Gw/QCBS/7) Current Stage : Issue of RFP

m&‘mwmm Tech. Evall Financial Openingl Contract Gen.| Contract Award and Payments'

tep 1: Generate Invitation Letters >> Step 2: Vi Print L ion Letter >>Step 3: Fill Pre-proposal Meeting details >> Step 4: Upload Pre-
proposal Meeting Documents >> Extension of Proposal Submission Date, if required >> Upload Corrigendum (If any)

There are no items to show in this view.

42. Click ‘Step 1: Generate Invitation Letters’ link. Request will be sent for generating Invitation letters
for shortlisted consultants. The letters are generated by a separate service. Please revisit this page
after some time to view or print the letters.

43. Click ‘Step 2: View/Print Invitation Letters’ link. ‘Shortlisted Consultants’ subtab is shown in the

lower section. This subtab lists consultants which are been shortlisted.

Shortlisted Consultants (6)

. Consultant |

Narma ‘ Consultant Address . Phone No Invitation Letter

M/S ABC ‘dress of 10. Consultant 1 is: FTTI Pvt Ltd. Unit= 926/80,4 floor, Campus 49. ; 98229996808 7

|RMZ Millenia Business Park.383, Dr. MGR Road, Pune. _ INV LETTER l?O.dcc”
Consultant 5 | Adress of 10. Consultant 5 is: FTTI Pvt Ltd. Unit= 659/30,9 floor, Campus 28. 98229919792

|RMZ Millenia Business Park.581, Dr. MGR Road, Pune. INV LETTER 171.dec
Consultant 1 |Adress of 11. Consultant 1 is: FTTI Pvt Ltd. Unit# 926/80,4 floor, Campus 49. 98229996807

|RMZ Millenia Business Park.383, Dr. MGR Road, Pune. ] |INV_LETTER 172.dec
10. Consultant |Adress of 10. Consultant 6 is: FTTI Pvt Ltd. Unit= 968/42,1 floor, Campus 64. 98229915797
& |RMZMillenia Business Park.998, Dr. MGR Road, Pune. INV5LETTER $173:dot)
10. Consultant |Adress of 10. Consultant 2 is: FTTI Pvt Ltd. Unit# 937/38,8 floor, Campus 5. RMZ| 9822996095
= Millenia Business Park.314, Dr. MGR Road, Pune. INV LETTER 169.doc
10. Consultant |Adress of 10. Consultant 1 is: FTTI Pvt Ltd. Unit= 926/80,4 floor, Campus 49. 98229995808
1 |RMZ Millenia Business Park.383, Dr. MGR Road{ Pune. INV LETTER 168.doc |
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44,

45.

46.

47.
48.

Click on link in ‘Invitation Letter’ column to view the invitation letter for the consultant. Save the file

locally and make necessary changes to the sections highlighted in yellow.

Issue of RFP to the consultants is an offline process. Please follow the steps below to create RFP

document to be issued to a consultant ;

a.
b.
C.

d.

e.

Open the invitation letter for the consultant and copy the contents.

Open the RFP document and locate section ‘Section 1. Letter of Invitation’ in the document.

Replace the copied invitation letter in place of ‘<Note: Replace the Invitation Letter here.>’

Save the RFP document with a new suitable name.

Repeat steps a to d for all shortlisted consultants.

After completing these steps, you can proceed to sending the RFP documents to the consultants

along with other essential documents.

Click “Step 3: Fill Pre-proposal Meeting Details” link.

Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data

No.

1 Actual Pre Enter date on which Pre-proposal meeting was | 21/03/2011

proposal Date conducted
Enter date in DD/MM/YYYY format or select
date using calendar.

2 Pre-proposal MOM | Enter Minutes of Pre-proposal Meeting. Please see details in
Alternatively you can provide summary about| ‘Pre-Proposal Meeting
the meeting in this text box and upload a| Document’
separate Pre-proposal MOM document as part
of ‘Step 4 - Upload Pre-proposal Meeting
Documents’.

3 Clarification Issued | Select Yes or No or Not required. Yes

to all Consultants Select Not required if there are no clarifications
that can be issued.
Select No if clarifications have not yet been
issued to the consultants.
Select Yes if clarifications are issued to all the
consultants.
4 Date of Enter date on which clarifications are issued to | 22/03/2011
Clarification Issued | the consultants.
Enter date in DD/MM/YYYY format or select
date using calendar.
This date should not be less than Pre-proposal
Meeting date.
5 Clarification Details | Enter details of clarification issued to the | Revised copy of

consultants.

Procurement Manual
has been circulated.
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49, Click ‘Save’.

50. Click “Step 4: Upload Pre-proposal Meeting Documents” link. ‘Documents’ subtab is shown in the lower

section. It contains all documents uploaded in the system at various stages of the procurement.

51. Upload Pre-proposal Meeting related documents. The documents can include Pre-proposal Meeting

Minutes, presentations exhibited during the meeting, clarifications etc.

a. Click ‘Add’ link, which is within the subtab. A popup will be seen
( Mandatory)'
Select Document to be Uplecaded
| Browse...
Document Category
Description
& .
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisis approved
document. TOR.
c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.
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e.

User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

52. If Extension of Proposal Submission Date is required, click link ‘Extension of Proposal Submission

Date, if required’. A popup will be seen;

IIITM Gwalior | Package : QCBS (TEQIP-11/2011/CFI-Gw/QCBS/7)
Current Stage : Issue of RFP

Extended Date ~Print Amendment Form ! Reason for Extension

There are no items to show in fhis view,

Total Records :0

=

(+ Mandatory)

Extension of Bid

Current Submission Date 01/05/2011 12| =
Extended Date 132],
Reason for Extension
@
a. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Current This will be displayed by the system and cannot be | 01/05/2011
Submission Date edited.
2 Extended Date Enter new Proposal Submission Date. 10/05/2011
Enter date in DD/MM/YYYY format or select date
using calendar.
This date should not be less than current
Submission Date.
3 Reason for | Specify reason for extending the date. Scope of
Extension Procurement Plan
module has been
revised.

151




Procurement Management Support System - PMSS v1.0 User Guide

b. Click ‘Save’
c. Avrecord for the extended date will be added to the list on the top of the page.

IIITM Gwalior | Package : QCBS (TEQIP-11/2011/CFI-Gw/QCBS/7)
Current Stage : Issue of RFP

Extended Print Amendment
Date Form

11/05/2011. | print Amendment Form

Reason for Extension

Scope of Procurement Plan module has been
revised,

d. Click ‘Print Amendment Form’ link to generate the amendment letter. Save the file locally. The
letter should be sent to all shortlisted consultants.

53. If there is any corrigendum/addendum issued to the consultants, Click “Step 4: Upload
Corrigendum” link. ‘Documents’ subtab is shown in the lower section. It contains all documents
uploaded in the system at various stages of the procurement.

54. Upload the corrigendum/addendum document.

a. Click ‘Add’ link, which is within the subtab. A popup will be seen

Select Document to be Uplecaded
| Browse...

Document Category

l Yk

Description :

b. Fill the fields on the page. Details of the fields are mentioned below;
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Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisisapproved
document. TOR.
c. Click ‘Upload’ to upload the document in the system.
d. Uploaded document will appear on the list shown in ‘Documents’ section.
e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

55. On completion of ‘Issue of RFP’ stage click on ‘Move to Next Stage’. This will move the procurement

to ‘Technical Evaluation’ stage.
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Technical Evaluation

In this stage Technical Proposal are evaluated and technical scores are calculated for the Proposals.

‘Technical Evaluation’ tab is selected by default.

& tage | (N revious Stage | st " procurement | = Save |

(+ Mandatory)
[recr v
Step 1: Fill Following Details > Step 2: Tech Proposal OpenindlEgsn kp 3: Tech Eval Report > > Step 4: Enter Tech Proposal Opening Data’ >

Package : QCBS(TEQIP-II/2011/CFI-Gw/QCBS/7) Current Stage : Technical Evaluation
Step 5: Print Invitation Letter > > Step 6: Upload Opening Form and Eval Report

Pkq Details| TOR| Advt. and EOI| Shertlisting| RFP| Issue of RFF

inancial Opening| Contract Gen.l Contract Award and Paymentsl

Tech Proposal Opening Date 132]

There are no items to show in this view.

56. As step 1, fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Technical Proposal | Enter date on which technical proposals are | 13/05/2011
Opening Date opened and evaluated.
Enter date in DD/MM/YYYY format or select
date using calendar.

57. Click ‘Save’.
58. Click “Step 2: Tech Proposal Opening Form” link. This will open Technical Proposal opening form.
This form can be used during Technical Opening Meeting. Print of this form can be taken and Technical

Proposal opening details can be recorded on this form. The consultant names are seen on this form

against which Technical opening details can be mentioned.
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59. Click “Step 3: Tech Eval Report” link. This will open Technical Evaluation Report in form of an excel
sheet. Save the document locally. This document can be used during Technical Proposal Evaluation.

Technical scores on different criterias can be recorded in this excel sheet.

b B JRR— c [ TSR —
Consultants Technical Criteria Max. Marks Score
ABC
Adeguacy of the proposed methodology and work plan in responding to the Terms of 20.00 20.00
Reference
Experiance of the organisation / consultant relevant to the assignment 05.00 08.00
key professional staff qualifications and competence for the assignment 50.00 S0.00
Proposed Service level Agreement 21.00 21.00
Total Marks 100.00 100.00
Consultant 1
Adequacy of the proposed methodology and work plan in responding to the Terms of 20.00 10.00
Reference
Exoeriance of the oroanisation / consultant relevant to the assicnment 05.00 0S.00

60. Click “Step 4: Enter Tech Proposal Opening Data” link. A popup will be seen;

Consultant Namel ~|
IIITM Gwalior | Package : QCBS (TEQIP-11/2011/CFI-Gw/QCBS/7) Current Stage : Technical Evaluatis

Names in Red indicates Non responsive.

ame EQuestion

1. 10, Consultant 1 Technical Evaluation

mIs Technical Proposal Received?
VIsTechnicaI Proposal valid? 7 Yes v |,

Is Duly Signed Yes v 7*

2. 10. Consultant 2 | Technical Evaluationl

Is T;achnicarlﬁproposal Received? VVIYes 3*
‘-IsTechnicaI Proposal valid? Yes v |,
Ig Duly Signed :”Yes v .
3. M/S ABC ' :
Is Technical Proposal Received? :'Yes v |
IsTechnical Proposal Valid? Yes v |
WIs Dljly Srirgnedr 7 VNO ] v”* QrNon Responsi#e as proposélris not duly signed

4 ranciltant & Tachnical Fusliaticn

61. Fill Technical Proposal Opening data on this page which was recorded as part of ‘Step 2: Tech
Proposal Opening Form’.

62. Click ‘Save’
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63. System will identify non-responsive consultants based on entered data. Reason for non-
responsiveness will be shown in ‘Reason for Non-responsiveness’ column. Non-responsive Consultants
are marked in Red.

64. ‘Technical Evaluation’ link will be shown against Responsive Consultant names.

65. Fill Technical Score for all responsive consultants

a. Click ‘Technical Evaluation’ link against a consultant. A popup will be seen;

1close | H'H

Consultant Name : Consultant 1 Total Marks : 84

IIITM Gwalior | Package : QCBS (TEQIP-II1/2011/CFI-Gw/QCBS/7) Current Stage : Technical Evaluation

ica . Sub Criteria

Adequacy of the proposed methodology and work plan in responding to the Terms of Reference

Adequacy of the proposed methodology and work plan in 20
responding to the Terms of Reference

Experiance of the organisation f consultant relevant to the assignment

Experiance of the organisation / consultant relevant to the 9
assignment

key professional staff qualifications and competence for the assignment

G
=
key professional staff qualifications and competence for the 50 |745
7

assignment
Proposed Service level Agreement

Proposed Service level Agreement 21

b. Fill score for each technical criteria/sub-criteria.
c. Click ‘Save’.
d. System will calculate and display total marks obtained by the consultant.
e. Click ‘Close’.

66. Score obtained by the consultant will be shown against the consultant name. System evaluates and
ranks the consultants based on their scores.

67. After recording technical evaluation details for all responsive consultants, Click ‘Close’ link to close
the popup.

68. Click ‘Step 5: Print Invitation Letter’ link. Fill the fields on the page. Details of the fields are

mentioned below;

Sr. | Field Name Field Description Sample Data
No.

1 Planned Financial Enter date on which financial proposals will be | 13/05/2011
Proposal Opening opened.
Date Enter date in DD/MM/YYYY format or select
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69.
70.

71.

72.

73.

74

date using calendar.
This date should not be less than Technical
Proposal Opening Date.

2 Planned Financial Enter time at which financial proposals will be | 11:00
Proposal Opening opened.
Time Enter the time in HH:MM format.

Planned Financial Opening Date and Time will
appear in invitation letters for financial
proposal opening meeting sent to technically
responsive consultants.

Click ‘Save’

‘Consultant Score’ subtab is shown in the lower section. This subtab lists technical responsive
consultants and their scores. Technical Responsive consultants are the consultants for whom technical
evaluation scores are entered in the system.

On ‘Consultant Score’ list, link ‘Invitation Letter for Financial Proposal Opening’ will be shown for
consultants who have obtained minimum qualifying technical score specified in RFP document.

Click ‘Invitation Letter for Financial Proposal Opening’ link against each consultant to generate the
invitation letter for the financial proposal opening meeting to the consultant. Save the letter locally
and send to the consultant.

Click “Step 5: Upload Opening Form and Eval Report” link. ‘Documents’ subtab is shown in the lower
section. It contains all documents uploaded in the system at various stages of the procurement.

. Upload copy of duly signed Technical Proposal Opening Form.

a. Click ‘Add’ link, which is within the subtab. A popup will be seen

(+ Mandatory)

Select Document to be Uplecaded

| Browse...

N

Document Category

Description :
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b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisis approved
document. TOR.

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click
‘Delete’ link.

75. Upload Technical Proposal Evaluation Report following above steps.
76. On completion of ‘Technical Evaluation’ stage click on ‘Move to Next Stage’.
77. If Prior review is applicable to the procurement, it will be sent for prior review. Please refer section

‘Prior Review Scenarios’ for details.

78. After necessary approvals are obtained, the procurement will move to the next stage ‘Combined

Evaluation’.

Combined Evaluation

In this stage combined evaluation of the technical and financial proposals submitted by the
consultants will be performed.

‘Financial Opening’ tab is selected by default.
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Package : QCBS(TEQIP-11/2011/CFI-Gw/QCBS/7)

| % Move to >

5 fSave | 2

(+ Ma>|v1dat'orr'§).

Current Stage : Combined Evaluation

Pkg DetailslTORl Advt, and EOI| Shortlistingl RFP| Issue of RFPl Tech. Evall Contract Gen.l Contract Award and Payments'

Step 1: Fill Following Data > Step 2: Print Financial Opening Form > Step 3: Enter Financial Proposal Opening Data >
|Step 4: View Score > Step 5: Upload Financial Proposal Opening Form

Fin Proposal Opening Date 132 «(hh:mm)

There are no items to show in this view.

79. As step 1, fill the fields on the page. Details of the fields are mentioned below;

Opening Time

opened.

Enter the time in HH:MM format.

Planned Financial Opening Date and Time will
appear in invitation letters for financial
proposal opening meeting sent to technically
responsive consultants.

Sr. | Field Name Field Description Sample Data
No.
1 Financial Proposal | Enter date on which financial proposals are | 16/05/2011
Opening Date opened.
Enter date in DD/MM/YYYY format or select
date using calendar.
This date should not be less than Technical
Proposal Opening Date.
2 Financial Proposal | Enter time at which financial proposals are | 11:00

80. Click ‘Save’.

81. Click “Step 2: Print Financial Opening Form” link. This will open Financial Proposal Opening Form.

This form can be used during Financial Opening Meeting. Print of this form can be taken and

Financial Proposal opening details can be recorded on this form. The consultant names are seen on

this form against which financial opening details can be mentioned.
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82. Click “Step 3: Enter Financial Proposal Opening Data” link. A popup will be seen;
1™ save | close | & 'show

Consultant Name | =l

IIITM Gwalior | Package : QCBS (TEQIP-11/2011/CFI-Gw/QCBS/7) Current Stage : Combined Evaluation

Names in Red indicates Non responsive.

User Response . Reason for Non responsiveness

1. 10. Consultant 1
Price in INR
2. 10. Consultant 2
| Price in INR
4. Consultant 5
Price in INR
5. Consultant 1
Price in INR

83. Fill Price in INR for all technically responsive consultants.
84. Click ‘Save’.
85. System will calculate total score and rank for all consultants
a. System will calculate financial scores based on lowest price in INR.
b. Lowest Priced proposal will be given financial score as 100. Financial scores for other consultants
will be calculated using formula
Sf =100 x Fm / F (Sf is the financial score, Fm is the lowest price and F the price of the
proposal)
c. Total Score will be calculated as technical score + financial score.
d. Consultants will be ranked. Consultants with highest total score will be ranked as 1.
86. System will automatically select and display consultant with highest total score for inviting for

negotiations.

Pkg Details| TOR| Advt. and EOI| Shortlisting| RFP| Issue of RFP| Tech. Eval|[EEYSTM Contract Gen.| Contract Award and Payments|

Step 1: Fill Following Data > Step 2: Print Financial Opening Form > Step 3: Enter Financial Proposal Opening Data >
Step 4: View Score »> Step 5: Upload Financial Proposal Opening Form

Highest ranked consultant, invite for Negotiations Consultant 1

87. Click “Step 4: View Score” link. ‘Consultant Score’ subtab is shown in the lower section.
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Consultant Score (5)

Consultant Technical Financial Combined L Technically Invitation Letter for Financial
Name Score Score Score Responsive? Proposal Opening

10. Consultant 2|81.00 50.00 748 7 4 4 Yes Invitation Letter for Financial Proposal
Opening

| Consultant 1 84.00 76.92 81.88 3 Yes Invitation Letter for Financial Proposal
Opening

| Consultant 5 84.00 83.33 83.8 2 Yes Invitation Letter for Financial Proposal
1 Opening

10. Consultant 1| 78.00 100.00 84.6 1 Yes Invitation Letter for Financial Proposal
Opening

-10. Consultant 6'-61.00 i ' I No -

88. This subtab displays list of consultants, their technical and combined scores and overall rank.
89. Click “Step 5: Upload Financial Proposal Opening Form” link. ‘Documents’ subtab is shown in the lower
section. It contains all documents uploaded in the system at various stages of the procurement.
90. Upload copy of duly signed Financial Proposal Opening Form.
a. Click ‘Add’ link, which is within the subtab. A popup will be seen

Cloce

(+ Mandatory)
Select Document to be Upleaded
I Browse...

Document Category

l Y

Description :

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category

161



Procurement Management Support System - PMSS v1.0 User Guide

3 Description Enter more information about the uploaded | Thisis approved
document. TOR.

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click
‘Delete’ link.

91. On completion of ‘Combined Evaluation’ stage click on ‘Move to Next Stage’. This will move the

procurement to ‘Recommendation and Contract Generation’ stage.

Recommendation and Contract Generation

In this stage recommendation of award meeting details and negotiation meeting details are recorded
in the system. If negotiations are successful, contract will be generated.

‘Contract Gen.’ tab is selected by default.

1% Move to Next Stage | (N1 ck to Previous Stage | ’* 'Status Info. | Cancel Procurement | = 'save | ~Back | ¥ Help ||
(+ Mandatory
Package : QCBS(TEQIP-I1/2011/CFI-Gw/QCBS/7) Current Stage : Recommendation and Contract Generation

Pka Detailsl TOR| advt, and EOI, Shortlistingl RFP| Issue of RFP|Tech. Eval| Financial Openingl Contract Award and Paymentsl
Step 1: Recomm. Details > Step 2 : Negotiation Details

Recommended Consultant [10. Consultant 1 =1«
Recomm. Comments

&

There are no items to show in this view.
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92. As step 1 ‘Recomm. Details’ fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Recommended System will display name of the selected | Compulink Systems
Consultant consultant. Highest scored consultants will be | Ltd.
displayed initially. In subsequent stage if
negotiations fail with the selected consultant,
next highest scoring consultant will be
displayed in this field.
2 Recomm. Enter reason or comments recommending the Consultant has vast
Comments consultant. experience in the
developing
procurement
softwares.

93. Click ‘Step 2: Negotiation Details’ link in order to enter details about negotiation meeting with the

selected consultant. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Date of Enter date on which negotiation meeting has | 20/05/2011
Negotiation been conducted
Enter date in DD/MM/YYYY format or select
date using calendar.
This date should not be less than Financial
Proposal Opening Date.
2 Negotiation Enter details about negotiation meeting
Comments
3 Is Negotiation Select Yes or No. Yes
Successful If negotiations have been successful with the
consultant, select ‘Yes'.
If negotiations have failed, select ‘No’.
Failed negotiation will be sent for approval to
World Bank.

94. Click ‘Save’.

95. Click ‘Negotiation History’ link to view history of negotiations for the procurement. A popup is seen;
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Tetose | Flnaiy

Negotiation Details

Previous New

| ] TR
Congultant S Isonguteane S Haus:Eomaienty SRS HeaetaHos Spproxal Date)
10, Consultant 1 Consultant 5 | Consultant wants to revisit his financial 26/05/2011

proposal.

96. Click ‘Save’.

97. History of negotiations will be displayed on the popup in descending order. Recent negotiation will
be first in the list.

98. If negotiations have failed, the procurement will be sent for review ;

a. Click ‘Move to Next Stage’ link.

i) For state-funded institutions, the procurement will be sent to SPFU procurement
coordinator. After SPFU’s NOC, it will be sent to NPIU procurement coordinator for prior
review to obtain NOC from World Bank.

ii) For Centrally Funded Institutions, the procurement will be sent to NPIU to obtain NOC from
World Bank.

b. After necessary approvals are obtained, negotiations with consultant with next highest score
can be performed. Repeat steps 93 to 98 for recording negotiations with the newly selected
consultant.

c. Repeat this process until negotiations are successful with the selected consultant.

99. On successful negotiations, next set of links will be displayed.

Pkg Detailsl TORI Advt, and EQI| Shortlisting RFP,I Issue of RFP| Tech. Eva]l Financial Ogeningl

Step 1: Recomm. Details > > Step 2 : Negotiation Details >>> Step 3: Contract Details > > Step 4: Define Milestones > Step 5: Generate -
Contract > Step 6: Upload Contract form

[ e gl Contract Award and Paymentsl

Recommended Consultant | Consultant B2
Date Of Negotiation 30/05/2011 12 Negotiation Comments Negotiations are successful
Is Negotiation Successful? |Yes vl Negotiation History

100. Click ‘Step 3: Contract Details’ link. A popup is shown;
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= ® 2l

Contract Generation

Contract Details
Member In Charge

Contract Start Date

Arbitration Proceeding to held at
Interest on delayed payments (%)
Applicable Tax

Award Generation Checklist
Is Advanced Payment Required ? | vl*

Payment Milestone Defined ? | vl*

(+ Mandatory)
IIITM Gwalior | Package : QCBS (TEQIP-I1/2011/CFI-Gw/QCBS/7)

e Authorised Representative of Client Le
132] Date of commencement of services p1/06/2011 1321,
Le Delivery period (In months) L
L Basic Value 1200
I Contract Value

Bank Guantee Submitted ? | vl*
Arbitrator Agreed ? | vl*

101.  Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
Contract Details
1 Member in Charge | Enter name of the member at the consultant | Mr. Yash Mehra
who will be in charge of this project
2 Authorized Enter name of authorized representative of the | Mr. Nikhil Pandit
Representative of | clienti.e. institution
Client
3 Contract Start Date | Enter date on which Contract will be started 05/06/2011
Enter date in DD/MM/YYYY format or select
date using calendar.
This date should not be less than Date of
Negotiations
4 Date of Enter date on which Contract will be started 10/06/2011
commencement of | Enter date in DD/MM/YYYY format or select
services date using calendar.
This date should not be less than Contract Start
Date
5 Arbitrator Enter location at which arbitration will be held New Delhi
Proceedings to be
held at
6 Delivery Period (In | Enter period in months within which the service | 20
months) under this contract will be completed
7 Interest on Enter percentage interest that will be charged | 2
delayed payments | to the institution in case of delayed payments.
(%)
8 Basic Value This field will be read-only and auto-populated | 1200
as value proposed by the consultant in his
financial proposal and entered in the system at
the time of Financial Proposal Opening stage.
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9 Applicable Tax Enter tax applicable in Indian Rupees. 200
10 | Contract Value This field will be read-only and auto-calculated | 1400
as Basic Value + Applicable Tax.

Award Generation Checklist

11 | Is Advance Select Yes or No. No
Payment Required

12 | Bank Guarantee Select Yes or No No
Submitted

13 Payment Select Yes or No Yes
Milestones
Defined

14 | Arbitrator Agreed Select Yes or No Yes

102. Click ‘Save’.

103. Contract Value will be displayed on the page. System will auto-calculate payment amount for all
milestones of the procurement based on the Payment Amount % for the milestone.

104. Click “Step 4: Define Milestones” link. ‘Milestones’ subtab is shown in the lower section. The list of
milestones defined for the procurement will be displayed. You can modify or delete existing
milestones or add new milestones. Refer to stage “RFP Generation” for detailed steps.

105. Please ensure total of ‘Payment Amount %’ for all milestones is exactly 100.

106. Click ‘Step 5: Generate Contract’. The contract document will be generated. Save the file locally and
make necessary changes to the sections highlighted in yellow. Before generating the document,
system validates the required information and prompts for missing information.

107. After completing changes to the locally saved draft contract document, click “Step 6: Upload
Contract Form” link. ‘Documents’ subtab is shown in the lower section. It contains all documents
uploaded in the system at various stages of the procurement.

108. Upload the draft contract document.

a. Click ‘Add’ link, which is within the subtab. A popup will be seen
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(+ Mandatory5

Select Document to be Uplcaded :

| Browse...

Document Category

: v
Description
&
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisis approved
document. TOR.

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the
procurement. To delete a document, select ‘Delete’ checkbox against the document and click
‘Delete’ link.

109. You can also upload Minutes of negotiation meeting by following above steps.
110. On completion of ‘Recommendation and Contract Generation’ stage click on ‘Move to Next Stage’.
111. If Prior review is applicable to the procurement, it will be sent for prior review. Please refer section

‘Prior Review Scenarios’ for details.

112. After necessary approvals are obtained, the procurement will move to the next stage ‘Award of

Contract and Payments’.
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Award of Contract and Payments

This is last stage of QCBS process. In this stage Contract sign date is entered and delivery dates are
calculated. Actual Payment information is entered into the system against each payment milestone.

‘Contract Award and Payments’ tab is selected by default.

113. As step 1 ‘Enter Contract Sign Date’ fill the fields on the page. Details of the fields are mentioned

below;

Sr. | Field Name Field Description Sample Data
No.

1 Contract Sign Date | Enter date on which Contract has been signed | 10/06/2011
by both parties.

Enter date in DD/MM/YYYY format or select
date using calendar.

This date should not be less than Contract
Generation Date

114. Click ‘Save’.

115. Click ‘Step 2: Print Prior Review Checklist’. Prior Review Checklist will be generated in MS Word
format. Save the file locally. This checklist should be sent to the World Bank for review and obtaining
WBR number.

116. Click “Step 3: Upload Signed Copy of Contract” link. ‘Documents’ subtab is shown in the lower
section. It contains all documents uploaded in the system at various stages of the procurement.

117. Upload the contract document signed by both parties.

a. Click ‘Add’ link, which is within the subtab. A popup will be seen
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Select Document to be Uplcaded :

Document Category

Description

Browse...

A(»:Maﬁ&atoryl)‘

@
b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.

uploaded
2 Document Select the appropriate document category. TOR

Category
3 Description Enter more information about the uploaded | Thisis approved

document. TOR.

c. Click ‘Upload’ to upload the document in the system.

d. Uploaded document will appear on the list shown in ‘Documents’ section.

e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

118. Click “Step 4: Track Milestones” link. ‘Milestones’ subtab is shown in the lower section.
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a Milestone Name ‘Exp. Delivery Period (in days) Exp. Delivery Date Payable Amount Actual Payment Date
SRS |60 |09/08/2011 /210.00 (15%)
Go Live 1160 117/11/2011 210.00 (15%)
Dev Milestene 2 120 108/10/2011 280.00 (20%)
Dev Milestone 1100 118/09/2011 420.00 (30%)
BRD 30 \ 10/07/2011 140.00 (10%)
After UAT |140 128/10/2011 140.00 (10%)

119. List of milestones is displayed in the subtab. System auto-calculates and displayed
‘Expected Delivery Date’ for all milestones based on Contract Sign Date.

120. Click link in *Milestone Name’ column to enter payment information for the milestone. A

pop up will be seen

Payments
Milestone Name . |ive e Milestone Description [zzcav 2o 1ive ]
Payable Amount (in %) 15 Exp. Delivery Period {(in 150 b
days)
Milestone Amount 210 Exp. Delivery Date 17/11/2011132
Contract Management Criteria
Actual Delivery Date 132], Actual Delivery Comments
®
Cheque/Draft Number ke
Actual Payment Amount b Actual Payment Amount
Comments %
Actual Payment Date 132], Payment Date Comments
®
Upload Completion Browse... Comments
Certificate &

a. Expected Delivery Date and Milestone Amount will be auto-calculated by the system on
Contract Sign Date and Contract Amount respectively.

b. Fill the fields on the page. Details of the fields are mentioned below;
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c. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Actual Delivery Enter date on which service/work against the | 10/07/2011
Date milestone was completed and delivered.
Enter date in DD/MM/YYYY format or select date
using calendar.
This date should not be less than contract sign
date.
2 Actual Delivery Enter comments related to actual delivery date, if
Comments Expected Delivery Date is not matching with
Actual Delivery Date.
3 Cheque/Draft Enter Instrument number by which the payment | 411004
Number was made i.e. Cheque or Draft Number
4 Actual Payment Enter Actual amount paid to the consultant 120
Amount
5 Actual Payment Enter comments if Actual Amount paid doesn’t
Comments match with the milestone amount
6 Actual Payment Enter date on which actual payment was made. 20/07/2011
date Enter date in DD/MM/YYYY format or select date
using calendar.
7 Payment Date Enter comments if any related to actual payment
Comments date
8 Upload Completion | Browse and select completion certification
Certificate document for the milestone specifying that the
milestone has been completed.
9 Comments Enter any general comment, if any related to this
milestone.

d. Click ‘Save’.

121. Repeat above steps to enter tracking information for all milestones of the procurement.

122. After payments against all milestones have been completed, click on ‘Completion
Checklist’.

Package : QCBS(TEQIP-1I/2011/CFI-Gw/QCBS/7)

"

£

||%'save | @

'(-« Mén&atory)

Current Stage : Award of Contract & Payments

Pkg Detailsl TORl Advyt. and EOII Shortlistingl RFPI Issue of RFPl Tech. Eval] Financial Openingl Contract Gen.l »

| Step 1: Enter Contract Sign Date >> Step 2: Print Prior Review Check List >> Step 2: Upload Signed Copy of Contract >> Step 3: Track
Milestones

123. A popup will be seen. Enter responses to the process completion checklist.

124. Click link *Complete Procurement Process’ to mark the procurement as Complete.
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Fixed Budget Selection (FBS)

Purpose

FBS method can be used for selecting providers for Research contracts, professional services, training,
workshops and fellowships. This method is used when estimated budget for the procurement has been

fixed. Consultants who has quoted price within the indicated budget are evaluated.

Process flow

Fixed Budget Selection (FBS)

B—— W — e —

Receive TOR Advertisement EOI Eyaluation and Define Budget and issue of RFP
And EOI Shortlisting Prepare RFP I

Technical Proposal Financial Proposal Recommendation Contract Generation Contract Tracking
Evaluation Opening of Award and Payments
(Proposals with Price not
k exceeding the indicated budget) /
Role(s)

o Procurement Coordinator (institution) — initiates and carries out the process of selection of

providers.

o Procurement Coordinator (SPFU) — reviews the procurement if submitted to him for prior

review.

o Procurement Coordinator (NPIU) — reviews the procurement if submitted to him for prior

review.

Prerequisite

o Indicative Budget should be finalized.
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o Other Prerequisites are similar to QCBS method. Please refer to section “Prerequisites’ under

“Quiality and Cost Based Selection”.

Prior Review Scenarios
Prior Review Scenarios are similar to QCBS method. Please refer to section “Prior Review Scenarios’

under “Quality and Cost Based Selection”.

Process Details

1. Procurement using FBS method will follow same stages as QCBS method with few variations as

mentioned below;

RFP Preparation

2. On “Step 2: Instruction to Consultants’ step page, available budget for the procurement should be
specified in paragraph ‘3.3(b)’. In QCBS method, this paragraph has details about estimated

duration of the contract in person months.

A pre-proposal conference will be held:Yes.
1.3 The Client’s representative is: Mr CliSent Representative

The Client will provide the following inputs and facilities:

1.4 Address
Q:«

Proposals must remain valid 120xdays after the submission date, i.e. until:
1.14 142,

Clarifications may be requested not later than 27/03/2011 1§2|,
2.1 sjk dasd as djash dh

The address for requesting clarifications is: R,

33(h) Available budget is: 12000

3.4 The format of the Technical Proposal to be submitted is: | STP ¥ &

Combined Evaluation

3. Financial proposal Evaluation will be carried only for proposals which have quoted price within
indicated budget. After “Step 3 Enter Financial Proposal Opening Data”, Proposals exceeding the
indicated budget shall be marked as technically non-responsive.

1. A Consultant who has obtained the highest technical score shall be selected and displayed as

recommended consultant.
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Least Cost Selection (LCS)

Purpose

LCS method can be used for selecting Consultants for assignments of a standard routine nature like audits,
engineering design of non-complex works etc. Consultant Firm which is technically responsive and has

quoted lowest price of all consultants is selected.

Process flow

Least Cost Selection (LCS)

Receive TOR Advertisement EOI Eyaluation and Prepare RFP fssue of RFP
And EOI Shortlisting I

Technical Proposal  Financial Proposal Recommendation of Award Contract Generation Contract Tracking
Evaluation Opening to and Payments
Lowest Priced Proposal

% >

Role(s)

o Procurement Coordinator (institution) — initiates and carries out the process of selection of
providers.

o Procurement Coordinator (SPFU) — reviews the procurement if submitted to him for prior
review.

o Procurement Coordinator (NPIU) — reviews the procurement if submitted to him for prior

review.

Prerequisite
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o Prerequisites are similar to QCBS method. Please refer to section “Prerequisites’ under “Quality

and Cost Based Selection”.

Prior Review Scenarios
Prior Review Scenarios are similar to QCBS method. Please refer to section “Prior Review Scenarios’

under “Quality and Cost Based Selection”.

Process Details

1. Procurement using LCS method will follow same stages as QCBS method with few variations as

mentioned below;

Combined Evaluation

2. System doesn’t perform combined evaluation. A Consultant who has scored “minimum” qualifying
technical score (% specified in RFP document) and has lowest quoted price shall be selected and

displayed as recommended consultant.

Consultant Qualification Selection (CQS)

Purpose

CQS method can be used for selecting Consultants for assignments of a standard routine nature like audits,
engineering design of non-complex works etc. Consultant Firm which is technically responsive and has

quoted lowest price of all consultants is selected.

Process flow
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Consultant Qualification Selection (CQS) \

S —W— ¥ —§

Receive TOR Advertisement EOI Evaluation and Prepare RFP Issue of RFP to

Technical and Financial Contract Award and Payments
Proposal Evaluation

And EOI Shortlist a Consultant Selected Consultant

!

Negotiation and Contract Generation Contract Tracking

Role(s)

O

Prereq

O

PriorR

O

Procurement Coordinator (institution) — initiates and carries out the process of selection of
providers.

Procurement Coordinator (SPFU) — reviews the procurement if submitted to him for prior
review.

Procurement Coordinator (NPIU) — reviews the procurement if submitted to him for prior

review.

uisite
Prerequisites are similar to QCBS method. Please refer to section “Prerequisites’ under “Quality

and Cost Based Selection”.

eview Scenarios
For State-sponsored institutions
o If estimated cost is between 10,000 USS and 50,000 USS, then the procurement will be
sent to respective SPFU procurement coordinator for prior review.
o If estimated cost is between 50,000 USS and 2,00,000 USS, then the procurement will
be sent to SPFU procurement coordinator. When he gives NOC, it will be sent to NPIU

procurement coordinator for prior review.
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o If estimated cost is 2,00,000 USS and above, then the procurement will be submitted to
SPFU procurement coordinator. When he gives NOC, it will be sent to NPIU
procurement Coordinator to obtain World Bank NOC.
o For Centrally Funded Institutions,
o If estimated cost is between 10,000 USS and 2,00,000 USS, then the procurement will
be sent to NPIU procurement coordinator for prior review.
o If estimated cost is 2,00,000 USS and above, then the procurement will be submitted to

NPIU procurement Coordinator to obtain World Bank NOC.

Process Details

1. Procurement using CQS method will follow same stages as QCBS method with few variations as

mentioned below;

EOI Opening & Shortlisting of Consultants

2. On “Step 4: Shortlisting of Consultants’, only one consultant will shortlisted and will be issued RFP.

3. Technical and Financial Evaluation will be done for only one consultant.

Single Source Selection (SSS)

Purpose

SSS method can be used for selecting consulting firms only if it presents a clear advantage over
competition due to various reasons like continuation of same work, Rapid selection is necessary, small
assignment, or the consultant has experience of exceptional significance of the assignment. As this is not

competitive method of selection, technical or financial evaluation will not be carried out.

Process flow
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/ Single Source Selection (SSS)
&8, V— @
RFP Send RFP

Recelve Technical Proposal

Contract Generation Contract Tracking
and Payments

Financial Proposal
Opening and Negotiation

Role(s)
o Procurement Coordinator (institution) — initiates and carries out the process of selection of
providers.
o Procurement Coordinator (SPFU) — reviews the procurement if submitted to him for prior
review.
o Procurement Coordinator (NPIU) — reviews the procurement if submitted to him for prior

review.

Prerequisite
o Justification for selection of the consultant should be documented and duly signed.
o Other Prerequisites are similar to QCBS method. Please refer to section “Prerequisites’ under

“Quiality and Cost Based Selection”.

Prior Review Scenarios
o For State-sponsored institutions
o The procurement will be submitted to SPFU procurement coordinator. When he gives
NOC, it will be sent to NPIU procurement Coordinator to obtain World Bank NOC.

o For Centrally Funded Institutions,
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o The procurement will be submitted to NPIU procurement Coordinator to obtain World

Bank NOC.

Process Details

1. Procurement using SSS method will go through following stages;

Generation of TOR

The steps on this stage are similar to QCBS except few variations;

2. On “Step 1: Enter Bank NOC Details’, ‘Upload/View Consultant Justification’ link will be shown.

Pkg Detailsl RFPl Issue of RFPl Contract Gen.l Contract Award and 9ayments|
Step 1:Enter Bank NOC details>> Step 2: Define Tech Eval Committee>> Step 3: Upload TOR document>> Step 4: Add/View Consultant Details>>
Bank NOC for TOR? [7

Bank NOC Date for TOR 3/3 132

UploadVisw Consultant Justification

3. Click the link. ‘Documents’ subtab is shown in the lower section. It contains all documents uploaded
in the system at various stages of the procurement.
4. Upload the justification document justifying selection of the consultant.

a. Click ‘Add’ link, which is within the subtab. A popup will be seen

(+ Mandatory5

Select Document to be Uplcaded :
| Browse...

Document Category

Description

b. Fill the fields on the page. Details of the fields are mentioned below;
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Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisisapproved
document. TOR.
c. Click ‘Upload’ to upload the document in the system.
d. Uploaded document will appear on the list shown in ‘Documents’ section.
e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.
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RFP Preparation

e 2l

Generation Of RFP Document

Package Level Data

Reference No : TEQIP-II/2011/NPIU/SSS/11
[nstruction To Consultants -Data Sheet

Paragraph
Reference

1.1

1.2

1.3

1.4

1.14

2.1

3.3(b)

3.4

3.4(g)

(+ Mandat

Package Name : SSS

Name of the Client: National Project I'mplementation Unit
Method of selection: Single Source Selection

Financial Proposal to be submitted together with Technical Proposal : v
Name of the assignment is: S55

A pre-proposal conference will be held:Yes.
The Client’s representative is: sdf

The Client will provide the following inputs and facilities:
sdf

Q.

Proposals must remain valid 120xdays after the submission date, i.e. until:

1432,
Clarifications may be requested not later than 10/03/2011 132},
sdf
The address for requesting clarifications is: & .

The estimated number of professional staff-months required for the
assignment is: 21

The format of the Technical Proposal to be submitted is: 1__5]? h}{}k

Training is a specific component of this assignment: [
sdf

[If yes, provide appropriate information]: ®

The steps on this stage are similar to QCBS except few variations;

5. On “Step 2: Instruction to Consultants” popup page, few fields are not displayed

o Min. Score for Technical Proposal

o  Weightage for technical proposal

o Weightage for financial proposal

Issue of RFP

6. The steps on this stage are similar to QCBS except that RFP will be issued to only one consultant in

case of SSS.

Recommendation and Contract Generation

In this stage recommendation of award meeting details and negotiation meeting details are recorded

in the system. If negotiations are successful, contract will be generated.
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‘Contract Gen.’ tab is selected by default.

TOUFOator =~ WP IO

(+ Mandatory)
Current Stage : Recommendation and Contract Generation

Package : SSS(TEQIP-II/2011/NPIU/SSS/11)

?kg Details| TOR| RFP| Issue of RFE| Contract Award and Payments
Step 1: Financial Proposal Details >> Step 2: Recomm. Details >>Step 3 : Neqgotiation Details >> Step 4: Contract Details >> Step 5: Define
Milestones >> Step 6: Generate Contract >> Step 7: Upload Contract form

Proposal Amount 10000

There are no items to show in this view.

7. On ‘Step 1: Financial Proposal Details’, fill the fields on the page. Details of the fields are mentioned

below;
Sr. | Field Name Field Description Sample Data
No.
1 Proposal Amount Enter amount quoted by the consultant in the | 12000

financial proposal.
This value will be considered as basic value at

the time of contract generation.

8. Click ‘Save’.
9. All other steps on this stage are similar to QCBS procurement method.

Award of Contract and Payments

10. The steps on this stage are similar to QCBS procurement method.
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Individual Consultants — Competitive Method

Purpose

This method is used for obtain services from individual consultant using competitive bidding.

Process flow

Indv Consuitant Competitive Basis

— &

TOR Invite/ Collect CVs Shortlisting

!

S ‘ ‘
a :ys -~
N = }*5' <P
~
k Contract Generation Payments j

Role(s)
o Procurement Coordinator (institution) — initiates and carries out the process of selection of

providers.

Prerequisite
o Financial Sanction should be obtained for procurement of the service.
o TOR (Terms of References) should be prepared and reviewed by reviewing authorities at the
Institution.
o Technical Review Committee should be formed for this procurement. This committee will
review and evaluate technical proposals received by the firms based on the evaluation criteria

given in the RFP document.

Process Details
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The first stage is “TOR”

TOR

In this stage activities related to TOR approval are performed. Technical Evaluation Committee will be
defined in this stage. This committee will be involved in evaluation of technical proposals submitted by

the consultants.

‘Generation of TOR’ tab will be selected by default.

| Move to Next Stage | " Save | Back | Hlhelp |
(+ Mandatory)
Package : indivudual consultant{TEQIP-11/2011/UCT/Indv Consultant Comp/24) Current Stage : TOR

Pkg Detailsl Shortlistingl Contract GenerationITrack Payment
Step 1:Fill below details(Bank NOC)>>> Step 2: Define Tech Eval Committee™> > Step 3: Upload TOR document

Is TOR approved by World Bank? &
TOR Approval Date 1g/03/2011 182,

There are no items to show in this view,

1. Fill following details on the page related to World Bank NOC for TOR.

Sr. | Field Name Field Description Sample Data
No.

1 Bank NOC for TOR Enter the checkbox if World Bank NOC has been
obtained for the TOR
This field is not mandatory.

2 Bank NOC Date for | Enter date in DD/MM/YYYY format or select date
TOR using calendar.
You cannot enter past Date.
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Please enter date on which World Bank has given
its NOC for the TOR.

2. Click ‘Save’.

3. Click “Step 2: Define Tech Evaluation Committee” link. ‘Technical Evaluation Committee’ subtab is
shown in the lower section.

4. Define Technical Evaluation Committee. Defining Technical Evaluation Committee members is
mandatory.
a. To add a Technical Evaluation Committee member, click on the ‘Add’ link, which is within the

subtab. A popup will be seen

(+ Mandatory)
Member Name ¢ e

b. It has only one field — Member Name. Fill the name of member in the field.
c. Click ‘Save’
d. To add another member, repeat steps a to c.
5. Click “Step 3: Upload TOR Document” link. ‘Documents’ subtab is shown in the lower section. It
contains all documents uploaded in the system at various stages of the procurement.
6. Upload finalized and approved TOR Document.
a. Click ‘Add’ link, which is within the subtab. A popup will be seen
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(+ Mahdatory‘).

Select Document to be Uplcaded :

Document Category

Browse...

| vl
Description
@
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisis approved
document. TOR.

c. Click ‘Upload’ to upload the document in the system.

7. After the document is uploaded, it will appear on the list shown in ‘Documents’ section.

8. You can select and delete any document that has been uploaded in current stage of the procurement.

For e.g. if you are in ‘TOR Generation’ stage, you can delete documents that you have uploaded in this

stage. To delete a document, select ‘Delete’ checkbox against the document and click ‘Delete’ link.

9. On completion of ‘Generation of TOR’ stage click on ‘Move to Next Stage’. This will move the

procurement to ‘Shortlisting’ stage.

Shortlisting

In this stage short-listing of firms will be performed.

‘Shortlisting’ tab is selected by default.
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Pkg Detailsl Gen.Of TOR Contract Generatioanrack Paymentl

Step 1: Add/View Consultant > Step2: Shortlisting Of Consultant > Step 3: Recommendation Details

Consultant Details (0)

TW naa | W ek

s Consultant Name Address Phone Number Is Shortlisted? Delete

There are no items to show in this view.

10. Click “Step 1: Add/View Consultants” link. ‘Consultant Details’ subtab is shown in the lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

ik R
(+ Mandatory)
Consultant Asansol Engg College | Package : indivudual consultant (TEQIP-I1/2011/UCT/Indv
Details Consultant Comp/f24)
Consultant Name Le Address
@, 4
City L State L
Pin Code e Phone Number e
FaxX Number Email ID
TAN Number PAN Number
Tax Number

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Consultant Name Enter Name of the consultant. ABC Consultants

Consultant can also be searched using ‘Select
Consultant from PMSS Database’ link. Click on this
link will display the existing list of consultants, if
any. Once the list is displayed, click on the
consultant’s name. This will auto populated the
selected consultant’s data. In order to search
additional consultants within the state or city use
the filters provided on the page.
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2 Address Enter the address of the Consultant STl Towers,
Unit# 141/38,
Campus 29. RMZ
Millenia Business
Park.
881, Dr. MGR Road
3 City Enter the city of the Consultant Pune
4 State Enter the state of the Consultant Maharashtra
5 Pin Code Enter the Pin Code of the Consultant 411232
6 Phone Number Enter the Phone Number of the Consultant. | 26422689
To enter more than one number use comma (,) as
a separator.
7 Fax Number Enter the Fax Number of the Consultant. | 26422680
8 Email ID Enter the Email ID of the Consultant ftti@efttil.com
9 PAN Number Enter the PAN Number of the Consultant ANS44874
10 | TAN Number Enter the TAN Number of the Consultant
11 | Tax Number Enter the TAX Number of the Consultant
c. Click ‘Save’.

d. To add another consultant, repeat steps a to c.

11. Click “Step 2: Shortlisting of Consultants” link. A popup will be seen

Shortlisted Individual
Consultant

Asansol Engg College | Package : indivudual consultant (TEQIP-
1172011 /UCT/Indv Consultant Comp/f24)

ils Shortlisted ? El:omments
abc | Mo > |«
®yz o v«
a. Fill fields mentioned below for each consultant;
Sr. | Field Name Field Description Sample Data
No.
1 Is Shortlisted Select Yes or No. No
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Select Yes if the consultant has been shortlisted
Select No if the consultant has
shortlisted
2 Comments Enter reasons for short listing or rejection of the | Not adequate

consultant. project experience

b. Click ‘Save’.

c. Click ‘Close’ to close the popup window.

12. Click “Step 3: Recommendation Details” link. Fill the fields on the page. Details of the fields

are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 L1 Consultant Select lowest price consultant i.e. L1 consultant | ABC Ltd.
who should be awarded this contract
2 Recommendation Enter comments recommending the selected | Vast experience in
Comments consultant the domain

13. Click ‘Save’

14. On completion of ‘Shortlisting’ stage click on ‘Move to Next Stage’. This will move the procurement

to ‘Contract Generation’ stage.

Contract Generation

In this stage the contract terms will be defined and contract will be generated.

‘Contract’ tab is selected by default.

Pka Details| Gen.Of TOR| Shortlisting | [MTYTNINNRNN Track Payment|

Contract Type | <l

Amount

Frequency
Contract Value
Contract Start Date

There are no items to show in this view,

Step 1:Fill below details(Contract Terms) > > Step 2: Define payment terms > > Step 3: Genrate Contract > > Step 4: Upload Signed Copy of Contract
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15. On “Step 1: Fill below details (Contract Details), fill the fields on the page. Details of the fields

are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Contract Type Select type of contract - Lumpsum or Time based Lumpsum

For Lumpsum Type

2 Amount Enter value quoted by the shortlisted consultant 12000
3 Frequency Enter no. of intervals at which payment will be | 4
made to the consultant
4 Contract Value System will auto-populate ‘Amount’ field value in | 12000
this field
5 Contract Start Date | Enter date on which contract will be started 01/04/2011

Enter date in DD/MM/YYYY format or select date
using calendar.

For Time based Type

6 Billing Cycle Select billing cycle for the contract — Daily or | Daily
Monthly.

7 Fees Enter Fees per day or month depending on billing | 100
cycle.
If Billing Cycle is ‘Daily’, fees per day should be
entered.
If Billing Cycle is ‘Monthly’, fees per month should
be entered.

8 Total Contract Enter period of the contract in days or month | 20

Period depending on billing cycle.

If Billing Cycle is ‘Daily’, Contract Period should be
entered in days.

If Billing Cycle is ‘Monthly’, Contract Period should
be entered in months.

9 Contract Value System will auto-populate ‘Amount’ field value in | 2000
this field
10 | Contract Start Date | Enter date on which contract will be started 01/04/2011

Enter date in DD/MM/YYYY format or select date
using calendar.

16. Click ‘Save’
17. Click “Step 2: Define Payment Terms” link. ‘Milestones’ subtab is shown in the lower section.

a. To add a milestone/payment term, Click ‘Add’ which is within the subtab. A pop up

will be seen

190



Procurement Management Support System - PMSS v1.0 User Guide
=] ® )
(+ Mandatory)
Jayments
Milestone Name | e Milestone Description
@
Expected Payment Date 132], Milestone Amount £,
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Milestone Name Enter name of the milestone BRD Signoff
2 Milestone Enter description for the milestone After BRD signoff
Description
3 Expected Payment | Enter expected payment date for this milestone 30/04/2011
Date Enter date in DD/MM/YYYY format or select date
using calendar.
4 Milestone Amount | Enter milestone amount 1200
c. Click ‘Save’

d. To add new payment terms, repeat steps a to c.

18. Please ensure total of ‘Payment Amount %’ for all milestones is exactly 100.

19. Click ‘Step 3: Generate Contract’. The contract document will be generated. Save the file locally and

make necessary changes to the sections highlighted in yellow. Before generating the document,

system validates the required information and prompts for missing information.

20. After completing changes to the locally saved draft contract document, click “Step 4: Upload Signed

Copy of Contract” link. ‘Documents’ subtab is shown in the lower section. It contains all documents

uploaded in the system at various stages of the procurement.

21. Upload the signed contract document.

a.

Click ‘Add’ link, which is within the subtab. A popup will be seen

191




Procurement Management Support System - PMSS v1.0

User Guide

(+ Mahdatory‘).

Select Document to be Uplcaded :

Document Category

Description

Browse...

@
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisis approved
document. TOR.
c. Click ‘Upload’ to upload the document in the system.
d. Uploaded document will appear on the list shown in ‘Documents’ section.
e. User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

22. On completion of ‘Contract Generation’ stage click on ‘Move to Next Stage’. This will move the

procurement to ‘Track Payment’ stage.

Track Payment

This is last stage of the process. In this stage information about actual Payment will be entered into

the system.
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‘Track Payment’ tab is selected by default.

23. Click “Step 1: Track Payment” link. ‘Milestones’ subtab is shown in the lower section. List of
milestones is displayed in the subtab.
24. Click link in *Milestone Name’ column to enter payment information for the milestone. A

pop up will be seen

= X @
(+ Mandatory)
Payments
Milestone Name milestone 1 L Milestone Description [yi jestone 1
@
Expected Payment Date 3070472011182l Milestone Amount L

Contract Management Criteria
Cheque/Draft Number | B

Actual Payment Date 132, Payment Date Comments
Actual Payment Amount - Actual Payment Amount Comments 2
(Y
a. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Cheque/Draft Enter Instrument number by which the payment | 411004
Number was made i.e. Cheque or Draft Number
2 Actual Payment Enter date on which actual payment was made. 20/07/2011
date Enter date in DD/MM/YYYY format or select date
using calendar.
3 Payment Date Enter comments if any related to actual payment
Comments date
4 Actual Payment Enter Actual amount paid to the consultant 120
Amount
5 Actual Payment Enter comments if Actual Amount paid doesn’t
Comments match with the milestone amount

b. Click ‘Save’.
25. Repeat above steps to enter tracking information for all milestones of the procurement.
26. After payments against all milestones have been completed, click on ‘Complete

Procurement Process’ to mark the procurement as Complete.
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Individual Consultants — SSS

Purpose

This method is used for obtain services from individual consultant using Single Source Selection.

Process flow

/ Individual Consultant SSS

TOR Nominate Consultant Contract Generation Payments
Role(s)
o Procurement Coordinator (institution) — initiates and carries out the process of selection of
providers.
Prerequisite

o Justification for the consultant should be prepared and duly signed.

o Other Prerequisites are similar to Individual Consultant — Competitive method.

Process Details

TOR

1. The steps on this stage are similar to Individual Consultant — Competitive method.

Shortlisting

In SSS method, there will be no short-listing process. Instead, justification for selection of consultant will
be uploaded in the system.

‘Shortlisting’ tab is selected by default.
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Back

(+ Mandatory)

Package : individual sss(TEQIP-II/2011/UCT/Indv Consultant $55/23) Current Stage : Shortlisting

Pka Details| Gen.Of TOR Shorﬂisﬁng Contract Generatioanrack Paymentl

Step 1: Add/View Consultant > >

Step 2: Upload Consultant Justification

Documents

|+ Consultant Name Address ‘ Phone Number  Is Shortlisted? . Delete

There are no items to show in this view,

2. Click “Step 1: Add/View Consultants” link. Only one consultant can be uploaded. ‘Consultant

Details’ subtab is shown in the lower section.

a. Click ‘Add’, which is within the subtab. A pop up will be seen

EaveTr S ' close | E Help
(+ Mandatory)
Consultant Asansol Engg College | Package : indivudual consultant (TEQIP-I1/2011/UCT/Indv
Details Consultant Comp/f24)
Consultant Name Le Address
@, 4
City L State [
Pin Code L Phone Number e
FaX Nurmber Email ID
TAN Number PAN Number
Tax Number

b. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data
No.
1 Consultant Name Enter Name of the consultant. ABC Consultants

Consultant can also be searched using ‘Select
Consultant from PMSS Database’ link. Click on this
link will display the existing list of consultants, if
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any. Once the list is displayed, click on the
consultant’s name. This will auto populated the
selected consultant’s data. In order to search
additional consultants within the state or city use
the filters provided on the page.

2 Address Enter the address of the Consultant STI Towers,
Unit# 141/38,
Campus 29. RMZ
Millenia Business
Park.
881, Dr. MGR Road
3 City Enter the city of the Consultant Pune
4 State Enter the state of the Consultant Maharashtra
5 Pin Code Enter the Pin Code of the Consultant 411232
6 Phone Number Enter the Phone Number of the Consultant. | 26422689
To enter more than one number use comma (,) as
a separator.
7 Fax Number Enter the Fax Number of the Consultant. | 26422680
8 Email ID Enter the Email ID of the Consultant ftti@efttil.com

9 PAN Number

Enter the PAN Number of the Consultant

ANS44874

10 | TAN Number

Enter the TAN Number of the Consultant

11 Tax Number

Enter the TAX Number of the Consultant

c. Click ‘Save’.

3. Click “Step 4: Upload Consultant Justification” link. ‘Documents’ subtab is shown in the lower

section. It contains all documents uploaded in the system at various stages of the procurement.

4. Upload justification document explaining selection of the consultant for the contract.

a. Click ‘Add’ link, which is within the subtab. A popup will be seen
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(x Mandatory)‘
Select Document to be Uplcaded
| Browse...
Document Category
[ =
Description @
&
b. Fill the fields on the page. Details of the fields are mentioned below;
Sr. | Field Name Field Description Sample Data
No.
1 Document to be | Browse the document that you want to upload.
uploaded
2 Document Select the appropriate document category. TOR
Category
3 Description Enter more information about the uploaded | Thisis approved
document. TOR.
c. Click ‘Upload’ to upload the document in the system.

Uploaded document will appear on the list shown in ‘Documents’ section.

User can select and delete the document that has been uploaded in current stage of the

procurement. To delete a document, select ‘Delete’ checkbox against the document and click

‘Delete’ link.

5. On completion of ‘Shortlisting’ stage click on ‘Move to Next Stage’. This will move the procurement

to ‘Contract Generation’ stage.

Contra

6. The steps on this stage are similar to Individual Consultant — Competitive method.

ct Generation
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Track Payment

7. The steps on this stage are similar to Individual Consultant — Competitive method.
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Chapter

REQUEST/ QUERIES

Request/ queries
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Request/ Queries

Purpose

This module is an interface used for answering the queries/ requests raised by the users.

Role(s)
o Procurement Coordinator (institution) — submits a request.
o Procurement Coordinator (SPFU) — reviews the request and resolves the request/query.

o Procurement Coordinator (NPIU) — reviews the request and resolves the request/query.

Process Details

e-Dashboard Procurement PMSS-MIS Request/Queries Configuration s
User : sameer(Procurement Coordinator (Institution) - CSL)

Status ] v

Queries

Please go through FAQs section on the Home Page before posting your queries here.

3 |sd | Technical |Sameer Shaike | |csL | 18/11/2010 | |Open | r

1. Click ‘Add’ link to add new request. A popup will be seen;

(« Mandatory)

Jueries
Request Type | vk
Subject *
Description
@
priorty [ ] severy [
Exp. Resolved Date 1§2]

a. Fill the fields on the page. Details of the fields are mentioned below;

Sr. | Field Name Field Description Sample Data

No.

1 Request Type Select Request Type — Process Related or | Technical
Technical
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Select ‘Process Related’ if the query is related to
World Bank procurement process guidelines or
procurement manual.

Select ‘Technical’ if the query is related to the
PMSS Application.

2 Subject Enter some brief description about the query as | Unable to add new
subject. consultant
3 Description Enter detailed description of the query. In case of

technical query, you should provide steps to the
problem or functionality.

4 Priority Select severity — High, Medium or Low depending | High
on your priority or urgency to get the solution.
5 Severity Select — Critical, Major or Minor depending on | Critical

criticality of the functionality

6 Exp. Resolution | Enter date by which the query should be resolved. | 23/03/2011
Date
Enter date in DD/MM/YYYY format or select date
using calendar.

b. Click ‘Save’
User will be able to add attachment using the ‘Add Attachment’ link, if required.
Email will be sent to all the users of NPIU and SPFU (incase of State-sponsored
Institutions)

4. All the users of NPIU (and SPFU incase of state sponsored institutions) will be able to see
the request in the Request/ Queries module.

5. User can click on the request to see the details of the request.

e-Dashboard Procurement PMSS-MIS Request/Queries Configuration

User : sameer(Proc Coordi (Institution) - CSL)

[ [ <[> /[ =SSN, S5 L

Queries

(=]

Request Type | Technical Vi
Subject gd *
Description ds

Priority [High K Severity | v

Exp. Resolved Date 132 Status | open vl

Attachments

Sr.No. i~ File Name

There are no items to show in this view.

6. User can provide his/ her comments (resolution) using the discussion thread or change

the status.
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Click ‘Save' if you change the status.
Email will be sent to the requestor.
The requestor can click on the request and see the comments (resolution) in discussion
thread.

10. If the user is satisfied 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.

11. All the discussion threads will be recorded with the timestamp.
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Chapter

PMSS-MIS

User Guide — MIS
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PMSS-MIS

Purpose

This module will be used to print reports.

Role(s)

O Procurement Coordinator

Process Details

-4 pmss - M1s
B w1
cw2
z"\i STATUS OF COMPLETED CIVIL WORKS
W
PG1
PG2
PG3
Expenditurs Report 13%
Delivery Status Report =
L1 Supplier Report L1l€
Paymeant Report

I

Institution Rating Repeort

Note: Our recommended report format is PDF. Other formats do work in most of the reports, but in some cases output
format may not be as good as PDF. This is due to inherent reporting engine problems, which are beyond our control.

1. Click on a link for the report that you want generate seen in left side navigation bar.

2. Specify the period for which the report should be generated. For e.g. for generating a report for
March, 2010, enter ‘01/03/2010’ as ‘From Date’ and ‘31/03/2010’ as ‘To Date’.

3. Click on the format in which the report should be generated. Report can be generated in any of the

three formats PFD, HTML and Excel.
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Procurement Management Support System — PMSS

Thank You
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