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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.

Agency does not have a bid committee

Bid Committee

Add Bid Committee

“Members” menu item lists all the bid committee members including previous members.
“Meetings” menu item displays all the bid meetings.

“Awarded Procurements” menu items lists all the awarded procurements.
“‘Announcements” lists all the announcements from MoF.
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1. Add members to the bid committee using the “Add Member” form.
2. Click “Submit” to submit the form for authorization.

Bid Commiittees

€ #  Bid Committee

Agency

&  Add Member

D Card No :

First Name :

Last Name :

Agency: Select Agency

Designation : Select Designation

Email :

Contact No :

& Member Requests

Request  NID Name Agency Designation Email Contact Actions

m A12345 Ibrahim Rasheed Agency Procurement Officer ibrahim.rasheed@agency.gov.mv 7123456 x
m A12346 Mohamed Naseem Agency Director mohamed .naseem@agency.gov.mv 7123457
m A12347 Ahmed Firaaq Agency Assistant Executive Director ahmed.firaaq@agency.gov.mv 7123458

Members

NID Designation Contact Actions

No records found
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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.

€& 4  Bid Committee

Bid Committee

Agency

Business Area : 1001

Status Created By Authorized By Authorized Date Approved By

Approved Date Action
ProcurementOfficer p

a Members

Name NID Number Agency Designation Contact

No records found

= Meetings

Meeting ID Minutes Decision Action

No records found




Updating the Bid Committee

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

& #  Bid Committee

Committee

Agency

Business Area : 1001

Status Created By Authorized By Authorized Date Approved By Approved Date Action

Approved ProcurementOfficer FinanceExecutive 02/12/2020 Super Administrator 02/12/2020 .

& Members

Name NID Number Agency Designation Email Contact

A12345 Ibrahim Rasheed Agency Procurement Officer ibrahim.rasheed®agency.gov.mv 7123456

A12346 Mohamed Naseem Agency Director mohamed.naseem®@agency.gov.mv 7123457

A12347 Ahmed Firaag Agency Assistant Executive Director ahmed firaag@agency.gov.mv 7123458

= Meetings + Add
Date Minutes Agenda Decision Action

Meeting ID

No records found

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.

Home Bid Committees
& & Bid Committee
Agency n— New Bid Committee
a Member Requests
Request Name NID Number Agency Designation Email Contact
No records found

Members & Select Chairpers
NID Name Agency Designation Email Contact Actions
A12345 Ibrahim Rasheed Agency Procurement Officer ibrahim.rasheed@agency.gov.mv 123456 S %
A12346 Mohamed Naseem Agency Director mohamed.naseem@agency.gov.mv 7123457 7| =
A12347 Ahmed Firaaq Agency Assistant Executive Director ahmed.firaag@agency.gov.mv 7123458 VI



Setting the Chairperson

In the bid committee edit screen

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

& & Bid Committee

Agency New Bid Committee

a Member Requests
Request Name NID Number Agency Designation Email Contact

No records found

Members n— & Select Chairperson

NID Name Agency Designation Email Contact Actions
A12345 Ibrahim Rasheed (C) Agency Procurement Officer ibrahim.rasheed@agency.gov.mv 7123456 S %
A12346 Mohamed Naseem Agency Director mohamed.naseem®agency.gov.mv 7123457 7| =
A12347 Ahmed Firaaq Agency Assistant Executive Director ahmed.firaag@agency.gov.mv 7123458 VI

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

Select Chairperson

Member : B— Ibrahim Rasheed




Update member informations

1. Click the edit button of the member

& #  Bid Committee
Agency New Bid Committee
&  Member Requests

Request Name NID Number Agency Designation Email Contact

No records found

& Select Chairpersan

Members

NID Name Agency Designation Email Contact Actions
A12345 Ibrahim Rasheed (C) Agency Procurement Officer ibrahim.rasheed@agency.gov.mv p x
A12346 Mohamed Naseem Agency Director mohamed.naseem@agency.gov.mv 7123457 £ %
A12347 Ahmed Firaag Agency Assistant Executive Director ahmed firaag@agency.gov.mv 7123458 # x

2. Update the form and submit the form.

Edit Member

D Card No Al12345

First Name : Ibrahim

Last Name : Rasheed

Agency

Procurement Officer

ibrahim.rasheed@agency.gov.mv

7123456




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.

€ 4  Bid Committee

New Bid Committee

Submit

Agency
a Member Requests
Request NID Name Agency Designation Email Contact Actions
UPDATE [ENFEEE] Ibrahim Rasheed Agency Procurement Officer ibrahim.rasheed@agency.gov.mv QQIB_ x
Members & Select Chairperson
NID Name Agency Designation Email Contact Actions
A12345 Ibrahim Rasheed (C) Agency Procurement Officer ibrahim.rasheed@agency.gov.mv 7123456 S %
A12346 Mohamed Naseem Agency Director mohamed.naseem@agency.gov.mv 7123457 £ %
A12347 Ahmed Firaaq Agency Assistant Executive Director ahmed.firaag@agency.gov.mv 7123458 S x




5. Remove members

1. Click the remove button of the member

& & Bid Committee

Agency
& Member Requests
Request Name NID Number Agency Designation Email
No records found
Members
NID Name Agency Designation Email
A12345 Ibrahim Rasheed (C) Agency Procurement Officer ibrahim.rasheed@agency.gov.mv
Al12346 Mohamed Naseem Agency Director mohamed.naseem@agency.gov.my
A12347 Ahmed Firaaq Agency Assistant Executive Director ahmed firaaqg@agency.gov.mv

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

¢ 4  Bid Committee

New Bid Committee

Contact

& select Chairperson

Contact Actions

7123456 s x
7123457 "™
7123458 s x

New Bid Committee

Submit

Agency
a Member Requests
Bequest NID Name Agency Email Contact Action
REMOVE JAFELS] Ibrahim Rasheed Agency Procurement Officer ibrahim.rasheed@agency.gov.mv 71 a_ *
Members & select Chairperson
NID Name Agency Designation Email Contact Actions
A12345 Ibrahim Rasheed (C) Agency Procurement Officer ibrahim.rasheed@agency.gov.mv 7123456 VI
A12346 Mohamed Naseem Agency Director mohamed.naseem®@agency.gov.mv 7123457 £ %
A12347 Ahmed Firaag Agency Assistant Executive Director ahmed.firaag@agency.gov.mv 7123458 7| n




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.

€ 4«  Bid Committee

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

automatically added to the new committee.

Email

Email

ibrahim.rasheed@agency.gov.mv

mohamed.naseem@agency.gov.my

Agency
&  Member Requests
Request NID Name Agency Designation
No records found
Members
NID Name Agency Designation
A12345 Ibrahim Rasheed (C) Agency Procurement Officer
A12346 Mohamed Naseem Agency Director
A12347 Ahmed Firaaq Agency Assistant Executive Director

ahmed.firaaq@agency.gov.mv

n_ New Bid Committee

Contact Actions
 Select Chairperson

Contact Actions
7123456 s x
7123457 7 x
7123458 s x

3. Add the new member or members using the “Add Member” form.

4. Click “Submit” to submit the new bid committee.

Bid Committee

€ 4

Agency

& Add Member

D Card No
First Name
Last Name :
Agency : Select Agency
Select Designation

Designation

Contact No:

Add

&  Member Requests

Request  NID Name Agency | Designation

Email

Contact Actions

A12345 tbrahim Rasheed Agency | Procurement Officer

A12346 Mohamed Naseem Agency  Director

A12347 Ahmed Firaag Agency  Assistant Executive Director

Ibrahim.rasheed@agency gov.my

mohamed.naseem@agency.gov.mv

ahmed.firaaq@agency.gov.my

7123456

7123457

7123458

Designation

No records found

Submit

Contact

Actions



The new bid committee is displayed in the agency dashboard.

& & Bid Committee

Agency

Business Area : 1001

Status Created By Authorized By Authorized Date Approved By Approved Date Action
ProcurementOfficer = = = = #
Approved ProcurementOfficer FinanceExecutive 02/12/2020 Super Administrator 02/12/2020 p
a Members
Name NID Number Agency Designation Email Contact
A12345 Ibrahim Rasheed Agency Procurement Officer ibrahim rasheed@agency.gov.mv 7123456
A12346 Mohamed Naseem Agency Directar mohamed.naseem®@agency.gov.mv 7123457
A12347 Ahmed Firaag Agency Assistant Executive Director ahmed.firaag@agency.gov.mv 7123458
Meetings + Add
Meeting ID Date Minutes Agenda Decision Action

No records found




Bid Meetings

Add bid meetings

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

&  Add Meeting

Meeting ID: Meeting Date:

Agenda Attachment: No file selected | Choose File Minutes Attachment: Choose File

. i Choose File
Decisions Attachment:
Add
&= Meetings
v| 10 1 entrie Search
Meeting Id Date Minutes Agenda Decision Action

No data available in table

The Meeting table lists all the bid meetings added by the agency.
To view the meetings details click the view button.

To update a meeting click the edit button.

To remove a meeting click the remove button.
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&  Add Meeting

Meeting ID: Meeting Date:
Agenda Attachment: No file selectec Chaose File Minutes Attachment: Na file selecte Choose File
Choose File
Decisions Attachment:
& Meetings
10 - entries Search
Meeting Id Date Minutes Agenda Decision Action

Meeting-1 02-12-2020 Download Download Download n— > p x _B




Update Meetings

1. Click the edit button of the meeting.

> Meetings

& Add Meeting

Meeting ID: Meeting Date:

Agenda Attachment:

N Choose File Minutes Attachment: Choose File
. . Chaoose File
Declisions Attachment:
&  Meetings
h 10 ch
Date Minutes Agenda Decision Action
02- Download Download Download > || . %

&  Edit Meeting

Meeting ID: Meeting-1

Meeting Date: 02-12-2020

Agenda Attachment: Mo file selected | Choose File

Minutes Attachment:

Choose File

Meeting-1-minutes-02-12-2020

Choose File | Meeting-1-decision-02-12-202




Add Awarded Procurements

1. To add awarded procurements first select a meeting.

& Add Meeting
Meeting ID:
Agenr_la Attachment: No file selected Choose File

_ _ Choose File
Decisions Attachment:

&  Meetings

Meeting ld Date Minutes

Meeting-1 02-12-2020 Download

Meeting Date:

Minutes Attachment: Na file selecte Choose File
Agenda Decision Action
Download Download > || . %

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

& Meeting

Meeting ID: Meeting-1
Meeting Date: 02-12-2020

Agenda Minutes

wnload Download

Add Awarded Procurements

Procurement

Procurement Name:

Procurement Description:

Awarded Party:

Awarded Duration:

Decisions.

Download

Procurement Category:

Procurement Method:

Awarded Amount:

Awarded Date:

& Awarded Procurements

Procurement Name

Procurement Category Awarded Party

Awarded Amount Awarded Duration Awarded Date Action

cords found




Update Awarded Procurements

1. Select the meeting.

&  Add Meeting

Meeting Date:

Meeting ID:
Agenda Attachment: No f Choose File Minutes Attachment: Choose File

. . Choose File
Decisions Attachment:
& Meetings

sh 10

Meeting Id Date Minutes Decision Aftion

Download > | . x

& Meeting

Meeting ID: Meeting-1

Meeting Date: 02-12-2020
Agenda Minutes Decisions
D Download Download

&  Add Awarded Procurements

Procurement

Procurement Name: Procurement Category:

Procurement Description: Procurement Method:

Awarded Party: Awarded Amount:

Awarded Duration:

& Awarded Procurements

Procurement Name Procurement Category Awarded Party Awarded Amount Awarded Duration Awarded Date Action




3. Update the information and submit the form.

P Update Awarded Procurements

Procurement
Procurement Name: Procurementl Procurement Category: Goods b
Procurement Description: Description Procurement Method: Request for Bids - single stage - singl... ¥
Y
Award
Awarded Party: Company A Awarded Amount: 0.00
Awarded Duration: 0 Days 0 Weeks 5 Months 1 Years Awarded Date: 02-12-2020




