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Bidder Registration User Manual (Version 2.0)

Introduction

With the implementation of e-GP phase Il from July, 2020, Department of National Properties
(DNP), Government Procurement and Property Management Division (GPPMD) has revised this
user manual for bidder registration to incorporate all the updates and enhancements carried
out in e-GP phase Il for bidder registration processes. This manual will guide bidders to
successfully register in e-GP without any complication. The User Manual contains all essential
information and step by step guide on how to register in e-GP. This manual is issued on 15t
September, 2020.
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Bidder Registration User Manual (Version 2.0)

Important Note for Bidder Registration in e-GP System

The Bidders will have to have the following ready to create an e-GP account:

V' Valid e-mail ID

V' Scanned copies of all required documents based on Registration type and all required
documents listed below, for upload as per requirement.

The following is the summarized Registration process:

STAGE 1: User e-mail ID Verification |

| STAGE 2: Document Upload and Profile Completion |

-] ) AN
= ) o B
Verffication e-mail Verffication
with verification  Bidder confirms  confirmation
Bidder registers code his e-mail ID e-mgll is sent to : Bidder sends Bidder logs to e-GP,
on e-GP with his s sent to Bidder's by using Bidder with B.'dde' OIS mandatory enters his profile
e-mail ID and e-maillDfor  verification code  further a dmandat:)ry credentials details and upload all
Password confirmation Instructions. Sonulliills documents mandatory documents
to Authority
by post or courier
| STAGE 3: Profile Verification and Approval / Return for Modification |
: .y 3
V> = Approval >
<y ’, E lo-maf:‘:cm %4) .
’ e-mail with User Registration Content Admin
Approved Bidder Modification (Authority) verifies online
starts using e-GP Reasons is Primarily details
sent to Bidder APPROVED if
documents are found
authentic
Bidder Registration
(Authority) :
documents are found X Content
not authentic Bidder

Admin

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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Bidder Registration User Manual (Version 2.0)

Section 1: Bidders Registration Process
1.1 Log onto www.egp.gov.bt. The following e-GP web page will be displayed. (Fig 1.1)

RRAUEs A ER| SE VYRR ey

Royal Government of Bhutan, Ministry of Finance

'C\' A . . . i & T .\- ~1l37 -, i3 ., -
,,Q u}@: f!] @ gq R: g ﬁ:&l QE'ER. a’: B 6&&] FUARN 1716: BN AN @ENW
g Government Procurement & Property Management Division, Department of National Properties

P

Language| English |

T T S

[Type your Keyword | [Tender ~] Search Advance Search

About Electronic Government Procurement (e-GP) System @ PferLogin

The Electronic Government Procurement (e-GP) System of the Royal Government of Bhutan facilitates all Procuring Agencies to publish the Tenders, Corrigendum and Notification of Contract e-mail ID

Award. The primary objective of this portal is to provide a single point access to the information on procurements made across various Procuring Agencies.

News and Advertisements Circular R P
* Electronic Government Procurement (e-GP) System Launching - Important + HDPE Pipe circular - Druk Pipe 07/08/2019 " —
N Bidder Registration
+ Notification on Force Majeure (COVID-19) = Important + HDPE Pipe Gircular- Rabten pipe 07/08/2019
+ Simplified Government Procurement Rules for Procurement of Works uncier * Notification on Procurement of HDPE Pipe 07/08/2019
COVID-19 Situation - important + test1 13/07/2020
* Phase - Il Role-out Notice - /mportant  Items awarded to different suppliers for Gentral Procurement 02/08/2019
+ Contact Addresses for Central procurement 02/08/2019
= Gement Gircular (15-11-2010) 07/08/2019 Help
Amendment User Registration Manual
Frequently Asked Questions (FAQ)
Downloads
Resources
External Links.
Notification
+ Pictorlal presentation to Validate Genuine Toner 24/06/2020
+ Test Notification 17/07/2020 - important
+ test notification 17/07/2020 - Important
+ Notification on e-GP System Phase Il - Interim Measure for Procurement activities
where the estimates exceed the approved budget 17/07/2020 - important
+ Revised of Rules and and Standard Bidding
Document 2019 27/06/2019 - iImportant

Home | About e-GP | Contact Us | Terms and Conditions | e-Learning

0060 s

Gavernment Procurement and Praperty Management Division (GPPMD). Department of National Properties. Ministry of Finance. Royal Government of Bhutan
Designed & Developed by Dohatec New Media, Bangladesh

Fig 1.1: Electronic Government Procurement (e-GP) System

1.2 Click on the “Bidder Registration” button (Fig 1.2)

(& User Login

|e—ma\| 1D |

Forgot Password?

Bidder Registration

Help

Fig 1.2: Bidder Registration

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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Bidder Registration User Manual (Version 2.0)

1.3 The following Bidder registration form will be displayed. Fill the form with required
information and without leaving any of the mandatory fields marked with * sign.
(Fig 1.3)

A aE AR | SEY BV
Royal Government of Bhutan, Ministry of Finance
ﬂ(a:a&ﬁ!ﬂQR:gRENQEag:éaal g‘“'&l’:&'ﬂ]@:’ﬁ&'m&'@:&]

Government Procurement & Property Management Division, Department of National Properties

Language [ English ~
moosvar [ sesarresruren (G oweeens [
[Type your Keyword | [Tender ~ EZZE  Advance search

Bidder Registration - Login Account Details

Bidders to register in English only.
Fields marked with (*) are mandatory.
Emall: * | ghoning_ bidder@test com

E-mail ID should be valid. Example: abcd@wxyz.com

Password : *

must have eight (8) in length and must contain alphanumeric characters.
Special characters may be added.
Confirm Password : * ...

Password Matches
Hint Question : *

What is your favourite color 7 ~
HintAnswer:* .
Please remember the answer of the Hint Questi This is y during Change phase only,
until SMS alert is active
Nationality : * -
Registration Type : ™ o\ oot X

Please select correct Registration Type

Country of Business : * P":-"“‘v =
Solgium

Captcha: *

If you cannot read the text, you may get new Verification Code by clicking EERl
and if you want to hear the Verification Code, please click

Terms and Conditions : *  yerms and Conditions for e-GP System User Agreement

Electroni P nt (0-GP) system (i.e. https://www.egp.gov.bt) of the Royal Govemment of Bhutan is developed, owned and operated by
and Property ivision (GPPMD), Ministry of Finance, Royal Government of Bhutan (RGOB) for carrying out the procurement
activities of the Procuring Agencies of the RGOB.

GPPMD of the RGoB also runs a training server (http://egptraining.egp.gov.bt/) to allow the users to try and learn by themselves all the functionalities of e-GP system
through an online mock-up of real transactional e-GP system. Users may try all activities, which is available in real transaction system. None of the activities done in
training servers will be taken as real transactions.

For carrying out the real procurement transactions, users must use the @-GP system at https:/www.egp.gov.bY/).
User account will be created only when the following terms and conditions of e-GP system user agreement is read and accepted.
TERMS AND CONDITIONS OF E-GP SYSTEM USER AGREEMENT

& | have read, understood and accepted the Terms and Conditions

i

Home | About P | Contact U: Terms and Conditions | e-Learning

Q0O

mant and Pranarty Mananamant Divisian (GPPMN) Nanarimant of National Pranartias Ministry of Financs Roval Gouammant of Rhatan

Designed & Developed by Dohatec New Media, Bangladesh

Fig 1.3: Bidder Registration Form

1.4 Enter Unique/Valid email ID and password as shown below. (Fig 1.4)

Email: ™ g1ering bidder@test.com

E-mail ID should be valid. Example: abcd@wxyz.com

OK

Passwords must have minimum eight (8) characters in
length and must contain alphanumeric characters.
Special characters may be added.

Password : *

Passwords must have minimum eig
Special characters may be added.

umeric charactel

Fig 1.4: Tooltip for Email

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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1.5 Re-enter the same password and confirm the Password which was provided above to make
sure that the same password was provided by the Bidder. (Fig 1.5)

Bidder Registration Instruction, please ensure valid e-
mail ID is used to Register or Log In.

Passwords must have minimum eight (8) characters in
length and must contain alphanumeric characters.
Special characters may be added.

Email: * tshering_bidder@test.com
E-mail ID should be valid. Example The email should be registered in the Bidders name,
OK which is only used by the Bidder.
Password : * ... All e-mail alerts will be sent by GPPMD Office of
Electronic Government Procurement (e-GP) System to
Passwords must have minimum €ig this e-mail ID only. Example: abcd@wxyz.com umeric characters.

Special characters may be added.

Confirm Password : *

--------

Password Matches

Fig 1.5: Tooltip for Password

***Important Note:
The email ID used in the above form will be user ID (Log in ID) in eGP system.
It is recommended to note both email ID and password and keep it in safe custody for reference.

1.6 Please note the following points when you fill in the bidder registration form:
e Select the Hint Question from the drop-down list or select “Create your own

Question” if you want to create your own Hint Question. (Hint Question is required
to reset the password, if the Bidder wishes to or has forgotten the password in
future).

e Enter the Hint Answer to the Question selected or created.

Select the Nationality from the drop-down list. (Please note that only one country
can be selected).

e Select the Registration type from the drop-down list from the following options:

v" Select Bidder/Consultant, if the Bidder is a Contractor or a Consultant or
registered as an individual proprietor;

v' Select Individual Consultant, if the Bidder is a Consultant working
independently;

e Select the Country of Business.

e Enter the Verification Code which is generated on the screen in the given box.
Captcha code is a garbled graphical text used to prevent unsolicited automated
registration on e-GP System.

e |[f the Captcha text is not readable, click the “Refresh” button. This generates a new
text. The Bidder can enter this text & proceed further.

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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e Read the Terms and Conditions to proceed further and click the check box
containing the text “I have read, understood and accepted the Terms &
Conditions.”

1.7 To edit, click on the “Reset” button if required. Then click the ‘Submit’ button.
(Refer Fig 1.3)

1.8 The following message will be displayed to verify the email within 72 hours from the date
of registration otherwise the profile created will be removed. (Fig 1.6 (a))

SR e A AR | SRR )|
Royal Government of Bhutan, Ministry of Finance
ﬂ@:-ﬁ-wﬁ.gq.atg.afm.q%a.ga.é.aa] @‘“'ﬁ:N'ﬂ@:'ﬁN'NN'@ENl

Government Procurement & Property Management Division, Department of National Properties

Language Engiish v

[Type your keyword ] [Tencer v IS Advance Search

# An e-mail has been sent to your registered e-mail ID for verification. Bidder will have to verify the e-mail ID within 72 hours from the Date of Registration otherwise @ Pesetoon

©@ ihe profile will be removed

The Electronic Government Procurement (e-GP) System of the Royal Goverment of Bhutan facilitates all Procuring Agencies to publish the Tenders, Corrigendum and Notification of Contract Award. The primary objective
of this portal is to provide a single point access 1o the information on procurements made across various Procuring Agencies _!Illlll
News and Advertisements Circular

* Circular Cement 07/082019

- Important

ment Rules for Procurement of Works under COVID-19

C pcurement 02/08/2019

* Contact Addresses for Central procurement 02/08/2019
Downloads
Amendment Resources

External Links

Notification

er and stapler pin 24/06/2020
ner 24/06/2020

0000

Govermment Procurement snd Property Management Division (GPPMD), Department of Naticnal Properties, Minisky of Finance, Royal Gavernment of Bnutan
Designed & Developed by Dohatec New Media, Bangladesn

Fig. 1.6 (a): Email Verification Message
1.9 Log in your email account (email address used in the eGP registration). The email
verification code is sent to your registered email ID. (Fig. 1.6 (b))

1.10Click on the link of “Email Verification” provided in the email which will display the email
Verification page. (Fig 1.6 (b))

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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= =
= M Gmail Q . 0 & @ o
€« O 0 & = 0 ¢ o ® 1012 > m- o
| compose
©-GP User Registration Desk <re; 9p.gov.bt> Mon, Sep7,3:52PM (17hours ago) ¥ 4
Inbox 1 -1
S— M you've received this mail in error, it's likely that another Bidder entered your email address (ID) by mistake, while trying to regis ystem. if egister,
o you dont need to take any further action and can safely disregard the following message. /)
Snoozed
o Dear Bidder,
> Sent
Welcome to the Electronic Government Procurement (e-GP) System of the Royal Government of Bhutan.
B onfis 4
This Email has been sent to you as a part of your registration process. There are three (3) stages of Registration, for your information.
v More
) Bidder e-mail verification,
Meet
i) Profile and mandatory documents submission, and
B Start a meeting
Post by authort; P e U
+ B Join a meeting i) your uploaded zed and your registration.
This e-mail is sent 10 you in response 1o your submission for the first stage of Registration process already initiated by you for registering with the hitps./www.egp.gov.bt/
Hangouts.
Please click on the link given below within 72 hours 1o verify your e-mail account. and enter your e-mail address (D), Password and Verification Code After entenng you will 10 the detail
g.pm- + profile entry page of eGP System:
hitps://www.egp.gov.bYEmailVerification jsp —
kg ek hvedoart ok s cpy gt AL Email Verification Link
(hitps //www.egp.gov.b/EmailVerification jsp) i
Login ID: pemaflower2020@gmail.com
Password: (Password is not stored in the e-GP data base. It is your obligation to keep
password secret and not to reveal to anyone) ° o .
" Verification Code: 8726c22122hdeed8194cee]5d5¢145636d10e77d Verification Code
o recent chats |
Start a new one
f you fail to confirm your registration email within 72 hours from time of submission of regi quest on eGP System, your pending verification record will be removed from e-GP system and you will need 1o re-register.
'You have submitted the following information: N
29 ———

Fig 1.6 (b): Email Verification Link and Code

1.11 When you click on the email verification link it will take you to the Email Verification page
in the eGP System. Enter email ID, password and verification code received in the email
and click the “Submit” button. (Fig 1.7)

Fields marked with () are mandatory.
e-mail ID : °  oheiing bidder@test com

Password : *

Verification Code : * | . 77-sar00tadiiergererewl322332

Fig 1.7: Email Verification Page

1.12 Click on “Proceed to Profile Submission” to continue with the registration process. If you
wish to complete the registration processes later, click on “No Thanks, i will register later
on”. (Fig 1.8)

Dear User,

Your e-mail ID has been successfully verified.

Proceed To Profile Submission No Thanks. | will register later on

Fig 1.8: Profile Submission Link

Government Procurement and Property Management Division (GPPMD), DNP, MoF
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Section 2: Company Details
2.1 After clicking on “Proceed to Profile Submission”, the following company details form is

displayed. (Fig 2.1)

R R AT IER| §EVIVE

Royal Government of Bhutan, Ministry of Finance

5 2
’\"’ww.«-“' 4

ulgr:"l?]'a»xr‘ﬁ'gqg:'g’ﬁ‘:’&'ﬂ%’&"i:'é'asal gm'«‘ﬁ:&'u]@:‘ﬁmmm'@:m]

Government Procurement & Property Management Division, Department of National Properties

Corporate / Head office

Home | Aboute-GP | Contact L Terms and Conditions | e-Learning

000

[ (Check if Registered and Corporate office details are same)

Address : *
Country :* ¢, P
Dzongkhag / District: * 1. .
Dungkhag / Sub-district: o -
GOWOU | _seiect Gewog v
City / Town :
Postcode :
Mobile No.: " .
Phone No.: ... |,
FaxNo.: o0 o
Notification/ Alert : & Email - SMS © Both
Company's Website :

(Enfer website name without hifp 7/ e.g. pppd gov.bt)

Government Pracurement and Property Management Division (GPPMD), Department of

Ministry of Finance,

I e S e S e
[Tvpe your Keywora ] [Tender ~] I Advance Search
Bidder Registration - Company Details
Company Details > Company Contact Person Details > Supporting Documents
Bidders (o register in English only.
Fields marked vith (*) are mandetory.
Country of Origin : = ¢, 5
License No : *
Company Name : *
Company's Legal Status - ™ s icc; company Status  ~
Company's Establishment Year:* . _ .
Tax Clearance Certificate Number :
Procurement Category -0 1 Works [ Services
Classification of Contractc
Large: W1 W2 W3 W4 Consuling
Medium W1 W2 W3 |Wa Non-Consulting
Small: W1 W2 W3 W4
Registered
Registered Office Address : *
Country :* 5 =
Dzongkhag / District:* 1. <
Dungkhag / SUb-district : o\ 0 ™
Gewog | _seiect Gewog v
City Town:
Postcode :
Mobile No.: ™ o
PhoneNo.: | .q75 | o2 - Phone No.
FaxNo.: e oy

Bhutan

Designed & Developed by Dohatec New Media. Bangladesh

Fig 2.1: Company Detail

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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2.2 Enter the following details: (Fig 2.2)

e Country of Origin- Choose your country of registration from a drop down list.

e License No — Enter the valid license Trade License no. issued by DoT, MoEA
correctly (For national companies/bidders). For international companies/bidders,
enter the License No. manually.

e Company Name - Company name will come automatically (For national
companies/bidders). For international companies/bidders, enter the company
name manually.

e Company Legal Status — Select any of the options as applicable from the list. The
explanation on the type of company is given below in the tooltip.

e Company’s Year of Establishment — Enter the year in YYYY format (e.g. 2020)

Country of Origin : = 5, .

License No : ™ 00144 Enter License Number

Company Name : * ssacanG TOURS AND TRAVEL  OK

Company’s Legal Status : ~ Select Company Status ~

Company's Establishment Year : * ... - ; 2000

Tax Clearance Certificate Number :

Company Details:

Country of Origin - * 'Public Limited Company"

v 9 Bhutan In case of Company, the name should be provided
without any abbreviations. For example, different
variations of 'Public Limited' viz. Pub Ltd, Public Ltd, Pvt

c N . Limited, P Ltd, P. Ltd., P. Ltd are not allowed. It should
ompany Name -~ \waANGCHUK NORPHEL CONS  pe 'Public Limited" only.

License No : ™ 4500094

Company's Legal Status : Select Company Status  ~  'Private Limited Company'

Select Company Status L Inl case of Compan?{_ t.he name should be prowded

Public Limited Company wﬂﬂopt any a}bbreulahc_m;. Flor.example: d|ﬁ¢rent

Private Limited Ccmpaﬁ\; vanat.m.ns of 'Private Limited' viz. Pvt Ltd, Private Lid.

Sole Proprietorship i Pvt Limited, P Ltd, P I__td., P. Ltd are not allowed. It
should be 'Private Limited' only.

=

Company's Establishment Year :

Tax Clearance Certificate Number :

. 'Sole Proprietorship'
Procurement Category : Goods In case of sole proprietorship concern, the proprigtor
should apply for E-GP Registration in his/her own name.

Classification of Contractor

Fig 2.2: Company Details

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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2.3 Procurement Category — Tick the Procurement category as applicable (Works, Goods

or Services). (Fig 2.3)

Procurement Category : *

Classification of Contractor

CDBNO:*

Goods Works Services

Large: W1 W2 W3 W4 [_] Consulting
Medium : (JW1[JW2 W3 [J W4 [ Non-Consulting
Small : W1 w2 W3 w4

Registered

Fig 2.3: Company Details

***Important Notes:

e Tick Goods Category if business deals with supplies of goods.

e Tick Works Category if business deals with construction works. Tick Services Category

with sub-category as Consulting for consultancy firms and individual consultants.

e Tick both Goods and Services Category with sub-category as Non-Consulting for non-

consulting firms such as catering services, hiring services, trading services etc.

2.4 CDB No (Construction Development Board): If you select “Works” procurement category,
“CDB No” input field is displayed. The data is integrated from the CDB database, for works

procurement category, enter valid CDB no. (Fig 2.4)

Procurement Category : ] Goods Waorks

Classification of Contractor

Large : W W2 W3
Medium W1 W2 W3
Small : W1 W2, W3

Reqistered

CDBNO:~ | Enter COB Mumber

W4
W4

W4

Fig 2.4: Company Detail

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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2.5 When you enter a valid CDB number, Classification of Contractor is activated and your
specific classifications (Large, Medium, Small- W1, W2, W3, W4) are selected
automatically as per the CDB certificate. When a valid CDB number is entered, “Ok” is
displayed. (Fig 2.5)

Procurement Category : ©

[ Goods Works

Classification of Contractor

Large - Vi1 W2 W3 w4
Medium | W1 W2 W3 W4
Small Wi W2, W3 W4
Registered

CDBNO:" qpo4 OK

Fig 2.5: Company Detail

2.6 Enter the Registered Office Address as follows: (Fig 2.6)
e Country — Select from the dropdown box. (Auto selected when put license no.)
e Dzongkhag/District, Dungkhag /Sub-district, Gewog— Select from the dropdown
box.
e City/Town- Enter if applicable.
e Post Code — Enter if applicable.
e Mobile No., Phone & Fax No. — Enter as applicable.

Registered Office Address : *

Country :* Bhutan v
Dzongkhag / District : * Paro -
Dungkhag / Sub-district : o Dungkhag-— -
Gewog : --Select Gewog-- v

City / Town :

Postcode :

Mobile No.: * | 975 | 17617384

Phone No.: _g75 _ g - Phone No.

Fax No. : +975 - 08

(] (Check if Registered and Corporate office details are same)

Fig 2.6: Company Details

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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2.7 Enter the Corporate/Head Office Address. If the Corporate Office Address is the same as
that of a Registered Office Address, tick the ‘Check-box’ to auto fill the addresses as same.
(Fig 2.7)

2.8 Select Notification/ Alert option as desired (email, SMS or both). (Fig 2.7)

2.9 Company’s Website — Enter company’s website address if available (Optional). (Fig 2.7)

(Check if Registered and Corporate office details are same)

Corporate / Head office _

Address : *
Vi
Country : * o, 0 v
Dzongkhag / District : = _ v
Dungkhag / Sub-district : Dungkhag-- v
Gewog : --Select Gewog-- hd
City / Town :
Postcode :

1 -k
Mobile No.:* 575 _ 17517384

Phone No.: ,g75 _ (g - Phone No.

Fax No. : +975 - 08 L

Notification/ Alert : @) Email ) SMS () Both

Company's Website :

(Enter website name without 'hitp://" e.q. pppd.gov.bt)

"Preview|FSave
Fig 2.7: Company Details

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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2.10 To View and confirm the Company Details, click on the “Preview” button. (Fig 2.8). Click
‘Save’ button. The System will display a page to enter “Company Contact Person Details”.
(Fig 3.1)

Electronic Procurement System (e-GP) Bidder Registration - Company Details x

Company Details Preview 2

License Number :1000084
Company Name :WANGCHUK NORPHEL CONSTRUCTION

Company's Legal Status :Public Limited Company
Company's Establishment Year :2001
Procurement Category :Goods Works: Large- W2, Medium- W2, Small- W1, W2 W3, W4, Registered, Service: Consulting

CDB Number :1024
Country of Origin :Bhutan

Address :Thimphu
Country :Bhutan
Dzongkhag / District : Thimphu
Dungkhag / Sub-District :N/A
Gewog :Thim Throm
City / Town :N/A
Postcode :N/A
Mobile No. : 17110263
Phone No. :N/A
Fax No. :N/A
Corporate / Head Office Address :Thimphu
Country :Bhutan
Dzongkhag / District : Thimphu
Dungkhag / Sub-District :N/A
Gewog :Thim Throm

Fig 2.8: Company Detail Preview

Government Procurement and Property Management Division (GPPMD), DNP, MoF
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Section 3: Company Contact Person Details
3.1 After saving the company details enter the company contact person details of the key

employee who will participate and perform the activities on the e-GP system on behalf of
the company. (Fig 3.1)
e For Bhutanese personnel, some fields will be filled automatically as the
bidder enters CID number.
e For non-Bhutanese personnel, all fields will have to be filled manually.

SRRy AT | SRRV
Royal Government of Bhutan, Ministry of Finance
NG A A YRR G REN ARG P Y Es| FA RN a|ER SV GRa|

Government Procurement & Property Management Division, Department of National Properties

Language Engish v |

= pro

Home. About eGP Tender Annual Procurement Plan Contract
Type your Keyword Tender & 50 Advance Search

1 - Company Contact Person Details

plete Registration Process | b Logout

Company Details Company Contact Person Details > Supporting Documents
Fields marked with () are mandatory.

Country :* 10y =
CIDNo:"

User Type:* (e, =

Title - *

First Name : *
Middle Name :
Last Name :
Designation : *
Department :

Address : *

Dzongkhag / District:* =

Dungkhag / Sub-district :

Gewog :

City / Town :
Post Code :

Email Address : *
Mobile No.:* o,

Phone No. :

FaxNo.: .o/ | o

0006

Government Procurement and Property Management Division (GPPMD), Ministry of Finance, Bhutan
Designed & Developad by Dohatec New Media, Bangladesh

Fig 3.1: Company Contact Person Details

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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3.2 When you enter a CID number, the system auto fills the data field with necessary
information with the data returned from the Department of Civil Registration and Census
(DCRC) database. (Fig 3.2)

Country :* 5 .o, -
CIDNo:~ Enter Valid CID No.
User Type 1 o v
Title :* seject v

Fig 3.2: Company Contact Person Details

3.3 Following screen is displayed when data is not found in the Department of Civil
Registration and Census (DCRC) database. (Fig 3.3)

Country = * g0 v
CID No =" 50202020202 CID Number not found in the database.
User Type 1 .o -
Title :* geject v

Fig 3.3: Company Contact Person Details

3.4 When you insert the correct CID no, the following screen is displayed. (Fig 3.4)

Country : * 5, .o v
CIDNo:" 44502000015 OK
User Type :° ., cr >
Title : * seject v

Fig 3.4: Company Contact Person Details
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3.5 User Type — Select user type ‘Owner’ or ‘Authorized User’ from dropdown list. (Fig 3.5)

User Type Owner v

Title = 1 horized User v

First Name : * oy
Middle Name :

Last Name : - oope.

Fig 3.5: Company Contact Person Details

3.6 Title — Select the title of the user from the dropdown list. (Fig 3.6)
Title :

b

First Name : *

Middle Name :

Last Name :

Designation : *

Department :

Address - " g5q0en Bidung Trashigang

Fig 3.6: Company Contact Person Details
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3.7 Enter the Following Details:

e Name — Name will come automatically after inserting the CID number for Bhutanese
personnel. For Non-Bhutanese personnel, enter the name manually.

e Other relevant information - Middle Name, Last Name, Designation, Department,
Address, Country, Dzongkhag/District, Dungkhag/Sub-district, Gewog, City/Town,
Post Code, Phone No., Fax No., Mobile No, Email Address.

e Click the “Preview” button to view and confirm Company Contact Person Details.
(Fig 3.7).

e Click the “Save” button. Then the system will display a page to upload supporting
documents. (Fig 4.1)

Company Details Company Contact Person Details

Country : * Bhutan j

CID No = * 40207001581 OK

*
Owner j

Title:* o j

User Type :

First Name : * 55 11a
Middle Name :

Last Name :

ST
Designation: * ..

Department :

Address :

*
Wanakha,Naja,Paro

Dzongkhag / District: * . j
Dungkhag / Sub-district: ¢, b ngknag- j
Gewog: _goict Gewog- j

City / Town :

Post Code :

Email Address : *

Mobile No. : * ,q75 . 17380744

Phone No.: 575 . (2

FaxNo.: g75 . oo

Fig 3.7: Company Contact Person Details Preview

Government Procurement and Property Management Division (GPPMD), DNP, MoF
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Section 4: Upload Supporting Documents

4.1 To complete the Bidder Registration process, you are required to upload necessary
supporting documents. The Mandatory documents are indicated and you can select
documents from the drop down list.

4.2 Upload mandatory documents by selecting ‘Document Type’ from the dropdown list.
Browse the file from your computer/Laptop (‘Document Ref. No.” is not mandatory) and
then click on the ‘Upload’ button. (Fig 4.1 (a))

SRS AT ER | SR N EE )

Royal Government of Bhutan, Ministry of Finance

m@:'a'alff'gq‘g:'g'qfﬂ'a?:ag:é'as’al @m'ﬁcm'ﬂ@:'awmw@mq

Government Procurement & Property Management Division, Department of National Properties

Language [Ergisn
Home About e-GP ‘Tender Annual Procurement Plan Contract. Debarment Grievance
Type your Keywora Tencer ~] SRR Acvance Search Complas peguration romms || @ Logeit

Company Details > Company Contact Person Details > Supporting Documents

Fields marked with (") are mandatory.

Mandatory Documents Optional Documents
Self Declaration * Tax Payment No. (TPN)
Citizenship Identity Card * Statutory Certificate

Company Registration

Other! More

Document TYpe : " st peciaration ~

All documents listed above are mandatory except ones labeled as "(If applicable)” “If applicabla” indicates optional documant
Document Ref No :

Ssloct Document : Choose File | No file chosen

Acceptable File Types
(doc, docx, gif, jpeg, jpg, pdf, pag, rai, x1s, xisx, zip, txt)

Maximum file size of single file should not exceed 4MB.

Total Documents Uploaded: 0
Mandatory Document Upload Status: Total: 2 | Uploaded: 0 | Pending: 2

Submit button for final submission will appear automatically ence all the mandatory documents are uploaded

SI. No.. Document Name Document Description File Size

(InK8) Action

0000

Govarment Procursment and Prapsrty Managemant Division (GPPID), Dapartment of Nationa! Progeries, Ministry of Fnance, Reyal Govemment of Bnutan
Designed & Develaped by Dohatec New Media, Bangladesn

Fig 4.1 (a): Supporting Document

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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4.3 Mandatory Documents to be uploaded:

e If registration is carried out in the name of owner: (Fig 4.1 (b))
1. Self Declaration
2. Citizenship ldentity Card

Company Detalls > Company Contact Person Detalls > Supporting Documents
Fields marked with (*) are mandatory.
Mandatory Documents Optional Documents

Self Declaration * Tax Payment No. (TPN)

Citizenship Identity Card * Statutory Certificate
Company Registration
Other/ More

Document Type 1 * ... G
All documents listed above are mandatory except ones labeled as "(If i )" "I I optional d

Document Ref No :

Select Document :* o

Acceptable File Types
(doc, docx, gif, jeeg, jpg, pdf, png, rar, xIs, xisx, zip, txt)

Maximum file size of single file should not exceed 4MB.

Fig 4.1 (b): Mandatory Documents

e [f registration is carried out in the name of authorized user authorized by owner:
(Fig 4.1 (c))
1. Power of Attorney
2. Citizenship Identity Card

Company Detalls > Company Contact Person Details > Supporting Documents
Fields marked with (*) are mandatory.
Mandatory Documents Optional Documents

Power of Attorney * Tax Payment No. (TPN)

Citizenship Identity Card * Statutory Certificate
Company Registration
Other/ More

Document Type : * [, . .o -
All documents listed above are mandatory except ones labeled as "(If )Y *if " optional

Document Ref No :

Select Document ; Choose File | No file chosen

Acceptable File Types
(doc, docx, gif, jeeg, jeg. pdf, png, rar, xis, xIsx, zip, txt)

Maximum file size of single file should not exceed 4MB.

Fig 4.1 (c): Mandatory Documents

*** Important Notes:
e Self Declaration form will be available for download on the e-GP Home Page under
Notification. The form shall be duly filled in and signed.

e Power of Attorney form is not prescribed. Bidders can upload any appropriate
format.

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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4.4 After uploading all mandatory supporting documents, if you require to remove the
document and replace it, click on ‘X’ under Action column. Then, click on the button

“Click here to proceed for final profile submission” (Fig 4.2).

Total Documents Uploaded: 2
Mandatory Document Upload Status: Total: 2| Uploaded: 2| Pending: 0

‘Submt button for final submission wil appear automeatically once all e mandatory documents are uploaded
81. No. Document Name Document Description T:::gle Action
Salf Daclaration 00 X
002 X

1| Biddere Registration Doc (1) docx
Citizenship Identity Card

Click here fo proceed for final profile submission

Fig 4.2: Upload Documents

2| Biddere Registration Doc (2) docx

4.5 The System will display a final message before submitting the Bidder’s profile. For final

.. . “woprle . o e ” .
submission, click on “Click here for final submission” (Fig 4.3).
o
ARF I SRV IVIHA
Roval Government of Bhutan, Ministry of Finance
o - ~ & = . N . " - -
q@:'ﬂ'&m"%ﬂ'r\:'g'ﬁ:m'aﬁ'a'a:'g‘aaa\l @'11 N Q"@K BN AT @El\q
Government Procurement & Property Management Division, Department of National Properties
Language | English ~
Home About e-GF Tender Annual Frocurement Flan Contract Debarment Grievance
Type your Keyword fender ~] SN Advance Search Compiete Registration Process | CP Lagout
4a GoBack
Dear Mr Pama
User Registration Manuai
Please note that once you complete final submission of your profile, it will be sent to e-GP Content Admin for verification. Once the final submission of a profile is completed, modification in profile won't be allowed T
E——
Resources
External Links
00060
Govermment Procurament and Property Management Division (GPPMDS, Depariment of Miisiy of Finance Bhutan
Designed & Develaped by Dohatec New Media, Bangiadesh.

Fig 4.3: Final Submission

»
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4.6 The system will display a message of acknowledgement to the Bidder for completing the
registration process successfully. (Fig 4.4)

RRAYEE AT SRS

Royal Government of Bhutan, Ministry of Finance
o ~ ~ o N A, ~
ﬂ'l@ﬁ'ﬂ'l'&[ﬂ'aq'ﬁ:’gﬁ:l\l'qgﬁaﬁg'ﬁﬂ @N'W:N’U‘@:'&N'N&'QKN‘

Government Procurement & Property Management Division, Department of National Properties

-
[TypeyourKeywam ] [Tendev Zl m Advance Search

Thank you for Registering on Electronic Government Procurement (e-GP) System, Royal Government of Bhutan.
Your Registration details will be verified by the GPPMD Office. On approval or modification of your profile, you will be notified by
e-mail / SMS Alert.

Government Procurement and Property Management Devision (GPPMD)

Ministry of Finance,

Royal Government of Bhutan
Box 116

Thimphu, Bhutan

Bhutan

Go Back To Home Page

Fig 4.4: Submission Notification

4.7 Once the registration process is completed, your data is updated in the e-GP system. The
Content Admin of e-GP System shall verify the details submitted to approve/return for
modification. In either case, the Bidder receives an automated email and SMS about
approval or modification.

4.8 If the Content Admin has sent it back as “Return for Modification”, you will have to log
into your registered email account to view the reasons for return for modification. (Fig
4.5). After you are aware of the reasons, you have to log in to e-GP, update your
registration details as instructed by content Admin and follow the procedure of Final
Submission described above.

Government Procurement and Property Management Division (GPPMD), DNP, MoF _
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71 - Delete forever Not spam 0 ¢ o 1of4 ) m~
; l- Compose
[
| = ° e-GP System: Bidder Registration - NOTIFY FOR MODIFICATION  spem x & 0
| @ chats

% Scheduled o -GP, GPPMD <noreply.training@egp.gov.bt> M18AM (1 minsteago) Ty &

fome v

} All Mail

Spam 2 Why is this message in spam? It is similar to messages that were identified as spam in the past

Report not spam

0
B Trash ‘
» |
o

’ Categories
| Manage labels
| Dear Dolma,
L] Meet C
T We are sorry to say that your Registration has been NOTIFY FOR MODI f
| W Startameeting
| & uoinameeting [ 0 RS cion oo ek b ﬂ Reason for modification
| You can update your profile depend: Sgain following you before.
\ Hangouts Thank you for using Electronic Government Procurement (e-GP) System.
Qbovi . + Public rocure Policy Division (GPPMD)

Ministry of Finance, Royal Goverment of Bhutan
Address: Box 116, Thimphu, Bhutan

GPPMD Office Contact Details

Phone: +975-02-336962 | Email:
| hitp://training.egp gov.bt/

“To ensure you receive future emails, please add info.training@egp.gov.bt email address of GPPMD Office to your Safe Sender list”

1
— - F

Fig 4.5: Email Notification on Modification

4.9 If approved, you will receive the confirmation email on approval of your registration. (Fig
4.6)

™M Gmail Q - 0 ® @ @=

« B8 0 § 2= 0 ¢ b e 101502 > m

} compose
P % {Electronic Government Procurement (e-GP) System: Bidder Registration - APPROVED }_ L]

*  Stared ©-GP, GPPMD <noreply training@egp gov bt> 1121AM (1 minute ago) ¥ &

© Snoozed L

> Sent Ddar Dol

B Dnfts 12 Congratulations!

' @ Boxbe Waiting List Your p and your fy post qualif q

particular Tender you may be participating.

v More
Now, you can log-on to e-GP System using your e-mail address(ID) and Password.

Meet

Thank you for using Electronic Govemment Procurement (e GP) System.
B Startameeting

B Joina meetin i
9 Ministry of Finance, Royal Government of Bhutan
Address : Box 116, Thimphu, Bhutan.

Hangouts
GPPMD Office Contact Details

@ ooi + Phone: +975.02-336962
hitp://training egp gov by’

L “Toensureyourscevefre mais, plesse addinfo rainiog@egp govbt sl oddess of GPPMD Offcetoyour SefeSender bt

Fig 4.6: Email Notification on approval of registration
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4.10Log in to e-GP with your registered email ID and password. . You shall have access to the e-
GP system and can use the system for tendering purposes. (Fig 4.7)

v, v v v 'f\ v, v
AR RTIE] RV IR
Royal Government of Bhutan, Ministry of Finance
o ~ ~ & N\ ~
& /3 (3:'4]'N[ﬂ'ifl'ﬁ:’@'iﬂl‘l'qg&'aﬂ'ﬁ'ﬁal @mwmq@:mw&'@m]
"\,%w\_,.p' Government Procurement & Property Management Division, Department of National Properties

- - - . - _

Tuesday, 08 September, 2020, 12:42:51 BST Last Login : Tuesday, 8 September, 2020, 12:28:12 BST 2. Welcome, Dolma [Role] | & Logout

WELCOME

Electronic Government Procurement (e-GP) System
Government Procurement and Property Management Division (GPPMD)
Department of National Properties
Ministry of Finance
Royal Government of Bhutan

Fig 4.7: Successfully Registered

***Thank You***
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