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Bid Committee 

Creating a Bid Committee 
 

1. Select “Bid Committee” from the side menu  
2. Click the “Add Bid Committee” button to create a new bid committee. 

 
 
 
 
 
 
 
 
 
 
 
 

 
3. “Members” menu item lists all the bid committee members including previous members. 
4. “Meetings” menu item displays all the bid meetings. 
5. “Awarded Procurements” menu items lists all the awarded procurements. 
6. “Announcements” lists all the announcements from MoF. 

 
 
 
 

 



 

1. Add members to the bid committee using the “Add Member” form. 
2. Click “Submit” to submit the form for authorization. 

 
 
  

 



 

The status of the new bid committee changes to “Pending”. Once the bid committee is 
authorized and approved meetings and procurement data can be added. 
 

 

 

 



 

Updating the Bid Committee 
 

1. Click the edit button in the “Action” column. 

 

 
 

2. Member information can be updated by clicking the edit button. 
3. Members can be removed by clicking the remove button. 
4. To Add new members, a new bid committee has to be created. 

 
 
 

 



 

Setting the Chairperson 
 
In the bid committee edit screen 
 

1. Click the “Select Chairperson” button to set the chairperson. 

 
 
 

 
 

 

 

 
2. From the drop down menu select the chairperson and submit. 

 
 

  

 



 

Update member informations 
 

1. Click the edit button of the member 
 

 
 

2. Update the form and submit the form. 

 
 
 

 



 

Now an update request is created for the member. Once the request is approved the 
information of the member will be updated. 
 

3. To cancel the request click the remove button 
4. To submit the request click the “Submit” button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 



 

5. Remove members 
 

1. Click the remove button of the member 

 
2. To cancel the request click the remove button 
3. To submit the request click the “Submit” button. 

 
 

  

 



 

Add new members 
 

1. To add a new member, a new bid committee has to be created. Click the “New Bid 
Committee” button to create one. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. When a new bid committee is created members from the previous committee are 
automatically added to the new committee.  

3. Add the new member or members using the “Add Member” form. 
4. Click “Submit” to submit the new bid committee.  
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The new bid committee is displayed in the agency dashboard.  

 
 

  

 



 

Bid Meetings 

Add bid meetings 
1. Select “Meetings” from the Bid Committee side menu. 
2. Add meetings using the  “Add Meeting” form. 

 

 

 
 
 
 
 
 
 
 
 
 

3. The Meeting table lists all the bid meetings added by the agency. 
4. To view the meetings details click the view button. 
5. To update a meeting click the edit button. 
6. To remove a meeting click the remove button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 

Update Meetings 
 

1. Click the edit button of the meeting. 
 

 
2. Update the information and submit the form. 

 

  

 



 

Add Awarded Procurements 
 

1. To add awarded procurements first select a meeting.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Add the awarded procurement information to the “Add Awarded Procurement” form. 
3. “Awarded Procurements” table lists all the procurements awarded in the meeting.  

 



 

Update Awarded Procurements 
 

1. Select the meeting.  
 

 
2. Click the edit button of the record. 

 
 
  

 



 

3. Update the information and submit the form.  
 

 

 


