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Module Access
You must be assigned one of the following Role to have access to this module.

# | Role Name Description
1 | Procurement Officer Permission to View and Create Procurement Plan
2 | Finance Executive Permission to View and Authorize Procurement Plan
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How to Add Procurement Plans
Required Role: Procurement Officer

To add new items to plan, follow the below steps:

1- Click “Procurement Plan” on the left sidebar menu.
2- Click “Procurement Plan” under “Procurement Plan”.
3- Click one of the following buttons:
a. “Goods” button to add items to Goods Plan.
b. “Works” button to add items to Works Plan.
c. “Consultancy” button to add items to Consultancy Plan.
d. “Non-Consultancy" button to add items to Non-Consultancy Plan.

3(d)

[E=3]32) il | 3(b)

4- Click “Add” tab.
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5- Fill in the Form and click the “Save” button as shown below.

When adding items to the plans, use reference numbers as follows:
For Goods: Office No/2024/G-01

For Works: Office No/2024/W-01

For Consultancy: Office No/2024/C-01

For Non-Consultancy: Office No/2024/NC-01

6- Follow the above steps to add each item.
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How to View Procurement Plans
Required Role: Procurement Officer, Finance Executive

To view the plan, follow the below steps:

1- Click “Procurement Plan” on the left sidebar menu.
2- Click “Procurement Plan” under “Procurement Plan”.
3- Click one of the following buttons:
a. “Goods” button to view Goods Plan.
“Works” button to view Works Plan.
“Consultancy” button to view Consultancy Plan.
“Non-Consultancy" button to view Non-Consultancy Plan.

o 0T

3(3) 3(b) YT ——— 3d)
Reset Filers

4- Click “List” tab if not already selected.

Trier [EECEEIIES
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5- You may use the available filter options to narrow the displayed items in the plan and then click
the “Filter” button. Click the “Reset Filter” button to clear your selections.

6- The table at the bottom shows the items in the procurement plan.
Hom: urementPlan > Manage Procurement of Goods
List Add
Agency : Al x v Year: 2024 M
und Al x v Status -
Procurement Method : Al -
Reset Filters
&  Procurement of Goods
how| 100 | ent Search:
Agency Year Nam (MVR}) Fund e 2025 2026 Total Opening. Award Remarks St Acti Select
Ministry | 2024 Supplyof3 | 40,00000 C- NCB 40,000.0 0 0 Ja 9Jan 26 Jan To Pending | =
of Shredders GOM 2024 024 2024 replace
Finance the
damaged

Showing 1 t0 1 of 1 entries
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7- To view more information about the item, click the button in the “Action” column and then click
“View”. This will open the item in a new tab as shown in the second image below.

Home Manage Procurement of Goods
List  Add
Agency : Al xv Year: 2024 x ¥
Fund : Al xv Status A x v
ent Method : Al xv
Y Filter Reset Filters
&  Procurement of Goods
100 ¥ entries Search
Procurement Estimated
Procurement  No/ Procurement  Amount Procurement Invication  Bid Contract
Agency  Year ReferenceNo  Name (vR) Fund  Method 2022 2025 2026  Total for Bids Opening  Award Remarks  Status  Action  Select
Ministry |~ 2024 PC-Office Supply of 3 4000000 C- NCB 40,000.00 000 0.00 04 Jan 19Jan To Pending 7
of No/2024/G- Shredders GOoM 2024 renlace
Finance &
d
o
Showing 1 te 1 of 1 entries
Home Procurement of Goods > PC-Office No/2024/G-01
Agency Year Procuremant No / Referance No Status
Ministry of Finance 2024 PC-Office No/2024/G-01
Procurement Name
Supply of 3 Shredders
Estimated Amount in MVR Fund Procurement Method
40,000.00 C-GOM NCB
= Allocated Budget
2024 2025 2026 Total
40,000.00 0.00 0.00 40,000.00
8 Planned Dates
Invitation for Bids Bid Opening Contrace Award
04 Jan 2024 19 Jan 2024 26Jan 2024

Remarks

To replace the damaged ones.

Created By
Name : Aishath Hussain
Designation Procurement Officer
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How to Delete Item from Plan
Required Role: Procurement Officer

Items that have not been authorized or rejected can be deleted. To delete an item, locate the
item by following the instructions up to step 6 in How to View Procurement Plans. Then follow the
below steps:

7- Click the button in the “Action” column.

Home > FrocurementPlan > Manage Procurement of Goods
List  Add
Agency : Al xv Year: 2024 x v
Fund Al xv Status A xv
Procurement Method : Al

Y Filter Reset Filters

&  Procurement of Goods

Show| 100 v entries Search

Pracurement t
Agency  Yes

Min 2024

of

Finance

Showing 110 1 of 1 entries

Procurement Plan Module 8



8- Click the “Delete” button. This will open a prompt asking to enter the reason for

deleting.

Manage Pro nt of Goods
List  Add
Agency @
Fund :
Procurement Method
Al ResetFitters
&  Procurementof Goods
v 100 ¥ entries
Procureme: Estimated
Procurement Procurement t | Amount
Agency  Year Name ovRy
Ministry | 2024 Supplyof2 | 40,000.00
of Shredders
Fin

v Year :
x v Status
Procurement Invitati
Fund  Method 2024 2025 2026 Toral for Biet
C NCB 40,000.00  0.00 0.00 40,00
GOM

search
Bid Contract
Opening  Award Remarks  Status At Select
19Jan Jan | T Pending | =
4 024 enlars
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How to Authorize/Reject Item from Plan

Required Role: Finance Executive

Items that are pending can be authorized. Items that are authorized or pending can be rejected.

To authorize or reject an item, locate the item by following the instructions up to step 6 in How

to View Procurement Plans. Then follow the below steps:

7- Click the button in the “Action” column.

> ProcurementPlan > Manage Procurement of Goods

List  Add

Agency: Al
und Al
Procurement Method : Al

Y Filter Reset Filters

&  Procurement of Goods

how| 100 v ent
Estimated
Procurement o Amount
Agency  Year (MvR)
Min 2024 4 0.00
of
Finance
Showing 110 1 of 1 entries
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2025

0.00 | 0.00

2026  Total

Invitation

for Bids

Search
Big Contract
Opening  Award Remarks  Status  Action  Sel
19]a To Pending
202 replace E 7
the

damaged

Select
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8- Click the “Authorize” button to authorize it. This will open a prompt asking to enter
“Remarks”. This is optional. Click the “Yes” button to authorize it.

Home > Procurement Plan Manage Procurement of Goods

List
Agency : Al xv Year : 2024 x v
Fund: A xv Status A xv
Procurement Method : Al xv

Y Filter Reset Filters
Select All

&  Procurement of Goods

how | 100 ~ | entries

o earct
Procurement Estimared
Procurement Mo/ Procurement  Amount Procurement Invitation  Bid Contract
Agency  Year Name. (avR) Fund | Method 2024 205 206 Toral forBids  Opening  Award  Remarks  Stams  Action  Selact
Ministry | 2024 Supplyof3 | 4000000 | C | NCB 40,000.00 | 0.00 0 19Jan T Pending [ = O
of Shredders GOM 24 renlara
Finance o
d.
o

Showing 1 to 1 of 1 entries

Authorize ltem

Remarks
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9- Click the “Reject” button to reject it. This will open a prompt asking to enter the reason
for rejection. Enter the reason and click “Save”.

rem Manage Procurement of Goods

List

Agency @ Al T

Year : 2024
Fund : M Status
Procurement Method : M
Y Filter Reset Filters
Select All
& Procurement of Goods
| 100 v earct
Estimated
Procurement Procurement | Amount Procurement Invitat Bia Contract
Name (MvR) Fund  Method 2020 205 202  Total for Bids Opening  Award Remarks  Statu At Select
PC-Office Supplyof3 | 40,00000  C- NCB 40,000.00 | 0.00 9} 26jan | T Pending | = m]
No/2024/G- Shredders GOM 4 2024 e
G 0

#
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How to Download Procurement Plans
Required Role: Procurement Officer, Finance Executive

You can download procurement plans for internal (office) use and external (public) use.
Download options include PDF, Excel and printable page within the browser.

The plan can be of an individual agency, or all the agencies combined (consolidated). If your
role is Procurement Officer or Finance Executive, a consolidated plan will include the

procurement plan of your agency and sub-agencies (agencies under your agency).

To download procurement plan, follow the below steps:

1- Click “Procurement Plan” on the left sidebar menu.
2- Click “Procurement Plan” under “Procurement Plan”.
3- Click one of the following tabs:
a. “Goods” tabs to download Goods Plan.
b. “Works” tabs to download Works Plan.
c. “Consultancy” tabs to download Consultancy Plan.
d. “Non-Consultancy" tabs to download Non-Consultancy Plan.
4- Click the preferred format from the available options.
3(c)
I Euudsl ICunsuI(anﬁI INon.Cnnsu\(ancyI
3(a) 3(b)
Agency : All (Consolidated) x v Year: 2024 v
Fund : xw Status : Authorized v
Procurement Method : -
Reset Filters
4
& Procurement of Goods
h 100 ™ |entri Search
Agency : o :l:’ EEEEE ::; EEEEEEE ‘ ‘[A’\':\';:m Fund :‘!:::ur:me"t 2024 2025 2026 Total ‘(vfﬂld‘i Zi:ening ::::::n Remarks Status
Ministry 4 PC-Office Supply of 60,000.00 C- NCB 60,000.00 0.00 0.00 60,000.00 01Feb 08 Feb 15 Feb Authorized
of )24/ Multipurpose GOM 2024 2024 2024
Finance Printers
Ministry 4 PC-Office Supply of 3 40,000.00 C- NCB 40,000.00 0.00 0.00 40,000.00  04Jan 19 Jan Jan To Authorized
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